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Overview
With SureMobile you can:
•
•
•
•

Record trips and expenses for reimbursement
View, edit, submit, delete, and resubmit your trips and expenses
Create, view, edit, and delete addresses in available address books
Change the email and password associated with your user account

The following features are not available in the mobile app, but
are available on the full browser website:
https://login.companymileage.com
• View and download reports
• Manage your profile
• Access additional support manuals and training videos
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Where to Get Help
Contact your Company Administrator for:
• Resetting your password
• Questions about fields or calculated mileage
• Questions about rejected entries or payments
• Review reimbursement policies
• General support questions
Access the full browser website for additional support material
http://login.companymileage.com
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Get the SureMobile App
System Requirements
• Minimum Android version 4.5
• iOS – available for OS versions 8, 9, 10 and 11
• iOS device – iPhone 4S and above or iPad 4(with retina display) and above

Where to Download
• Search for SureMobile by CompanyMileage.com in your device app store

Android

iOS/Apple
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Choose your device
Click your device type below to view instructions specific to your device type.
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Login
• Use the login and password
provided by your company. It
will work on the website and
the mobile app.
• Use Forgot Password to
retrieve password, or contact
your company administrator.

Companies that use a unique domain will need to click the Change Domain link and
enter their unique domain. Your company administrator will inform you if this needs to
be done.
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Home Screen and Navigation
The Home screen
provides quick access
to the most used
functions.
The options displayed
will depend on your
company settings.

The Menu across the bottom will provide
access to all the areas of the application,
including the Settings and Logout.
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Settings
• Change your password
• Change your email address
• Provide feedback or
suggestions to
CompanyMileage
• Access SureMobile
documentation
• Review CompanyMileage Terms
& Policies
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Recording Mileage
There are three key piece of data that are required
• The Date
• The Starting Address
• The Destination Address

Additional fields may be presented and/or required by your
company.
There are two options for recording mileage
• New Trip screen: use anytime to enter the details and review the approved
route.
• Check-in screen: use this feature at each destination to easily record the
locations of your trips. The remaining details can be added right away or at
a later time.
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New Trip
1. Begin on the Home Page
and click Trips

2. Then click New Trip
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New Trip: Complete Form, Get Mileage
3. Complete all required fields
marked with *
• Use HOME, OFFICE
buttons to populate the
address from your profile
• Use SEARCH button to
select an address from
the address book
4. Click Get Mileage.

The calculated mileage will be based on
either the shortest route or the shortest time,
depending on your company’s settings. If you
have any questions regarding the calculated mileage,
please refer to your company’s mileage reimbursement
policy or contact your company administrator.
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New Trip: View Map, Directions, and Save
5. Click MAP button to view the map
and step-by-step directions
6. Save the trip
• Click SAVE to save the details
and return to the Home page
• Click CONTINUE to start a new
form with the Start Address
populated with the previous
trip’s destination address.

Your trip is now saved and can be viewed
in the Awaiting Approval section on the
Trips page.
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Check-In
1.

Begin on the Home page.
Click Check-In

If Location Services are not enabled
on your device, a message will
prompt you to grant permissions.
Click Location Settings to update
your settings.
The app uses the location services to
present addresses near your current
location, or record your current
position in the trip pages.
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Check-In: Select Addresses
On this page you will need to select
your Starting Address, “Where did
this trip begin?”, and your
Destination Address, “Please select
your Check-In Location”.
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Check-In: Start Address Options
2.

Select the Starting Location
for this trip.

In most cases, Last Check-In will be
selected by default. Confirm the address
displayed is the correct location for the trip
you are entering.
If you are checking in at your starting point,
use the Starting New Trip. Otherwise, select
one of the other options to identify where this
trip began.
Selecting Search Address Book will open the address book on a new screen where you
will select the appropriate address.
Manually Enter Address will present the form fields for you to complete.
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Check-In: Destination Address Options
3.

Click the dropdown arrow in the first field to view the available options.

Depending on your selection, additional fields may need to be updated. For example,
with Nearby Addresses, click ‘Select your location’ to view the address book locations.
•

•
•

Nearby Addresses will display addresses from the Address Book that are within range of your
current location.
Capture Address will use the latitude and longitude to determine the address of your current
location.
Manually Enter Address should only be used if the other methods do not present the correct
address.
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Check-In: Finish Later or Finalize
4.

Click Finalize to continue to
the next page and complete
any remaining fields.

OR
4.

Click Finish Later to save the date and addresses. The remaining details
can be completed at a later time within the Awaiting Submission page.
Go to the Review Trips section of this documentation.
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Check-In: Finalize
5.

6.

7.

Complete all required fields marked
with * along with any additional
information you wish to add
Click Get Mileage. Once the mileage is
calculated, you can click Map to view
the map and step-by-step directions.
Click Submit to submit your trip for
Approval.

The calculated mileage will be based on either the
shortest route or the shortest time, depending on your
company settings. Additionally, mileage deductions for
some mileage reimbursement policies will also be applied.
If you have any questions regarding the calculated mileage,
please refer to your company’s mileage reimbursement
policy or contact your company administrator.

19

Check-In: Finish Later
If you select Finish Later,
be sure to finish the trip
details by going to Trips and
Awaiting Submission.

Your trips cannot be
approved for reimbursement until you
complete the details and click the Submit
button.
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Review Trips
On the Home page, Click Trips
The numbers in each row represent how
many trips are in that status.
Click any row, to view the list of
trips for that status.

• Awaiting Submission: Unfinished trips, must be
completed and submitted before they can be approved.
You can view, edit, and/or delete these trips.
• Awaiting Approval: Completed trips that can be
approved by your supervisor. You can view, edit, and/or delete these trips.
• Awaiting Payment: Trips that have been approved, but not yet marked paid. You can only view these trips.
• Rejected: These are trips that were not approved. You can view the reason and then edit and repost the
trip, or delete it.
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Review Trips: Awaiting Submission
Trips with the
calculated.

icon still require additional data or the mileage to be

Click a row to edit that trip. On the edit
form you will need to:
• Update required fields
• Click Get Mileage
• Click Submit
Those without the icon can be
submitted directly from this screen.

To Submit from this screen:
• Click the icon to select rows
• Click the row to highlight it
• Click Submit
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Review Trips: Awaiting Approval
This screen displays trips that have not yet been approved by your supervisor.
Click any row to view the details of the
trip, along with the map and directions.

While viewing the trip, click Edit to
make modifications.
You will not be able to modify the
addresses. If the address is wrong,
delete the trip and resubmit it with
the correct address.
Click Update to save any changes made
in the Edit screen.

23

Review Trips: Awaiting Payment
This screen will show trips that have
been approved by your supervisor but
not yet processed as paid.
You can view the details of a
trip by clicking on the row, but you will
not be able to make any modifications.
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Review Trips: Rejected
Rejected trips need to be reviewed and
then either edited and reposted, or
deleted.

Click a row to view the details of the trip
and to view who rejected it and why.
This is displayed just below the memo
and before the map.

At the top of the View Trip screen,
click Edit to make modifications to the
trip.
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Review Trips: Repost Rejected Trips
• Click the icon to prepare to
Repost the trips.
• Click each row you wish to repost so
it is highlighted
• Enter a memo for each trip explaining
why you are reposting.
• Click Repost
You can also select the row and then
click Delete to remove the trip.
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New Expense
1.

Begin by selecting Expenses on
the Home screen

2.

Then click New Expense
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New Expense: Complete Form & Submit
Different fields may be presented and/or
required by your company than what is
displayed in this user guide.

3.

Enter your details into the form
provided. Be sure to complete all
required fields, indicated by *
If the Expense Receipt field is displayed,
selecting Yes will allow you to take a
picture of the receipt or upload an
image from your gallery. Clicking No
will require you to enter a reason.

4.

Click Save to add your Expense to
the system.
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Review Expenses
On the Home page, Click Expenses
The number in each row represents how many
individual expenses are in that status.

Click any row, to view the list of
expenses for that status.

• Awaiting Posting: Expenses that need to be added
to an expense report before they can be approved.
You can view, edit, and/or delete these expenses.
• Awaiting Approval: Completed expense reports that
are ready to be approved by your supervisor. You can view, edit, and/or delete these expenses.
• Awaiting Payment: Expenses that have been approved, but not yet marked paid. You can only view these
expenses.
• Rejected: These are expenses that were not approved. You can view the reason and then edit and repost
the expense, or delete it.
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Review Expenses: Awaiting Posting
Once all expenses have been added, you
must Post the expenses to an Expense
Report before they will be sent to your
supervisor for approval.
1.
2.

Click Expenses
Click Awaiting Posting
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Review Expenses: Awaiting Posting
You can edit any of these expenses by
clicking the row and then clicking Edit.
3. Click the icon to begin selecting
rows for the expenses you wish to
post.
4. Select the rows and click Submit.
Your expenses have been compiled into an
expense report and submitted for Approval.
You can review them on the Expenses
Awaiting Approval page.
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Review Expenses: Awaiting Approval
This screen displays expense reports
that have been submitted but not yet
approved by your supervisor.
Click the arrow to expand the expenses
included on the report.
Click an expense to view the details.
While viewing, click Edit to make
modifications.
Click Update at the bottom of the form to
save any changes made in the Edit screen.
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Review Expenses: Awaiting Payment
This screen will show expense reports
that have been approved by your
supervisor but not yet processed as
paid.
Click the arrow to display each of the
expenses on the report. Click the
expense to view more details.

You cannot edit expenses that are
approved and waiting to be paid.
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Review Expenses: Rejected
Rejected expenses need to be reviewed
and then either edited and reposted, or
deleted.
Click a row to view the details of the
expense and to view who rejected it and
why.
This information is displayed just below
the memo field and before the map.

At the top of the View Expense screen,
click Edit to make modifications.
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Review Expense: Repost Rejected
• Click the icon to prepare to
repost the expenses.
• Enter a memo for each expense
explaining why you are reposting.
• Click each row you wish to repost
so it is highlighted
• Click Repost
You can also select the row and then
click Delete to remove the expense.
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Addresses
To access the address book, begin on the
Home page and tap the menu button.

When the menu slides out, tap Addresses.
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Addresses
Your company settings will determine which addresses you can view, and if you have
access to the Personal and Company address books.
Validated address book entries are available for selection in the New Trip and Check-in
screens for quick and easy trip entry.
Click here to add
a new address

Click here to change the
view between All,
Company, or Personal
Address books

Indicates a validated
address.
Addresses showing a red x
have not been validated and
will not appear in the
address search within the
trip screens

Click the pencil icon
test
to edit the
address

Click a row to view
the address details

You will only be able to
edit addresses in your
personal address book
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Addresses: Add/Edit
Be sure to complete all required
fields.
Entering the zip code will
automatically complete the City and
State fields

Shows the status
of the address
validation.
Validated
Not Validated
User Modified

Click Validate Address.
If the address cannot be
validated:
•
•

If you are at the location, click
USE GPS to place the pin
Otherwise, drag the pin to the
proper location.

Click Add Address to save it to
your personal address book
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Login
• Use the login and password
provided by your company. It
will work on the website and
the mobile app.
• Use Forgot Password to
retrieve password, or contact
your company administrator.

Companies that use a unique domain will need to click the Change Domain link and
enter their unique domain. Your company administrator will inform you if this needs to
be done.
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Home Screen and Navigation
The Home screen
provides quick access
to the most used
functions.
The options displayed
will depend on your
company settings.

The Menu across the bottom will provide
access to all the areas of the application,
including the Settings and Logout.
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Settings
• Change your password
• Change your email address
• Provide feedback or
suggestions to
CompanyMileage
• Access SureMobile
documentation
• Logout
• Review CompanyMileage Terms
& Policies
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Recording Mileage
There are three key piece of data that are required
• The Date
• The Starting Address
• The Destination Address

Additional fields may be presented and/or required by your
company.
There are two options for recording mileage
• New Trip screen: use anytime to enter the details and review the approved
route.
• Check-in screen: use this feature at each destination to easily record the
locations of your trips. The remaining details can be added right away or at
a later time.
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New Trip
1. Begin on the Home Page
and click Trips

2. Then click New Trip
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New Trip: Complete Form, Get Mileage
3. Complete all required fields
marked with *
• Use HOME, OFFICE
buttons to populate the
address from your profile
• Use SEARCH button to
select an address from
the address book
4. Click Get Mileage.

The calculated mileage will be based on either the
shortest route or the shortest time, depending on
your company’s settings. If you have any questions
regarding the calculated mileage, please contact
your company administrator.
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New Trip: View Map, Directions, and Save
5. Click Show Map button to view the
map and step-by-step directions
6. Save the trip
• Click SAVE to save the details
and return to the Home page
• Click CONTINUE to start a new
form with the Start Address
populated with the previous
trip’s destination address.

Your trip is now saved and can be viewed
in the Awaiting Approval section on the
Trips page.
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Check-In
1.

Begin on the Home page.
Click Check-In

If Location Services are not enabled
on your device, a message will
prompt you to grant permissions.
Click Allow to continue.
The app uses the location services to
present addresses near your current
location, or record your current
position in the trip pages.
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Check-In: Select Addresses
On this page you will need to
select your Starting Address,
“Where did this trip begin?”,
and your Destination Address,
“Please select your Check-In
Location”.
You can also enter a quick
memo, but it is not required.
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Check-In: Start Address Options
2.

Select the Starting Location
for this trip.

In most cases, Last Check-In will be
selected by default. Confirm the address
displayed is the correct location for the
trip you are entering.
If you are checking in at your starting point,
use the Starting New Trip. Otherwise, select one
of the other options to identify where this trip
began.
Selecting Search Address Book will open the address
book on a new screen where you will select the
appropriate address. Manually Enter Address will
present the form fields for you to complete.
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Check-In: Destination Address Options
3.

Click the dropdown arrow in the first field to view the available options.

Depending on your selection, additional fields may need to be updated. For example,
with Nearby Addresses, click ‘Select your location’ to view the address book locations.
The Nearby Addresses, Home and Work options will only be displayed if your current
location is near one of those addresses.
•
•
•

Nearby Addresses will display addresses from the Address Book that are within range of your
current location.
Capture Address will use the latitude and longitude to determine the address of your current
location.
Manually Enter Address should only be used if the other methods do not present the correct
address.
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Check-In: Finish Later or Finalize
4.

Click Finalize to continue to
the next page and complete
any remaining fields.

OR
4.

Click Finish Later to save the date and addresses. The remaining details
can be completed at a later time within the Awaiting Submission page.
Go to the Review Trips section of this documentation.
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Check-In: Finalize
5.

6.

7.

Complete all required fields marked
with * along with any additional
information you
wish to add
Click Get Mileage. Once the mileage
is calculated, you can click Show Map
to view the map and step-by-step
directions.
Click Submit for Approval.

The calculated mileage will be based on either the shortest route or the
shortest time, depending on your company settings. Additionally, mileage
deductions for some mileage reimbursement policies will also be applied. If you have
any questions regarding the calculated mileage, please refer to your company’s mileage
reimbursement policy or contact your company administrator.
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Check-In: Finish Later
If you select Finish Later,
be sure to finish the trip
details by going to Trips and
Awaiting Submission.

Your trips cannot be
approved for reimbursement until
you complete the details and click
the Submit button.
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Review Trips
On the Home page, Click Trips
The numbers in each row
represent how many trips
are in that status.
Click any row, to view the list of
trips for that status.
• Awaiting Submission: Unfinished trips, must be
completed and submitted before they can be
approved.
You can view, edit, and/or delete these trips.
• Awaiting Approval: Completed trips that can be
approved by your supervisor. You can view, edit, and/or delete these trips.
• Awaiting Payment: Trips that have been approved, but not yet marked paid. You can only view these trips.
• Rejected: These are trips that were not approved. You can view the reason and then edit and repost the
trip, or delete it.
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Review Trips: Awaiting Submission
Trips with the
calculated.

icon still require additional data or the mileage to be

Click the pencil to edit that trip.
On the edit form you will need to:
• Update required fields
• Click Get Mileage
• Click Submit
Those without the icon can be
submitted directly from this screen.

To Submit from this screen:
• Check the circle to select trips
• Click Submit
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Review Trips: Awaiting Approval
This screen displays trips that have not yet been approved by your supervisor.
Click any row to view the details of the
trip, along with the map and directions.

While viewing the trip, click Edit to
make modifications.
You will not be able to modify the
addresses. If the address is wrong,
delete the trip and resubmit it with
the correct address.
Click the Update button at the bottom of the screen to save changes made
in the Edit screen.

55

Review Trips: Awaiting Payment
This screen will show trips that have
been approved by your supervisor but
not yet processed as paid.
You can view the details of a
trip by clicking on the row, but you will
not be able to make any modifications.
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Review Trips: Rejected
Rejected trips need to be reviewed and
then either edited and reposted, or
deleted.

Click a row to view the details of the trip
and to view who rejected it and why.
This is displayed just below the memo
and before the map.

At the top of the View Trip screen,
click Edit to make modifications to the
trip.
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Review Trips: Repost Rejected Trips
• Click the row to view, or click the
pencil icon to edit the trip details.
• Click the circle to select one or more
trips or click Select All in the top right
corner
• Enter a memo for each trip explaining
why you are reposting.
• Click Repost
You can also select the row and then
click Delete to remove the trip.
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New Expense
1.

Begin by selecting Expenses on
the Home screen

2.

Then click New Expense
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New Expense: Complete Form & Submit
Different fields may be presented and/or
required by your company than what is
displayed in this user guide.

3.

Enter your details into the form
provided. Be sure to complete all
required fields, indicated by *
If the Expense Receipt field is displayed,
selecting Yes will allow you to take a
picture of the receipt or upload an
image from your gallery. Clicking No
will require you to enter a reason.

4.

Click Save to add your Expense to
the system.
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Review Expenses
On the Home page, Click Expenses
The number in each row represents how many
individual expenses are in that status.

Click any row, to view the list of
expenses for that status.

• Awaiting Posting: Expenses that need to be added
to an expense report before they can be approved.
You can view, edit, and/or delete these expenses.
• Awaiting Approval: Completed expense reports that
are ready to be approved by your supervisor. You can view, edit, and/or delete these expenses.
• Awaiting Payment: Expenses that have been approved, but not yet marked paid. You can only view these
expenses.
• Rejected: These are expenses that were not approved. You can view the reason and then edit and repost
the expense, or delete it.
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Review Expenses: Awaiting Posting
Once all expenses have been entered,
post them to an Expense Report to be
submitted to your supervisor for
approval.
1.
2.

Click Expenses
Click Awaiting Posting
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Review Expenses: Awaiting Posting
You can edit an expense by clicking the
pencil icon on the corresponding row.
3.
4.

Place a check next to each
expenses you wish to post.
Click Submit.

Your expenses have been compiled into an
expense report and submitted for Approval.
You can review them on the Expenses
Awaiting Approval page.

63

Review Expenses: Awaiting Approval
This screen displays expense reports
that you have submitted but not yet
approved by your supervisor.
Click the arrow to expand the expenses
included on the report.
Click an expense to view the details or
click the pencil to edit the details.
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Review Expenses: Awaiting Payment
This screen will show expense reports
that have been approved by your
supervisor but not yet processed as
paid.
Click the arrow to display each of the
expenses on the report. Click the
expense to view more details.

You cannot edit expenses that are
approved and waiting to be paid.
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Review Expenses: Rejected
Rejected expenses need to be reviewed
and then either edited and reposted, or
deleted.
• Click the pencil icon to edit the expense
details.
• Click on the row to view the details of the
expense along with who rejected it and
why.
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Review Expense: Repost Rejected
• Place a check next to each expense
you wish to repost.
• Enter a memo for each expense
explaining why you are reposting.
• Click Repost
You can also select the row and then click
Delete to remove the expense.
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Addresses
To access the address book, use the menu
at the bottom of the screen and tap the
Address icon.
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Addresses
Your company settings will determine which addresses you can view, and if you have
access to the Personal and Company address books.
Validated address book entries are available for selection in the New Trip and Check-in
screens for quick and easy trip entry.
Click here to change the
view between All,
Company, or Personal
Address books

Click here to add a
new address

Click the pencil icon
test
to edit the
address

Indicates a validated
address.
Addresses showing a red x
have not been validated and
will not appear in the
address search within the
trip screens

Click a row to view
the address details

You will only be able to
edit addresses in your
personal address book
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Addresses: Add/Edit
Be sure to complete all required
fields.
Entering the zip code will
automatically complete the
City and State fields

Shows the status
of the address
validation.
Validated
Not Validated
User Modified

Click Validate Address.
If the address cannot be
validated:
•
•

If you are at the location, click
USE GPS to place the pin
Otherwise, drag the pin to the
proper location. User Validated
can still be used in the trip
screen.

Click Add Address to save it to
your personal address book
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