NORTH EAST INDEPENDENT SCHOOL DISTRICT
LOCAL MILEAGE REIMBURSEMENT PROCEDURES

The following will provide steps to input local mileage reimbursement requests:

1. Log into the Employee Portal, select TRAVEL under My Applications

2. Select Local Mileage
3. Select “Open a New Batch” to input miles traveled

4. Select “Submit Mileage for Myself” or “Submit Mileage for Others”(whichever applies). If you are

submitting local mileage for yourself, skip to step 7. If you are submitting local mileage for someone

else, the following screen will appear.

N.E.I.5.D Professional Travel System
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Main Menu |Inguiny [On-ine Help [New Professional Travel Reguest |Administration |Reports
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5. Enter the employee ID number (required) and email address (optional) for the other employee and
select Next.

6. Verify that the name and email address information displayed is correct. If the information is incorrect

select the back arrow from the internet browser menu bar to return to the previous screen to make
necessary corrections.

7. Respond to the prompt “Are you a Career and Technology Teacher?” (this option is for routing
purposes) Select either yes or no and then click Next.

8. A budget code is required to submit a local mileage reimbursement request. Please verify that the
budget code displayed is correct. If you have changed campuses/departments or if your
reimbursement is coded to a grant and the grant year has changed, please coordinate with your



Bookkeeper/Administrative Assistant at your campus/department to obtain the correct coding
information. Once coding is verified, select Update Budget Code Now and the following screen will
appear.

®U5e the "Save This Batch And Submit Later” button to save the bateh,

Use "‘Ready Te Submit - Step 1 Of I button to submit the batch to budget manager for approval, (The submit button will not appear if budget code is not filled ¢
is zero.)

we suggest you only submit cnce a menth.

HName: Michelle Femara CampusiDept: ACCOUNTING Title: SENIOR DIRECTOR
Budget Code:  1335-41-5411-00-T41-35-403 Click here to updats budget code for this batch

Fill In The Form And Click On "Add Trip Detail” Button To Add Trips To This Batch:
* Parking shall be reimbursed accerding te a receipt or other reasonable evidence. Employee shall retain receipts and make available
for review upon request by Budget Manager, Internal Audit, or other authorized persons.

Lo _n.j . .
Date: =1 {Click on calendar to pick a date}
Duties Performed:

Persons Contacted:

@ Starting location, click here for District Facility or click here for Mon-District locstion.
Name: «olick on the the comesponding fnk sboves Departure Time {HH: ML AM ™
Address: <ilich on ihe fhe comesponding fnk ahoves
@ Ending lecation, click here for District Facility or click hera for Non-District location.
Name! cinlfick on fhe fhe comesponding link aboves Aurival Time (HH: Mk AM ™
ddress: <ifich on fhe fthe coresponding fink aboves
[ Flip Addresses for Retum ][ Clear Form ] [ (Get Google Route Miles ]
Miles:
Rats:
Parking Fess:
Total Amount:

[ Add To Travel Batch ]

9. Name, Campus/Dept, Title and Budget code are automatically populated on the top portion of the form.
An option is available to update the budget code. To update the budget code, click on the prompt,
enter the desired revisions and select Update Budget Code to return to the main form.

10. Enter the date of the trip or click on the calendar to pick a date.
11. Enter the Duties performed.
12. Enter the Persons Contacted.
13. For Starting location select either District Facility or Non-District location, whichever applies.
a. |If District Facility is selected, a list of NEISD locations will open. Click on the Select button next

to the appropriate facility. This will return you to the main form and automatically populate the
location name and address.
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t Facilities - Windows Internet Explorer

ACE
Adolescent Int Ctn

Alternative Centar/ HERC

Alternative MS / MSRC
Bloszom Athletic Center
Bradley

Broadway Warshouse
Bulverds Crask

Bush

Camslot

Canmyon Ridge

Castle Hills

Centsr School
Chusrchill

Cibolo Gresn

Cic

Clear Spring

Cokar

Colonial Hills
‘Community Education
Dellview

Driscoll

Ezst Temell Hills
Eisenhower

El Darado

Encino Park

Crmmd Cmesime

North East ISD Locations

3735 PERRIN CENTRAL, BLDG 2, SAN ANTONIO, TX TE217-0000
3735 FERRIN CENTRAL BLDG A, SAN ANTONIO, TX TB217-2732
102 WEST RAMPART, SAN ANTONIOQ, TX TE216-E700

103 WEST RAMPART, SAN ANTONIO, TX TEZ16-8700

12002 JONES MALTSBERGER RD , SAN ANTONIO, TX TBZ16-0000
14819 HEIMER ROAD, SAN ANTONIO, TX TE232-0000

5803 BROADWAY , BAN ANTCNIO, TX TE217-0000

2825 CANYON PARKWAY, SAN ANTONIOQ, TX TE2E9-235T

1500 EVANS ROAD, SAN ANTONIO, TX TE258-6300

T410 RAY BOMN, SAN ANTONIO, TX 78218-2833

20522 STONE OAK PARKWAY, SAN ANTOMIO, TX TE258-532T
200 LEMONWOCOD, SAN ANTONIO, TX 78213-2408

3735 PERRIN CENTRAL BLDG.A, SAN ANTONIOQ, TX TEZ17-0000
12045 BLANCO ROAD, SAN ANTONIO, TX TE218-0000

24315 BULVERDE GREEN, SAN ANTONIO, TX T8251-0000 (29.668273,-38 42475)
3735 FERRIN CENTRAL BLD. A, SAN ANTONIO, TX TE217-D000
4311 CLEAR SPRING, SAN ANTONIO, TX TB217-0000

202 HEIMER ROAD, SAN ANTONIO, TX TE222-0000

2527 KERRYBROOK COURT, SAN ANTONID, TX TEZI0-0000
8750 TESORO DR, SAN ANTONIO, TX TEZ17-0000

T235 DEWHURST ROAD, SAM ANTONIO, TX TEZ13-DD00

17150 JONES-MALTSBERGER, SAN ANTONIO, TX T8247-0000
4415 BLOOMDALE, SAN ANTONIO, TX TEZ18-DDD0

8231 BLANCO ROAD, SAN ANTONID, TX TE216-D000

12834 EL SEMDERO, SAN ANTONIO, TX TEZ33-0000

2550 ENCINGD RIQ, SAN ANTONIO, TX TE258-0000

8T LIZUGAIMT CAK AMTAKIS TV 70T AN

b. If Non-District location is selected, a map will appear. Enter the location name and address in
the appropriate fields (example: Name — HEB, Address — 15000 San Pedro, 78232) and select
Find Address.

ter a valid address -

ows Internet Explorer

Enter the location name street number, name, and zip code and click Find Address:
Location Name: HEB

15000 San Pedro, 78232

e

Map dats ©2012 Google - Teririg'dd Use

A map of the destination will appear



/ _Enter a valid address - Windows Internet Explorer =3

Enter the location name strest number, name, and zip code and click Find Address:
Location Name: !HEB
Address: 15000 San Pedro Ave, San Antonio, TX 78232, USA
Geo Location: 29.578261,-98.475977 |
[ Find Address |  Acceptthis Address | yse Geo tosation
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If the information displayed is incorrect, select Find Address and make the necessary changes.
If the information displayed is correct, select Accept this Address to return to the main form.
The name and address will automatically be populated.

c. Enter the Departure Time, two digits for hour and two digits for minutes and selected either AM
or PM.

14. For ending location repeat the steps detailed in item 13 above.

Mame: Michelle Farrara CampusiDept: ACCOUNTING Title: SEMIOR DIRECTOR
Budget Code:  1555-41-5411-00-741-55-403 Click here to update budget code for this batch

Fill In The Ferm And Click On "Add Trip Detail” Button To Add Trips Te This Batch:

= Parking shall be reimbursed according to a receipt or other reasenable evidence. Employee shall retain receipts and make available
for review upon request by Budget Manager, Internal Audit, or other autherized persons.

Date: IﬁfD-UZ'DE = {Click on calendar to pick a date)
Duties Performed: |Demn Local Mileage Application
Fersons Contzcted: |NEISD Employees

® Starting location, click here for District Faciiity or click hers for Non-District location.
Mame: 4CF Departure Time (HH:MM): W @l
Address: I736 PERAIN CENTRAL, BLOG 2. SAN ANTONIQ. TX 782170000
® Ending location, click here for District Facility or ciick here for Non-District location.

Mame: HES Amival Time (HH:MM): |3.-50)

Address: JH000 San Fedro Ave, San Anforio, TX 78232, USA

[ Flip Addresses for Retum ][_ Clear Form ] [ Get Google Route Miles ]
Wiles:
Rate: 0.555
Parking Fess: Ii
Total Amount: 1}

[ Add To Travel Batch |




15. Select the Get Google Route Miles button and a map will be displayed with both the starting and ending
locations.

(- Calculate distance with Google Maps AP! - Windows Internet Explorer

® Starting Location: 3736 PERRIN CENTRAL, BLDG 2, SAN ANTONIO, TX 78217-0000 -
. Ending Location: 15000 San Pedro Ave, San Antonio, TX 78232, USA

Miles:

[ Calculate Route & Mileage |
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16. Select the Calculate Route & Mileage button. A map of your route will appear.




/" Calculate distance with Google Maps AP| - Windows Internet Explorer

. Starting Location: 3736 Penin Central Blvd, San Antonio, TX 78217, USA
. Ending Location: 15000 San Pedro Ave, San Antonio, TX 78232, USA
Miles: 10.4
| Calculate Route & Mileage | [ Accept this Route & Mileage |
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If you are aware of road closures, construction, etc. that may affect the original route displayed you may
make modifications by clicking on the route and dragging to the desired position on the map. You must
enter a reason for the route change.

17. Select the Accept this Route and Mileage button to return to the main form and automatically populate
the miles for this trip.

18. Enter parking fees, if applicable, in the Parking Fees field and tab out of the field to automatically
calculate the total reimbursement for this trip.

19. Select Add to Travel Batch. Approvers will now be able to click on the links for location visited or miles.



20.

21.

22.

23.

24,

Name: Michelle Ferrara Campus/Dept: ACCOUNTIMNG Title: SENIOR DIRECTOR
Budget Code:  1555-41-5411-00-741-25-402 Click here to update budget code for this batch

Fill In The Ferm And Click COn "Add Trip Detail’ Butten Te Add Trips To This Batch:
* Parking shall be reimbursed according to a receipt or other reasonable evidence. Employee shall retain receipts and make available
for review upon request by Budget Manager, Internal Audit, or other authorized persons.

Date: | 04/04/2012 ;I {Click on calendar to pick 3 date)
Duties Ferformed: |Demo Local Mileage Application

Persons Contacted:

@ Starting location, click here for District Facility or click here for Mon-District locstion.

Mame: ACE Dreparture Times (HH:MM): AM
ddrzss: F736 PERAIN CENTRAL, BLOG 2 SAN ANTONIQ, TX 782170000
@ Ending lecation, click hare for District Facility or click here for Mon-District looation.
Mame: HER Arrival Time (HH:MM): AM
ddress: JAOOD San Pedro Ave, San Anforo, TX 78232 USA
[ Flip Addresses for Retum ][ Clear Fom ] [ Get Google Route Miles ]
Wiles:
Rlate:

Parking Fess:
Taotal Amount:

[ Add To Travel Batch |

Travel Batch:
Date Location Visited Miles Amount
4/4/2012 ACE to HEB 104 35,77 Remove
Batch Total: £5.77
[ Save This Batch And Submit Later ] [ Ready To Submit - Step 10f 2 ]

If the return route is the same, select Flip Addresses for Return, enter your Departure Time and Arrival

Time and repeat steps 15 through 19.
To add another trip, select Clear Form and repeat steps 10 through 19.
To delete a previously entered trip, select Remove next to the appropriate trip in the Travel Batch.

If you want to be able to add additional trips to the batch at a later date, select Save This Batch and
Submit Later.

To submit the batch for approval, select Ready to Submit — Step 1 of 2 and the following screen will
appear.



Name: Michelle Ferrara Campus/Dept: ACCOUNTING Title: SEMNIOR DIRECTOR

Budget Code: 155541541 1-00-T41-25-402
Record Of Transportation Duties Performed:
Date Location Visited Miles Amount
1 442 ACE to HEB 10.4 §5.77
Batch Total: £5.77
This request needs to be approved by:
Additional Approval Persan Prior To Budget Manager: {Optional)
Additional Approval Person Prior To Budget Manager: {Optional)
Principal or Director: OVILLAZENEISD. NET
[ Change Request | ( Submit To Budget Manager - Step 2 Of 2 |

a. If achange is needed prior to submitting for approval, select the Change Request button
and make the desired changes.

b. If the reimbursement request needs to be routed to an additional approver, enter their email
address in the field provided.

c. Select Submit to Budget Manager to initiate the approval process. A message will appear
stating, “You are about to submit the following request: This will be sent to the following for
approval: name@neisd.net”. If the information is correct, click “OK”. If not click on “Cancel’”.
For correct information, an email will automatically be sent to your Budget Manager
indicating that a local mileage reimbursement request is ready for their approval.

25. To open an existing request, select batch ID number on the Saved (not submitted) Requests listed on
the Local Mileage application menu or to delete a batch select the Delete Batch option.

26. For a submitted batch that is waiting for approval the option is available to Edit Batch under Submitted
requests listing.

27. After a batch is approved it is no longer available to edit.


mailto:name@neisd.net

