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Step 1. Select Claim Category as ‘Travelling’.  
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Select ‘Travelling’ 

Enter claim month 

Enter date range 



Step 2. Click [Save as Draft] to save the entered information. After that click [Add New 
Item] 
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Click to Save 

Click to Add 
Item 



Step 3. Select Claim Item either [Mileage Claims(Car)] or [Mileage Claims(Bike)];  
Enter Route, Purpose, Travel Date and Distance.  
Edit Cost Allocation if the claim is not chargeable to self department. 
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Select Mileage Claims 

Click to Save 

Rate will be defaulted 
to upper rate but will 

be auto corrected once 
saved.  



Step 4. Repeat Step 3 for next travel. Saved records will be displayed in grid.   
To edit, click on the edit button on each row. 
To delete, click on delete button on each row. 
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Click to Upload 
Supporting document 

Click to Edit 
Item 

Click to Delete 
Item 



Step 5. Notice that when the total KM reaches the maximum for upper rate, the 
record will automatically breaks into 2 parts.  
Example as illustrated below: 
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Entered mileage was 
350 KM but it was 

broken into 2 lines  with 
different rate 



Step 6. Click on hyperlink at top of the page to view Mileage Claim Report. 
 
 

7 

Click to view 
Mileage Claim 

Report 



Step 7. Print Mileage Claim Report if you need extra supporting document.  
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Space for additional 
handwritten notes 

This summary will observe 
for all your mileage claim of 

each period(month) that  
exist in your current claim 



Appendix 1. How to resolve error message, “Mileage claim exceeds 1,000KM”. 
 
Sometimes the system prompted error message as illustrated below: 
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Validation failed 
error message 



Appendix 1. How to resolve error message, “Mileage claim exceeds 1,000KM”. 

i. Download Mileage Claims Report 
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Click to download 
Mileage Claim 

Report 



Appendix 1. How to resolve error message, “Mileage claim exceeds 1,000KM”. 

ii. Find out mileage which exceed 1,000KM from Summary of Total KM. 
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Appendix 1. How to resolve error message, “Mileage claim exceeds 1,000KM”. 

iii. Identify claim line with rate 30cents(or 50cents for Car) which the KM is similar to the 
exceeded KM or close to it. Then follow the steps illustrate below: 
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Before: 

After: 

a. Click to 
edit Claim 

b. Click to 
Save 

c. Rate will 
be corrected 


