Emburse User Guide:
Mileage Expense Type

This expense type is in the Ground Transportation tile.

o Tip: If this expense type was estimated on the Pre-Approval, then click that expense line in the Expense

Report to edit.

o Tip: If this expense type was not estimated on the Pre-Approval, then add it to the Expense Report by going
to the Add Expenses menu (see Step 2 in the Create and Submit an Expense Report guide).
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Click on the Mileage expense line. In the Mileage detailed window that opens, find and click Edit.
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A Data entry validation.

This line item could not be processed automnatically. Please complete the data entry.

Date 10/21/2026

Spent 20.00 USD
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https://www.usi.edu/travel-procurement/chrome-river/chrome-river-guides

The Date should be the start date of the trip.

e Tip: Ignore the data entry validation warning box. It will disappear after you are done updating.

Click Calculate Mileage to the right of the Miles field.
o Tip: If this window does not open, then ensure the browser’s pop-up blocker is disabled, and then retry.

Mileage

A Data entry validation.

Thiz line itern could not be processed automatically. Please complete the data entry.

Date

Spent

Business Purpose

Description
Optional

Rate

Miles

102172026 [

< —

20.00

usD

Cancel

Save

#PXOT

Attending the CBA Conference to learn how TBD Software works for the department.

0.49
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Enter the Starting Location in the first row
Enter the Destination in the second row.

-- Choose a recently used address or enter a search term --

Cancel

- Choose a recently used address or enter a search term -
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Add Destination

0.00 Miles

Return to Start

Cancel

8600 University Boulevard, Evansville, IN, USA «

H
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Evansville Regional Airport (EVV), Bussing Drive, Evansville, IN, USA «

Add Destination
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After entering the Starting Location and Destination, click Return to Start. This will give you the round-trip mileage.

Click Save Trip to save the data entered, or click Cancel to be taken back to the Mileage detail window.
e Tip: If the wrong location is selected, then click the red circle with the white line to delete it.
e Tip: If an additional destination needs to be added, then it must be US| business-related. Click Add
Destination.
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After clicking Save Trip, the Mileage detailed window will reopen. Notice that the Spent field is populated, and the
Description field shows the trip locations as entered in the previous screen.

Click Save to add to the Expense Report or Cancel to delete.
e Tip: After you click Save, the data entry validation warning box will disappear.
e Tip: If a deduction needs to be made, then click None to the right of the Deduction line. From there, select
either Distance or Amount. Enter either the distance or the amount to be deducted. The Spent line will
reflect this deduction.

Cancel Save

Mileaqge f

A Data entry validation. #PXDT

This line itern could not be processed automatically. Please complete the data entry.

Date 10/18/2026 =
Spent 14.22 | uUsD | ‘—
Business Purpose Attending the CBA Conference to learn how TBD Software works for the department.
.
Description From:: 8600 University Boulevard, Evansville, IN, USA
Optional * To:: Evansville Regional Airport (EVV), Bussing Drive, Evansville, IN, USA
To:: 8600 University Boulevard, Evansville, IN, USA
e
Rate | 0.49 |
Miles | 29.03 | M Calculate Mileage ©@

Deduction | Mone F
m o

Mileage

Date 10/18/2026

Spent 14.22 USD

Business Purpose Attending the CBA Conference to learn how TBD Software works for the department.
Description From:: 8600 University Boulevard, Evansville, IN, USA

To:: Evansville Regional Airport (EVV), Bussing Drive, Evansville, IN, USA
To:: 8600 University Boulevard, Evansville, IN, USA

Rate 0.49

Miles 29.03
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