
Campus to Campus Mileage

In Emburse



Notice Tutorials are added 
here

To initiate a mileage form click 
create

Complete the coversheet 
information:
Report name: Last name, Mileage, 
Month

Choose: Mileage Only 
and
current Fiscal Year

Click Save



Choose Create New, and then the 
Mileage Campus to Campus tile



From the Campus To Campus drop down choose your trip, choose 
your FOAP and Account: Travel In State (7401)
This is a one-way travel, click save to enter return trip.



Repeat these steps until all travel is entered and then 
click submit. 
You can leave your form after an entry and your form 
will remain in you Drafts, for you to add more mileage 
as the month progresses (see next slide) 
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Repeat process 
from slide 4


