
MILEAGE
Adding mileage to an expense report



MILEAGE: This step begins after a Report Header is Created. 

Select GROUND TRANSPORTATION to locate the 
MILEAGE Tile. 



Selecting the Appropriate Tile

Select the Mileage Tile under Ground 
Transportation. 



Filling in Mileage Details

Step 1 
Fill in Details. 
Date must be specific to the date when the trip was 
made. 

Step 3
Click Calculate Mileage

Step 2: Business Purpose must describe the purpose of 
the trip answering the questions that are mentioned in 
the resource provided in this link, 
Microsoft Word - Business Purpose Document

https://www.andrews.edu/services/finrec/resources/business-purpose-document.pdf


Starting point and Destination on MAPS

Step 4:
Select the starting point and the destination.
Refer to Travel Expense Policy towards Mileage reimbursements 
for Single Day, Overnight Travel. 



Confirming Point A and B on the Map. Choose Route

TOWARDS the Airport ( or any destination)

In Case it is a round trip, click Return to Start.
Select the appropriate route by hovering over the blue 
line showing the map route and dragging it across the 
actual route taken.  

Please Note:

1. When using the option Return to Start, please double check 
your mileage calculations from Point A to Point B as the mileage 
calculation may vary significantly. In such cases, please select the 
specific route that was used by hovering above the blue line and 
dragging the line to the accurate route. 



Adding a Third Destination to the Trip

Adding a Third Destination

If there is a third destination, it can be added by clicking 
in Add Destination. 



MILEAGE details filled

Once the Mileage Route is Calculated, the route details 
are automatically displayed in the additional information 
box. 

Step 5: Select the Account Code applicable to the Trip. 

Step 6: Choose the appropriate FOAPAL Codes from the 
Allocation list. 
Add an Activity Code if applicable. 

Step 7: Click save once completed. 



MILEAGE Reporting Complete

Mileage Reporting Done: Back to ADD EXPENSE Screen

Once Mileage Expenses are calculated and saved, it will show on the 
Summary of expenses (above).

You can now add other Trip related expense.

This process will be repeated for each trip made and included on this report. 



Thank You !!
Contact Marcus Jacob at
trexp@andrews.edu for queries or questions. 

mailto:trexp@andrews.edu

	Slide 1: MILEAGE Adding mileage to an expense report
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10: Thank You !!

