
Expensing car mileage can get ugly fast. With Drive, you no longer need to sit at your computer, inputting 

destinations one by one. Now, you can capture mileage in real-time and expense car trips in virtually no 

time at all. Here’s how to get started:

Drive uses GPS technology that empowers your mobile device to capture mileage for you. 

So, if you haven’t already, be sure to download the Concur mobile app.

Download the Concur mobile app

To capture mileage without opening an app or clicking a button go to the Concur mobile app and 

select Mileage > Enable Auto Capturing > Scheduled. From here, you can configure the hours 

you’d like our smart sensors to capture mileage by toggling days on and off and using the sliding 

scale to adjust your work hours.

Prefer to start and stop trips yourself? No problem. Simply select Mileage > Enable Auto Capturing 

> User-Initiated. When you would like to begin capturing select Mileage > Start and to end a trip

select Mileage > Stop.

If you need assistance, please view this instructional video.

Set it and forget it 

Have trips uploaded as soon as they’re created or send them to Concur yourself. When enabling 

auto capturing, you’ll see the option to Add Directly To Expense List. Turn this toggle on if you 

wish to have trips sent as soon as they are completed. If you prefer to review your trips first, you 

can turn this setting off and upload captured trips from your queue which you can access on the 

homepage of the app. Either way, trips only become visible to your approver once you submit 

them for reimbursement.

If you need assistance, please view this instructional video.
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https://youtu.be/cpmtEBVDbCc
https://youtu.be/xVLDBQ5J2B4

