and Entering Staff Mileage Reimbursement Requests
o eVeroMobile App

When a person needs transportation to/from a service-related activity. Transportation
costs and mileage must be related to a Medicaid reimbursable service within the Self-Direction
Budget. Transportation related to IDGS services or those delivered by Self-Hired staff would be
considered allowable reimbursable costs

app utilized by staff to submit reimbursement requests. All reimbursement
requests must be submitted directly on the eVero app

- To reimburse for IDGS mileage staff must be clocked in/providing services
- Transportation locations/destinations must be mentioned in the daily note to qualify for
reimbursement

1. From the ‘Home’ screen select ‘Mileage’ icon

dl

Home

Service BAonthly SEMP
Delivery Summary Hote
Wileage
Milzage Staff Training
AcTivity Faes Vidaeas

2. Under ‘Mileage’ screen, select the blue plus sign to enter new mileage
request (top right-hand corner)

€ Home Mileage @

Period
[ This Week(SUN-SAT) —

Total distance travelled : 0.0 Mile

NO MILEAGES AVAILABLE
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SERVICES, INC.
The power of potential

3. Select date of expense using the calendar icon (upper left-hand side of
screen)

4. Ensure the ‘Paid to’ section reflects who is seeking reimbursement
5. Verify Program category is ‘Individual Directed Goods and Services’

) . Budget Amount
l No Service Provided Exceeded
Mileage Templates

Pardto > 1 3
(Test, Staff v ’
Program
\an 202F SDS-Individual Directed...'v Jan 2025

Individuals +

No individuals added

Trips

6. To choose individual select the blue plus sign (upper right-hand corner)
7. Select individual by clicking empty checkbox (selection indicated by grey

checkmark)
8. Select ‘Done’ (upper right-hand corner) < Back Individuals
| No Service Provided l E:gg:;gmoum Q, Search individual...
Individual Budget Balance
Mileage a] Templates ¥ Less than 5% [ Less than 10% [F Less the
Paid to
(1111
1 3 (Tesh Staff v J D l No Service Provided | EUdQEt Amount
xceeded

Program

Jan 2025 (SDS-IndividuaI Directed...™v

Individual Budget Balance

AVERAGE, JOE
. (I
Individuals @ M $0.70 U
No individuals added AVERAGE, TIM
loss
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/'( 9. Enter ‘Start’ and ‘Stop’ locations 10. Locations list will populate with any
(‘Start’ indicated by a green icon; favorited locations (you can edit or delete

‘Stop’ indicated by a red icon) by swiping left on the location box)
11. Select ‘New’ to enter new location

< Back Mileage Save < Mileage Location List

l No Service Provided I Budget Amount Exceeded Q, Search location

1429 US-9, Fort Edward, NY- 12828

\ @ verified
‘Houston = mall

123 broad street,glens falls, NY,12801,glens falls,, glens
falls, NY- 12801

D verified

4227 NY-50, Saratoga Springs, NY 12866

.Dallas

4227 New York 50, Saratoga Springs, NY- 12866

@ verified

Queensbury Applebee's

123 Quaker Road, Queensbury, NY- 12804

11.To ‘Search Location’ select ‘Search Location’ (upper left-hand side of screen)
12.For ‘Current Location’ select ‘Current Location’ (upper right-hand side of

screen)
13.0nce location is selected the address will populate; select ‘Done’ to continue
entry
£ Back Leaves From € Back Leaves From
Start Time Start Time
O, o

{ Leaves From Search location

Q search location @ Current location Q) search location > Current location
Q Search location.. (]

Address Address

Location Nickname Location Nickname

Regency Park North Apartments
Lake

George
Street I Street
140 Cronin Rd
City ‘ City
. Queensbury Queensbury
nare || French Mountain
State Zip ( ol State Zip
NY v NY Vv 12804
[ Add to Favorites [] Add to Favorites

Note: To add frequented addresses to favorites, select ‘Add to Favorites’|(selection indicated by grey
checkbox and will populate on locations list)

[V Add to Favorites

Regency Park North Apartments

140 Cronin Rd, Queensbury, NY- 12804
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SERVICES, INC.

14. Verify number of miles traveled under ‘Miles’ and ‘Total Miles’ (indicated in
purple)

15.1f miles are ‘Round Trip’ select ‘Round Trip’ (selection indicated by
toggle)

16.Reimbursement amount will calculate under ‘Amount’

17.Enter note on visit under ‘Purpose of Visit’

18.If mileage requires attachments due to tolls attach using the blue paperclip
and select ‘From Camera’ or ‘From Photo Library’

19.Select ‘Save’ to save mileage entry

Note for ‘Round Trip’
< Back Mileage Select ‘Round Trip’ if you are
INo Service Provided |Budget Amount Exceeded traVEIIng from pOlnt A to p0|nt B

and back to point A
(no other stops taken)

e Regency Park North Apartments &
8 The Log Jam Restaurant &2 Miles el Vs
Odometer Start Odometer End 11.34
CD CD Amount Toll/Parking Fee
U Round trip $ 7.43 $ 0.00
567 x2 11.34
Amount Toll/Parking Fee Purpose of Visit
$ 7.43 $ 0.00 pick up Joe to grab lunch

Purpose of Visit

No attachments added From camera
Save as Template » From Photo Library
Cancel
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SERVICES, INC.

The power of potential

20. Attention screen will indicate mileage was saved successfully; Select ‘OK’

Miles |
success

Mileage saved successfully
Amoun
—

21.Return to ‘Mileage’ screen to review entry populated
22.Select blue plus sign (upper right-hand corner) for additional entries

< Home Mileage @

v

TEST, STAFF

Sds Staff

Mileage

Period
[Thl’s Week (SUN-SAT) +

Total distance travelled : 11.34 Miles

;1] 02-24-2023

Trip 1

Paid to : Test, Staff

From : Regency Park North Apartments

To : The Log Jam Restaurant

Amount Miles Toll Fee Round Trip
$7.43 1134 $0.00 o
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