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 The following demonstration will show you how to create an In-District 
Mileage Expense Report for worker. 

 

1. Click the "Search" field. Type "Create Expense Report for" and enter. 

 
 
 

2. Notice the tasks and reports that have been displayed. Click "Create 
Expense Report for Worker"
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3.  Click "Pay To" and enter the name of the Traveler. 
Please note that you can only create an expense report for someone in your own cost 
center. 

 
 

4. Click the "Create New Expense Report from Spend Authorization" field. 
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5. Select the correct Spend Authorization that was created for In-District 
Mileage. Selecting the spend authorization will populate the Company, 
Memo, Business Purpose, Cost Center and Additional Worktags. 

Please update your memo to reflect the dates you are requesting mileage.  
These should match the dates on the mileage log. This is the report name; please 
ensure this is correct for Business Office reporting purposes. 

For example:  S_Balboa_InDistrictMileage_01/01-01/31 

 

6. Final Expense Report for Spend Authorization will close your Spend 
Authorization. Do not select, unless this is the final expense report you 
plan on doing for your entire mileage spend authorization.

 
7. Click "OK" to continue. 
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8. The Expense Line tab now displays. Select "Add" to begin adding your 
mileage expense. 

 

9. Click the "Expense Item" field and select In-District Mileage. 
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10. Click the "Quantity" field and enter the number of miles you are requesting 
reimbursement for. 

 

 

11. Under Item Details: Enter the dates you are requesting mileage for; these 
should match the header memo. 
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For example: I am requesting mileage for dates between January 1st through 
January 31st.

 
 

12. Click here to upload the required documentation: 
 

The following list is not all-inclusive 
• A mileage log with dates, miles per trip, purpose, and destination. 
• The point-to-point mileage chart provided by the Business Office should be 

used first.  
• If your destination is not listed on the chart, please provide your odometer 

readings or Maps. 
• Standard Mileage Method form if needed 
• Teaching schedule called “1F5” for all instructors. 
• If the trips do not match the “1F5” schedule, Office hours must be provided. 
• Etc. 
 
Please do not upload Driver’s License and Insurance. DL & Insurance that covers 
the dates of the mileage need to be emailed to traveloffice@southtexascollege.edu. 
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13. Click "Submit" 

 

14. Your Expense Report is now complete and has been submitted. 
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