
Submitting for Mileage Reimbursement in Mason 

Finance Gateway 

For the Office of Teacher Preparation 

Prior to submitting for mileage reimbursement, ensure that the Mandatory Mason 

Finance Gateway Basic Navigation Training through Mason Leaps has been completed. 

Begin on George Mason University Fiscal Service website for Mason Finance Gateway 

Use the Quick Links log in for Mason Finance Gateway (MFG) 

 

 

 

 

 

 

 

On the home page of MFG, select the + Create button 

https://shibboleth.gmu.edu/idp/profile/SAML2/Unsolicited/SSO?providerId=https%3A%2F%2Fgmu.csod.com&target=https://gmu.csod.com/ui/lms-learning-details/app/curriculum/5d9dada0-c72e-42cb-ac33-019d37bd895b
https://shibboleth.gmu.edu/idp/profile/SAML2/Unsolicited/SSO?providerId=https%3A%2F%2Fgmu.csod.com&target=https://gmu.csod.com/ui/lms-learning-details/app/curriculum/5d9dada0-c72e-42cb-ac33-019d37bd895b
https://fiscal.gmu.edu/mason-finance-gateway/


 

 

An expense report draft will display, enter in the prompted information. Please see 

below.  

 



 

When the information is entered, click the Save button. A new page will populate to add 

your travel.  

Select Add Expenses and Ground Transportation. 

  

 



An option page will populate, select Mileage. 

 

The screen for Mileage will populate. Enter the date of travel for the University 

Supervisor work, and then click Calculate Mileage.  

Keep the Mileage Rates in IRS Rate.  

 



Enter in your home address, the school's address, and click Add Destination, to enter 

your home returning address. 

 

Click Save Trip to continue the expense report. 

 

 

 

 

 

Once back in the expense report, on the Commute Deduction line, click None to load 

the drop down and select Distance. Enter 25.00 on the line. 



 



 

Continue to the Allocation, to enter the Office of Teacher Preparation’s allocation code: 

10111-M19699-10100 University E and G / Office of Teacher Preparation University E 

and G  



When the trip is fully entered and allocated, saved the Mileage report. 

 

 



Add additional Mileage expenses as needed to the expense report. Once the University 

Supervisor Trips are saved, submit the report for approval.  

 

 


