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Instructions for claiming expenses from the Conference Fund

Please complete the Yokoy expense claim form and submit it, together with your receipts and the conference 
fund application form, to mailto: zahlungen@ius.uzh.ch. The Finance Team will upload the receipts for you 
on Yokoy. Please do not upload the receipts yourself!

To ensure the receipts can be uploaded, please enter the following names on Yokoy (https://app.yokoy.ai) as 
‘Assistant’: Erika Dellemann, Priscilla Andrade, Fatma Acikgöz, Dominik Kis (see below).

Please complete points 1–4

Formal requirements

1. Please enter your first name and surname
2. Please enter: ‘Conference Fund’ and your first name and
surname 3.

a. Date
b. Category: ‘Travel expenses’ for travel and accommodation costs.

Category: ‘Training and further education’ for conference and training fees
c. Reason for travel/explanation: Title of the conference, congress or training course
d. The total amount is calculated automatically
e. No handwritten corrections
f. KST/PSP: G-20300-03-01

3. Please have this signed by your supervisor
4. Insert the receipts in order

Dekanat
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1. Yokoy - Login
• Via the Yokoy app, which needs to be downloaded to your mobile

• Via the website: https://app.yokoy.ai

1. Enter your email address 2. Log in with SSO 3. Image after logging in

https://app.yokoy.ai/
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2. Yokoy – Create assistant
1. Select ‘My Profile’ at the bottom left next to the initials

2. Under ‘Assistant & Delegate’, enter Priscilla Andrade, Erika Dellemann, Fatma Acikgöz, Dominik Kis for the formal 
examination.
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3. Yokoy – Receipt overview

• You can view your submitted expenses under
‘Submitter’, ‘Individual Expenses’.

• Once the status shows ‘Exported’, your expenses have been paid out.

For any questions or technical support, you can contact us as follows:
– Email: zahlungen@ius.uzh.ch
– Via teams: Priscilla Andrade/Erika Dellemann

mailto:zahlungen@ius.uzh.ch



