MILEAGE-ONLY EXPENSE REPORT (ER)

The menu path is Menu > Finance Service Center > Travel & Expense > Expense Report
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The system will default to your Empl ID#. Click on Add. (if you have saved a mileage claim and wish to
modify it, choose ‘Find an Existing Value’ and you will be provided with a list of your saved reports).

Expense Report
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Under Business Purpose choose Mileage Reimbursement Only. At any time you can choose ‘Save for
Later’ in the upper right to obtain an ER # and to ensure you don’t lose your entries.
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Enter the information in the highlighted fields. The system will calculate the amount payable to you
automatically based on the number of miles you enter. Be sure to populate the Fund and Activity fields
with your GL string. Dept and Account number are auto-populated. Mileage can be grouped together
and does not have to be itemized if there are multiple When you are finished making your entries press

Summary and Submit in the upper right:
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Check the box on the right which represents your electronic signature, then the Submit Expense Report

button will be activated and you can press that to submit:
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