Mileage

Mileage is classified as the reimbursement for use of a privately owned vehicle for business

travel. Please use this guide to appropriately expense Mileage.

Accessing Concur
1. Go to Travel.ou.edu and login with your 4x4 or username.
2. Click Expense from the main menu and either select + Create New Report or access
an open report by clicking on the report name.
3. For more information on how to complete the report header, see the Report Header job
aid.
Cash/Out of Pocket Charges
4. To expense a Cash/Out of Pocket charge, click Add Expense.

Report Detalls v Print/Share v Manage Receipts v Travel Allowance v
Add Expense
[J  AlertsT, ReceiptT, Payment TypeT] Expense Type T| Vendor Details T],
. Food/Beverage - Business Meal < 10 Attendees PANERA BREAD #202812 O
] [+ ] Travel Card )
Attendees (4) Tulsa, Oklahoma
_ - Food/Beverage - Business Meal 10+ Attendees JIMMY JOHNS - 1524 - MOTO
O -] - Travel Card o
Attendees (25) Tulsa, Oklahoma

5. Select the + Create New Expense tab in the pop-up window.

Add Expense

+
Available Expenses Create New Expense

‘ Search for an expense type

~01. Travel & Transportation Expenses
Agency Booking Fee
Airfare
Alrline Fees
Expense Reduction

Local Transportation

dging - Advance Deposit

dging - Non Employee .

6. Either type in Mileage in the Expense Type search bar or scroll though the list of
expense types and select Mileage.
7. The Mileage Calculator will appear and Waypoint A will automatically populate with your

home address.
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8. In Waypoint B, type in the street address, city and state. For some public addresses,

such as Will Rogers World Airport, you can type in the name of the location and the

correct street address will appear.

Mileage Calculator x
avoiaTots () Avoid Highways %’ T ®
Waypoints ~ Map j ® @ PITOL H 2 it
@ | 3851 W Robinson St, Norman, 0K 73072 201m will Zagers 2 ° g
} nim Wor?rporl 2
nnnnnn Pt
Will Rogers World Airport (OKC), 7100 T 22 V ! Valley Brook
Union City - (52) B ——gp—— & \
® Mustang @
Calculate Route  Make Round Trip o % L
0} o ®
Directions h Moore .
Suggested routes - =
135 N 20.1 mi. About 26 mins \ileo &
144 E 20.6 mi. About 30 mins -
60th Ave NW and 144 E 20.3 mi. About 31 mins &) ik _ L
Tuttle: & D Q
vaam W Robinson S, Norman, OK 73072, USA ® ‘w iy
0.1 mi. Abou: 26 mins
@ & Newcastle "
1. Head east toward 36th Ave NV 180 Bridge Cresk @ Q Hall Park e & +
2 Tumright onto 36th Ave NW 2401 @ ® Qm State|Park
+13. Tumlet at the 1st cross street onto W 07mi v of -
Deduct Commate TOTAL PERSONAL  TOTAL BUSHESS @
Dozt o
201 M Gogie I = @ 282022 Termaofuse Reporte mep eror

Add Micage to Expense

Click on the Calculate Route option.

10. If Suggested routes appear to travel from one Waypoint to another, select the route
that was actually driven.

11. If more locations are necessary to record, use the Tab option on your keyboard to
continue adding Waypoints.

12. If a Waypoint is incorrectly added, click the X to the right of the address to delete the
address and the Waypoint will be removed from the calculation.

13. If any of the Waypoints entered include personal travel, click the Personal box next to
the personal Waypoint.

14. To finish the mileage calculation, click the Make Round Trip option which will insert your

home address as the ending location.

Mileage Calculator x
\eg @

Avoit Tols (] avoid Highways - et Ak I )
Waypoints ap ) 5 PAToLE De City 2 |5
@ 3651 W Robinson St, Norman, 0K 73072 Will Baders 2 g

} mam Worv it £
eeeeee -
Vil Roger port (OKC), 7100 ] V Vallay Brook
195 Union City - (750) & > ]
Personal i = Mus T o
@ | 3651w on St, Norman, OK 73072 S0
® 2 O b:d
Calculate Route
Directions o)
Minco &
3651 W Robinson St, Norman, OK 73072, USA @ PN &
Tuttle ) 7
20.1 mi. About 26 mins D . 3
1. Head east toward 36th Ave NW 180 | ¥
2. Tum ight onto 36th Ave NW 240 # o & Newcastle N
9 Hall park Lake ©
it the 1st cross street onto W 07 mi Bridge Creek Thunderbird| +
st @ & = State|Park
by's (on the rightin 0.3 mi) . | i ¢
P—— - e © -
Deduct Commute TOTALPERSONAL  TOTALEUSMESS =l
oeifaset » .
- 39.6 MI_ GG i ~ © Map dita ©2022 _Terms of Use _ Reportamap emor
Add Nieage to Expense
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15. If the travel occurred on day that you normally drive from home to work, click the Deduct

Commute box.

WMileage Calculator x
Avoia Tois (] Avoid Highways L
Way ~ Map ; 1 3| @
Waypoints 3 ® 2 B
@ 2651 W Robisan S5, Norman, 0K 73072 &
} 204 M1 3
Personal
wil < World Airport (OKC), 7100 T
} tasmn Urion City (&) @ \
ersona st
@ 3651 inson St, Norman, OK 73072 LESH) o
® o) Al
Calculate Route
Deducted Commute Distance o)
Minco 4
Home [©)
2412 N Classen Blvd, Okizhom City, OK T Tuttle @
237 M T
Evan: ‘Administration Building, 80 i
g Decuct Rouna T o
- &) Lake. o)
Directions Bridge Creek Thunderbird| = +
@ State Park
vﬁﬂﬁiWRnbmsnn St, Norman, OK 73072, USA - T ®
oy S—— TOTAL PERSONAL  TOTAL BUSHESS ol iy -
2BIM 159 M G | a ® e 6202 tmasts g

16. Your Home and Office addresses will automatically populate from your information in
the HR system showing your normal distance traveled from home to work.
17. If the travel occurred on a day that you normally drive from work to home, click the

Deduct Round Trip box.

Mileage Calculator x
svoidTots () Aveid Highways ¥ © ]
m A~ Map 5 L4 3 @
Waypoints P 3 ® o k) 2 5
3851 inson St, Norman, OK 73072 Wwill Bagers 5
® 204 M Wor . , £
Personal ()]
R ot K0, 71007 . B @ b
Union City G22) @ o
} Persons v = e T o
@ | 3651 w Rabinson St, Norman, 0K 73072
® ) o @
Calculate Route =3
Deducted Commute Distance o)
Min W
Home =
2412 1 Classen Bva, Oktaoma ciy, 0K T Tutte ')
Office :|» ar4am T &
[ Evens Ha, Agminisiraton Buiding, 680 £ [ 1 m
o) & Newcastle
e o 3] i Lake (3
Directions Bridge Creck ek Thunderbird —~ +
3 State Park
vassw W Rabinson St, Norman, OK 73072, USA . T 5
Deduct Commute TOTAL PERSONAL  TOTAL BUSINESS o =l -
47.4MI 0.0 MI GoglEet N d o

18. The Mileage Calculator will list the Total Personal miles driven, which include any
Commute or Waypoints listed as Personal, as well as Total Business miles, which is
what you are allowed to be reimbursed for. Please note that your mileage calculation
could result is zero miles for business travel.

19. Click the Add Mileage to Expense button at the bottom right of the Mileage Calculator.
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New Expense Cancl

Details ltemizations Show Receipt El

2 Mileage Calculator * & Allocate
* Required field

Expense Type * Transaction Date * Traveler Type *

Mileage ~ 09/16/2022 Employee v
Trip Type * Report/Trip Purpose * Event Name/Mature of Business From Location

Qut of State - Conference v ABC CONFERENCE 3651 W Robinson St, Norman, ..
To Location Personal License Plate Number * @ Payment Type

Will Rogers World Airport (OKC ... ABC123 Cash/Out of Pocket
Comment

A

Vehicle ID* Distance to Date Distance * MNumber of Passengers

State v 0 16 0

Amount Currency Reimbursement Rates

USD 0.625 il
10.00 US, Dollar permie
View all reimbursement rates

Save and Add Another Cancel

20. Mileage should be entered by date. Enter in the Transaction Date by using the
calendar option or type in the date using the format of MM/DD/YYYY.

21. Ensure that the Personal License Plate Number is entered. This information should
automatically populate from your Profile. See the Profile document for more
information.

22. The Distance driven will automatically calculate the Amount to be reimbursed based on
the Transaction Date. Mileage rates normally change each calendar year and those
rates are automatically loaded into the system.

23. Please ensure that the Event Name/Nature of Business which populates from the
Report Header is descriptive of the reason for incurring a Mileage expense. If not,
please add more descriptive information in Comments.

24. Click Save Expense.

25. Follow the previous steps to continue to add Mileage expenses per day.
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26. If a particular Mileage entry needs to be added for multiple days, select the Mileage
expense type of the left side of the expense report and click the Copy button at the top

of the Expenses header.

2 CommentsT] ReceiptTl PaymentTypeT] Expense Type T, Vendor Details T Date TL Requested = v
O e _" Please Select AgendalEvent Information 09/12/2022 $0.00
[m} Cash/Out of Pockst Agency Booking Fee 09/01/2022 55.00

‘ (] Cash/Qut of Pocket Mileage 09/12/2022 510.00

27. A copied entry will be made for the next date, but the Transaction Date can be
adjusted.
28. No Receipt is required for a Mileage expense, but a Comment may be entered to justify

the travel or a Receipt that explains the purpose of the travel can be attached.
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