
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.
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Step 1:

When entering On the Add

Expense page, select the

Create New Expense

tab

Select the Personal

Mileage option from the

available expense types

Step 2:

On the New Expense page,

complete the required

fields (marked with a red

asterisk)
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Step 3:

Note that the mileage will

be calculated by the

location on your dates of

travel

Step 4:

Once completed, add the

expense by clicking Save
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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

Documents

Step 6:

Once your expense is

complete and all necessary

expenses have been added

to the report, click

Submit Report
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