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Travel invoice for
members of the
Industrial Union




Login to the M2 programme

The login window opens from the eService link

»  Select your username / kayttajatunnus from the list below:

Uusimaa + Puutuoteala
* It&-Suomi + Ulkomaisen tydvoiman yksikkd
* Pohjois-Suomi +  Tydymparistdyksikkd
» Sisa-Suomi » Hallitus
* Lounais-Suomi . Valtuusto
+ Etel&-Suomi + Kansainvélinen yksikkd
* Pohjanmaa »  Koulutusyksikko
« Jarjestotoiminnan yksikko +  Murikka-opisto
» Jasenyysyksikkd + Viestintayksikko
* Jarjestoyksikko  Yhteiskuntavaikuttamisen- ja tutkimuksen yksikko
* Aluetoiminta +  Kehittamisyksikko
* Teknologiasektori * Oikeudellinen yksikkd
* Kemian sektori +  Henkilostoyksikko

* You can get the correct username from the event organiser
» Entering the correct username ensures faster
processing and payment of travel invoices

a M2 kirjautuminen

Kirjaudu stsaan Visma M2 -matkalaskujarjestelmaan.

Kayttajatunnus \ ‘

* The password/ salasana is: TeollisuusliittoJ&sen2025 ——swme——> | |
* Business ID / yritystunnus:Teollisuusliitto ehiyhineies > | Teolisuusiitto 1

S VISMA
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Entering a travel invoice is a one-time operation, and once a travel invoice has been sent, it cannot be
corrected after saving.

You should not leave an entry unfinished, as an unfinished travel invoice cannot be edited.

If you are entering a travel invoice for two different events, log out after the first travel invoice, then log
in again and fill in the details for the second travel event.

Visma M2
All fields marked with an * asterisk should be * Eunm >
filled in for personal data
Bank account number: Fl — in capital letters — T
The Bank ID / Pankin tunnus field is left blank

Finally, remember to save

 VISMA

[ Uusilasku \  kayta ailempaa laskua pohjana

Laskun organisaatio Jasen - Etel-Suomi (K115)

« Select travel type — domestic travel, members /
Kotimaan matka, jasenet

datkatyyppi Ei valittu ~

Ei valittu
Matkalasku

Kilometriveloitus, Jisenet
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Travel details usilasku .
+ Travel type | [ Uslesku \_aya siempsa aske porana
- Travel destination — event location o e s ] }kmhkﬁkk)wm
* Invoice description — a detailed description of the event -t atanko || tasnopen
«  Payment method — bank / pankki e L aktivipalvat 23.-24.5.2025 A
*  Bank account/ pankkitili — check your bank account details - vz (pankid ]
- Departure time — date and time o tw‘:m - 1
* Return time — date and time * peluzika ‘2052005 (] 1600 |
* If no per diem allowance is paid for the event, etken furecs |
tick the box: no per diem allowance / ei paivarahoja | s O
* Continue > NS o

Kilometre allowance
+  Select — driving I @ Ao d
Ajon tiedot

®0 0

Entering driving data

 Date e |m P — a.e:,a Korvaus 7

Driven kilometres — kilometres back and forth Lo it Al ameclnna: o o

*  Vehicle — member with own car, lower compensation Lisshenkiot )
. Always used when employee travels alone L o el

- Driving route and name of the event (required information) e |

+ Additional passenger — number of kilometres and name of person.
Note: if there is more than one person on board, names of all passengers are entered in the same name field.
The programme is able to calculate a higher kilometre allowance.
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* Entering expenses 1. Matkat ja ajot

*  Expense / Kulu— tax-exempt reimbursement, e.g. parking @) xulu (®) verollinen korvaus

+ Taxable compensation / Verollinen korvaus — loss of earnings, meeting fees

+  Expense

. Date
. Expense type / Kululaji: Lisaa kulu
. Other travel expenses / muut matkakulut — parkin
ravel exp uu ulut — parking 25.05.2025
Travel expenses / matkakulu — train and bus ticket * Kululaji Muut matkakulut P B |
Taxi fares / taksi kulut * Maksuvaline ‘Itse maksettu "|

* Valuuttasumma ‘20,00 | ‘EUR Euro V‘

. Means of payment — self-paid / itse maksettu

* Valuuttakurssi 1

. Explanation / selite — descriptive note, a taxi fare must include a route . 20,00 EUR

Selite Parkki Aulangolla

. Remember to attach a receipt for the expenses paid

Kulun tyyppi Kotimaan kulu

* Adding an attachment: =) o 2

» There is a paper clip icon in the top right corne
Laskun litteet @ [/ Uusiliite \ Kohdistamattomat litteet @

 Inthe window that opens, you can attach the desired file as attachment ses P Valfss tdostot | i valittua tiedostos \ 4w
« The allowed attachment formats are displayed in the window o ‘Wkdinﬂ ) g ”g;;%;t-;;f‘fj;
» The added attachment is displayed at the bottom of the windo Tiedoston nimi 7_““?
. .. .. W\ Pysaksinti.png 0.07 Mt o
« Finally, send the attachment./ LAHETA
» The added attachment now appears as a green symbol in the top right corner o
500
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» Taxable compensation

Lisaa verollinen korvaus

* Date
* Paiva 23.05.2025
° Expense type: * Verollinen korvaus iAnsionmenetyskorvaus > v
«  Compensation for loss of earnings / ansionmenetyskorvaus Vhsikkohintz 19000 EUR
» Halved loss of earnings / puolitettu ansionmenetyskorvaus 180,00
,00 EUR

» Meeting fee / kokouspalkkio

* Selite Ansionmenetys perjantaipaivalta
A

- Explanation / selite ) s tanen

¢ Number / lukumaara

. - - . Matkat ja ajot . Kulut » . Ateriaf
«  If per diem allowance is paid for the event S =

. mark free meals /_ateriat "

Tarkista ateriat ja tdydenna tiedot.

Kesto limaiset ateriat Ateriakorvaukset
A Valitse ilmaisten aterioiden maara.
1. Pe 23.05. 08:00 - La 24.05. 08:00 ut P o g | o [0 IR
P&iva D Kylla ‘Yomatkaraha Ei
# Selite Ei selitetta
Matkavuorokausi Kesto limaiset ateriat Ateriakorvaukset
A valitse iimaisten aterioiden maara.
2. La 24.05. 08:00 - La 24.05. 16:00 8t - 0 1 2 n 1 2
Paivarahat D Kylla ‘Yomatkaraha Ei

A Selite Ei selitetta

6 Teollisuus
liitto



+ Before sending the invoice for approval, print or take a screenshot of the travel invoice

» Select the printer icon and print

* No information is reported to the traveller on the paid tax-exempt travel expenses
at the end of the year. You should therefore print out your travel invoice before sending it.

* An electronic pay slip will be displayed in your online bank for taxable compensation

» The supplier of the online payslip is Maventa
* Once a travel invoice has been sent, you can no longer return to it

» Check the invoice expenses and send for approval

. — 5e0%

» Creating a document of a submitted travel invoice

Matkalasku

Henkilan tiedat

Feikki Testi Mationen

Visma M2

Jusen - Etela-Suomi (K115)

19K15

yimmat korvaukset
Yisishyadyllisen yhieisn o
Organisaatia Jasen - Etal K115) jan tyyppi oleva korvauksen

sasja

Matkatyyppi Kolimaan matka, Jasenet

Maksutapa Pankid

Matiakohde Aulankn

Kohdmaa Suoni

Laskun kuvaus LM akiivipdival 23 24 5 2025

Aikavali, matkojan lukumaar

Eritely

Paivarahat
Kotimasn kokopaivarsha 50% Suomi 126 50 EUR
Kotimaan kokopiiviraha Suomi 1* 53,00 EUR
Verollset korvaukset
Ansionmenetyskorvaus 1" 180,00 EUR
Kilometrikorvaukset
Oma auto - Jusen alempi korvaus 170039 ELR
m‘;u'u‘"‘*"‘”“““ 850,20 EUR

Kulut fitse maksetut]
Mund matkakuhat
Kokonaiskustannukset

2305 2025 08 00 - 2405 2025
16:00 {1 matka)

Yhieensi
79,50 EUR
26,50 EUR
53,00 EUR

180,00 EUR

180,00 EUR
83,30 EUR
66,30 EUR

17,00 EUR

20,00 EUR
20,00 EUR
362,80 EUR

1. Matkat ja ajot 4. Tilisinti 5. Vahvista (T)
| @) 1=skuaeivoilshettas hysksytrauaksi ennen kuin kalkid tiedot on taydennetty!
Yhteenveto Hyvaksyttavaksi lahettaminen
Paivarahat 79,50 EUR
Katimaan kokopaivaraha 50% (Suomi) @ 26,50 EUR = |
Q
Kotimaan kokopaivaraha (suomi) @ 53,00 EUR
Verolliset korvaukset 180,00 EUR
Ansionmenetyskorvaus @ 180,00 EUR
Kilometrikorvaukset 83,30 EUR E
Oma auto - Jasen alempi korvaus () 66,30 EUR
Oma auto - Jasen alempi korvaus (lisahenkilot) & 17,00 EUR,

Kulut (itse maksetut)
Muut matkakulut

Kokonaiskustannukset

Maksetaan (brutto)

» Send the completed travel invoice

20,00 EUR
20,00 EUR

362,80 EUR

362,80 EUR

« There is no need to attach a tax card to your travel invoice, as the programme retrieves tax cards directly from

the Tax Administration
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