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Google Maps Instructions for Travel Expense Reports in AggieExpense 
 
Enter starting location and ending location.  
If you are only going to one place and back you can click on the Make Round Trip and Google Maps will calculate the round trip for you. 

Click calculate route. 
You may be given multiple direction options.  Choose the driving directions you want. 

 



                 Business Operations Center 

February 2026 

 

You can add multiple locations before you go back to your end location. 
Click Add Mileage to Expense  
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Enter the date of the travel 
Check that you have done your travel training – This is required 
Choose your vehicle 
 
Your Distance will fill automatically from the Google Map 
Enter number of passengers 
Comments are optional 
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If you are only going to one place and back you can click on the Make Round Trip and Google Maps will calculate the round trip for you. 

Click Add Mileage to Expense 
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Enter the date of the travel 
Check that you have done your travel training – This is required 
Choose your vehicle 
Your Distance will fill automatically from the Google Map 
Enter number of passengers 
Comments are optional 
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Personal Mileage within Travel check the box to the right you will not be reimbursed. Click Add Mileage to Expense. 

 

Enter the date of the travel 
Check that you have done your travel training – This is required 
Choose your vehicle 
Your Distance will fill automatically from the Google Map 
Enter number of passengers 
Comments are optional 
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On one AggieExpense document you can have multiple Google Map expense documents.  You can submit a week, 2 weeks or a month at a 
time.   

 


