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Adding Personal Car Mileage  
You must register a car for the applicable mileage type in order to be reimbursed for mileage. 

See Personal Car section for instructions on setting up your vehicles.     

To create a car mileage expense:  

1. With the Expense Report open, click on the Add Expense tab, select the Personal Car 

Mileage Expense Type.  The mileage form will open with the required and optional 

fields displayed including the Mileage Calculator link. 

2. Complete all required and optional fields as appropriate. 

3. Click the Mileage Calculator link and review and update the route as appropriate.  If 

round trip mileage should be calculated, click Make Round Trip. 

4. Click Add Mileage to Expense. 

5. Click Save Expense  
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