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Introduction

Zeno Expense has integrated with mapping software to offer Mapped Mileage functionality via the Zeno
Mobile app and desktop application. Mapped mileage adds GPS tracking and map support to Zeno Expense,
to offer new methods for capturing and displaying mileage claim information.

Zeno Mobile App
GPS tracking in the mobile app can be used to calculate or record the distance travelled for a mileage claim.
The information captured is displayed on a map.

Getting Started

Once your finance team has confirmed that this option has been enabled, you'll see "My Mileage” as an option
on the Expense screen:

= Expense

g MY EXPENSES

G—> MY MILEAGE

| @ EXPENSE APPROVALS

To start a claim, tap the orange (+) button to see the available options:

®
Add mileage @

3

X
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o Start tracker - choose this option to record a trip in real time
e Add mileage - choose this option to enter start and finish locations to calculate the distance travelled

e Add expense (existing functionality)

Start Tracker

If you tap on ‘Start Tracker’ you'll be able to use the live map location to track your actual route and distance
travelled.

Please note: Route tracking will require Location services to be switched on while using the Zeno Mobile app.

O Recording your trip

Getting location info...

At the beginning of your journey, ‘Start’ the tracker on your app. This will start recording your journey. At the
end of your trip, select the ‘Stop’ button. Complete ‘Additional Information” as required then ‘Save’ the claim
or ‘Submit’ for approval directly from the app.
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Add Mileage

To create a claim using the Start and End locations of your trip, tap ‘Add Mileage’ then the ‘Use current
location’ option (if appropriate) to populate this field. Otherwise, begin typing the Start address and select the
full address details when they appear.

Please note: Using the current location option requires Location services to be switched on while using the
Zeno Mobile app.

Repeat for the End location, complete ‘Additional Information’ fields as required, and ‘Save’ or ‘Submit’ the
claim.

Add mileage

Petrol Allowance

o Start:

Q End:

06 July 2020

Distance

ADDITIONAL INFORMATION
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Desktop Application

The ‘Mileage’ Expense Type enables you to enter ‘Origin’ and ‘Destination’ locations to calculate distance

travelled using GPS maps.

Add a New Mileage Claim

o Click on the button ADD EXPENSE

o Select the designated ‘Mileage’ Expense Type > ‘Using’ Map Locations

e Enter the 'Coding details’

e In the ‘Expense details’ section, enter the date and the address of the
‘Origin” and ‘Destination’ locations. Once this information is entered, a
map will display the distance

o Enter the other required ‘Expense details’

e  SAVE or SUBMIT the claim

Cash/Other Expense
Type Mileage v
Expense details
Dat 2019-07-11 v
= Central Station. Eddy Avenue, Haymarket v
NSW. Australia
D at Luna Park Sydney, Olympic Dr, Milsons o
Poinz NSW, Australia
twacn 11ONGA LOODYANOY N
Map  Satellite :Sydney 5
Kirritilli
Birchgrove
et Mes Magfluadie’s Chair §

Rocks

Royal Botanie
G

Approving/Rejecting Mapped Mileage Claims
Alerts will appear if policies are breached. As with other expense claims,
approvers need to provide a reason when returning a claim.

(1) Distance exceeds calculated distance {5.867 km)

(@ 'Includes home-work offset?' specified as not applicable (default is

Why did you override the distance to 1000

e ns
Australian National gl
Maritime Museum ydney Rushcutters
Dey Park
[ 7N Darling Harbour Hyde Park - o
% A
§ % Darlinghurst DOy
[ Glebe 4
g 4
Gbdtgle U3 data'©2079 Google  Terms of Use - Beport a map emer

ABCD Conference v
5.867 v
- IEH -

C.840 v
493 v

Destination

A Map Satellite

km?

Mileage

2019-07-11

Central Station, Eddy Avenue, Haymarket NSW,
Australia

Luna Park Sydney, Olympic Dr, Milsons Point
NSW, Australia
Stleonards

ra
3 Mosman r2

North \gley e Taronga Zoo Sydney
Drummoyne el
ThgRacks
Jock m
S¥dney
Rose Bav
The University +
a of Sydney Surry Hills
B 1a
X0 Newtown
Go L.lﬁtckville Ersking Map ésta 22013 Gaogle  Temmz of Use  Report 2 map emor
Description ABCD Conference
Distance (km) 1000




