
 

Portal – Mileage Submission 



 
 

 

Mileage Submission 

 

 
Step  Action  

1.  From the Hays Connect Homepage, on the top left hand side of the screen, 
click on “Submit Timesheets” and then “Submit/Amend Timesheet”  



 

 
 

 
 
 
 
 

 
 
 
 
 
 
 

 

 

 
Step  Action  

2.  Enter the amount of miles to submit against each day and then click on the 
car next to the mileage drop down box to enter the journey details 

 
Step  

Action  

3.  Enter the journey details in the ‘From Location’ and ‘To Location’ box and 
click on OK 



 
 

 

 

 

 
Step  

Action 

4.  The car will turn Red once journey details have been entered 




