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Follow the steps below for how to set up your account settings in Certify.

Click the Link icon on the KC > Certify Expense Reporting 

Account Settings

Enter your Email > Password > click Login   
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Follow the steps below for how to set up your account settings in Certify.

Once logged in, click your Name > Account Settings

Account Settings

Enter your Commute Miles > Email Address > click Save

NOTE:
The commute distance 
you enter, is the 1 way 

distance from your home 
to your Home District 

(Business Unit) .
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Follow the steps below for how to set up your account settings in Certify.

Click Add Account Information 

Account Settings

Fill in the Required Fields for your Direct Deposit Account Information > click Save
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Follow the steps below to submit a mileage reimbursement for travel beyond your normal commute 
distance.

Mileage Reimbursement

Click the Link icon on the KC > Certify Expense Reporting 

Enter your Email > Password > click Login   
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Follow the steps below to submit a mileage reimbursement for travel beyond your normal commute 
distance.

Mileage Reimbursement

Click New Expense Report

Enter your Expense Report Name > Start Date > End Date > Description > click Next
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Follow the steps below to submit a mileage reimbursement for travel beyond your normal commute 
distance.

Mileage Reimbursement

Fill in the Required Fields (A-F) > click Mapit!

B

Date - Enter the Expense Date

Department - Select  MIL-Prop

Category - Select Mileage Reimbursement - Deduct 1 Day of Commute Miles (MP)

MIL-Prop - Select your Business Unit

From - Enter your Home Address 

To - Enter your end Destination 

C

D

E

F
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Follow the steps below to submit a mileage reimbursement for travel beyond your normal commute 
distance.

Mileage Reimbursement

Enter your Reason for the commute > click Save 

Click Submit for Approval
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Follow the steps below to submit a mileage reimbursement for travel beyond your normal commute 
distance.

Mileage Reimbursement

Check the box “I certify this expense report is true and accurate” > click Submit

NOTE:
Please ensure 

the correct 
approver is 

listed before 
submitting.
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Follow the steps below for how to complete the Auto Mileage Expense Detail.

Click Policy Manuals LMH on the KC 

Mileage Detail

Enter Expense in the Advanced Search Field > click Go
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Follow the steps below for how to complete the Auto Mileage Expense Detail.

Click SOP 1506 Expense Report

Mileage Detail

Click the Download icon > Exp Rep 2021
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Follow the steps below for how to complete the Auto Mileage Expense Detail.

Click Detail Auto Mileage (2nd Page)

Mileage Detail

Auto Mileage Expense Detail Form
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Follow the steps below for how to complete the Auto Mileage Expense Detail.

Fill in the Required Fields (A-G)

Mileage Detail

A Date - Enter the Travel Date

Place (Name of Business) - Enter your Business Unit

Business Purpose - Enter Mileage For Personal Vehicle Use

Beginning Address or Odometer - Enter your Odometer Reading at the start of the day 

Ending Address or Odometer - Enter your Odometer Reading at the end of the day

Miles - Enter your Miles Driven for the day 
(beginning odometer reading - ending odometer reading = miles driven)

Amount - The dollar Amount will automatically populate (.56 x miles driven = reimbursement)
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C

A B C D E F G
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Follow the steps below for how to complete the Auto Mileage Expense Detail.

Click File

Mileage Detail

Click Save As
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Follow the steps below for how to complete the Auto Mileage Expense Detail.

Click Documents

Mileage Detail

Enter your File Name > change the Save as type to PDF > click Save
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Follow the steps below for how to submit a mileage reimbursement when using a personal vehicle.

Click the Link icon on the KC > Certify Expense Reporting 

Monthly Mileage Reimbursement

Enter your Email > Password > click Login   
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Follow the steps below for how to submit a mileage reimbursement when using a personal vehicle.

Click New Expense Report

Monthly Mileage Reimbursement

Enter your Expense Report Name > Start Date > End Date > Description > click Next
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Follow the steps below for how to submit a mileage reimbursement when using a personal vehicle.

Click the Upload icon

Monthly Mileage Reimbursement

Select your completed Expense Report > click Open

NOTE:
Certify can 
only accept 
JPEG, PNG, 

or PDF 
formats.
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Follow the steps below for how to submit a mileage reimbursement when using a personal vehicle.

Click Add

Monthly Mileage Reimbursement

Click the Edit icon
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Follow the steps below for how to submit a mileage reimbursement when using a personal vehicle.

Fill in the Required Fields (A-H) > click Save 

Monthly Mileage Reimbursement

Date - Enter the Expense Report Date

Department - Select MIL-Prop

Category - Select Mileage Reimbursement (MP)

MIL-Prop - Select your Business Unit

From - Enter your Business Unit Address

To - Enter your Business Unit Address

Miles - Enter the Total Miles from your Detail Auto Mileage (2nd Page) spreadsheet

Reason - Enter “Monthly mileage reimbursement for personal use vehicle while at 
work” 
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Follow the steps below for how to submit a mileage reimbursement when using a personal vehicle.

Click Submit for Approval

Monthly Mileage Reimbursement

Check the box “I certify this expense report is true and accurate” > click Submit

NOTE:
Please ensure 

the correct 
approver is 

listed before 
submitting.
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