Travel Quick

CREATE MILEAGE-ONLY EXPENSE REPORT Reference Guide
Updated September 22, 2021

TRAVEL APPLICATION

Expense

HELPFUL HINTS

Use the mileage calculator for assistance when calculating distances.
e When creating a mileage-only expense report from a Blanket Travel Authorization (BTA) request,
follow the BTA Expense quick reference guide.
e Effective September 15, 2021, NSCS travelers have two options for mileage:
o Mileage/Personal car

o Mileage — NSCS Fleet Declined (select this option if a fleet car was available, yet traveler
elected to use personal car).

PROCEDURE

1. On the expense tab, click on mileage/personal car.

| + Hew Expense | importExpenses  Detais + Receipts + Print / Email *

Expenses View * & | New Expense ‘ Available Receipts
[m} ‘ Date ™ ‘ Expense Type Amount Requested

Adding New Expense Expense Type |

P— To Create & new expense, Click the SpPrOPriste SXpENSE 1ype bEIOW or type the Expense e in the field above. To dit an existing expense, click the expense on the left sive of the page.

All Expense Types

01. Transportation 03, FoodiMeals 06. Other
Airfare (commercial ticket) Official Func Exp-AgendaMames Job Appiicant
Bus Rental 04. Mileage Laundry/Dry Cleaning
Car Rental Tieageersonal Car Misc Travel-parkingflolisete
FuelGas Hiieage-NSCS Fleet Decined Phone/Faxinternet
Plane (stateiprivate/rentdichartered) 05, Office Expenses & Supplies Registration/Conf Fees
TaxiiSnuttie/Train/Bus. Subscriptions(FeesiDues

Copy Charges
02. Travel Expenses dncatonal Sunpies Subsistence/Student Exp

2. Enter the required fields for the transaction, which are indicated with a red left border (|).

New Expense | Available Receipls

View Reimbursement Rates

Expenze Type Transaction Date Report/Trip Purpose
I Mileage/Personal Car | w | I \ |:” I Business Trip | v |
Additional Information From Location To Location
Payment Type o Distance_: Amount ~ Comment

Cash/Personal Funds v| |D ‘ 0.00 UsD V‘ ‘ ‘
Cost Object Type Cost Object

(CC] Cost Center [ v [ora5200500) agmimtratie: |~ |

Mileage Calculator
[ Allocate H Attach Receipt H Cancel ]

ﬂ In the From Location and To Location fields, enter the exact address if known.
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For assistance calculating the total distance, click the mileage calculator.

[t
Mileage Calculator

Mileage Calculator

» Inthe Waypoints fields, enter the city name or address of the starting and ending locations. For
accuracy, enter the actual addresses.

» Click Calculate Route to determine the mileage for the trip.

» By clicking Make Round e mileage will calculate for a round trip. To exclude a commute when
calculating mileage, select the deduct commute check box.

» Results will show the calculated distance between the locations entered.
> Click EETET =
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@ Note: the distance and rate values automatically calculate the amount for the expense.
3. Click to save the mileage expense.

| + MewExpense | ImportExpenses  Defails v Receipts+  Print/Email v

Expenses View ™ & | New Expense | Available Receipts
0] |ater | Expense Type Amount Requested |
Adding New Expense View Reimbursement Rates
Expense Type Transaction Dale Report/Trip Furpose Additonal Information
I Mieage/Personal Car ‘ ~| |‘ I Business Trip ‘ v |
From Location To Location Payment Type Distance : Amount o
|1235mr5p Lineoln, NE 68505, US4 | ITSEAvenueA‘ Denver, €O, USA | Personal F v| |9&1 {28440 uso |v]
Comment
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@ o
Mileage Calculator
TOTAL AMOUNT TOTAL REQUESTED ; >
$0.00 $0.00

4. Click on B
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