	Monthly Electronic Submission of Mileage Reimbursement
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	Use most current version of Mileage Reimbursement Form (on website)
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	E-mail as an attachment through employee's North Point ESC
	
	
	

	
	
	
	e-mail address to:
	Npmileage@npesc.org
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	Employee must use North Point ESC e-mail account for electronic signature
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	Receipts listed on report must be received by treasurer's office before request will be processed
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	Must be received into electronic account by 10th of the month to be processed for payment                           (June report due by July 5th)
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	Paper Reports will not be accepted for reimbursement.
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Step x Step…

	
	
	Always use the most current version of the Monthly Travel Report
	
	
	
	

	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	Completing the form…
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	Fill in Name and Month/Year by clicking in the colored boxes above the lines
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	Complete the date, miles, tolls/parking, and description line for each day you have something to claim.     
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	Fill in Name and Date at the bottom of the page by clicking in the colored box above the corresponding line.
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	Always remember to Save before exiting.
	
	
	
	
	

	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	E-Mailing as an attachment… MUST use npesc.org e-mail
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	NEW or CREATE … To: npmileage@npesc.org
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	Click on the PAPERCLIP at the top of the page
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	Click BROWSE
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	Find the Monthly Travel Form you just created and saved, click on it
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	OPEN  (shows the file path in the box next to browse).
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	ATTACH TO MESSAGE (it will drop to the Attachments box below)
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	Click FINISHED at the top of the page.  When your e-mail screen reappears you should see    Attachements (1file) in the bottom right corner.
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	Be sure to do a Cc: to your Supervisor/Executive Director if requested
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	Subject: Month / Year
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	SEND
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	If you want confirmation that you sent the e-mail and it has been opened, be sure to check the 

	
	
	corresponding boxes (under advanced procedures) before hitting Send.
	
	


