Recording Vehicle Mileage on QuickBooks Pro

Many small business owners miss out on deducting their business-related mileage. By tracking

your vehicle mileage, you can enter, sort, and print lists of your vehicles and the mileage you've

driven for work-related tasks. You can use this information for your tax deductions and for billing
your customers.

You cannot use this feature to reimburse employees or suppliers for mileage.

You cannot track specific vehicle expenses, such as gas, tolls, etc. with this feature. However,
you can track these types of expenses by entering bills for them as the expenses are incurred
by your employees.

Important: We recommend that you consult with your tax advisor , accountant,
or the HMRC to determine if you can deduct the cost s of operating and
maintaining your vehicle and which method you shoul d use.

1. Enter the current mileage rates for the vehicle mileage
Go to Company > Enter Vehicle Mileage > Mileage Rates

Select a Date from the calendar under ‘Effective Date’ and enter the HMRC mileage rate
for that date. This can be found on the HMRC website, and changes from time to time. Click
‘Close’
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2. Add a vehicle to the vehicle list
In the Enter Vehicle Mileage window, click Vehicle List .

Click the Vehicle Menu and choose New
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Enter a name for the vehicle. This might be the model, year or reference number for the vehicle.
Click OK.

3. Enter mileage for the vehicle
Go to the Company menu and click Enter Vehicle Mileage .
Select the vehicle (or add a new vehicle) for which you want to enter a mileage record.
Enter the start and end dates for the trip.

Enter the mileage from the odometer start and end readings. QuickBooks will calculate the
total mileage for you, based on these numbers.

(Optional) If you plan to bill a customer, select the Billable checkbox.

If you selected to bill a customer for the mileage, click the Customer:Job and Item drop-
down lists and choose the appropriate items. If you have not set up an item, you can do so
from here. This is a ‘Service’ item, called ‘Mileage / Vehicle Expense’ (depending on your

company’s preference) which for which you choose an Expense account in your Chart of
Accounts with the same name.
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Save your mileage record.

4. (Optional) Charge your customer for the mileage

Open the sales form (e.g. Invoice) where you want to enter the cost, select the
customer:job. QuickBooks will prompt you that the customer has outstanding bills / costs.
If you wish to apply these to the invoice, Click Select the outstanding billable time and
costs to add to the invoice and OK. If this does not appear, just click the Add
Time/Costs button.

1.

Select the Mileage tab.




2.
3.

Tick the column to the left of the mileage item you wish to add to the invoice.

(Optional) Click Options to determine how you want the mileage expenses to appear
on the invoice.

You can combine several mileage items, include descriptions, etc. These options allow
you to view the detail in QuickBooks, even if you print the sales form showing only single
line items.

4.

(Optional) If you want the mileage expenses you select to appear as a single line item
when you print the invoice or sales receipt, select the Print selected time and costs as
one invoice item checkbox. If you select this checkbox, it overrides the options for
transferring billable mileage settings.

When you click OK this mileage expense appears on a line of the invoice and will be
added to the total invoice amount.




