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Login to the M2 programme

• The login window opens from the eService link

• Select your username / käyttäjätunnus from the list below:
• Uusimaa

• • Itä-Suomi

• • Pohjois-Suomi

• • Sisä-Suomi

• • Lounais-Suomi

• • Etelä-Suomi

• • Pohjanmaa

• • Järjestötoiminnan yksikkö

• • Jäsenyysyksikkö

• • Järjestöyksikkö

• • Aluetoiminta

• • Teknologiasektori

• • Kemian sektori

• You can get the correct username from the event organiser

• Entering the correct username ensures faster 

             processing and payment of travel invoices

• The password /  salasana is: TeollisuusliittoJäsen2025

• Business ID / yritystunnus:Teollisuusliitto  

2

• Puutuoteala

• Ulkomaisen työvoiman yksikkö

• Työympäristöyksikkö

• Hallitus

• Valtuusto

• Kansainvälinen yksikkö

• Koulutusyksikkö

• Murikka-opisto

• Viestintäyksikkö

• Yhteiskuntavaikuttamisen- ja tutkimuksen yksikkö

• Kehittämisyksikkö

• Oikeudellinen yksikkö

• Henkilöstöyksikkö



• 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.

• All fields marked with an * asterisk should be 

      filled in for personal data

• Bank account number: FI – in capital letters

• The Bank ID / Pankin tunnus field is left blank 

• Finally, remember to save  

• Select travel type – domestic travel, members / 

Kotimaan matka, jäsenet
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• Travel details

• Travel type

• Travel destination – event location

• Invoice description – a detailed description of the event

• Payment method – bank / pankki

• Bank account / pankkitili – check your bank account details

• Departure time – date and time

• Return time – date and time

• If no per diem allowance is paid for the event,                                                                              

tick the box: no per diem allowance / ei päivärahoja

• Continue 

• Kilometre allowance

• Select – driving  

• Entering driving data

• Date

• Driven kilometres – kilometres back and forth 

• Vehicle – member with own car, lower compensation

• Always used when employee travels alone

• Driving route and name of the event (required information)

• 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 

• Expense / Kulu– tax-exempt reimbursement, e.g. parking

• Taxable compensation / Verollinen korvaus – loss of earnings, meeting fees

• Expense

• Date

• Expense type / Kululaji:

• Other travel expenses / muut matkakulut  – parking

• Travel expenses / matkakulu – train and bus ticket

• Taxi fares / taksi kulut

• Means of payment – self-paid / itse maksettu

• Explanation / selite – descriptive note, a taxi fare must include a route

• Remember to attach a receipt for the expenses paid

• Adding an attachment: 

• There is a paper clip icon in the top right corner  

• In the window that opens, you can attach the desired file as attachment. 

• The allowed attachment formats are displayed in the window 

• The added attachment is displayed at the bottom of the window 

• Finally, send the attachment./  LÄHETÄ

•   The added attachment now appears as a green symbol in the top right corner 
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• Taxable compensation

• Date

• Expense type:

• Compensation for loss of earnings / ansionmenetyskorvaus

• Halved loss of earnings / puolitettu ansionmenetyskorvaus

• Meeting fee / kokouspalkkio

• Number / lukumäärä

• Explanation / selite

• If per diem allowance is paid for the event 

•       mark free meals / ateriat
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• Before sending the invoice for approval, print or take a screenshot of the travel invoice

•  Select the printer icon and print

•  Creating a document of a submitted travel invoice

• 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 

• Send the completed travel invoice 

• 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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