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Getting Started
The onboarding deck was created to make getting started with MileIQ for 
Teams quick and easy. We'll walk you through everything from how to install 
MileIQ to reporting best practices. 

Let's get started.  
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Getting Started in the Mobile App
It only takes a few steps to setup MileIQ for Teams. Let’s walk you through it: 

If you already have a MileIQ account please contact your admin to be moved to MileIQ for Teams. For more information please click here. 

Download the MileIQ app free.

Sign in using your email address.

Reset your password.

1

2
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Allow access to your location.4

Your account has been created. Resetting 
your password is the last step to activate 
your account.

Continued on the next page

http://support.mileiq.com/hc/en-us/articles/204237125-Installing-MileIQ-and-Account-Signup
http://itunes.apple.com/us/app/mileiq-mileage-log-business-expense-tracker/id578830929?mt=8
http://play.google.com/store/apps/details?id=com.mobiledatalabs.mileiq&hl=en
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Getting Started in the Mobile App
MileIQ detects drives by using your device’s location services. Without access to your location MileIQ will not 
track your mileage. 
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Drive Detection Best Practices

MileIQ won’t work without this 
turned on.

When you force quit the app, MileIQ 
stops.

A good practice for most of your 
devices.

Use in high accuracy mode for best 
logging results.

Leaving Wi-Fi on helps create a 
strong, unbroken signal much more 
reliable than GPS. You want to be 
sure you’re catching every business 
mile. 

Stay up-to-date with the latest 
updates.

This allows MileIQ to continue oper-
ating in the background. 

To avoid interruption add MileIQ to your 
software's white-list or turn off your 
cleaning software while MileIQ is in use.  

For more information about any of these functions please click here. 

Allow Location Services No Force Quitting

Quit Unused Apps

Android 

Latest OS & App Version Disable App-Cleaning Software

Background App Refresh DataWi-Fi

Here are a few best practices. Remember, the more details you add to your drives the better your mileage 
recordkeeping will be. 

On iOS: Go to Settings > General > 
Background App Refresh > MileIQ > On

On Android: Go to Settings > Wireless & Net-
works > Data usage > Cellular data > OnTurn on Wi-Fi: Go to Settings > Wi-Fi > On

http://support.mileiq.com/hc/en-us/articles/203798509-Drive-Detection-Best-Practices
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Getting the Most Out of 
MileIQ for Teams
You will learn some of the more advanced tips for making MileIQ for Teams 
work just the way you want it to.   
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Drive Classification

For more information click here. 

Swipe Left Swipe Right 

Simply swipe the drive card 
right for business and left 
for personal. 

When classifying a drive 
slowly drag your finger 
across the screen to add 
details like customer visits 
or meetings.  

1

2

Classifying drives is one of the most important things you can do to create an accurate record of your drives, 
and it couldn’t be easier. 

http://support.mileiq.com/hc/en-us/articles/203798889-How-to-Classify-Drives
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Custom Purpose

For information about adding or deleting custom purposes click here. 

Your custom purpose details will show 
up in your mileage reports.

Swipe and hold the drive card 
(long swipe). 

Select the Custom Purpose that 
best describes your drive.

1

2

Use custom purpose to add the specific details of your drives.

https://support.mileiq.com/hc/en-us/articles/204475915-How-to-Create-a-Custom-Drive-Purpose
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Named Locations

To edit or make changes click here. 

Tap the start or stop text field on 
the drive card.

Enter the name of your location, 
such as "Office" or "Customer 
Visit".

1

2

Named Locations makes it easy to remember, sort, and even add drives by the places you visit most often.

https://support.mileiq.com/hc/en-us/articles/204475905-How-to-Name-your-Locations
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Adding Notes

If you drive for multiple clients add 
clarifying details like your department 
number into your drive notes.

For more information click here. 

Tap on the pen & paper icon in 
the app to enter notes and details 
about your drives. 

Add any relevant notes, including 
parking and toll fees. 

1

2

The more you add details like parking, toll fees and other specifics about your business driving the more 
consistent your mileage records will be. Remember, when it comes to mileage logging the details matter.  

http://support.mileiq.com/hc/en-us/articles/204473485-How-to-Edit-Drive-Details-Add-Notes


MileIQ for Teams  Need help? Visit our help center or email premiersupport@mileiq.com

Joining Drives

For more information click here. 

Tap on the Join Drives icon to 
connect two drives.

1

You can easily combine short drives into one. This is helpful if you routinely make a series of stops that are 
part of the same job or activity. 

http://support.mileiq.com/hc/en-us/articles/204473575-How-to-Join-Drives
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Deleting a Drive

For more information click here. 

Tap on the trash can from the 
drive card. 

Select the reason for deleting the 
drive. 

1

2

Occasionally you may need to delete a drive. For example, you might be a passenger in a car or on public 
transportation when tracking is triggered. 

http://support.mileiq.com/hc/en-us/articles/204473645-How-to-Delete-a-Drive
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Undo Function

If you need to edit older drives and are unable to 
use the undo function use the web dashboard to 
edit these drives.

Tap on the undo button on the bottom 
right of the app screen and the last drive 
you classified will be replaced.

1

Make a mistake on the mobile app? Correct it right there. Want to undo several functions at once, use your 
web dashboard for access to all your drives. 
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Work Hours & Work Shifts

Change the toggle to On. 

Set your Work Hours for the 
week using the time picker.

For more information on how to set Work Hours click here. 

Go to the Account Settings 
menu.

Tap on Work Hours.

1

2

3

4

Set your Work Hours for the week and let us classify your drives for you. Save time by letting us classify your 
drives outside of work hours as personal automatically.

If you work multiple shifts during your 
day you can add those hours to each 
day for easier classification.

https://support.mileiq.com/hc/en-us/articles/203798899-How-to-Set-Work-Hours
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Pause Drive Detection 

Tap toggle to Active 

We recommend that you keep MileIQ Active so you don’t miss an important drive. For more information click here. 

Open the App Menu

Select Drive Detection

1
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We recommend whenever possible that you keep MileIQ active, but occasionally you may need to pause 
drive detection. This feature is helpful when you go on vacation or use a rental car.

Continued on the next page

http://support.mileiq.com/hc/en-us/articles/203798489-How-to-Pause-Automatic-Drive-Detection
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Pause Drive Detection
You can also choose to pause drive detection and activate it during necessary hours. 

For more information click here. 

Depending on your location resuming 
detection may take 5 to 15 minutes. Drives 
with inaccurate location information will 
be disregarded.

Quickly Resume Detection by tapping 
the modal on the drive list.  

Tap toggle to Paused 

Tap toggle to Automatically Resume 
and set your time. 

4

5

6

http://support.mileiq.com/hc/en-us/articles/203798489-How-to-Pause-Automatic-Drive-Detection
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Monthly Reports

For more information click here. 

Only classified drives will be included in 
your report.  

Tap on the Send Report button to 
queue a report. 

Tap Send on the modal to finish 
sending a report.

1

2

Monthly reports are automatically sent to your inbox but if you need a specific month request it here.

Continued on the next page

http://support.mileiq.com/hc/en-us/articles/203801449-How-to-Request-a-Monthly-Report
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Monthly Reports

For more information click here. 

Monthly reports will be emailed to you 
in 3 versions to download. Either down-
load and send to your supervisor or just 
forward the entire email to them so they 
can download the report themselves.

Tap the Report icon in the upper 
right to send a report for a specific 
month.

Select the month of the report to 
be sent.

1
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http://support.mileiq.com/hc/en-us/articles/203801449-How-to-Request-a-Monthly-Report
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MileIQ Dashboard
The web dashboard gives you control over every drive. Add notes, classify 
drives, create customized reports or correct any mistakes you've made. 
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Drive Classification on the Web Dashboard

For more information click here. 

Remember to log in to the dashboard 
with the same information you use in 
the App.

All of your drives will be listed in the 
drive list on the Dashboard.

Log in to dashboard.mileiq.com

Click if the drive is business or 
personal in the drive list.

1

2

Use the dashboard to classify one drive or bulk edit groups of drives. 

Click into the drive to classify.3

http://support.mileiq.com/hc/en-us/articles/203798889-How-to-Classify-Drives
http://dashboard.mileiq.com
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Filter Drives on the Web Dashboard

For more information on the web dashboard click here. 

Select different views by clicking 
tiles to filter the drives you need 
to classify.

1

The filter allows you to focus on the specific business related drives that matter the most. 

Click the wheel to filter by business, 
personal or unclassified drives, and use 
the search bar to find specific drives.

http://support.mileiq.com/hc/en-us/articles/203798919-How-to-Use-Filters-and-Search-to-Bulk-Edit-Drives


MileIQ for Teams  Need help? Visit our help center or email premiersupport@mileiq.com

Adding Notes on the Web Dashboard

For more information click here. 

Select a drive from the drive list.

Add Notes in the drive details 
sidebar.

1

2

The more you add details like parking, toll fees and other items specific to your business the more accurate your 
mileage records will be. Accuracy equals value. 

If you drive for multiple clients add 
clarifying details like your department 
number into your drive notes.

http://support.mileiq.com/hc/en-us/articles/204473485-How-to-Edit-Drive-Details-Add-Notes
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Joining Drives on the Web Dashboard

For more information click here. 

Select two drives from the drive 
list.

Select Join from the drive details 
sidebar.

1
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Combine short related drives. This is helpful if you routinely make a series of stops that are part of the same job 
or when stopped in traffic for long periods of time. 

http://support.mileiq.com/hc/en-us/articles/204473575-How-to-Join-Drives
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Bulk Editing on the Web Dashboard

For more information click here. 

You can also use the search box to 
find specific drives.

Select all relevant drives from the 
drive list. 

Select Business or Personal from 
the drive details sidebar.

1
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Use Bulk Editing to give groups of drives a single purpose. Use the filters to easily view your unclassified drives and 
classify them.  

http://support.mileiq.com/hc/en-us/articles/203798919-How-to-Use-Filters-and-Search-to-Bulk-Edit-Drives
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Manually Entering a Drive on the Web Dashboard

For more information click here. 

You must add notes to a manually added 
drive stating why the drive was manually 
entered.

Examples: Forgot my phone, my phone 
battery died, drive didn't log. 

Manually entering a drive can only be 
done from the Web Dashboard. Please 
login at dashboard.mileiq.com.

Select Add a Drive from the drive 
list or the drive details sidebar. 

Enter the start and stop locations. 
Use an address like one of your 
Named Locations.

Add notes into the drive.

1
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Forgot your phone? Don’t worry, you can manually enter your drive information.   

http://support.mileiq.com/hc/en-us/articles/204473535-How-to-Add-a-Drive
http://dashboard.mileiq.com
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Deleting a Drive on the Web Dashboard

For more information click here. 

Select a drive from the drive list.

Click on Delete from the drive  
details sidebar to delete the drive.

1

2

Occasionally you may want to delete unintentionally recorded drives. These can occur when you’re a passenger 
in someone else's car, on public transportation or engaged in physical activity like jogging or biking.

http://support.mileiq.com/hc/en-us/articles/204473645-How-to-Delete-a-Drive
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Monthly Reports on the Web Dashboard

Log into dashboard.mileiq.com with your same MileIQ app credentials. For more information on creating reports click here.

Click the reports tab. 

Use the date selector to specify a 
date range for the report.

Use the drive-type selector to 
select just Business drives.
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Monthly reports of your drives are sent directly to your inbox each month. Use the web dashboard to 
request customized reports by time, purpose or any other designation you’ve created. 

Continued on the next page

http://support.mileiq.com/hc/en-us/articles/203531259-How-to-Create-Reports
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Monthly Reports on the Web Dashboard

This will send a copy of the report to 
your email associated with MileIQ. 
You can also look in the reports tab 
at Archived Reports to view/down-
load without checking your email.

Fill out required fields. 

Click Create Report.

1

2

Create highly customizable reports generated once or on a recurring basis.
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Integrating with Concur on the Web Dashboard

Reminder! You have to have a Concur account to use this function. For more information click here.

Fill out required fields. 

Click the Concur button. From the 
pop-up window click the report 
you'd like to integrate into your 
Concur expense report and press 
send.

1

2

Use Concur with MileIQ integration to seamlessly integrate your mileage details into your Concur 
expense reports.

https://support.mileiq.com/hc/en-us/articles/203801469-How-to-Submit-a-Report-to-Concur
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Need Help?

For hints and tips please visit the MileIQ Help Center. Click here for How To articles and videos.

Still stuck? Email premiersupport@mileiq.com and our support staff for MileIQ for Teams can help you out!

https://support.mileiq.com/hc/en-us

