
 

 

  

  

  Version 1.30 

 

  

 

 

 

 

 

 

 

 

 

 

 
 

 
 

 

 

 

 

 

 

 

 

  

 

 

 

 
 

 

 

 

 
 

Zeno Expense  

Mapped Mileage End User Guide 

Version 2.1 



 

 

 

Copyright© 2020 Serko Limited 

All rights reserved. 

Information in this document is subject to change without notice. Serko Limited assumes no responsibility or liability for 

any errors or inaccuracies that may appear in this document. No part of this document may be copied, reproduced, 

transmitted, translated in any form or reduced to any electronic medium or machine-readable form without the prior 

written consent of Serko Limited. 

 

Serko Limited 

PO Box 47-638, Ponsonby 

Auckland 

New Zealand 

Phone: +64 (9) 309-4754 

 

All trademarks mentioned are the products of their respective owners. 

2 

Document History 
 

Version Description Author Date 

V1.10 Document Creation Alison Turner 01/10/2019 

V2.0 Updated template and contents Expense Support Team 05/04/2020 

V2.1 Zeno Branding Expense Support Team 03/08/2020 

    

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 



 

 

5 

1 Table of Contents 
Introduction ...................................................................................................................................................................................... 6 

Zeno Mobile App ........................................................................................................................................................................... 6 

Getting Started ........................................................................................................................................................................... 6 

Start Tracker ................................................................................................................................................................................ 7 

Add Mileage ................................................................................................................................................................................ 8 

Desktop Application ...................................................................................................................................................................... 6 

Add a New Mileage Claim ...................................................................................................................................................... 6 

Approving/Rejecting Mapped Mileage Claims ................................................................................................................. 6 

 

  



 

 

 

6 

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: 

 

 
 

 

To start a claim, tap the orange (+) button to see the available options: 
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• Start tracker - choose this option to record a trip in real time 

 

• Add mileage - choose this option to enter start and finish locations to calculate the distance travelled  

 

• 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. 

 

 
 

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. 
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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 
• Click on the button ADD EXPENSE 

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

• Enter the ‘Coding details’  

• 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 

• Enter the other required ‘Expense details’ 

• SAVE or SUBMIT the claim

 

 

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. 

 

 


