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How to register a Company/Personal car in your 
profile

Before introducing 
Company/Personal car 
mileage expenses, you 

must register the car in your 
profile.
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How to register a Company/Personal car in your 
profile

Let’s introduce a Company Car.
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How to register a Company/Personal car in your 
profile

You need to 
introduce the 
Company Car 

information.
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How to register a Company/Personal car in your 
profile

Let’s introduce a Personal Car.
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How to register a Company/Personal car in your 
profile

You need to 
introduce the 
Personal Car 
information.
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How to introduce a Company Car Mileage 
Expense

When making a 
Claim/Report, 
choose a Car 

Mileage expense
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Fill out the mandatory fields 
and scroll down 

How to introduce a Company Car Mileage 
Expense
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Pick the Car you already 
introduce in your profile. 

Remember to introduce a Zero 
in the Odometer start field.

Click on Save

How to introduce a Company Car Mileage 
Expense
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To avoid confusions between the 
Company and the Personal Car Mileage. 

Once you submit a Car Mileage 
expenses, an informative message will 
appear, so the user will know where to 

enter it. 

How to introduce a Company Car Mileage 
Expense
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• Mileage
o All mileage claims must have a VAT receipts that covers the journey they are claiming for (except fully electric vehicles – see exceptions). You 

cannot complete a no receipt declaration for these. If you have a cash allowance instead of a Company Car you need to claim reimbursement for 
mileage by using the Company car mileage section to ensure you are correctly reimbursed. Personal car mileage claims are only for those 
individuals who have neither a company car nor cash allowance. 

• Car/Van drivers – personal mileage (*09. Travel: Mileage)
o Company Car/ Car Allowance – If someone has a company car, should be claiming as company car mileage, not personal. Anyone identified as a 

car driver and claiming personal mileage is basically being overpaid, people will get 45p per mile instead of the fuel advisory rate for the car. 
o Van drivers - The full amount can be claimed if the employee has a fuel card, but has lost it or does not have it on them for some reason. Also 

where they may have a hire van or additional vans required by the business. If the employee does not have a fuel card and has a company van 
then the company mileage section should be used.

• Travel Fuel Expense (*14. Travel: Fuel)
o Company car or car allowance – No Fuel card – Drivers should all be claiming fuel as a company car driver (*09. Travel: Mileage) and being 

reimbursed the fuel advisory ppm rates. 
o Not a company driver – Not identified as a company car or van driver but if it’s a business journey then the employee should simply be claiming 

(*09. Travel: Mileage) as personal car mileage, 45p per mile.
• Receipts
o Please ensure you obtain a VAT receipt for all fuel expenditure so that if you claim any mileage allowances the company can reclaim the VAT, 

which helps reduce unnecessary cost to the business. We cannot process the claim without these or need manager approval as this is extra cost 
for the Company.

• Exceptions
o fully electric car – will not have usual fuel VAT receipts

General information
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Rates for personal car
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Rates for company car



Visit our SharePoint site to review 

more training materials!

Thank you!

https://cemex.sharepoint.com/sites/Concur/SitePages/Learn-Concur.aspx
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