Business and
Financial Affairs
How to Enter a Personal Mileage Expense

When you use your personal or company car for business purposes, you need to create a
car mileage expense to determine the amount of reimbursement.

Step 1:

Add Expense X
When entering On the Add
Expense page, select the 0 +
Cll;eate NeW Expense 1 Available Expenses Create New Expense i
ta

Search for an expense type

Select the Personal
Mileage option from the A Recently Used

aVallable eXpense types Parking/Tolls

Airfare
Hotel/Lodging
T

. 01. Travel Expenses

a Hotel/Lodging

Hotel/Lodging Tax
il Incidentals Tl
&
WEas & TNCOenTtas - Localon Based Las Vegas, Nevada
Ste P 2: New Expense &
Details Itemizat tions Hide Receipt [&
On the New Expense p age, ® Allocate - Receipt
complete the required o .
fields (marked withared | = =
asterisk) v
ol

Click to upload or drag and drop files to upload a new receipt.
Valid file types for upload are png. Jpg. jpeg. ck. £f or .t
per fi

5MB imit per file.

US, Dollar (USD) X v

Save and Add Ancther [RCUY
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Step 3:

Note that the mileage will
be calculated by the
location on your dates of
travel

Travel End Dute

040572024

0.67

Step 4:

Once completed, add the
expense by clicking Save

New Expense: 02. Personal Car Mileage

04/03/2024

'3 Allocate

402024
.':::{

S, Dollar

2
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Step 5:

The expense will be added
to the Report.

Be sure to add any
supplemental maps by
selecting the
Attachments dropdown
and clicking, Attach

Sacramento Conference $1,133.50 @
Mot Submitted | Request ID: CQCS

Request Details~  Print»  Attachments (§) »

[ View Documents ]

EXPECTED EXPE"

' Attach Documents

D t | Delete Documents
ocuments .

(]  Alerts|t Expense typell

J = Hotel Reservation

] A 02. Personal Car Mileage
Step 6:

Once your expense is
complete and all necessary
expenses have been added
to the report, click
Submit Report

2D C50 2

View Available Receipts
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