


Scenario 1: Standard Point-to-Point Calculation

Trip Details
• Origin Address: 411 Woody Hayes Drive, Columbus, OH
• Destination Address: 1209 University Drive, Newark, OH
• Point-to-Point Miles:  40.6
• Round-Trip Miles: 81.2 miles
• Mileage Rate: $0.76 per mile

Reimbursement Calculation

81.2 × $0.76/mile = $61.71

Key Steps
• Select Expense Item:  Mileage
• Enter origin and destination addresses
• Select Round Trip checkbox
• Verify calculated mileage

An employee travels from their work location to a conference location using 
their personal vehicle.



Scenario 1: Standard Point-to-Point Calculation



An employee travels from their work location to a conference location using their 
personal vehicle. During the trip, an unforeseen road closure requires the 
employee to take a detour, resulting in additional miles driven beyond the 
standard point-to-point distance calculated by Google Maps.

Scenario 2: Standard Point-to-Point with Diversion

Trip Details
• Origin Address: 411 Woody Hayes Drive, Columbus, OH
• Destination Address: 1001 E Wooster St, Bowling Green, OH 

o Point to Point miles:  117.9 miles
o Road closure detour:  + 10 miles (diversion)

• Round-Trip Distance with Detour: 255.8 miles
• Mileage Rate: $0.76 per mile

Reimbursement Calculation

(117.9 + 10) × 2 (RT) = 255.8 × $0.76/mile = $194.41

Key Steps
• Select Expense Item:  Mileage 
• Enter origin and destination addresses
• Overwrite the value in Trip Distance Including Diversions to add the miles from the detour
• Select Round Trip checkbox
• Verify calculated mileage



Scenario 2: Standard Point-to-Point with Diversion



An employee decides to drive to a conference rather than fly. The employee's 
unit sets a reimbursement cap based on the typical airfare cost for others 
attending the same conference, and any mileage reimbursement is limited to 
that amount.

Scenario 3: Maximum Amount

Trip Details
• Origin Address: 401 Woody Hayes Dr, Columbus, OH
• Destination Address: 44 W 4th St, New York, NY
• Round-Trip Distance: 1079.8 miles
• Mileage Rate: $0.76 per mile
• Maximum amount established by Unit: $600

Reimbursement Calculation
$600 max ÷ $0.76/mile = 789.5 miles

Key Steps
• Select Expense Item:  Mileage
• Enter origin and destination addresses
• Overwrite the value in Trip Distance Including Diversions to reduce the mileage 

calculation to the maximum reimbursement amount permitted by the unit
• Do not select Round Trip
• Verify calculated total amount
• Add comment in memo or supporting documentation if applicable

Workday does not automatically calculate a mileage amount based on a 
reimbursement cap. To apply a cap, the mileage must first be calculated 
outside of Workday by dividing the approved reimbursement cap by the 
applicable mileage rate. Enter the resulting mileage amount in Workday to 
ensure reimbursement does not exceed the approved maximum. Because the 
calculation may not result in a mileage amount that reimburses to the exact 
cap, it is acceptable to round the mileage up to the nearest whole mile. Users 
should expect the resulting reimbursement amount to vary from the 
established cap.



Scenario 3: Maximum Amount



• Select Expense Item:  Mileage
• Enter origin and destination addresses
• Overwrite the value in Trip Distance Including Diversions to adjust the mileage 

calculation to match the reduced rate calculation
• Do not select Round Trip
• Add comment in memo or supporting documentation if applicable

Scenario 4: Adjusted Mileage Rate

Trip Details
• Origin Address: 2650 Kenny Road, Columbus, OH
• Destination Address: 878 Bayview Avenue, Put-In-Bay, OH
• Round-Trip Distance: 253.2 miles
• Reduced Mileage Rate: $0.50 per mile

Reimbursement Calculation

253.2 miles × $0.50/mile = $126.60 ÷ $0.76/mile = 166.6 miles

Key Steps

A traveler is reimbursed for mileage to and from a research site at a rate lower 
than the standard mileage rate due to funding limitations set by the grant. The 
traveler agreed to the reduced rate prior to incurring the travel expense.

Workday does not automatically calculate reimbursement using a 
reduced mileage rate. To apply a reduced rate, calculate the 
reimbursement amount outside of Workday using the approved 
reduced mileage rate, then divide that amount by the standard 
mileage rate used in Workday to determine the number of miles to 
enter. Because the calculation may not result in a reimbursement 
amount that matches exactly, it is acceptable to round the mileage 
to the nearest whole mile, and minor variances in the final 
reimbursement amount are expected.



Scenario 4: Adjusted Mileage Rate



An employee uses their personal vehicle to deliver materials from main campus to 
three regional campuses during the same business day. Because the trip includes 
multiple destinations, reimbursable mileage is based on the total distance traveled 
between each stop, including the return trip to main campus. Mileage may be 
entered in Workday as a single line with an attached mileage log or as separate line 
for each travel segment, as shown below.

Scenario 5: Multi-Stop

Trip Details

• Columbus Campus Newark Campus (38.5 miles)
• Newark Campus Mansfield Campus (64 miles)
• Mansfield Campus Marion Campus (35.3 miles)
• Marion Campus Columbus Campus (43.7 miles)
• Mileage Rate: $0.76 per mile

Reimbursement Calculation
38.5 + 64 + 35.3 + 43.7 (× $0.76) = $137.94

Key Steps
• Select Expense Item:  Mileage 
• Create an expense line for each stop and enter the corresponding origin and destination addresses
• Do not select Round Trip
• Verify calculated mileage
• Add comment in memo or supporting documentation if applicable



Scenario 5: Multi-Stop



Scenario 6: Blanket Travel Mileage

Trip Details
• 5 business trips during the month of September
• Total accumulative miles for all 5 trips: 94
• Mileage Rate: $0.76 per mile

Reimbursement Calculation

94 × $0.76 = $71.44

Key Steps
• Select Expense Item: Mileage (Blanket)
• Enter origination and destination 
• Combine the mileage from all trips listed on the mileage log and enter the total 

miles on a single expense line in the Quantity field
• Attach mileage log to Expense Report

An employee makes multiple trips to research sites throughout the state during 
the fiscal year and is approved to use a Blanket Spend Authorization for mileage 
reimbursement. To support monthly reimbursement requests, the employee 
maintains a detailed mileage log documenting each trip details, including travel 
dates, research locations visited, business purpose, and miles traveled.



Scenario 6: Blanket Travel Mileage


