Create Expense Report for Mileage
Expenses in Workday

1 The purpose of this training is to teach employees how to add a mileage expense
to an expense report. For more detailed instructions on creating an expense
report from start to finish, see the Creating an Expense Report training.

Click "Add" to add a line for your mileage expense.
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Employees are encouraged to attach a screenshot of Google Maps showing their
trip in the files section.
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3 The expense date will default to the current date. If the trip was taken on a day
other than the day that you create the expense report, you must change the date.

Either type the correct date into the box, or click the calendar icon to select the
correct date.
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Click the "Expense Item" field to search for mileage. You can type the word
"mileage" into the search field, and it will appear.
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5 The IRS mileage reimbursement rate will already be populated. For example, the
2024 IRS mileage reimbursement rate is 67 cents per mile.
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6 Scroll down and enter a brief description of what your trip was for so that your
manager can verify legitimacy and compliance, and the company has a record for
auditing purposes.

Make sure that the proper cost center is selected. The expense will be coded to
the cost center you select here.
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7 Fill out the origin and destination addresses.

Origin Address #
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Fairfax, VA, USA
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8 Workday will calculate the distance traveled based on the addresses that you
plugged in, and the dollar amount owed will be calculated automatically. If
expensing a trip with multiple stops, repeat this process as needed.

Origin Address *

w 3055 Prosperity Avenue,
Fairfax, VA, USA
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Arlington, VA, USA
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