
How to Submit a
Claim for Mileage 
Reimbursement

In Emburse



Choose Create under Expenses

Check to see you are in the profile of the traveler



Enter report name, the naming convention is:
Travelers Last Name, Miles, Month and Year of Travel

- only submit one mileage claim per month.

Report type - Mileage only
Choose-Fiscal Year 
and Save 







If you make the SAME TRIP multiple times chose Multi-Day 
otherwise choose Single Day

Click on Calculate Mileage



Enter the address of the location you left from
(this could be your home address or another location)

Enter your destination

Choose ‘Return to Start’ this makes it a round trip

Save Trip



Enter in a reason for your trip

Choose your FOAP

Choose In State Travel

Click Save 
If you left from your home address you 
will need to deduct your normal 
commute miles
(If you leave and return to your home 
you will need to enter roundtrip 
commute mileage)
Link to YC Commute Mile 
explanation, see page 12

Those are the miles that you drive from 
your home to your assigned campus, 
on a daily basis. The intent of mileage 
reimbursement is to reimburse you 
mileage driven above the mileage you 
normally commute

Click “None” to enter Commute 
Miles



This warning will flag for each day mileage is requested, and no commute is backed out. If you left and/or returned 
from home, you are required to back out your commute miles. Please enter those commute miles before 
proceeding. If you left from your designated campus than you can respond to the warning with a response of “Left 
from Campus”. You do not have to back out commute miles if you left and/or returned from your designated 
campus.

If this is all the mileage 
you are requesting, click 
submit

If you’d like to add 
more entries, 
choose the “+”, 
then click the 
mileage tile, and 
enter your next trip. 
Following the 
previous steps.

See page 11 to add 
entries to a draft 
mileage claim



Click Submit again 
and
Congratulations!

You’ve submitted for 
mileage 
reimbursement.



To add entries to a draft mileage claim form

Choose Expenses Draft
Choose form you want to add entries to
Choose Open
Choose
Choose Create New
And the Mileage tile which takes you to 
The Google Map form.


