BTN Mileage Setup - Setup vehicle and rates u Co ntinia

To set up vehicles and rates, go to the "magnifier".

Tell me what you want to do. Quickly access actions, pages, reports, documentation, and apps and consulting services.

ob Journal  Continia Users s

Type "Mileage Rates" and choose "Mileage Rates". TELL ME WHAT YOU WANTTO DO 7 X

‘ rm\eagé |

Go to Pages and Tasks Show all (4)

> Mileage Lists

| > Mileage Rates Lists

> Mileage Inbox Lists

Go to Reports and Analysis

You can see all Mileage Rates setup and the start € e | ———
date f0r' these. will start to be applied.

yel Press Ctri+F1 to lean more Bl Dclete 3 Setup Recalculate Mileage

NEW

MILEA STARTING
START DATE v VEHICLE CODE YEAR DISTANCE
1/1/201 Open Menw |l g v 0
1/1/2015 PERSONAL CAR 20,000
1/1/2016 PERSONAL CAR v 0
1/1/2016 PERSONAL CAR 20,000
1412015 PRIVATE CAR v 0

To create a new Mileage Rate, choose "New" in the «
navigation menu.

MILEAGE RATES | WORK DATE: 1/28/2021

O Search B Edit List [il Delete 3 Setup Recalculate Mileage

Create a new entry.

NEW

MILEA STARTING
START DATE 4 VEHICLE CODE YEAR DISTANCE
1/1/2016 i PRIVATE CAR 20,000
1/1/2016 PRIVATE CAR ¢ 0
1/1/2016 PERSONAL CAR 20,000
1/1/2016 PERSONAL CAR s 0

1/1/2015 PRIVATE CAR 20,000

Click on the navigation menu item New. 20 JILEAGE RATES | WORK DATE: 287202

L Search B Edit List Ti] Delete Setup Recalculate Mileage

NEW
MILEA. STARTING
START DATE 4 VEHICLE CODE YEAR DISTANCE
0
1/1/2016 PRIVATE CAR 20,000
1/1/2016 PRIVATE CAR ¥ 0
1/1/2016 PERSONAL CAR 20,000
1/1/2016 PERSONAL CAR C) 0
1/1/9018 DRIVATE CAR 20 NN
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Type in a date or use the calendar to define the start New T
date of the new mileage rate. START DATE 4 VEHICLE CODE YEAR DISTANCE RATE
0
4 January 2020 b AR 20,000
Su Mo Tu We Th Fr Sa AR - 0
3| 4 LCAR 20,000
5 6 7 8 9 10 n _CAR o O
R
® 2 2 » 1 AN AR v 0
_CAR 20,000
Done L CAR ¢ 0
Select the vehicle the new rates should be valid for. NEw .
STARTDATE + VEHICLE CODE YEAR DISTANCE RATE
1/1/2020 B I | 0
1/1/2016 PRIVATE CAR 20,000
1/1/2016 PRIVATE CAR T4 0
1/1/2016 PERSONAL CAR 20,000
1/1/2016 PERSONAL CAR v 0
1/1/2015 PRIVATE CAR 20,000
1/1/2015 PRIVATE CAR < 0
1/1/2015 PERSONAL CAR 20,000
1/1/2015 PERSONAL CAR Ci 0
You will see a list of vehicles to choose from. Here NEW
you can also create new vehicles if wanted. START DATE ¢ VEHICLECODE  YEAR DISTANCE RaTE
1/1/2020 e 0
1/1/2016
1/1/2016 CODE DESCRIPTION
1/1/2016 COMPANY CAR Company Car
17172016 Personal Car
17172015 PRIVATE CAR Private Car
/2015 + New Select
1/1/2015 FETOUTNAL TAT \pvivivy
1/1/2015 PERSONAL CAR L4 0
You must remember to tick the "New Mileage Year" new CTARTING
off. START DATE + VEHICLE CODE YEAR DISTANCE RATE
This specifies whether a new financial year starts for 1/1/2020 PERSONALCAR | 0
the mileage calculation. From that the “Start Date”, 1/1/2016 PRIVATE CAR 20,000
the mileage balance of users, will be cleared and will 120 PRIVATE CAR ‘ 0
Start from distance 0 1/1/2016 PERSONAL CAR 20,000
1/1/2016 PERSONAL CAR t4 0
1/1/2015 PRIVATE CAR 20,000
1/1/2015 PRIVATE CAR T 0
1/1/2015 PERSONAL CAR 20,000
1/1/2015 PERSONAL CAR Ci 0
You add the value rate in the cell "Rate". NEW
This is the amount that will be refunded to the user VEHICLECODE  YEAR DISTANCE RATE (LCY)  RATEID
per unit of measure (kilometer or mile). The unit of PERSONALCAR ~ | @ 0
measure is specified in the Expense Management PRIVATE CAR 20000 019 Low
Setup, under the fast tab Mileage. PRIVATE CAR « 0 023 HIGH
PERSONAL CAR 20,000 019 oW
PERSONAL CAR C/ 0 0.23 HIGH
PRIVATE CAR 20,000 054 LOW
PRIVATE CAR « 0 0.58 HIGH
PERSONAL CAR 20,000 0.54 LOW
PERSONAL CAR L4 0 0.58 HIGH
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In the cell "Rate ID", you must define a code to new rARTIG
identify the rate. VEHICLE CODE YEAR DISTANCE RATE (LCY)  RATEID
The purpose of using different Rate ID’s is to assure  personaL car v 0 025 ~
that it is easy to see the sum per ID in the Mileage PRIVATE CAR
Reimbu rsement Page_ PRIVATE CAR RATE ID DESCRIPTION
PERSONAL CAR HIGH High Rate
PERSONAL CAR Low Rate
PRIVATE CAR + Newml Select from full list
PRIVATE CAR * U USE THIGH
PERSONAL CAR 20,000 054 LOW
PERSONAL CAR =i 0 0.58 HIGH
If you need to create a different rate, when sum of NEW
mileages are above a certain distance, you create a START DATE & VEHICLECODE  VEAR DISTANCE RATE (L
new line with the same start date and a start distance. = 5 persONAL CAR . 0 0
This rate will then take effect if total sum of distances /12016 PRIVATE CAR 20000 0
has been reached for a user. 1/1/2016 PRIVATE CAR . 0 0
As an example a different rate is here set up when 14172016 PERSONAL CAR 20,000 0
total sum of mileages is above 20.000 km. 11720t PERSONAL CAR ! ! 0
. 1/1/2015 PRIVATE CAR 20,000 0
The balance of mileages are calculated for each a0t SRMATE CAR B . J
eXper‘Ise user. 1/1/2015 PERSONAL CAR 20,000 0
1/1/2015 PERSONAL CAR L/ 0 0
Once yOU have Creat_ed yOUr new Mlleage Rates yOU P Search + New B Edit List [i] Delete | 3 Setup Recalculate Mileage Rate -~
must define where mileages should be posted. o or ecit posting setup.
To define this, go to the navigation menu "Setup". VN STARTING
START DATE 4 VEHICLE CODE YEAR DISTANCE RAT
1/1/2020 :  PERSONAL CAR < 0
1/1/2016 PRIVATE CAR 20,000
1/1/2016 PRIVATE CAR i 0
1/1/2016 PERSONAL CAR 20,000
1/1/2016 PERSONAL CAR 7 0
1/1/2015 PRIVATE CAR 20,000
1/1/2015 PRIVATE CAR i 0
Here you define the account number in the column EXPENSE POSTING SETUP | WORK DATE: 1/28/2021

"Posting Account No.".

NOW thlS account iS automatica“y added tO thlS 0 Search + New B Edit List [i] Delete Show Attached £ Open in Excel

vehicle type. You can set up different posting for each POSTING ~ POSTING  GEN.PROD.  GEN.BUS
. . EMPLOYEE EMPLOYEE ACCOUNT ACCOUNT POSTING POSTING
vehicle type if you want to, or you can choose the NO. GROUP TYPE NO GROUP GROUP

same account No. 3 G/L Accor 8270
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