
Entering Personal Car Mileage 
When you use your personal car for business purposes, you need to create a personal car expense to determine the amount of 
reimbursement.  

Your company determines the name of the personal car expense type, usually Personal Car Mileage or something similar. Your 
company also determines the mileage reimbursement rate. 

1. On the Expense tab, enter the required fields for the transaction, which are indicated with a red bar. . 

You can manually enter the From Location, To Location, and Distance.  

2. Click the Mileage Calculator to calculate the total distance. 

 

  



3. In the Waypoints fields, enter the city names or addresses of your starting and ending locations.  

For more accuracy, enter the addresses. 

 

4. Click Calculate Route to determine the mileage for your trip. 

 
 

  



5. You can click Make Round Trip to calculate the mileage for a round trip, as needed. 

You will see the calculated distance between the locations that you entered.  

If you do not want to include your commute when you calculate your mileage, select the Deduct Commute check box. 

 

  



6. Click Add Mileage to Expense to add the distance to your expense. 

 

  



7. Click Save to save the mileage expense. 

Note that the From and To Location fields are populated automatically and the calculated distance appears in the Distance field. 
The Distance and Rate values automatically calculate the Amount for the expense. 

 

Notice that after you save the mileage expense, the Personal Car Mileage expense is added to your expense report. 
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