
 M2 Blue  
cost claim guide 

1.0 1 (5) 
 

18.12.2019 

 
   

 
 
 
 
 
 
 
 
 
 

M2 BLUE – COST CLAIM GUIDE 
 
M2 Blue is Aalto University’s travel expense system for all travel 
claims and cost claims that are non-taxable. You can use it to get 
the reimbursement from Aalto University related to your studies, 
e.g. to claim costs from the printing costs of your dissertation. 
 
Note! If you have drafted cost claims in M2 before, you can try to log 
into https://www.saasm2.com/blue/Login/Haka/  with your Aalto ID & 
password. 
 
If you are unable to log in, please follow the steps below. 

 
1. Create a profile 

First fill in a Sharepoint form to create yourself a profile in M2: 
https://sharepoint.aalto.fi/sites/Workflow/Students/Lists/Payment%20Pro-
file/NewForm.aspx 
 
The form is two part. In the first (1) part you are asked to accept the 
terms and conditions and fill in info on home country and bank details. 
All details are mandatory due to Finnish taxations and bookkeep-
ing rules. 
 
Click ”Save” after which the system checks your info and you should 
receive within few minutes an email with a link – through which you get 
to the second part AND can check your info and alter it if needed. 
 
In the second (2) part you will be asked to fill in additional info (all first 
names, address, etc.) Please fill in and click “save” again. After this it 
takes an hour for the system to create an M2 profile for you. Then you 
may sign in to M2 https://www.saasm2.com/blue/Login/Haka/  and fill 
in the cost claim there. 
 

Creating a cost claim 

 

Choose “New claim” on the front page for creating a new claim.  

Choose cost claim from the drop-down menu. When creating a cost 
claim, remember to take the country of purchase into account (e.g. if 
you used the printing house in Finland, choose no. 1.). 

 

 

 

 

 

 

 

 

 

 

https://www.saasm2.com/blue/Login/Haka/
https://sharepoint.aalto.fi/sites/Workflow/Students/Lists/Payment%20Profile/NewForm.aspx
https://sharepoint.aalto.fi/sites/Workflow/Students/Lists/Payment%20Profile/NewForm.aspx
https://www.saasm2.com/blue/Login/Haka/
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Fill in the Claim description, e.g. Doctoral dissertation printing costs.   

When you have filled in the information, choose ”Continue”. 

 

Next the purchases and the attachments regarding the claim will be 
allocated, and the information for the purchases is checked. Click Add 
(see picture below). 

 

Fill in Date, Cost type: Printing and binding services (24%), Means 
of payment: CASH, Currency amount, Decription: Printing doctoral 
dissertation, Type of cost (see the following picture). Click save. 

 

Attach invoices and receipts to all expenses when creating a cost claim 
(e.g. the copy of the original invoice as a PDF-document). 

Add a new attachment: 
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Posting makes sure that the costs are allocated to the right cost cen-
tres and projects.  

On the Posting tab you can check the default posting of the cost claim, 
which comes automatically from your background information.  

If needed, you can change the default posting for the individual costs 

by clicking button. 

  
 
On the Confirm tab you can send the claim to Aalto’s travel services  
team for auditing.  The Approver-field will automatically appear as ”Asi-
atarkastettavaksi / Send to approval”, you don’t need to change this.  

If you want to, you can write the name of the final approver to the mes-
sage field, to help the travel services team.   
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Additional information 

 

In the top menu’s Info page you can see announcements, incomplete 
claims, unallocated advances as well as claims that are in approval.  

On the Claims tab you can see the status of all your claims.  

On the Purchases tab you can see all allocated or unallocated pur-
chases.  

You can use the filter menu to show or hide information according to 
your liking.  

  

 

 

 

 

 

 

 

 

Advanced search offers more search options.  

  

 

 

On the Attachments tab you can see all allocated or unallocated at-
tachments.  
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