
Travel Expense Report
Submitting Mileage



When is Mileage Due?

Used your personal vehicle
Mileage is intended to capture all costs associated with driving your vehicle- gas,
maintenance, depreciation, etc.
Calculated and reimbursed as the most direct route to the destination. Excess
mileage due to indirect routes is not reimbursable
If you left from/returned to home rather than their assigned work locations,
mileage may be claimed from home only if it’s shorter than the route from their
work location. (Faculty with an Office at UW-W)
Adjuncts or faculty w/o an office will need to include a Headquarters Memo
Must submit mileage within 90 days of the end of your trip for reimbursement



IRS Mileage Rate

202 : The standard mileage rate for transportation 
or travel expenses is . cents per mile for all miles 

of business use.



Authorized Driver: Risk Management
Checklist: https://www.uww.edu/coeps/offices-services/fieldex
Itinerary: Include Student/Date/Location/PRE or ST
Maps: Google Maps or Mapquest

Before You Begin



Authorized Driver
https://www.uww.edu/adminaffairs/hr/vehicle-and-driving-information#become-an-

authorized-driver



Authorized Driver Online Submission
https://fleetportal.wi.gov



Look up Authorized Drivers
https://fleetportal.wi.gov



Authorized Driver and Vehicle 
Use Agreement

All staff will need to submit a new Vehicle Use Agreement 
Request when their Driver’s License expires.

• From the home screen the default is State employee, you need
to choose UW (students as well) from the drop down, then click
“Logon”. After that select UW-Whitewater and “Logon”.

• Upon signing in with your UW-W credentials you’ll land on the
Dashboard, Under “New Fleet Driver” you’ll select “Vehicle Use
Agreement”.



Maps
Google Maps or Mapquest ONLY

One-Way Round-Trip



Maps
• Must use Williams Center a s your starting point
• Include picture of map with TER



For faculty/adjuncts who do not have an office at 
UW-Whitewater



Where do I enter my mileage?
UWW.EDU

Faculty/Staff (Top Ribbon) 

More Resources

Travel and Reimbursements

E-Reimbursements(Top Ribbon)

Login

Expenses Tile
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Expense Report



Attachments



Accounting String

ACCOUNT: 2830

FUND: 102

DEPT: 221900

PROGRAM: 2

PROJECT: Should be blank



and Supporting 
Details



Add Expense Lines





Multiple Trips

Hit “Save” at top right corner 
Then select “Review and Submit”



https://www.wisconsin.edu/travel/reimbursement/expense-system-tutorials/

Reimbursement Videos and 
Additional Guides



QUESTIONS?

Jill Gerber 
gerberj@uww.edu

262.472.1935


