PRODUCT CONNECTIONS B ERonueT
HELIX: UPDATING ADDITIONAL MILEAGE

here may be times when you need to update additional mileage in your Timesheet. To do this, you will use Helix. Use
this reference guide to learn how to submit a request to update additional mileage.

1. BMC Helix Digital Workplace
Access the Helix Portal from the Okta
home screen, then select the BMC Helix
Digital Workplace tile.
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2. Update Additional Mileage
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3. Provide Request Detais
Fill out the required information in

Andrew e the request:

D * Requested By
Description .
S — e EID (Optional)
. _ e Best Contact #
Provide request details
s o e Date Worked
e Number of Miles to Add
e Reason
1234567
e Comments

Best Contact # (required)

(Numeric Values Only - Example: 9723334444)

14791111111

< Catalog Details o # Share 4. Smelt requeSt
e When finished, click the Submit request
e s oy -Ecample 572585448 button.

14791111111

Date Worked (required)

Sep1,2023 )

Number of Miles to Add (required)

1

Reason (required)
@ Construction/Detour
Different Start/End Location Used
Mentor Mileage
Other - Approved by People Leader

Comments

Called scheduler for approval - approved




