CHROME RIVER QUICK GUIDE — CREATING A MILEAGE EXPENSE

1. From the Add Expenses window in the applicable
expense report, select Create New to access the
expense tile mosaic.
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2. In the tile mosaic, select Ground Transportation
followed by Mileage.
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3. Complete the expense tile form with the following
information:
e Transaction Date — Record the date of travel.
For multiday trips, you do not need to create
separate entries. Just enter the first day of
travel
e Business Purpose — Enter a clear, detailed
business purpose describing why the expense is
reasonable, appropriate, and necessary
e Description — Leave this field blank. It will
populate with the actual route information
entered on the Calculate Mileage page
o Miles — This field will populate based on the
information entered on the Calculate Mileage
page
e Deduction — Enter deductions for personal
mileage here. Clicking None will allow you to
choose whether to reduce the mileage by miles
or a dollar amount

o Trip Type — This will default in from the report
header, but you can change, if needed

e Personal Vehicle? — Indicate whether this
mileage applies to a personal vehicle

e Index (Allocation) — Enter the Index(s) to which
this expense will be charged

Click on the Calculate Mileage link next to the Miles
field to enter your route.

@y Mileage
Transaction Date 09/01/2019 G
Spent 0.00 | USD
Business Purpose Professional development and networking with other mascots
4
Description
i
Rate 0.545
Miles 000 | M= -
Deduction None
Trip Type ‘ Employee Travel - |
Is this Mileage with use of Yes hd |
your Personal vehicle?

4. Enter the address of your start and end location. As
you begin typing, the system will provide suggestions.

the robins center ‘
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The Robins Center, College Road, Richmond, VA, USA

o

5. If you stopped at multiple destinations, you can click
Add Destination.

The Robins Center, College Road, Richmond, VA, USA e

University of Mary Washington, College Avenue, Fredericksburg, VA, USA °

Residence Inn by Marriott Washington, DC/Foggy Bottom, New Hampshire Avenue Northw e

Add Destination Return to Start
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CHROME RIVER QUICK GUIDE — CREATING A MILEAGE EXPENSE

6. If this is roundtrip, you can click Return to Start to J— m
add an entry returning to the original location. y

@ Mileage

= The Robins Center, College Road, Richmond, VA, USA °
Transaction Date 09/01/2019 m

= Residence Inn by Marriott Washington, DC/Capitol, E Street Southwest, Washington, DC, e

Spent 118.03 | USD
= The Robins Center, College Road, Richmond, VA, USA e
Business Purpose Professional development and networking with other mascots
Add Destination - Return to Start
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Description From:: The Robins Center, College Road, Richmond, VA, USA
. . . To:: Residence Inn by Marriott Washington, DC/Foggy Bottom
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8. Once you have accurately captured your route, click
the Save Trip button in the top right corner.

The Robins Center, College Road, Richmond, VA, USA e

Residence Inn by Marriott Washington, DC/Foggy Bottom, New Hampshire Avenue Northw e

The Robins Center, College Road, Richmond, VA, USA e

Add Destination Return to Start

9. The Spent, Destination, and Miles fields will now be
populated on the expense form. Click Save in the top
right corner to continue.

Page |2




