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Dallas ISD Other Mileage

Other Mileage is travel from:

a. a Dallas ISD department or campus to a non-Dallas ISD location
i.e., Bryan Adams HS to Parkland Hospital, or Edwin J. Kiest Elementary to
a student’s home

b. travel from a non-Dallas ISD location to a Dallas ISD department or
campus
i.e., Parkland Hospital to Bryan Adams HS, or student’s home back to
campus or department

c. travel from a non-Dallas ISD location to another non-Dallas ISD location
i.e., Region 10 fo Parkland Hospital, or Region 10 in Richardson, TX fo
Globe Life Park in Arlington, TX

Miles will not auto-populate in Oracle for the Other Mileage expense type. Bing
Maps is the web mapping service that must be used to document Other
Mileage.

Note: District Mileage, City to City Mileage and Other Mileage may alll

be entered together in one expense report.

Before creating your expense report, you must have the following:

0 The line Code needed for reimbursement. (You can request this from the
Office Manager or the Administrative Assistant.)

01 A detailed district business justification for each entry.

1 A Word document containing screenshots of routes searched in Bing Maps
for all Other Mileage entries submitted.
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How to Create a Word Document with Bing Map Screenshots:

1. Open a blank Word document.
2. Open a web browser and enter hitps://www.bing.com/maps.
a. Select Directions.

Select the Car Icon.
Enter the starting location.
Enter the ending location.
Click Go. Routes and a Map should appear.
Screenshot only the section that shows the route options with
miles. (The map is only needed when Bing Maps gives only one
route.)
g. Paste the screenshot in document. Above each screenshof,
document the date and the official District business conducted.
(One Word document should be used to document all mileage
driven in the month.)

8/10/23

Notre Dame School of Dallas to Bryan Adams High School.
Justification: Deaf/ Hard of hearing equipment delivery.

~eooo0cUT

Notre Dame School to Bryan Adams Hi... X
o @ (- IS Options v

=) | Notre Dame School, 2018 Allen St, Dallas, TX 75:

T
=@ | Bryan Adams High School, 2101 Millmar Dr, Dalla

(® Add destination

! ‘ Leavenow = “

= Print selected route

9.5 miles
foderate trffic - 6 min delay 23
Via I-30 E, Ferguson Rd (oo
More Details ~
13.1 miles
oderate traffic - 6 min delay 27

Via 1-20 E, Oates Dr + Unpaved roads

More Details ~
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Creating an Expense Report

Complete the following steps to create an expense report.

1.

Go to portal.dallasisd.org and sign in with your EAD username and
password.

DALLAS ¥ DALLAS ¥

ROUPENMLN? TR0, DETRI

Yart One

2. Open the Oracle application.

i Applications ~

My Applications
B

Office 365 Oracle EBS - Cracle Self
Micrasalt Officy iOrion (Intranet) Service
o e 5

- dorion
ON SITE OFF SITE

3. Select Accounts Payable iExpense Self-Service.

Dn&L,L'E§} Oracle E-Business Suite

0
* # A
Enterprise Search  Conbact Documerts -

Logednismemes @ (D
[

Search Results Display Preference  Standard v
Home

Navigator

Personalize

Type Subject Sent Due
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4. Click on Create New Expense Report.

= DALLAS comioes

[ 2 Lopged In A (')
Expenses
ExpensesHome  Paymenis Search | Expense Reporis
Expenses Home

To acuess iraining documents, please click here and navigate o Oracle Resources >> | Expense

Track Submitted Expense Reports

The following expense reparts are effher oulstanding or have been paid in the last 30 days.

Report Number Report Submit Date Report Status
Ho resulls found.

Last Report Status Activity (Days) Current Approver

Report Total[USD) Purpase Duplicate Withdraw

General Information (Step 1 of 4)

This is the first step of the expense report in Oracle.

= DALLAST e

A x 8 0 s

1 Expense Reports

General nformation

Create Expense Report: General Information

Cash and Other Expenses

ompletion of

the rip. All advances must be reconciled within 10 business days of the igéevent end date. AN unreconcied
es - Non-Granis: R e for il non-grants wavel s Py Cash (19
musst be reconciled when requesting a replenishment of funds, at the end of the school year, and when va

523 - Bonds, 865 - Student Activity Fund, eic.) See ravel.

reconciiation rules above. Pery issted 1o principa o financial clerks onl, and
msibiy for petty cash funds.
gTe Incentive for Educators hired for the 2 year on an intem or probationary certficate whose teis post than 2022 on the website

« Empioyee eapp noioy wher

« Swdent Actiity Fund: Request reimbursement for all expenses involving Student Acivity Funds.

+ Stdent Travel t ravel. (Do not use for Swdent Actvicy Funds)

Do not change the ORGANIZATION UNLESS you have the pre-authorization to do so. Changing the will cause your expense report to be routed o th {s) defined for that

Name ey

Additional Information

General Information:

a. Organization: This field will default to the Oracle user’s organization

number. If another department is funding the expense, enter the
corresponding organization number.

DISD Expense Type: From the drop-down, select Employee
Reimbursement.

p.

c. Purpose: Enter the business purpose for the mileage.

For example, August 2023 Mileage
d. Select Next.
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Cash and Other Expenses (Step 2 of 4)

Mileage Expenses

Mileage must be entered in sequential order by date. All mileage types
should be entered on the same report.

Mileage Expenses

district business with supporfing documentation. ABBREVIATIONS AND ACRONYMS ARE NOT ACCEPTED.

Select Expense Lines:  Duplicate  Remove | 4 -
D Line ~ Start Date E Expense Type Justification Uit of Measure Trip Distance:

<
<

2 =
=

@ mg

—

. Select the Mileage Expenses Tab.

2. On the first available line, use the drop-down menu in the Expense Type
column to select Other Mileage. (If an expense type is not chosen, the
information fields will not generate on the next step.)

3. Select the Details Icon. A new window will appear.
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Other Mileage

4. On this page, enter all the information as shown below.

= DA.U:B,S}WRM ® (A * & A0 o= ()

Cash and Other Expenses Expense Alocaions Revie
Calcuiate Amount  Duplicate  Newline Removeline Back Lime3of ':

h.

Start Date: Click on the calendar icon and select date of travel.
Number Of Days: Enter 1.

Trip Distance: Enter the mileage from the Bing Maps search.
(Select the route with the shortest distance in miles.) For round
frips, double the trip distance fo reflect the correct mileage.
Start Location: Enter the location name and the complete
address.

End Location: Enter the location name and the complete
address.

Round Trip: Enter a “Y” for Yes or “N” for No.

. Justification: Enfer a detailed justification stating the official

district business conducted. Do not use any abbreviations,
acronyms, or one-word phrases like meeting or training.
Select Return.

5. After all mileage lines have been entered, select Next.
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Expense Allocations (Step 3 of 4)

The line code(s) will be entered on this screen. Obtain the correct line code from
Administrative Assistant or Office Manager.

To enter the same line code for all lines, follow the instructions below.

NOTE: Each line may also be entered
one by one by clicking on each
individual field and entering the

required data.

Logged In As B o

Expenses
Expenses Home | Payments Search  Expense Reports
0 0 '
General Information Cash and Other Expenses Expense Aocations Reven
Update Expense Report: Expense Allocations o Cacel Back Sep3oid m
Use the fiekds below to updzie expense alocalons for selecied expense ines. To update expense alocabons for al fems. select ALL and clck UPDATE ALLOCATIONS. E

* Indicates required igld
a

o)
Select Expense Lines: | Update Allocations | Revert MyAllocations v Apply

Expend All| Collapse Al

IE Focus Line m‘;‘ Date  ExpenseType m 0 Additiona nfomation FUND  FUNCTION OBJECT SUB_OBJECT ORGANIZATION FISCAL_YEAR PROGRAM

Reimbursable Amount
in 514
. Bt # .
e CARDDMEE AWK AW - L s (R BRI e o REFRY o F oy QR 4 Q
o QOnly Servoss
L o # . .
S SO O 59 et sy A3 KN FyqIR 4o
Oniy Servos
e — # ;
e ARGl SHID  5W DeaHard of g equipmentdfvey LY RS oo RERRY oo FRY REFR
oy Sevess

a. Tick the checkbox next to the word Focus — this will select all the
lines within the expense report.
b. Click the Update Allocations button — a new window will appear.
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= DALLAS ¥ eerseors

L
Genal omason Cash and Omer Espnses Expense Alocatces recen [g]
Update Account Allocations: Multiple Lines Cancel  Preview m
Allocation Set
FUND  FUNCTION SUB_OBJECT FISCAL YEAR PROGRAM Remave
Selected Lines.
Focus Une PN g genseType  fecuit :L‘;’;,‘""’“" AmoUnt pgtionl infomation FUND FUNCTION OBJECT SUB_OBJECT ORGANZATION FISCAL_YEAR PROGRAM Remaove

c. Enter the required parts of the line code.
Object and Organization will auto-populate based on the

chosen template.
d. Select Apply after line code information has been entered

correctly.
e. Select Next.

Applying an Advance

If you have an unreconciled advance in Oracle, this step will be present in
your expense report.

Expentaes
xpe Exponse Reports
o
General Informatior Cash and Other Expenses Expense ocalons Advances Review
Create Expense Report: Advances Save Cance] Back Stopdof '
§ an advance 10 apply 10 your expense report

Advances Application

o myp 11 YOU 60 N0t apply an acvance you must enter A reason
Z """ Caution - Advances can only be applied to Reimbursement type requests
Ingicates required fieid

Advance Number %
Unapplied Advance Reason
Advance Amount

Advance Balance

Advance Amount Applied

To move to the next step, enter N/A in Unapplied Advance Reason box and
click Next.
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Review (Step 4 of 4)

For other mileage, you must upload a Word document with the Bing Maps
results.

Follow these steps to attach files.

E!!!;Lﬁ} .

Expansa Dates  02-AUG-2023 - 02-AUG-2023

Business Expenses

Mileage Expenses

Start Date End Date Trip Distance Mileage Rate Original Recelpt Required Receipt Missing

02-Aug-2023 Distrit Mileage Altended PawerSchool raining for Regstrars and Dats Conlroler: 41 BiMile: 0625
Total

Reimbursable

Amount Details
(usp)

3

1. Select the green plus sign next to the Attachments section. A new
screen will open.
2. Select Choose File.

x & f°

DALLAS ¥ e e

Logeinsmmems. @ ()

Add Attachment

Attachment Summary Information

Define Attachment

Cancel  Add Ancther  Apply

w

Locate your file and double click or click Open to select.

Select Apply to upload the file.

5. You will see a confirmation that the attachment(s) were added
successfully.

6. Select Submit. You will see a confirmation message, including the

expense report number.

»
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