Instructions for Private Automobile Reimbursement in CityTime (Rev.03/15)
Employees authorized in the Positions Ordinance to submit Private Automobile Allowance pursuant to Section 350-183 of the Milwaukee Code may use these instructions to submit monthly auto allowance.

These instructions detail:

How an employee creates a new vehicle

How an employee creates mileage submissions

How an employee creates adjustment submissions

Deleting Entries

How a manager approves monthly submissions from employees

How a manager reviews data via reports  

These instructions assume some familiarity with CityTime.
The Employee:

First Time User-Enter Your Private Vehicle
1. Log in to CityTime.

2. Click on the Auto Allowance Tab.  You will see your employee ID, Name and job information.

3. You need to register your vehicle information.  Click on the Vehicle icon.
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4. In the window that pops up, enter the license plate, year, make and model of your insured private vehicle that
will be used for official city business.  
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5. Click Create.  When complete, close the pop-up window by clicking on the red x or cancel.  

6. You may enter up to three private vehicles using the same steps described above.  Once the vehicles are 

created, they are stored in the database.  To make one vehicle your default vehicle, 

right click on one of the current registered vehicles and click on the pop up menu "Set as Default".
Monthly Submissions
Each monthly submission consists of daily mileage entries and one adjustment entry.  The daily mileage entries record odometer readings, mileage and reasons for the trip.  The adjustment entry actually pays the employee and records the time to a valid program/project grant code.
Creation of Mileage Entries
1. 
Assure that the correct month is displayed in the right-hand corner.  To change the date, select a day in the month using the date (calendar).
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2. Click on the Mileage icon.

3. In the window that pops up, choose the LPN (License Plate Number) of the vehicle you drove.  To create a 
LPN (vehicle), see the previous section.
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4. In the white boxes, enter the date you used your private vehicle for city business (mileage date), the odometer reading prior to your trip, the number of city miles logged, any private miles you drove during your trip (enter 0 if not applicable) and a reason for the City miles logged (will be required in 2015).  A reason is required by the IRS.
5. Click Create.  When complete, close the pop-up window by clicking on the red x or cancel.
6. Repeat steps 2-5 to record new mileage on different dates.
Creation of Adjustment Entry

The adjustment entry calculates the dollars due based on current IRS rates.  When all miles have been entered for the month, you may create the adjustment entry.
1. Assure you are in the correct month.  Click on the Adjust icon [image: image5.png]Adjust



.

2. In the pop-up window, the adjustment date should be the last day of the last full pay period for the month in which you are 
submitting auto allowance for (this is automatic).  
3.
Enter a valid program code and/or project grant code (typically auto allowance entries have a 9900 program code, but occasionally, a different program code or a project grant number is used).
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4. Click create.

5. When complete, close the pop-up window by clicking on the red x or cancel.

6. You will notice in the top portion of your screen that an entry for auto allowance dollars was made.
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7. If all mileage has been entered and the adjustment dollars appear correct, then click on the Emp App icon [image: image8.png]Emp App



to employee approve your auto allowance for the month.  Review the pop-up message.  If you agree, click yes. Let the manager that is authorized to approve auto allowance know that your entry is ready 
to be approved by him/her.
Deleting Entries 


If you need to delete an adjustment or mileage entry, follow these steps:
1. If you need to delete an adjustment entry, click on the adjust button

2. The pop-up box will appear empty.  To populate the box with the adjustment entry you want to delete, click on the adjustment line in the other window.

3. When the adjustment entry you want to delete appears in the pop-up box, click delete.
4. If you need to delete a mileage entry, click on the mileage button

5. The pop- up box will appear empty.  To populate the box with the mileage entry you want to delete, click on the mileage line in the other window.

6. When the mileage entry you want to delete appears in the pop-up box, click delete


Please note:  Deleting an adjustment or mileage line will remove all approvals that were previously affixed.  Both the employee and manager will have to approve all existing or newly created adjustment and mileage entries.
Manager Approvals:
1. When an employee’s monthly auto allowance has been entered and approved by him/her, you may review 
these entries.  If you are approving allowances for March, 2015, assure your calendar displays a date in March, 2015.  You cannot approve an employee’s auto allowance until they have created and approved both the mileage entries and the adjustment entry.
2. All auto allowance is due 30 days after the end of the month (per Chapter 350).  Do not allow employees to “save up” several months.
3. Choose your employee by entering emplid or choose his/her name from the drop down.  
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4. The on-line system calculates the dollars (amt) for the employee.  These dollars are based on current IRS rates.  
5. If you agree that the mileage dates, reasons and amounts are correct, you are ready to approve
6. Click on the Mngr App button.  Read the message that appears.  If you agree, click yes.  Note:  You cannot 

approve your own auto allowance entry.  

7. To approve a different employee’s entry, repeat steps 3-6.

8. Run the Unapproved/Incomplete Auto Allowance Entries** report listed below.

9. Run any other report you deem necessary.

Note:  If you or the employee make any changes to his/her auto allowance entries, all approvals disappear.  Any changes will require the employee and you to reapprove the entry. 
Reports

When employees and managers have completed and approved all auto allowance entries, reports may be run. Reports may be found under the Reports tab.  Auto Allowance Adjustment Reports may be found by scrolling to the bottom of the drop down menu on the reports tab.  
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All report results may be saved to Excel.  Here is a listing of reports (in order as they appear in the dropdown) and a brief description of what they do:
· Auto Allowance LTD By Emp – This report shows lifetime-to-date (April 2010 and going forward) auto allowance submitted by one employee.   This report will detail total City miles and total reimbursements, by month.

· Auto Allowance by PP by Emp – Shows auto allowance for one pay period for one employee.  

· Auto Allowance LTD – Shows lifetime-to-date (April 2010 and going forward) auto allowance submitted for everyone in your group.
· Auto Allowance by PP – Shows auto allowance for everyone in your group for one particular pay period.
· Auto Allowance Counts by PP – This report is for Comptroller use and shows how many lines of auto allowance will be loaded to People Soft for payroll processing.
· Auto Allowance > 999.9 City Miles – Per ordinance, auto allowance submitted for 1,000 or more needs to be approved by Finance and Personnel before receiving approval.  If the report returns zero lines, no one submitted auto allowance for 1,000 city miles or more.
· Unapproved/Incomplete Auto Allowance Entries** - This shows all entries in an unapproved/incomplete status.  Scroll through the results to ascertain which approvals are missing.  When the report returns zero lines, all entries are complete.
· Annual City Miles By Emplid - This shows how many miles an employee drove per month for the year you enter.  Note:  2010 started with April.  Paper copies will have to be reviewed for time prior to that.
· IRS Mileage Rate History – This shows a history of what the IRS was.  Will also reveal the current IRS rate.

**This report should be run by management every two weeks to assure all entries that need completion/approval are discovered
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