
JobRad® Basics –
All you need to
know!



Here‘s what you can expect today!

• The tasks of the JobRad® 

authorized person

• Working with the JobRad® 

portal

The JobRad® portal Contract management

• What do your employees need to do?

• The application has arrived! What do 

you need to do as a JobRad® 

authorized person?

• Support for current JobRad® bikes–

How do I report an insurance case?



Your tasks as 

JobRad®-

authorized 

person

Getting started with JobRad®:

• You enter/check the conditions under which JobRad® is offered in your company in 

the settings of the meinJobRad® portal.

• You communicate the JobRad® offer in your company, use our free materials  

(communication package ) for this purpose.

• You forward the portal link to eligible employees.

Ongoing tasks:

• You manage the individual JobRad® leasing contracts on behalf of your employer: 

check and approve JobRad® applications from employees, manage contracts in the 

event of default. 

• You are the contact person for JobRad® for your employer's employees. 

• We recommend to have at least two authorized persons per company (each with 

their own portal access).

https://portal.jobrad.org/kommunikationspaket.html


Working with the 

JobRad®-Portal



The        

JobRad®-portal

Employees Employer

Retailer JobRad®



The portal link will be sent to the 

JobRad® authorized person upon 

activation of the portal. 

Both employees and JobRad® 

authorized persons can use the 

portal link to access the company's 

own JobRad® portal.

http://portal.JobRad®.org/ihrunternehmen/dUi40Xn69

Betreff: Ihr mein JobRad®-Portal ist aktiviert!

Guten Tag,
es geht los: Das meinJobRad®-Portal Ihres Unternehmens ist aktiviert. Ab sofort können Ihre 
Kolleg:innen Fahrräder und E-Bikes bestellen und dabei deutlich sparen! 

Die Adresse Ihres Portals lautet:

http://portal.JobRad®.org/ihrunternehmen/dUi40Xn69

Mit „Ihr Unternehmen “ zum neuen Traumrad



After logging in as a JobRad® 
authorized person, you will be 
taken to the overview page 
(Jobrad Übersicht). 

You can access reports and 
evaluations with a click in the 
top right-hand corner 
(Datensätze exportieren) or via 
a separate menu item 
(Auswertungen und Reports).

You will also find a starter kit 
with all the important 
information, the communication 
package 
(Kommunikationspaket), and 
the link to your individual home 
page, which you can share with 
your employees.



With your access as a JobRad® 
authorized person, you have 
access to the employer area and 
a personal area.

In the “employer area” you can 
manage employee applications 
and adjust settings.

In the “personal area,” you can 
manage your own JobRad® 
bikes and personal data. A 
separate employee account is 
not necessary. 

Demo GmbH



Personal area

You can edit your personal 

information under “My account 

(mein Konto)”

You can apply for your own 

JobRad® under “My 

applications and offers (Meine 

Anträge und Angebote).” 

Demo GmbH



Employer area

In the “Settings (Einstellungen)” 
tab in the employer area, you 
can manage the leasing 
conditions for your employees.

You can change the general 
conditions under which your 
employees lease bikes at any 
time without consulting 
JobRad®.

Changes always apply to future 
applications. 

You can also adjust tariff 
requirements here if necessary!

Demo GmbH



Under the “Authorized persons 
(Bevollmächtigte)” tab, you can 
add or remove additional 
authorized persons. 

It is possible to restrict access to 
individual companies or to read-
only rights.

Our recommendation: authorize 
at least two people.

Demo GmbH



What do your 

employees need 

to do?



Share the link to your company 
portal with your employees. 
They can register here 
themselves and create an 
employee account, which they 
can use to submit an 
application.

We recommend using a private 
email address to ensure access 
during leisure time.

The retailer requires the email 
address used to prepare the 
offer.



Your employees can find all 

the information they need on 

on your individual JobRad® 

home page.



Under “conditions 

(Konditionen)” you find an 

overview of the conditions 

your company has set with 

JobRad®. 



Employees can enter their 

individual data in the 

“JobRad® calculator 

(JobRad® Rechner)” and 

calculate their savings.

The calculator in your portal 

is set to your conditions.

The calculation also shows 

the expected purchase price 

after the 36-month contract 

period (18% of the RRP).



Under “Find your dream 

bike,” you can use your zip 

code to find JobRad® 

retailers in your region.

You can also access a wide 

selection of online retailers.



Any questions? You will find 

a selection of FAQs in the 

help section.

In addition, all important 

information sheets are stored 

here.



You have received 

a JobRad®-

application!

What do you have 

to do as a 

JobRad® 

autorized person?



After logging in, you will find 

the new request in bold 

print under the status “Auf 

Freigabe wartend (awaiting 

approval)”.

Click on the request and 

check it for authorization.

You will find your options at 

the bottom of the request.



Found an error in the 

application? Select “Antrag

korrigieren (correct

application).” The application 

will then be returned to the 

applicant and will be 

temporarily hidden from view. Is 

the person not eligible? Cancel 

the application (“Antrag

ablehnen”).

If canceled, the offer code 

expires, and the application is 

irretrievably lost.

If everything is correct, approve 

the application (“Antrag

freigeben”). From this point on, 

we will place a binding order for 

the bicycle.

Demo GmbH



The individual leasing 

contract is generated.

After verification by 

JobRad®, your employees 

will receive an order 

confirmation with the pickup 

code. The retailer receives 

the binding order.

The authorized person is 

informed when the leased 

item is handed over.

Leasing always begins on the 

first day of the following 

month.



Temporary 

absences? Your 

employee leaves 

the company?

The JobRad® 

outage 

management.



An employee leaves before the end 

of the lease term or is temporarily 

not receiving continued salary 

payments? 

As the lessee, you can conveniently 

report incidents like these to us via 

the JobRad® portal.



Select “Outage management 
(Ausfallmanagement)” in the 
actions column or in the relevant 
application.

You can also download the 
information sheet in the 
application.

Outage management is only 
stored in the employer portal 
and is not visible to your 
employees.



JobRad® outage 

management menu



If the absence is temporary, 
select the “Installment payment 
(Ratenerstattung)” field.

If you do not know the date of 
return, you can leave this field 
blank.



Contract amendment 
(Vertragsänderung)

A change of employer can be 
requested within the group.

In the event of a change of user, 
an employee enters into the 
current contract. 



User change (Nutzerwechsel)

You can request a user change by 
email. You can send this directly 
from the portal.



When a person leaves the 
company permanently, you can 
send them an offer under “Early 
contract termination (vorzeitige
Vertragsbeendigung > 
Mitarbeiter möchte Rad 
herauskaufen)” or arrange for a 
free return (Rückgabe).

The calculated transfer fee for 
the bike on the respective 
departure date can also be 
displayed in this way.

Note: You do not need to submit 
the application to see the 
amount.



Questions? This 

is how you can 

reach us!
Customer service (employer)

kundenbetreuung@JobRad.org

0761 / 205515 –350 

Mon-Fri, 09:00 – 17:00 Uhr

Support (employees)

support@JobRad.org

0761 / 205515 – 900

Mon-Fri, 09:00 – 17:00 Uhr

Web-Seminars

Seminars for employers (German)

Registration for live webinar: Link

Recordings of webinars: Link

JobRad®-Go!

Digital event for employees (German):

Registration: Link

mailto:kundenbetreuung@jobrad.org
mailto:support@jobrad.org
https://portal.jobrad.org/webinaruebersicht-bev.html
https://www.gotostage.com/channel/webinar-meinjobrad-portal
https://jobradgo.events.jobrad.org/?t=AG_Newsl


Have a good start 

with JobRad®!
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