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1.0 SCOPE:   

1.1 This work instruction provides “step-by-step” directions for 
employees to complete the Mileage Reimbursement form 

2.0 RESPONSIBILITY:   

2.1 Account Clerks/Fiscal Services Technicians I 

3.0 APPROVAL AUTHORITY: 

3.1 Accounting Services Supervisor 

4.0 DEFINITIONS: 

4.1 Macros – a series of commands and functions within Excel that can be used to automate 
certain tasks 

4.2 Screen Resolution – viewing size of data on the computer screen.  The form was 
designed with an assumed screen resolution of 1024x768.  If the worksheets do not fit 
within the WIDTH of the screen, go to the menu bar, select VIEW > ZOOM and then 
decrease the percentage to allow the entire width to be viewed.  This is not a required 
task for completion of the form. 

4.3 Pop-Ups – Tips and helpful hints that “pop-up” for every field on the Master Worksheet 
and provide useful information as you are entering data 

4.4 Escape – District’s financial software 

5.0 WORK INSTRUCTION: 

5.1 Select and open the Mileage Reimbursement Form (ACC-F004x) for the applicable 
calendar year for which the mileage expense was incurred 

5.2 The form contains macros that will assist in the completion of the data.  

5.3 Master Sheet – Upper Half 

5.3.1 Orange fields – Enter your personal information into these fields 

5.3.2 Blue fields – These fields may need to be edited from time to time.  Additional 
information is provided in pop-ups if you hover the mouse over these areas. 

5.4 Master Sheet – Lower Half 

5.4.1 Each colored table corresponds to the colored mileage worksheets (Microsoft XP 
users only).  You can also refer to the labels on the right hand side of the tables. 

Approved Signature on File 

The online version of this 
procedure is official.  Therefore, all 
printed versions of this document 
are unofficial copies. 
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7.0 RECORD RETENTION TABLE: 

Identification Storage Retention Disposition Protection 

N/A N/A N/A N/A N/A 

     


