
Manually add expense lines to an ER 
- mileage and in state per diem
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STEP 1

Add Expense Lines

From the Expense Report Action drop-down, select Add Expense Lines.

STEP 2

Adjust the date and click the Expense Type Lookup.

The Date will default with the entry date; update it to match the expense date.

In the Expense Type keld, clic4 Loo4up.
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STEP 3

Click on Domestic TR-Mileage

Select Domestic TR-Mileage from the Expense Type Search pop-up.

STEP :

Enter the Description.

In the Description keld, enter the start and end points for the miles being claimed.
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STEP 5

Enter the Starting Point.

In the Starting Point keld, the address where the trip began must be entered as followsZ 
Street Address, City, State 6ip Code, US.
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STEP 7

Enter the Ending Point.

In the Ending Point keld, the address where the trip ended must be entered as followsZ 
Street Address, City, State 6ip Code, US.
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STEP G

Calculate GPS Distance

Clic4 Calculate YPS Distance.

STEP 8

The Display Map hyperlink.

9ou can clic4 the Display Map hyperlin4.
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STEP H

View the Map and Route pop-up.

Xere, you can view the route on a map and the mileage calculation details.

Clic4 the O in the pop-up to close it.
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STEP 10

Select the Transportation ID.

In the Miles Calculated keld, the number of miles between the starting and ending points 
will be auto-generated.

From the Transportation ID drop-down, select ID'A.
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STEP 11

The Payment Type.

Now you ll notice that the current State mileage reimbursement rate has defaulted.

Select the appropriate Payment Type from the drop-down.B

H of 15



STEP 12

The Billing Type.

If it didn t default correctly, select the appropriate (illing Type from the drop-down based 
on the Payment Type chosen.
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STEP 13

The Originating Location.

The 'riginating Location is the city where the travel event began; enter the city name and 
clic4 Loo4up.BB

STEP 1:

Select the Originating Location.

Clic4 anywhere on the desired Expense Location Row.
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STEP 15

Attach Receipt.

Clic4 Attach Receipt and use the upload process to attach the shortest route driving 
directions )home or wor4station, whichever is closest to the point of destinationC.
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STEP 17

Attachments added.

After all attachments have been uploaded, clic4 Done on the Attachments pop-up.

STEP 1G

Save.

Clic4 Save.
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STEP 18

Add another row.

Clic4 Add.
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STEP 1

Enter the Date.

The Date will default with the entry date; update it to match the expense date.

STEP 2

Look up the Expense Type.

Click Lookup inside the Expense Type Reld.
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STEP 3

Select the Expense Type.

Click Domestic T-IPerDiem I 4n State from the Expense Type Search popIup.
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STEP 5

Enter the Description.

4n the Description Reld, enter a comment if any meals were provided or if no meals were 
provided.
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STEP 6

The Payment Type.

Select the appropriate Payment Type from the dropIdown.
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STEP '

The Billing Type.

4f it didnBt default correctly, select the appropriate 7illing Type from the dropIdown based 
on the Payment Type chosen.
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STEP O

Look up the Originating Location.

The  riginating Location is the city where the travel event began; enter the city name and 
click Lookup.88

STEP 9

Select the Originating Location.

Click anywhere on the desired Expense Location -ow.
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STEP :

Click on Attach Receipt…

The Expense Location is the destination cityH it will autoIpopulate based on the Aeader 
information you entered.8

Click Wttach -eceipt and use the upload process to attach receipts showing the date of 
expense and the amount paid.
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STEP 10

The Attachments pop-up.

=hen youBre Rnished adding the receipts, click Done.

STEP 11

Save.

Click Save.
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