Entering Personal Car Mileage

=¥ Concur

Objective: Go over the steps on how to use the Mileage Calculator in Concur which will automatically
calculate the dollar amount for the personal miles used during your trip.

1. Click ‘Add Expense’ and select “Personal Car Mileage” from the expense type list.
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2. You will be directed to the Mileage Calculator interface. Enter the departure location in Waypoint A,
then enter the arrival location in Waypoint B. You can add as many waypoints as needed; the system
will automatically generate additional waypoint fields as you go.

Waypoint details: You don’t need to provide a personal address; entering the city is sufficient if
you prefer not to disclose a specific location.

Airport travel policy: Our policy allows only one round trip to the airport. However, if a traveler
can demonstrate that taking two round trips would have been more cost-effective (for example,
compared to airport parking expenses), reimbursement for the additional round trip will be
allowed.
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a. To automatically double the mileage for your route, select the “Make Round Trip” link.
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b. You can also customize your route by choosing options such as avoiding tolls, avoiding
highways, or selecting a specific route.
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Suggested routes:
1-280 N 24.8 mi. About 28 mins
US-101 M 21.6 mi. About 32 mins
I-280 N and US-101 N 22.4 mi. About 36 mins

3. Once all locations have been entered, click “Add Mileage to Expense.”
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4. You will be returned to the New Expense tab, where the mileage and entered locations will
automatically appear. The total mileage will display in the Distance field, and the system will calculate
the reimbursement amount based on the current mileage rate.

» Be sure to complete the required fields: Transaction Date, Reason for Personal Car Mileage, and
Request selection.

» If you need to adjust the distance, you may override the distance amount and provide a
justification for the adjustment under the comment section.
@ When a calculated distance is changed, an orange warning icon will appear to alert approvers
that the mileage has been modified.

Expense Type *

Personal Car Mileage v X
Transaction Date * Reason for Personal Car Mileage * From Location To Location

07/18/2025 E 2575 Sand Hill Rd, Menlo Park, CA 94025, USA San Francisco International Airport (SFO), San Francisce, C ...
Payment Type Comment/Business Reason

Personal Card/Cash
Distance *

22
Amount * Currency Request*

15.40 s, Dollar (USD) Reimbursement Rates None Selected v

USD 0.7 per mile
Comment to Approver 0/500
Add justification here if calculated distance was manually changed
4
Save Expense | Save and Add Ancther [eStral
e . ‘ )

5. When finished click ‘Save Expense.
Expense Type *

Personal Car Mileage v X
Transaction Date * Reason for Personal Car Mileage * From Location To Location

07/18/2025 [=] 2575 Sand Hill Rd, Menlo Park, CA 94025, USA San Francisco International Airport (SFO), San Francisco, C ...
Payment Type Comment/Business Reason

Personal Card/Cash
Distance *

22
Amount * Currency Request *

15.40 US, Dollar (USD) Reimbursement Rates None Selected v

USD 0.7 per mile
Comment to Approver 0/500
Vi
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