Vehicle Mileage
and Expense Log

User Guide




Main Menu

What would you like to do?

Add Vehicle = Remove Vehicle

hoid

’ View Vehicle Report

a Record Vehicle Expenses

4> View Expense Report @2 View Expense Report Lite

Log Vehicle Mileage

View Mileage Report

Click the icon's below to apply a custom date range filter. Enter the date in this format: 1/1/2010

. . m
d4> View Expense Report d> View Expense Report Lite View Mileage Report

ﬂw

Form View Num Lock (£ Powered by Microsoft Office Access | .

Click this picture to add a vehicle.
X
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e
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Click this picture to delete a vehicle.

' Click this picture to view a report of all the vehicles inthe  database.

‘ Click this picture to e nter a vehicle expense.

<
&

Click this picture to view an expense report.

Click this picture to log vehicle mileage.

= Click this picture to view your mileage report.

“ Pictures with binoculars mean a filtered report based on the date range you
specify.
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First Things First - ﬁ Add Vehicle Video Tutorial
.

=

To get started, click to add a vehicle. You will be taken to this screen.
Tip: Before you can enter mileage or expenses, you will need to add a vehicle.

Add Vehicle Form

e D

Add Vehicle —

Home

Quick Links

% | Main Information

Year:

Use the area below if this is a business vehicle and you want to have this
information ready to fill out your schedule C worksheet. \

Date First Used for Business: |

Type of Vehicle:

Is another car available for personal use? Optional - Use these
Is the vehicle available for personal use during off duty hours? > fields if the car is used

Is the vehicle leased? for business.

Is the vehicle for hire?

Mileage on the day placed in service:

End of Year mileage: ]

[ ok || cemca |

’ View Vehicle Report Add New Vehicle ﬁ i

To add a vehicle:

1. Ensure the form is blank. If it is not, click Add New Vehicle.

2. Enter the data into the fields in the Main Information area outlined
above.

3. If this vehicle is used for business, enter the appro priate data in the
optional area.

4. Click OK.

Tip: ' . These arrows scroll through the records when you have more than one
entered.
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http://www.eaglez.net/download/vehiclelog/addvehicle.wmv

Next: Enter Expenses and Log Mileage

Vehicle Expense Form

4 Whereto? | [ Enter Vehicle Expenses

p 4 C & O 6

Enter Vehicle Expense

Refresh Vehicle's Home

Mileage

Tip: You must add a vehicle before you can enter an expense.

Choose Car: |Z| Expense Total Per Car

Type of Expense:  Gas |Z| | 4| Car - | Total Spent -
. Carl [+] $125.25

Paid To: Super America e $64.59

Amount Paid: $25.25 Car3 $125.35

Date Paid: 1/1/2010

Note!

Record: W 1of3 L3N]

+ -
H Add Business Vehicle

Tip: Click the edit icon to add a type of expense.

|4 ‘ Choose Car ~ ‘ Type of Expense -

PaidTo - |AmountPaid - | DatePaid - |

Note

Carl Your expense item  Fine Tune $100.00 3/29/2010
. Car2 Gas Super America $64.59 3/29/2010
. Car3 Repairs Al's $125.35 3/24/2010

Gas Super America $25.25 1/1/2010

. Carl
*

Record: M A

Form View

MNum Lock [5:’ Powered by Microsoft Office Access | .|

3/28/2010

4ofd P M E Search

This is the area where you can enter and categorize your vedxplenses.

To Enter a Vehicle Expense ﬁ Enter vehicle expense Video Tutorial

1.
2.

Noohk®

Choose a car.

Choose a type of expense. If the choice is not listed, click the pencil to add a
new type of expense.

Enter the name of the company paid.

Enter the Amount Paid.

Enter the date paid .

Enter any note you would like.

Click Save record.

\< Key Feature: Expense Total Per Car

To the right of the form fields is a handy tally of how much money has been spe nt so
far per car. This table should automat.
on the refresh picture. -
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http://www.eaglez.net/download/vehiclelog/enterexpenses.wmv

\§ Key Feature: Sub datasheet Table below form

Below the main data entry area in the vehicle expense and vehicle mileage is the
respective table. This allows for easy editing of data already entered as well as easy
deletion of records that perhaps were entered mistakenly.

Caution: Once a record is deleted, the change cannot be undone.

\Q Key Feature: Quick Links to oth er forms
On all the major forms are links to the other areas of the database.

& 8% 4
ﬁ‘—'ﬁ These are the menu icons (quick links) that

take you to their respective forms to add a vehicle, enter expenses, log mileage, or
go to the main menu.

To Log Vehicle Mileage ﬁ Log Vehicle Mileage Video Tutorial

Vehicle Mileage Form

This is the area where you can log your vehicle mileage.
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