Clear Form

Resident/Fellow Monthly Mileage Log Form

LOMA I I?DA UNIVERSITY HEALTH 2023 Rate Per Mile $ 0655
.” EDU CA T[O N C ONSORT]UM Resident/Fellow Name Effective 1/1/2023 - 12/31/2023
Employee ID Monthly Period (mm/yyy)
Mileage Calculation with 0
Google Maps )
Program Total Mileage
Reviewed by Coordinator Total Reimbursement '

From Affiliate Location To Affiliate Location Business Purpose

£ Mil i
(LLUMC, RUHS, VAH, etc.) | (LLUMC, RUHS, VAH, etc.) |(clinic, on-call, surgery, etc.) # of Miles Reimbursement

Date of Business Travel

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$ 0.00
$0.00
$ 0.00
$0.00
$ 0.00
$0.00
$ 0.00
$ 0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
Total Monthly Mileage O $ 000

Use of this form: Resident/Fellow that use their personal vehicle for business travel should [1] complete this form [2] get program signature [3] save as PDF and [4] attach to the Concur expense report on a monthly basis.
** Only mileage between two affiliated sites is allowable for reimbursement. Direct trips between employee's residence and their designated work location are considered commuting miles and not reimbursable.

** We can only reimburse as far back as the beginning of this academic year on 7/1/2022 since it is a newly implemented policy.
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COMPLETING THE MONTHLY MILEAGE LOG

A N SR

ANENENENEN

Complete the Monthly Mileage Log

Resident/Fellow Name = Name of Resident/Fellow seeking reimbursement

Resident/Fellow Employee ID = 7 digit Employee ID number

Program = Name of residency/fellowship program

Monthly Period = Enter mm/yyyy for the month you are seeking mileage

Program Coordinator Signature = Coordinator will sign after reviewing the monthly mileage log is accurate

Date of Business Travel = Enter the date you traveled between two affiliated sites.

From Affiliate Location = Name of affiliate site and/or address the Resident/Fellow started business travel from
To Affiliate Location = Name of affiliate site and/or address the Resident/Fellow ended business travel
Business Purpose = Reason for business travel (e.g. clinic, on-call, surgery, etc.)

Calculate # of Miles = Use Google Maps to determine your mileage then you must enter the total number of miles in the "# of Miles" column.

Copies of the following must be attached to the Concur Expense Report for monthly mileage reimbursement:
*Goole Maps PDF printout each route claimed on the monthly log.
(If multipe from/to same location, only one printout is needed for that route for the month to confirm # of miles)
«Completed monthly mileage log with program signature verifying accuracy of the log

Questions or Concur Support? Email AYin@llu.edu.
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Quick R eference Guide

MILEAGE REIMBURSEMENT

Completing the Concur Expense Report

1. Log in to your SAP Concur profile and start a new report by clicking Create New Report from the Expense tab of your SAP Concur profile.

Manage Expenses
ACTIVE REPORTS

]

Creale New Report

2. Fillin all mandatory fields (marked with a red asterisk next to the filed name) in the report header, and click on Create Report.

Creale New Report

Manihly Milaagas Cctobar 2022 12132022 u: monthly mileage for business travel between 2
affiliated eites

“Comsany [ “Dauat-at
(511} LLUMC (5111) Administration (15451) MC: Res House Staff Core
T «~ | Soarch by Coda

3. Click Add Expense. Type mileage in the search box or scroll down and click Drive Personal Car Mileage 634101 as the expense type.

Add Expense

+

Available Expenses Creats New Expense

l mileagd

~ 01.Travel Expenses

Drive Personal Car Mileage 634101 [

Home Health Mileage 324101

Questions or Concur Support? Email AYin@llu.edu.
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4. Enter the Transaction Date (Date of Business Travel), Purpose of the Trip, To Location, From Location, Distance (in Miles) and then click on Save.

When entering the distance amount, make sure to round the miles up/down to a whole number (e.g. Enter 17 for 16.5 mi. or enter 16 for 16.4 mi.) from what is

listed on Google Maps and your monthly mileage log form. Print the Google Maps
**You do not need to use the Concur Mileage Calculator since you will enter

SAP Concur Requesis Expense App Center

Manage Expenses

New Expense

Details Itemizations

% Mileage Calculator @ Allocate

Expense Tyee ©

Transaction Date *

Route for verification of distance between two affiliate sites.
mileage log.

Help~

S

# of miles listed on your monthl

Profle ~

Caneal Save Expense

Show Recsint [

* Required fisld

Purpase of the Trip *

| Drive Personal Car Mileage 634101 ‘ ~ ‘

[100112022

| menthly mileage for business tr...

&)

From Losation * To Location * Payment Type.

| LLumc, Loma Linda, cA | | RUHS, Moreno Valley, CA ] Out of Packet
Comman:

A
Distance * Amount Currency

‘ Save Expense || Save and Add Ancther Cancel

¢ a6 & H

Loma Linds University Medical Center

ity bl

via San Timateo Canyon Ad and

33 min
Radlansds Blvd s

wia 1-215 5 and CA-80 E

Reimbursemant Rates
USD 0.625 per mile

gle Maps

o

-3 min
165 miles

ey
Systmem Medichl

30 min
164 miles

39 min
1.0 miles

5. For multiple trips to the same To/From Location within the month, you can Copy the mileage expense line by clicking the check box on the left of the expense
line. Once it copied please change/update the Transaction Date ( Date of Business Travel) for the same route and press Save OR repeat steps 3 & 4 for a

different route with a different To/From Location within the month.

SAP Concur Expense App Center

Manage Expenses

Monthly Mileage October 2022 $10.63

Mot Submitted | Report Number: IBS7TP4

Repaort Detsils Print/Share w

Aol Bxpense m m

Manage Recsipts w

Help=

Profile ~

s

m Ve Sianear v

Receipt Tl Payment Type Tl Expense Type Tl Wendor Details T, Date = Requested T|
Out of Pocket Drive Personal Car Mileags 624101 10/01/2022 31082
$10.63

Questions or Concur Support? Email AYin@llu.edu.



Add another business travel day with the same route

SAP Concur Requests Travel Expense App Center

Manage Expanses

> ) Drive Personal Car Mileage 634101
$10.63

10/02/2022
Details ltemizations
N Mileage Calculator @& Allocate

=

Expense Type ™~ Transaction Date

Revised: 12/2022

Help~

Profile « hA

More Actions w Save Expense

Show Receipt 5]

* Requirad field

Purpose of the Trip *

| Drive Personal Car Milsage 634101 ‘ ~ | | 10022022 | monthly mileage for bus. .
From Location © To Location Payment Type
| LLuMC, Loma Linda. CA | | RUMS, Moreno Valley, CA | | Out of Pocket
Comment
P
Distance * Amount Currency Reimbursement Rates
[17 10.63 US, Dollar VD aezs permis

—
{ Save Expense Cancal

Add another business travel day with a new route

SAP Concur Requesis Travel Expense App Center

Manage Expanses

Monthly Mileage October 2022 $21.26

Mot Submitted | Report Number: IBSTP4

Report Detsils »  PrintiShare »  Manage Receipts w

Add Expens;

Help =

Profile ~ &

s

View: Standard w

[J  ReceiptTlL Payment TypeTl Expense Type TL Vendor Details T, Date = Requested T,
[m] Out of Pocket Drive Parsonal Car Mileage 634101 10/02/2022 $10.62
[m] Out of Packet Drive Personal Car Mileage 534101 10/01/2022 310,862

$21.26

Add Expense

0 +

Available Expenses Create New Expense

‘ Search for an expense type

~ Recently Used

Drive Personal Ca: leage 634101 E

Entertainment 534701

Per Diem 2022 Employes Travel 634101

~ 01.Travel Expenses

Agency Booking Fees 634101

Airfzre 634101

Questions or Concur Support? Email AYin@llu.edu.
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SAP Concur Requests Travel Expense App Center

Manage Expensas

New Expense

Details Itemizations Show Receipt  []

¥ Mileage Calculator @ Allocate

* Required field

Expense Type * Transaction Date * Purpose of the Trip
| Drive Personal Car Mileage 634101 ‘ v | [ 10/02/2022 ‘ monthly mileage for bus...
From Location * To Location * Payment Type
| LLUMC, Loma Linda, CA | | SACH, SanBemardino,... | | Out of Pocket
Comment
4
Distance * Amount Currency Reimbursement Rates

USD 0.625 per mile
6 3.75 US, Dollar
@ Save and Add Another [EETES]

6. Once you have entered all dates of business travel for the month, from the homepage screen of the expense report, you can attach one or more files for the
mileage documentation. You can add the signed mileage log and Google Maps route(s) by clickihg Manage Receipts > Press Manage Attachments > Press
Add > hold CTRL and then select all the files you'd like to upload if they are housed in the same area of the drive. You should then see the window of receipts
updated with the files you selected to upload to the expense report.

Expense
S Frofie

Manage Expenses

Monthly Mileage October 2022 $10.63

Not Submitted | Report Number: IBS7P4

ReportDetails ~  PrintShare v Qllanage Receipts v

Add Expense Bl Wanzge Atachmenis 4 ] View:  Standard v
Missing Receipt Declaraiion

O ReceiptTL Payment Type cxpense ype 1L Vendor Details T, Date = Requested T,

(] Out of Packat Driva Personal Car Mileage 824101 10/01/2022 s10.62

§10.63

Attach to Report

Upload Report Level Attachment

Valid file types for uploSgS

Mot seeing your attachment? Try again in a few minutes.

Questions or Concur Support? Email AYin@llu.edu.
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7. Once all of the mileage has been logged, uploaded the documentation, and saved for the month, please press Submit Report to get it electronically approved

in Concur.

SAP Concur Requests Travel

Manage Expanses

Monthly Mileage October 2022 $25.01

Mot Submitted | Report Number: IBS7TP4

Expense App Center

Report Details ~  PrintiShare »  Manage Receipts

Add Expense

Help =

Profle ~ o

-

View: Standard v

O Receipt Tl Payment Type TL Expense Type TL Vendor Details TL Date = Requested T,
D Out of Packet Drive Personal Car Mileage 634101 10/02/2022 53.75
D Out of Pocket Drive Parsonal Car Mileage 634101 10/02/2022 $10.62
[m] Out of Packet Drive Personal Car Mileage 624101 10/01/2022 $10.62

$25.01

Questions or Concur Support? Email AYin@llu.edu.
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