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System website: Mitarbeiterservice Bayern

You can access the digital services for Bavarian public sector employees (Mitarbeiterservice Bayern) using either your private 
or your official email address. Registration with general task-related email addresses used by secretary’s offices is not 
possible.

In case you already have a private authega account, you may re-register without problems using your official email address if 
desired.
Please note: The MitarbeiterService’s travel management section is only linked to the sections that are relevant for this service. This means that the 
person you have entered as your proxy in the travel management section can only access information relevant to this section.

Link zum Mitarbeiterservice Bayern:
https://www.mitarbeiterservice.bayern.de

https://www.mitarbeiterservice.bayern.de/
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System website: Mitarbeiterservice Bayern

First registration with authega 
In case you have not yet created a Mitarbeiterservice Bayern 
user account via authega, you must initiall register via your 
certificate file. To do so, please  click on the right button and 
follow the instructions. You will receive your personal 
activation ID via email. You will need this ID for the second 
step in the registration process in combination with your 
activation code, which will be included in a letter sent by post 
to your private address.
Support and FAQs are available on this webpage.

Registering with authega 
After you have completed the registration process, you can 
login to authega. In order to login, the corresponding 
certificate file and password are required. 

IMPORTANT: If you have registered with your private 
email address, make sure to save the certificate file on 
your work computer as well!
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Travel management

Following successful login, please select Reisemanagement (travel management).
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Personal details
Upon initial login, you will be redirected to the menu’s “Persönliche Daten” (personal details)
section. You will not be able to use BayRMS without having entered the required details
(mandatory fields are marked with an *).
You only have to make these settings once. You can, however, edit your personal details at any
time in case of changes.

Data protection – 
Select only if you are a supervisor 
or secretarial office staff!

1526011 
Universität Bamberg

You can enter an additional email 
address, e.g. the task-related email 
address of the secretary’s office 
here.
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Default settings
You are free to choose individual default settings.  You have the option to select saved default 
settings in the approval request, but this is not mandatory. It is possible to save multiple data sets 
in your default settings. We recommend the following:

Please ignore KLR data.
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Default settings

Booking details:
We recommend using these details as your default settings. 

Non-project
Bezeichnung (unit name) = type in unit name in order to select corresponding cost centre
Erweiterung (extension) = 7-digit number sequence (always “0” + 6-digit cost centre code

of  your place of employment, e.g. 0020304)
Kapitel (chapter) = 4-digit number sequence (1506 or 1526)
Titel (title) = 5-digit number sequence (547 + 40)
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Default settings

Project/third-party funds
Bezeichnung (project name)= type in project name in order to select corresponding project
Erweiterung (extension)     = 7-digit number sequence (always “0” + 6-digit cost centre code

of your place of employment, e.g. 0020304)
Kapitel (chapter) = 4-digit number sequence (1506 or 1526)
Titel (title) = 5-digit number sequence (547 + 41)
Budgetnummer (budget no.)  = 10-digit number sequence (“00” + 8-digit cost centre code of

project  or “0” + 9-digit cost centre code of project)
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Authorisations
In the menu’s Vollmachten (authorisations) section, you can authorise another person (e.g. 
secretarial staff) to create your individual requests.
We recommend all employees working in units with secretarial staff to set up such 
authorisations. It is possible to authorise multiple persons. Each department can make 
authorisations as it sees fit. 

You can only select persons who have registered with BayRMS, and who are employed in the 
same unit (determined by the entry in the “Beschäftigungsbehörde” field in your personal 
details). 

The University of Bamberg does not offer this service.

!
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Authorisations
The BayRMS menu will display an additional Sekretariat (secretary’s office) section if another 
person has selected you for authorisation. 
The persons who have granted you authorisation are listed in the respective sections of your 
request.

The person granting authorisation can both access and submit approval requests and expense 
claims via the eye icon. 
Forms will display both the authorisation-granting person’s personal details and default entries, 
allowing you to enter travel data for this person. 

INFO: Each authorised persion can view only approval requests/expense claims added after 
granted authorisation, meaning prior requests/claims will not be displayed.
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Proxies (solely for professors and supervisors with approval authorisation)
If the programme’s menu does not display the “Vertretung” (proxy) section, this means that no 
other person has selected you to co-sign their approval requests until now. 
As soon as another person has selected you to co-sign their approval requests, the programme will 
notify you upon your next login that a proxy is required and ask you designate at least one person 
as your proxy. 

Recommendation: set up a proxy in administrative units or professors’ secretarial offices

The menu will display a new section “Mitzeichnung/Genehmigung” (co-signature/approval).

However, please activate this proxy only in exceptional cases (prolonged periods of absence 
of a supervisor). In general, we will not accept any requests approved by a proxy unless the 
university’s travel office has been notified in advance.
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New approval request

Dienstreise (official journey) = journeys for the purpose of conducting official business away from the place of 
employment
Fortbildungsreise (training journey) = journeys by employees who have completed their vocational education and 
training, intended to increase professional knowledge, skills, and experiences, adapt to changed official duties, or 
prepare for taking on new and different duties.

You must enter your Dienstort 
(place of employment) as the 
starting point of your journey!
Reimbursement from your place of 
residence only under certain 
conditions (before 6 a.m. or past 8 
p.m, on weekends, or shorter 
distance, please give details)
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New approval request

Do not tick the box “Übernachtung” (accommodation) if you are on 
a multi-day official journey but are returning home each day.
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New approval request

Never select “Pauschale” (lump sum)!  
Exception: excavation technicians

Go to next pages for more information

Entering details about single identical days 
can be simplified by copying one day for all 
identical days. However, arrival and departure 
days must be entered separately.
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New approval request

Overnight flight, train

Accommodation at friend’s/family’s residence during official journey or private stay

Hotel/accomodation will be booked and paid by employment unit

Booked via third parties (project partners, university, colleagues…)

The university does not offer this travel service
I will pay hotel/accomodation costs and 
request reimbursement in my travel expense 
claim
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New approval request

Make sure that hotel bills are addressed to the university, otherwise, we cannot reimburse 
the costs for meals such as  breakfast.

In case you did not book or reseverve accommodation at the time of submitting your approval request, 
please enter notional/estimated amounts.

 Please use the information icon         for further details.

Total hotel expenses for all travel days Accommodation-only costs per 
day/night minus meals, minus 
extra costs (e.g. CityTax)



S. 18Einführung BayRMS

New approval request
Official journey INCLUDING private stay
…this information is mandatory if certain at the time of request submission

Official journey ends on 
18.02.2025, but a 
private stay of one day 
has been added
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New approval request

Please enter the exact time when your 
official journey has ended in the 
“Reiseende Zeit” (end time of journey) 
field.

In case of private stays, you must 
always select this field!
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New approval request

In case of private stays, you must always include Vergleichsbelege (cost comparison 
documents) in your travel expense claim if you are requesting travel expense reimbursement.

Please note:
In case of private stays during your official journey, you must inform us via the Bemerkung
(comments) field that you were already aware of this official journey before planning your 
private stay.
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New approval request

Since these fields are mandatory, please enter estimed times (notional value). 
You can always change these entries in your expense claim. 

Time of landing or 
border crossing
in country that is 
hosting the event.
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New approval request

You must always select a means of transport. You will only receive reimbursement for means of 
transport that have been included in your approved request. You must supply valid reasons if you 
request reimbursement for a means of transport that was not included in your approved request.

. 

Information on valid reasons, e.g. for using a car, is included in the FAQs.

If you do not select a means of transport, then this will be checked upon receipt of your 
expense claim, which may affect reimbursement!
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New approval request

Allowances for accompanying passengers will only be paid for passengers (University of 
Bamberg employees) who also received authorisation for the same official journey. We will 
check this when processing your travel expense claim.
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New approval request

The Nebenkosten (other expenses) list includes all expenses such as seminar and conference 
fees, entrance fees, park tickets, conference costs and miscellaneous expenses. Please select 
those costs from the list that were known at the time of request submission.

DO NOT select Nebenkosten from the list which have already been paid by your place of 
employment/Department IV. In this case, you only need to inform us via the Bemerkungsfeld
(comment field).
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New approval request

Only enter invoice items that have not been paid by you or the University of 
Bamberg. These expenses may not be claimed in any other sections of your 
travel expense claim.

A detailed description can be found on pages 8 and 9. 

KLR-Data can be ignored and must not be completed.
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New approval request

Upload programme if available  (all other documents must be submitted with your travel expense 
claim)

All employees or secretaries must have their completed approval request co-signed by their 
respective supervisor. 
Supervisors will be informed about new requests in BayRMS via email, and they check, co-sign 
and forward each request to the university’s travel office for co-signature = final approval.

We only accept approval requests that have been co-signed by your supervisor. 
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New approval request
Co-signatures for official journeys by professors and supervisors whose requests are 
not subject to higher-level approval

Customarily, official journey requests by professors or supervisors not subject to higher-level 
approval do not require the co-signature of another person. This means that they can send their 
requests directly to the university’s travel office for co-signing = approval. 

The system does not allow secretaries creating approval requests in their function as proxies 
for their superior to forward these requests to said superior for co-signing, since they already 
act on behalf of that person. (Simply put: my own requests, including requests created for me 
by my proxy, cannot be sent to me for approval) 

This means that secretaries can create approval requests and save these as drafts, but 
supervisors themselves must forward such request to the university’s travel office for approval. 

See pages 9 and 10.
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New approval request

Please use the Bemerkung (comments) field to inform us about:
- Waiving of daily allowance 
- Waiving of reimbursement of all expenses
- Any commission you will receive (e.g. for a presentation)
- Requests for partial/advance payments
- Alternative bank account
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Changes to the approval request
Please do not re-submit requests (being processed or already approved) unless details that are subject to approval have 
changed:
• travel period 
• means of transport 
• private stay
• booking details
Please enter “changed request” and indicate the specific changes in the Bemerkung (comments) field to ensure that 
we see these changes.

Otherwise, we will adopt the changes later when processing your travel expense claim.
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New expense claim

You may only submit 
collective expense 
claims for official 
errands in Bamberg.

We will only process travel 
expense claims WITHOUT 
BayRMS approvals if you have a 
general authorisation for official 
journeys.
In this case, please upload your 
general authorisation. 

CURRENT SITUATION
It is possible to submit expense 
claims  where approval has been 
granted in printed form via the 
BayRMS system.  Prerequisite: 
You must include the printed 
approval in your uploads.
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New expense claim

After clicking on the field, a 
window displaying all approved 
official journey requests available 
for the creation of your expense 
claim will pop up.

The claim mirrors your official journey approval; you can view each page and, if necessary, change 
details or enter and/or delete additional expenses. 

At the end of your claim, you must add any original receipts and invoices via “Dateiupload” (file 
upload), otherwise we cannot make any reimbursement payments! You must keep all original 
receipts in accordance with legal retention periods (6 years, excepting for projects: 10 years after end 
of project).

Please send your completed travel expense claim to “Reisekosten III/2”.
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Changes to your travel expense claim
If you want to make any changes  to a submitted travel expense claim, you must send your claim separately via email to
reisekosten.personal3-2@uni-bamberg.de, no matter whether this claim has already been settled or is still being processed.

In your email, please inform us about the official journey in question (name of travelling person, destination, travel period), and 
indicate individual changes. 

Travellers are obliged to write this email personally or be included in CC. 

mailto:reisekosten.personal3-2@uni-bamberg.de
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Journey archive
You have the option to add approved official journey requests to your journey archive.
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Journey archive
The “Liste d. GN-Anträge” (list of approval requests) and “Liste
d. Abr.-Anträge” (list of expense claims) is your personal journey
archive. You can search and sort this archive using filters. 
Please pay attention to status and date in your search for 
a specific document.

Status-directory
Liste d. GN-Anträge (list of approval requests)
In Bearbeitung (in process)    = your supervisor or the university’s travel office have received your request
Genehmigt (approved) = your request has been approved
Genehmigt mit Maßgabe =  the university’s travel office has entered a comment in the  Bemerkung
(approved subject to proviso)    field or  made some changes
Abgelehnt (denied - rarely) = supervisor’s co-signature missing or several entries are not correct and you must

revise and re-submit your request
Abrechnung beantragt = you have created a travel expense claim
(reimbursement requested)
Archiv (journey archive)    = added to your journey archive as explained on page 33 

Liste d. Abr.-Anträge (list of expense claims)
Abrechnung beantragt (reimbursement requested)  = travel expense claim has been submitted 
In Sachbearbeitung (in process by travel office)     = your claim is being processed by the university’s travel office
Erstattung angeordnet (reimbursement arranged)    = your expence claim has been forwarded to Department IV
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FAQs
General official journey authorisations
General official journey authorisations cannot be requested/granted via the BayRMS system. Authorisation requests must be made using the 
specific form on our website and submitted via email (with digital signature) or by post. Travel expense claims can be made via the BayRMS 
system as explained on page 30.

Official errands
Official errands are only possible within Bamberg and are not subject to prior authorisation. This means that authorisation requests are not 
necessary and a collective travel expense claim can be submitted directly via the BayRMS system.

Authorisation to travel (non-university members)
Appointment procedures for professors or job interviews
University Council participants
Must still be sent in paper format (management via BayRMS not possible since the system can only be used by Bavarian state employees).

Student assistants
Must still be sent in paper format. The assistant contract must be enclosed with the application for approval.

Part-time lecturers
Approval requests and expense claims for part-time lecturers cannot be proceeded via the BayRMS system, but must still be sent in paper 
format to Section III/3.

FNK research funding
The BayRMS system cannot be used to request approval for training journeys funded by FNK research funds. You must submit your request 
using the new form called “Antrag auf Genehmigung einer Fortbildungsreise FNK”.
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FAQs
Advance payment
You can still submit advance payment requests by simply sending us an email and attaching your expense receipts/booking confirmations. However, 
advance payment requests are subject to approval and the approval request must have been submitted via the BayRMS system. When submitting your 
travel expense claim via BayRMS, you must upload ALL expense receipts to your claim, even receipts that have been attached to your advance payment 
request email.

Trip not taken / Cancellation
If a trip is not taken for valid reasons, no invoice should be submitted via BayRMS. All non-refundable costs, including receipts, should be submitted by email 
or internal mail to reisekosten.personal3-2@uni-bamberg.de.

Bahncard refunds
Submit Bahncards separately to the travel office (independent of travel expense claims) at the end of their validity period, and include a calculation justyfing 
the purchase of your Bahncard as well as the invoice. You can do this by sending us an informal email.

Where do I find completed travel expense claims?
The BayRMS system saves your completed travel expense claims in the “Digitaler Ordner” (digital folder) section. You are the only person who can access 
these completed claims.

Where do I include information on a different bank account?
Information on a bank account not on file must be submitted in your travel expense claim under “Bemerkungen zur Reise” (journey details). 

What are considered “valid reasons” for using a private vehicle?
Valid reasons for using a private vehicle include: destination cannot be reached by public transport, baggage of or exceeding 10kg, you are accompanied by 
one or more official travellers (University of Bamberg employees),.. see VV BayRKG 6.1.
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Ms Finzel: Administration
Office hours: Thursdays from 09:00 to 11:30 a.m.

Ms Fuchs: GuK, Huwi, WIAI faculties, University Library, ZLB, Trainees
Office hours: Mondays, Tuesdays, Thursdays 09:30 to 11:30 a.m.  and Tuesdays 13:30 to 15:30 p.m.

Mr Oppelt:  SOWI faculty, IT-S, VHB, BAGSS, Language Centre, Athletics Centre, Staff Council
Office hours: Mondays, Tuesdays, Thursdays  09:30 to 11:30 a.m.

Please only use our task-related email address: reisekosten.personal3-2@uni-bamberg.de !

For additional information, we highly recommend to check the BayRMS handbook. You can access the handbook via 
„Informationen – Hilfe“ (information – help).

Contact persons

mailto:reisekosten.personal3-2@uni-bamberg.de
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