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Logging In
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Go to Reimbursements<Mileage.

Click on Enter New Claim on the bottom right of the screen.



How to Enter Mileage In-District
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Date: Enter the date you travelled.

Location: In the From/To boxes, you can start typing and then select from the drop down menu that
appears.

Round Trip: If this is Round Trip, select the Yes radio button.

Miles: If your mileage is between District buildings, the Miles field will automatically populate and your
mileage will be calculated.

Comments (optional): You can enter the purpose of your travel in the Comments section.



How to Enter Mileage Out-of-District
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If you are travelling to a location that is not preloaded in the Employee Portal, you can enter it manually.
Date: Enter the date you travelled.

Location: You can type the name and/or address of the location.

Round Trip: If this is Round Trip, select the Yes radio button.

Miles: Since the location was not pre-loaded, you will have to manually enter the number of miles.
Comments (required): The purpose of your travel must be noted if the location is outside of the District.

Attachments (required): Mapquest directions are required for all travel to locations out of the District.



Attaching Information
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Save the document you will be attaching to your computer.

In the Attachments section, click (Select...).
A new box called Select File will appear.
Click Choose File. This will open a new box for you to search for your Saved Document.

Find and select your document. Click Open.



Attaching Information (cont.)
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In the Select File box, click Upload.



Attaching Information (cont.)
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The box will now say Upload Successful.

Click Close.



Attaching Information (cont.)
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Your attachment will show up at the bottom of the screen.




Saving Your Mileage
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If you have entered mileage but are not ready to submit it to your supervisor, you can click on Save, I'm
not finished on the bottom right of the screen.

This will save your mileage and allow you to come back and add to it later.



Saving Your Mileage (cont.)
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After you click Save, I’'m not finished, there will be a pink bar at the top of the screen that says, “Save
Successful.”



Saving Your Mileage (cont.)
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INFORMATION

To come back to your mileage request later, you will log in to the Employee Portal.
On the blue menu at the left, click on Reimbursements<Mileage.
Any mileage requests you have entered will be listed along with the status.

Incomplete — This is a mileage request that you have entered and not completed. It has not been sent to
your supervisor for approval.

New — Your mileage request has been submitted and is waiting for the first approver.
Pending — Your mileage request has been submitted and is in the approval process.
Approved — Your mileage has been approved.

Cancelled — You cancelled your mileage reimbursement.

Denied — Your mileage has been denied by an approver.

To go back and complete your mileage request, click on the underlined Claim Date.



Submitting Your Mileage
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When your mileage is complete, click the Submit button at the bottom right of the screen.



Submitting Your Mileage (cont.)
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After you click the Submit button, you should see a pink bar at the top of the screen that says, “Save
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Reviewing Your Mileage

< C 1} | & Secure | https://apecsportal.molineschools.org/ep/ep_mm_rmbrs_mileage_search.aspx?!

i Apps W Bookmarks & Moline Mail [ APECS [$1 Moline Internet & 1st Midwest - Busine [ Positive Pay

Moline-Coal Vvalley CUSD 40 Today: 01/D%/2018 | Logout
Emplayes: O°Hern, Jennifer D 15081

Year: |Jan Q1, ZD1E - Dec 31, 2018 T

CLADM DATE REFERERCE MO STATUS COMMENTS

D105/ 2018 52 Mew
R B il Enter New Claim | Emia
Hiluags

INFORMATION

To check the status of your mileage request, log in to the Employee Portal.
Click on Reimbursements<Mileage.

Incomplete — This is a mileage request that you have entered and not completed. It has not been sent to
your supervisor for approval.

New — Your mileage request has been submitted and is waiting for the first approver.
Pending — Your mileage request has been submitted and is in the approval process.
Approved — Your mileage has been approved.

Cancelled - You cancelled your mileage reimbursement.

Denied — Your mileage has been denied by an approver.



Questions
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If you have questions regarding your mileage, click on the Email button at the bottom right of the
screen. This will send an email to the District Accountant.



