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In this guide you will learn how to create and submit an expense report for local travel when you
have been granted permission to create expense reports on someone else's behalf. Mileage
reimbursement will be made in accordance with procedures described in each of the union
negotiated agreements. Additional guidance is communicated by the Office of Finance via email.
For additional details, refer to the MCPS Financial Manual: Chapter 10, Employee Business Travel,
and MCPS Regulation DIE-RA: Travel for Montgomery County Public Schools (MCPS) Purposes.
Monthly mileage expense reports are due by the 10" of each month, and should include all
business-related local mileage expenses incurred during the preceding month.

Image quality in this guide may vary across devices. If images are not clear, increase your viewing size.

Directions

1. Scroll to the Me menu and select the Expenses tile.

r-,-1r_-| Help Desk My Client Groups

2. If you have been selected as a Delegate for another user(s), you will see an Owner drop-down menu on your
Travel and Expenses page.Select the name of a person from the list to begin working with their expenses,
e.g., Kevin Yates. A confirmation pop-up will confirm you are managing expenses for someone else.

Sl Kerri Pitts

Bei Chen

Kermi Pitts

Kevin Yates

Expense Reports

Search



https://drive.google.com/file/d/1lUQH19cGHycGG-w01Y9pqDHIJz5-lh6Z/view
http://www.montgomeryschoolsmd.org/departments/policy/pdf/diera.pdf
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3. Click the large + sign in the Create Report block to begin creating an expense report.

Travel and Expenses = owe

Expense Reports

==

Create Report

4. Click in the Purpose field and enter the appropriate purpose and month/year for the expense report, e.g.,
Local Mileage for December 2020.

Kevin Yates: Create Expense Report

) Purpose| Local Mileage for December 2020

Attachments Mone ==

First Approver Q
Function Approver v
Project Approver L

Expense Type Local Travel w
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5. Click in the First Approver field and begin typing the name of the approver for the expense report.

Jol

Select the appropriate name from the list of values. Alternatively, you can use the magnifying glass icon
to search for the name. If you are not sure which name to select, confirm with the delegator.

Create Expense Report

Note: If you are acting for the principal, leave this field
blank.

" Purpose Local Mileage for December 2020

Attachments None ==

First Approver Q

Function Approver v |

6. For this example, create a Local Travel Expense and leave the default for Expense Type as ‘Local Travel'.
Click the + Create Item button to create an expense item for the report.

Kevin Yates: Create Expense Report

" Purpose  Local Mileage for December 2020

Attachments MNong ==

First Approver Q,
Function Approver L J
Project Approver L
Expense Type Local Travel w

Expense [tems

Actions v == Create Iltem
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7. Click the Calendar icon and then use the Calendar to select the appropriate date of the expense item.
Alternatively, you can manually enter the Date in the format mm/dd/yyyy.

" Date 1277720
* Template MCPS Mileage Expenses
* Type

* Amount USD US Dollar

be

£ December ~ 2020 A v| 3

SUN MON TUE WED THU FRI 3AT

29 30 1 2 3 4 5

& o 8 9 0 N 12

13 14 15 16 17 18 18

20 21 22 23 24 25 26

2T 28 29 30 AN 1 2

8. Click the Type drop-down menu to select the type of expense. For local mileage, choose the Mileage option.

" Date
* Template
" Type

* Amount

1217120

MCPS Mileage Expanseas

e

L

Other

Parking

Toll

Note: If you are creating an expense report for reimbursement that
is charged to a capital project, see the Expense Report for Capital

Project (PATEQ) Expenses support guide.

Note: If your position is assigned to a program or grant, see the
Expense Report for Function (Program) and Project Assigned
Users support guide.



https://docs.google.com/document/d/1FBoGeEniksWIAcoaQhsjZug-Ru8FDUyM0OcHAx-Z-kg/edit?usp=sharing
https://docs.google.com/document/d/1FBoGeEniksWIAcoaQhsjZug-Ru8FDUyM0OcHAx-Z-kg/edit?usp=sharing
https://docs.google.com/document/d/17AwPuvs-q0PBt7FBWqGMasW_HQquK_yOdC5eFA0J_P8/edit?usp=sharing
https://docs.google.com/document/d/17AwPuvs-q0PBt7FBWqGMasW_HQquK_yOdC5eFA0J_P8/edit?usp=sharing
https://docs.google.com/document/d/17AwPuvs-q0PBt7FBWqGMasW_HQquK_yOdC5eFA0J_P8/edit?usp=sharing
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9. Enter a description in the Reason for Expense field that describes the starting and the ending locations.
Include if the trip was RT (Roundtrip) or OW (One-Way). Also, include the reason for the trip, i.e., RT
Damascus HS to URSC - Principal Training.

" Start Date
End Date

* Template

" Type

* Reason for Expense

1217120 e
1277120 S
MCPS Mileage Expenses v
Mileage W
RT Damascus HS to URSC - J
Principal Training. KP

Note: You may want to add your initials so that the
delegator knows who entered the expense report on their
behalf.

10. Click the MCPS Mileage Calculator to determine the trip distance. Note: A new tab will open.

* Trip Distance

0 Mile

Account  01-14101-00000-701-02-504001-00001 F—_SO,

| MCPS Mileage Ealculatnrl

11. Type the starting point of travel into the From: field. Then, select the appropriate location from the list.

R
HMCPE

DIRECTIOMS

Mileage Reimbursement Calculator

& Type e localkon name in the “From™ and “To" felds; sekact the ocation from &ach arop Goan

s [Fior a location missing from e drop down, type 3 stree] address, including city, n the feld

= Chick the search bution bo show the reimbursable mieage that should be reporied in your monthly FMS iExpense report

= For nound Irips, chck the doulie armos Dution 10 Gesplay the neturm mileage
Mote that MCPS will reimburse the shorest dstance bebwien DCations, extiuding 108 roads, regardless of the roule actually taken. For additional
information, phease refer 1o MCPS Regulation DIE-RA, Traved for Monigomery County Publi Schoois (MCPS) Puposes.

{1=2

Damascus

Damascus ES

We'd Like to Hear From You!
Fiease send feedbeck aboul M Misoge Roembursement Calcubalor o0 560 Tmcpamd o

Reimbursable
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12. Type the ending point of travel into the To: field. Then, select the appropriate location from the list.

Fram: To: Reimbursable

Mileage:
Damascus HS URSC]
25921 Ridge Road, Damascus, MD 20872 URSC

13. Click the Search button.

From: To: Reimbursable
Mileage:
Damascus HS URSC
25921 Ridge Road, Damascus, MD 20872 12900 Middlebrook Road, Germantown, MD
20874

14. Make note of the Reimbursable Mileage distance. If this is a round-trip. use the reverse arrows to get the
exact mileage of the return trip and add the two numbers together. (Simply doubling the initial number may
result in an inaccurate calculation.) Note: Use the actual trip distance, do not round.

From: To: Reimbursable

Mileage:
Damascus HS URSC
B.7
25921 Ridge Road, Damascus, MD 20872 12900 Middiebrook Road, Germantown, MD
20874

15. Navigate back to the MCPS Business Hub tab - Expenses - Oracle Applications.

& | [B] Expenszes - Oracle Applications: X | @ Mileage Reimbursement Calculz' X |

< c ﬂ- @ ekha-test.fa.usb.oraclecloud.com/fscmUl/faces/FuseWelcomn

55 Apps MCPS Resources E Google Rescurces HUE References Training




MCPS BUSINESS

b Create Expense Reports on Behalf of Others

H

16. Enter the total Trip Distance number. Note: Use the actual trip distance number, do not round.

Example format: # #8033
Enter a number greater than or equal
to 0.

T OTs TG e i7.4 Miles

Account  01-14101-00000-701-02-504001-00001 E;

MCPS Mileage Calculator

17. Click the Calculate button. The reimbursable amount will appear next to the Calculate button.

Reimbursable Amount 0.00 USD | Calculate |

* Trip Distance 17.4 Miles

Account  01-14101-00000-701-02-504001-0000 E{

MCPS Mileage Calculator

18. Click the Field Help icon beside the Account String to review correct accounting for the expense item.

_ Note: The Account String default is based on
Reimbursable Amount 10.01 USD | Calculate | your login credentials and in most cases should
not be changed. Employees in ESOL, Title I,
and Thomas Edison High School of
Technology school-based positions must
* Trip Distance 17.4 Miles adjust the organization number in the account
string prior to submitting their reimbursement
requests. Please refer to the MCPS Financial
Manual: Chapter 10, Employee Business Travel
for the list of appropriate school-based mileage
accounts.

1

o

Account  01-14101-00000-701-02-504001-00001 | E

[

MCPS Mileage Calculator


https://mymcps.mcpsmd.org/sites/business/default.aspx
https://mymcps.mcpsmd.org/sites/business/default.aspx
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19. Review the Account String and make changes only if instructed to do so by your supervisor or fiscal manager.
If changes were made, click the OK button, if not press the Cancel button.

Account x

E] Hide Sepments

Fund o1 w | Genéral Fund
Organization 14101 w | High Schoal Ingtruction
Function 00000 w | Detaul Function
Location 70 w | Damascus High Schod
Category 02 w | Mid Level Adminisirason
Account 504001 w | Local Trave

Project  0OD0D w | Defaun Project

Activity 0000 w | Dedaul Activity
Interfund 00 w | Detaul Interfund
Search || Resat 0F | Cancel

20. Click the Save and Close button to return to the expense report view. Optionally, click Create Another to
add another expense item to the report.

Save and Close | Cancel

21. Alternatively, you may duplicate an expense item. Begin by checking the box by the item that you want to
duplicate. Then, click the Actions drop-down menu.

“xpense Report: EXPo056199586

Report Total

 Purpose  |ocal Missgs for December 2000
Attachments  Nona <
First Apprower L+
Stalus  Save
Funclion Appians -
Froject Apprower L
Expenss Typs  Local Travel w
Expense ltems (1)
AcEons o = Create Hem Add Existing Apply Accousd
w Date w Typa «
— .

10.01usp

Amount w Merchamt + Location w+ Description

T MLAF AL b i DS . D Tr ins WD
10,04 vao AT Damascus HE 10 URSC - Principal Training. K
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22. Select Duplicate from the Actions pull-down menu..

Expense Items (1)

Actions w | = Create ltem Add Existing | Apply Account | ¥
e Amount w Merchant |
Remaove
Duplicate 10.01 usp

23. Modify the Start Date by clicking on the Calendar icon and selecting the date the expense occurred.

* Start Date 12114720 I iy !

End Date 12114720 £ December zu-z-::| ~|v | 3

* Template MCPS Milsage Expanses SUN MON TUE WED THU FRI 3SAT

29 30 1 2 3 4 5
" Type Mileage
] T i ] 10 th 12

. | 13 @ 15 16 17 18 19
Reason for Expense .. ot BT Damascus HS 1o UR
- Principal Training. KP WM 22 23 M M 2

ar 2@ 2 30 AN 1 2

24. Reason for Expense will copy from the duplicated entry. If necessary, edit the text in this field. Click Save
and Close.

* Start Date  12/14720 e
End Date 12/14/20 i
* Template MCFS Mileage Expenses w
" Type Mileage w

*
FIBaSON for Expenss Copy of RT Damascus HS to URSC
- Principal Training. KP
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25. To add another expense item, click on +Create Item. If you are adding a local travel expense other than
mileage (e.g., Parking), select the option from the Type pull down menu.

* Template MCES Misage Exparses « | Note: All entries in this field other than Mileage require the employee to
= attach a receipt.

" Type Milsace
* Reeason lod Expende
Muesge

L )

Tod

26. If you are entering mileage again, select Mileage as your expense Type and return to the Mileage
Reimbursement Calculator tab on your browser, or click the Mileage Calculator link again.

c E Expenses - Oracle Applications X | @ Mileage Reimbursement Calcy x +

O & mileage.mcpsmd.org

i Apps MCPS Resources |:| Google Resources HUB References Training

—E“-‘cm,ﬂ Mileage Reimbursement Calculator
27. Repeat steps 11-17 to calculate the Trip Distance and Reimbursable Amount for this expense item. Click

+ Create Item to enter more expense items for the report. When you are finished entering items, click on
Save and Close to return to the Expense Reports screen.

Save | ¥ Submit || Cancel

Save and Close

28. Attachments are required for expenses other than mileage. Attach receipts before you submit your report.
To add an attachment to the Expense Report, first click on the Local Mileage for December 2020 Expense
report tile which has not been submitted, then click on the + sign in the Attachments line under the Purpose
field.

Note: For help accessing your expense reports, see the support guide, “View and Edit an Expense Report.”

Kevin Yates: Expense Report: EXP00561909586

bad] L,

" Purpose Local Mileage for December 2020

Attachments Nanl -~
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29. When all expense items have been added to the monthly mileage report, and the report is ready for the
delegator to review, click the drop-down menu to Save and Close the report. Contact the delegator to alert
them that the report is ready to be submitted.

Note: As a delegate, you should

S, i 5N N 4 sSave and Close " not Submit a report on behalf of
Report Total another user.
20.02usp
MCPS Policies

MCPS Mileage Calculator

30. The saved expense report will show as a pending expense report tile on the Travel and Expenses screen with
a status Not Submitted. It is now ready for the delegator to review and Submit when they navigate to their
own Travel and Expenses page.

Travel and Expenses  owe

Expense Reports

+ EXPO0O56199586

Local Mileage for December 2020

Create Report

20.02
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31. When you have completed all of your tasks on behalf of the user for whom you are a delegate, you can click
on the drop-down Owner menu to return to your own Travel and Expenses page.

Kevin Yates

= Kevin Yates

Bei Chen
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Kevin Yates
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32. Click on the Home icon to return to the home page.

Note: Your screen may differ from screenshots in these instructions, due to variations in user roles and system upgrades.

Last updated 30-Aug-2023



