
Danmarks Tekniske Universitet

How to complete an eForm as 
an external partner at DTU

Guide



When should you use eForms ?

This guide is for external individuals –i.e. people who are not employed 
at DTU but have an affiliation and need to receive a fee or reimbursement
from DTU.

This may include:

▪ former employees, emeriti, guest lecturers or board members
▪ examiners, hourly -paid staff, invigilators or other fee recipients
▪ students, industrial PhD students or other collaborators

For this purpose, DTU uses eForms - a digital form that allows external 
individuals to submit their information securely and directly to DTU.

Note : 
If you have a CVR number, you must instead send an invoice to DTU via 
EAN.

Quick  links

Here you can find information 
about DTU eForms :

About DTU eForms

If you want to go directly to 
the form, use the link below:  

eForms  – complete  the form

https://www.dtu.dk/english/about/campuses/suppliers-and-contractors/dtu-eforms
https://www.dtu.dk/english/about/campuses/suppliers-and-contractors/dtu-eforms
https://eforms.adm.dtu.dk/apex/f?p=105:1:12813241345244::::FSP_LANGUAGE_PREFERENCE:en
https://eforms.adm.dtu.dk/apex/f?p=105:1:12813241345244::::FSP_LANGUAGE_PREFERENCE:en
https://eforms.adm.dtu.dk/apex/f?p=105:1:12813241345244::::FSP_LANGUAGE_PREFERENCE:en
https://eforms.adm.dtu.dk/apex/f?p=105:1:12813241345244::::FSP_LANGUAGE_PREFERENCE:en
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Tick the box “I’m not a robot.”

Select “Create new submission” to start your eForm.

Tip:
Have all documentation ready before you begin.
Make sure receipts show what was purchased and 
include VAT. Credit card slips cannot be used as 
documentation.

1.0 Getting  started  with eForms



Re cipient re lation to DTU

Select your relationship to DTU.
This determines which types of submissions (payments or 
reimbursements) you can make.

On the right -hand side of the eForm , you can see what can be 
submitted for each category.

Tip. Select “Fee recipient” if you need to be paid for work - not 
just reimbursed for expenses.

Contact information

Enter your full name - including any middle names.

Important:
Your name must match the name on the bank account you 
provide for payment.
If the name and account do not match, the payment cannot be 
processed.

2.0 Personal Information



Enter department and contact person
Select the person at the department you have agreed the 
payment with.
Note:
The contact person cannot be the same as the approver.

Select country of payment and currency
The country of payment and currency must match the country 
of the bank account.
Payments cannot be made in DKK outside Denmark.

3.0 Basic Information 



Now you need to create your submission - i.e. register what you want 
to be paid or reimbursed.

1. Enter the start and end date
(the period when the work was carried out or the expense 
occurred)

2. Add a short description of the purpose 
3. Select the type(s) of submission

(available options depend on the relationship you selected 
earlier)

Examples of submission types:
• Allowances (meals during travel)
• Mileage reimbursement (use of a private car for work)
• Expense reimbursement (out -of-pocket expenses with receipts)
• Fee -related payments: examiner fees, hourly pay, fees/honoraria

See the following pages for an overview of what you can submit 
based on your selected relationship.

4.0 Select submission type 



Special associates

This category includes, for example, former employees, emeriti, 
guest lecturers and board members.

As part of this category, you can submit:

▪ Expense reimbursement  – e.g. materials , transport receipts
▪ Mileage reimbursement –use of a private car in connection 

with the assignment
▪ Allowances –meal allowances related to travel

4.1“Special associates ” submission 



Fee recipients

This category includes, for example, examiners, temporary staff, 
invigilators and hourly -paid individuals without permanent 
employment.

As part of this category, you can submit:

▪ Reimbursement  of expenses  – e.g. materials , transport receipts
▪ Mileage –use of a private car in connection with the assignment
▪ External examiner fees –payment for examination work
▪ Wages, non -employee –work paid on an hourly basis
▪ Fee (agreed price) –e.g. presentations, performances or lectures
▪ Per diem settlement –meal allowances related to travel

4.2 “ Fee  recipients” submission



Other

This category includes, for example, students, industrial PhD 
students and other collaborators.

As part of this category, you can submit:

▪ Reimbursement of expenses –e.g. materials, transport receipts
▪ Mileage (The amount is subject to tax) –use of a private car in 

connection with the assignment
▪ Per diem settlement (The amount is subject to tax) –meal 

allowances related to travel 

Note:
Mileage and per diem payments in this category are taxable.

4.3 ” Other ” submission



▪ Select “New Reimbursement of expenses”

▪ Select the expense type that matches your purchase from the drop -down menu

▪ Enter the expense details and attach the receipt/documentation

▪ The currency must match the receipt ( e.g. DKK on the receipt = DKK in the field )

▪ The displayed exchange rate is DTU’s rate. If you use a different rate, you must 
attach documentation ( e.g. a bank statement)

▪ Select “New Reimbursement of expenses” for each expense

▪ If you combine multiple receipts ( e.g. transport) into one amount, they must be in 
the same currency, and you must attach or specify which amounts are included

4.4 “Reimbursement of expenses” step by step  



▪ Select “Mileage” to activate the fields

▪ Enter the start and end address and the number of kilometres manually. These details are not filled in 
automatically

▪ The rate and amount (DKK) are calculated automatically by the system

▪ Enter the vehicle registration number

Note: Mileage reimbursement can only be paid for travel in a private car owned by you or someone in your household.

4.5 “Mileage reimbursement” –step by step



▪ Enter travel time: provide the start and end time of your trip. The system calculates the number of days or hours eligible fo r per diem

▪ Select destination (country) from the drop -down menu

▪ Settlement type: select Per diem (full rate), Per diem (25% rate) or Agreed per diem (fixed daily amount agreed with DTU)

▪ Per diem (agreed rate): if you select Agreed per diem, enter the daily amount agreed with DTU

▪ Unpaid overnight allowance: enter the number of nights if you stayed in private accommodation ( e.g. with family or friends). The amount is 

calculated automatically based on the official rate. Can only be used for work -related private accommodation - hotel stays must be claimed as an 

expense

▪ Enter the number of meals paid/included (breakfast, lunch, dinner). Applies to all settlement types

▪ The system calculates the amount automatically –the result is shown in the field “Payout” in the selected currency

4.6 “Per diem settlement” –step by step  



▪ Select the education/ examtype relevant to the examiner assignment

▪ Select Type : Course/subject (regular exams) or Project (Bachelor’s, Master’s thesis or PhD defence )

▪ Enter the course number/name and exam period –for final projects or PhD defences , always include the student’s name and student ID

▪ Enter the number in the blue column under Tasks performed –i.e. how many exams/assessments should be paid. The system calculates the 
amount automatically

4.7 “External examiner fee” –step by step



▪ Select Task type from the drop -down menu

▪ Enter a Description –briefly describe the work and state the agreed hourly rate in DKK

▪ Enter the Start and Finish time –the system calculates the total number of hours automatically

▪ Enter Project and task using the project and task numbers provided by your DTU contact

4.8 “Wages, non -employee” –step by step  



▪ Select Task type from the drop -down menu

▪ Enter a Description –briefly describe the work ( e.g. title of the presentation or event) and state the agreed rate in DKK

▪ Enter the total amount in the Amount (DKK) column. You can add multiple lines if there are several tasks. The system calculates the total 
automatically and shows the converted amount at the bottom in the selected payment currency ( e.g. EUR)

▪ Enter Project and task using the project and task numbers provided by your DTU contact

4.9 “Fee (agreed price)” –step by step  



▪ Enter your CPR number if you have a Danish CPR number

▪ If you do not have a CPR number, the system will instead ask for your date of birth and gender

▪ If you do not have a Danish CPR number, you must also enter your TIN (Tax Identification Number)

5.0 Payment – Danish CPR number  



When DTU pays mileage reimbursement, per diem, fees, hourly wages or examiner fees , the amount 
must be reported to the Danish Tax Agency as income. DTU is required to report your TIN to the Danish 
eIncome system if you reside outside Denmark.

If you reside outside Denmark, you must enter your TIN –even if you are a Danish citizen. If you reside in 
Denmark, your CPR number serves as your TIN.

If you are only claiming reimbursement of expenses (e.g. receipts), you do not need to provide a TIN.

Click the link in the eForm for guidance –select your country of residence to see where to find your TIN and 
how to enter it. You can also use this link OECD’s TIN -oversigt .

5.1 Payment ”TIN” TIN   

=

Taxpayer  Identification  

Number  

=

your Tax Identification 

Number if you are not 

resident in Denmark

https://www.oecd.org/en/networks/global-forum-tax-transparency/resources/aeoi-implementation-portal/tax-identification-numbers.html
https://www.oecd.org/en/networks/global-forum-tax-transparency/resources/aeoi-implementation-portal/tax-identification-numbers.html
https://www.oecd.org/en/networks/global-forum-tax-transparency/resources/aeoi-implementation-portal/tax-identification-numbers.html


▪ Name must match: The name you entered under Personal information must match the name on the bank account –
otherwise the payment cannot be processed.

▪ Enter IBAN: Enter only the IBAN number. The system will automatically validate it and populate the SWIFT code and 
bank name .

▪ If you cannot find your IBAN, please contact your bank.

▪ Do not change the information (SWIFT and bank name) that the system has filled in automatically.

5.2 Payment – Bank details



USA : SWIFT + ABA/Routing + bank  name + account  number Australi a: SWIFT + BSB Code + bank  name + account  number

5.3  Payment –Bank details without IBAN  

As a general rule , use your IBAN (International Bank Account Number).
This is the international account number that ensures the payment is sent to the correct 
account.
If your country of payment does not use IBAN ( e.g. USA, Australia, Canada or India), the eForm
will automatically display the fields relevant to the country’s banking format –simply complete 
the fields shown.

• SWIFT  identifies  the bank internationally

• ABA/Routing, BSB, Transit/ Branch  are local  bank codes

• Account number and bank code identify the specific account

Canada:  SWIFT + Transit + Branch  + bank  name + account  number

Examples

Denmark : Bank  name + registration  number  + account  
number  (add a leading 0 if 9 digits )

Indi a: SWIFT + IFSC + banknavn + account  number



Once you have completed the eForm , tick the “Accept ” box and click “Submit” to send your submission to DTU.

6.0 Submit



Once you have submitted the eForm , a receipt will be displayed on screen, and a copy will automatically be sent to the email 

address you provided under Personal information.

7.0 Receipt
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