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Chrome River Approvals

Approving From E-Mail

Approving in Chrome River

Setting Substitute Approvers (Approval Delegates/Proxies)

What is Pending My Approval?

What Have | Already Approved?

The routing for pre-approvals is (always approves, approves if applicable):

International Sponsored

Traveler Supervisor Travel Oversight Projects
Committee Administration

The routing for expense reports is (always approves, approves if applicable):

Sponsored Projects

Traveler Administration

Org approvers -
based off Banner
Finance journal
voucher approvals

Org approvers - based off
Banner Finance journal
voucher approvals

Travel
Department

Travel Department

Sponsored Projects Administration approvers are invoked only if travel is on a grant FOAPAL.




Approving From E-Mail

When a Chrome River expense report or pre-approval is pending your approval, you will receive an e-mail from

expense-noreply@chromefile.com. The e-mail will appear as below, and the subject line will indicate either Pre-

Approval Request or Expense Approval.
Pre-Approval:

Pre-Approval ID: 0100-0053-3944

ACTION REQUIRED Chrome River

Pre-Approval Request For Test Traveler
Report Name 10/17/18 - 10/19/18 Las Vegas
Pre-Approval ID 0100-0053-3044
Submit Date 10/17/2018
Expense Dates 10/17/2018 - 10/19/2018
Total Expenses Approved 662.25 USD

Business Purpose
attending a conference

Account Summary Amount (USD)
240099- 100 2001- 1 0662.25
172160 .00
%%
ADCLRV
Expense Summary Amount (USD)
Airfare 300.00
Hotel 300.00
Personal Mileage - Set 62.25
Rates

B EETE

Pre-Approval ID: 0100-0053-3944
To take action on these expenses, take either of the following steps:
- Click on the ACCEPT or RETURN button as appropriate and add any comments to the new email that
opens,
- OR. FORWARD this email to approve@chromefile.com or return@chromefile.com with any comments
at the top of the forwarded message.




Expense Report:

Report 1D 0100-2295-0113

ACTION REQUIRED Chrome River
Expense Report for Test Traveler
Created by ESU Trawvel
Report Name &/1/18 - 6/4/18 San Francisco
Submit Date 02/13/2018
Expense Dates 06/01/2018 - 06/01/2018
Total Expenses 547.25 UsSD
Prior Approvers Test Traveler [02/13/2018 GMT]
I Compliance Warning !
Compliance  Owvemnight trip without lodging
Response  lodging paid for with conference registration
Account Summary Amount (USDY)
255320-800020 2006- 1 L47.25
Pre-Approval Summary Estimated (USD) Submitted Description
Aiirfare 325.00 4BE. D
Hoted 725,00 0.0
Totals 1,050.00 4850
Expense Details
06/01/2018 Parsonzl Mileage - Set Rates 1 62,25 USD
255320-800020 2006-
Ibl_udf PersonzlMileage Indianapolis (Airport) - 150
Rate 0.41%
Cost Cade CC1
Reason Assigned  If EQ has BSUTravel role -= Report to (Supervisor)
06/01/2018 Ajrfara 1 485,00 USD
255320-800020 2006-
Return Dabe  06/03/2018
Ibl_wdf EgendaPaymentMathod Mo
Airine AA
Dieparture Date 06012018
Ibl_udf ClassofFare Econormy
Cost Cade 738020

Reason Assigned

I Compliance Warning 1!
Airfare
Response

Financial Summary

Totzl Expense Report
Less Compary Paid
Ampount Due Employes

4

== ¥iew Recsipts

ACCEPT

If EO has BSUTravel role ->= Report to (Supervisor)

Airfare, Hotel, or Rail - Item Not Purchased Through Egenda - Please Explain,
Flew with spouse - cannot book both in Egendia per University Travel Policy

Amount: (USD)
547.25

0.00

L47.25

Report I0: 0100-2295-0113

To take action on these expenses, take either of the following steps:
- Click on the ACCEPT or RETURN button as appropriate and add any comments to the new email that opens,
- OR FORWARD this email to approve@chromefile.com or return@chromefile.com with any comments at the top of the forwarded message.

To view this expense report or access the Chrome River application, dick here .

The e-mail groups the totals by FOAPAL under Account Summary, and by expense type under Expense Details.

Compliance Warning means that there was a potential Travel Policy violation, but the submitter entered an

explanation. The e-mail includes both the warning and the response.




The Amount Due Employee (for expense reports) is the amount the employee will be reimbursed if the document is

fully approved.

Click View Receipts (for expense reports) to see what receipts were attached to the report, and click the link at the

bottom of the e-mail to view the request in Chrome River.

When you are ready to act after you've reviewed the report, click either Accept or Return. Your default e-mail client

should open a new e-mail to either approve@preapproval.us.chromeriver.com or

return@preapproval.us.chromeriver.com (for pre-approvals) and approve@expense.us.chromeriver.com or

return@expense.us.chromeriver.com (for expense reports). You have the option to enter comments in the e-mail, and

these comments will be visible in Chrome River:

APPROVAL:

From * srowe@bsu,edu

El To. approve@expense.us.chromeriver,com
Send
Cc..
Bec...
Subject Chrome River Expense Approval [Test Traxreleri

1. Please VERIFY [from] e-mail address. Please use e-mail address associated to your Chrome River account.
2. Enter any optional NOTES in the space above this line to have them added to this expense report.
3. SEND this message to the Chrome River automated processing system for your action to be completed.

Report ID: 0100-5583-1504 Email UID: 51896A02-E228-E64F-C7BS-CSBBESAF364A

RETURN:

From » srowe@bsu.edu

Ijl To... return@expense.us.chromeriver.com
Send
27
BeL...
Subject Chrome River Expense Approval [Test Traveler]

1. Please VERIFY [from] e-mail address. Please use e-mail address associated to your Chrome River account.
2. Enter any optional NOTES in the space above this line to have them added to this expense report.
3. SEND this message to the Chrome River automated processing system for your action to be completed.

Report I1D: 0100-5583-1504 Email UID: 51896A02-E228-E64F-C7BS-CSBBESAF364A




Approving in Chrome River

The Approvals ribbon will appear on your home screen if you have documents pending your approval:

= [E chromeriver

(¥) Approvals

Approvals Needed
0 Expense Reports 6 Pre-Approvals

In the case above, the user has 6 pre-approvals to approve but no expense reports to approve. To see a list of

documents pending your approval, click either the Expense Reports or Pre-Approvals hyperlinks in the Approvals

ribbon (see above).

Expense Reports

Traveler, Test

10/17/18 - 10/19/18 Las Vegas Ll Bmﬁ? o
H0DZE3THETZ =0

Click the document you wish to review. Click PDF and then View Receipts. A PDF will be available to download

which contains all receipts attached to the document.

If you have several reports pending your approval, but you know of only one which you need to approve, you can click

the = icon (see above) to be able to sort the documents. You may also click the - icon to search for specific

reports (search available for expense reports only at this time).

@ Approvals Needed

Cover Page
Expense Reports

6/1/18 - €

Full Report

Traveler, Test

/1418 - 6/4HE San Francisco 02132014 o420 A Full Report with Notes & Re-
010022850113

Report Owne ceipts

Test Traveler

Submit Date Full Report with Receipts 02/13/2018

View Receipts

Expense Rejf 010022950113

Reports To - If EO has BSUTravel role -> Report fo

Rule Description (Supervisor)

Prior Approvers




Next, click Open.

6/1/18 - 6/4/18 San Francisco

02/13/2018 547.25 A

6/1/18 - 6/4/18 San Francisco Report Owner Test Traveler

A

In this case, the report is displaying the icon, which means there was a compliance warning. This means there

was a potential Travel Policy violation, but the document submitter entered an explanation.

After clicking Open, you will see the report header at the right and the expense items on the left. The header

contains the business purpose, dates, and destination of travel.

6/1/18 - 6/4/18 San Francisco Expenses For Test Traveler

B A © Report Name 6/1/18 - 6/4/18 San Francisco
Fri & il 6225 62.25
L Persanal mileage - setrates 225 o
Pay Me In USD - US Doliars
Fri = A 485.00 485.00 4
08012018 W hepee uso usp A
Business Purpose atiending a conference
Business Trip Start 06/01/2018
Business Trip End 06/04/2018
Travel Type Domestic
City, State San Francisco, CA

Does this trip include
personal travel?

Comments (0)

Click on the expense items on the left to see what was entered for those items. Click the expense item which has the

A icon to see the Travel Policy warning(s) and explanation(s).

6/1/18 - 6/4/18 San Francisco -’ s
= ~% Airfare Approved
18
Fri 6- 6225 6225
B i Personal mileage - set rates 2z e
i ~ Response
5231 org T4 Aare 455U-gg “EDLEE A Flew with spouse - cannot book both in Egencia per University Travel Policy

Date 06/01/2018

Spent 485.00 USD

Do not click Return on the expense line item for correction. You will need to return the entire report at the header

level and not the expense level, detailed below. Chrome River will only submit expenses for payment if all expenses
have been approved, so the entire report, and not individual expenses, would need to be returned. The delegate can

then update or remove the offending expense and re-submit.




Comments can be added at the report level or at the line level. To enter comments at the header, click the report

name on the left pane, indicated above. Once you see header information on the right, enter a comment in the field

indicated below:

6/1/18 - 6/4/18 San Francisco

Fri P { millege et 6225
i ersonal mileage - setrafes i)
Fii ={ Airf 485.00
oorzots Y ATET® usp
Total Approved Amount
Ratumn

547.25 vsp

APPROVED

6225
usD

48500
usD

& 8 A @

Images

Report Name:
a s
Pay Me In
e o

Business Purpose

Business Trip Start

Business Trip End

Travel Type

City, State

Does this trip include
personal travel?

Comments (0)

Attachments (7)

Expenses For Test Traveler

6/1/18 - 6/4/18 San Francisco
USD - US Dollars

aftending a conference
06/01/2018

06/04/2018

Domestic

San Francisco, CA

(]

For comments at the line level, click the appropriate expense on the left pane and insert your comment for that

expense on the right pane.

When you have finished reviewing:

1. Return to the header by clicking the report name, indicated by the yellow arrow below:

6/1/18 - 6/4/18 San Francisco
IATE
Fri &
W s Personal mileage - sel rates
Fri 3¢ Airfare
08012018
- Total Approved Amount
Retum
547.25 usp

6225
usD

485.00
uso

Images
~
- .
~¢ Airfare ' Approved
OVE] 1=V ]
62.25 a s
uso
Response
e A v Flew with spouse - cannet book both in Egencia per University Travel Policy

Date 06/01/2018

Spent 485.00 USD

Approved 485.00 USD

Depariure Date 06/01/2018

Return Date 06/03/2018

Airline American

Air Class Flown Economy

Was this reserved through No

Egencia?

Receipt Attached

Allocation ~
< Previous 20f2

2. You can then either Return for correction or Submit your approval.




If returning, you are required to enter a comment prior to returning:

Return Comment

Cancel

Setting Substitute Approvers (Approval Delegates/Proxies)

An approver can establish approval delegates/proxies for a specific period. Traveler approval is always required, so

travelers will not be able to have an approval delegate. Approval delegates can be used for all other workflow steps.

If setting an approval delegate, the approval delegate will receive approval e-mails in your absence, and only that

person will be able to approve your documents for the time period you specify, below.
Click your name in the corner of the page and then click Account Settings.

= (& chromeriver @ @ S

Ball State University

B Expenses B create Q, Select Another User
13 2 o %’ R, Account Settings
Draft Returned AT Logout

Click Delegate Settings and then Add Approval Delegate:

= [EJ chromeriver

Samantha Rowe My Delegates

Q01222897 Assistant Directar

A "Deiegate” is someone who has full access o your account

Delegate Settings «

Mofificafion Settings

My Approval Delegate

An "Approval Delegate” helps you with approvals during a specified fime

Privacy Policy

: . Add Approval Delegaie
About Chrome River »e X :




Select your substitute approver, the date range that person will be approving, and click Save:

= [E) chromeriver

Samantha Rowe My Delegates

A "Delegale” is someone who has full ccess to your account

Delegate Settings

Cancel

To delete the schedule, click X. To edit the schedule, click the ’ icon:

My Approval Delegate

b
X
=
r
[+
i

[t=}
[}
@
@
5
o
9
G
<}

&
o

e Test Delegate(02/21/2018-02/22/2018)

What is Pending My Approval?

Aside from the initial approval e-mail request you receive when something is now pending your approval, you will
receive approval reminder e-mails each Sunday detailing the pre-approvals or expense reports that still require

action on your part.

To see what is still pending from the Chrome River module itself, sign-in to the application from my.bsu.edu. The

Approvals ribbon will appear on your home screen if you have documents pending your approval:

= [E) chromeriver

Approvals Needed
&6 Expense Reports 10 Pre-Approvals




In the case above, the user has several expense reports to approve and pre-approvals to approve. To see a list of
documents pending your approval, click either the Expense Reports or Pre-Approvals hyperlinks in the Approvals

ribbon (see above).

What Have | Already Approved?

Click the icon in the upper left corner of the page and then choose Inquiry.

Dashboard

Expense Report

Pre-Approval 'H

eWvallet

eReceipts

Draft

Returned

Recently Submitted
Expense Management
Draft

Returned

Recently Submitted

Inquiry «




Choose either My Expense Approval Items for expense reports or My Pre-Approval Approvals for pre-approvals.

= [& chromeriver @ e Y

Ball State University

Action Date: Mar 1, 2023 — Mar 31, 2023w

Expense Drag a column header and drop it here to group by that column
Cash Advance ¢ OwnerName = ¢ ExpenseType Matter Client Nams Watter Name i Report/D ¢ ReportName Submit Date Action Date + Action Appr
Cash advance details
My Expense Approval ltems 3/5-12/2023 Casey
E’;Pefﬁfs in approval process with eac n Mormissette, Cassandra Cash Advance 320650-1.. 2009 1 010057412677 Morrissette, 02/27/2023 03/01/2023 Approved
information

MAC/Spring Br.
My Expense Calendar

Listing of expenses. 3/4-12/2023 Bill Comar,

Mv Expe nse ltems Comar, William Cash Advance 320650-1 2009- 1 010057416175 S Break, MAC, 02/27/2023 03/01/2023 Approved
Listing of your ftemized expenses within a specified date fosan
range Sorted by Transaction Date, Expense Type, and
Amount.
BB - AM CA ExR
My Expense Pre-Approvals Maloney, Alex Cash Advance 3206501 2008 1 010057420043 i 02/2712023 03/01/2023 Approved
List of your Pre-Approvals. (Spy Brk 3/2-8/23)
Expense Reports
MY.Expe i e — Ball State Day at the
isting of your expense reports created within a specif Tancock, Susan Parking 1001008 2004- 1 010057236314 02/16/2023 03/01/2023 Approved
date range._ Sorted by’ Create Date, Name, and Amount Stats House 2023
My Firm Paid Items
Tzucker, Emily M:
Expeies sl Al EI ke I ek Tzucker, Emiy Hotel - Lodging 1502505, 2001 1 010067290770 g hag v 020202023 031012023 Approved

My Paid Expenses 7-12. 2023

My Paid Expenses.

My Pre-Approval Approvals Tzucker, Emily Airfare 180260-6. 2001- 1 010057290770 Tzucker, Emiy May 02/20/2023 03/01/2023 Approved

Pre-Approvals in approval process. 712, 2023

Choose your action date in the upper right corner, and scroll to the right to see the Action (approved, pending, etc.)

and the Action Date. You can also export your results for further filtering.

Action Date: Fi 018 — Feb 28, 2018w ‘

Matter Client Name Matter Mame i ReportlD i ReportName Submit Date Action Date i Action Approved

~
200138 2002 TEST 010022949850 3/1/18 - 3/4/18 Chicago 02/13/2018 02/13/2018 Approved 13.0
200138 2002 TEST 010022949850 3/1/18 - 3/4/118 Chicago 02/13/2018 02/13/2018 Approved 94.1
200138 2002 TEST 010022949850 3/1/18 - 3/4/18 Chicago 02/13/2018 02/13/2018 Approved 90.0

6/1/18 - 6/4/18 San )
255320-8... 2006- 1 010022950113 : 02/13/2018 Pending 485.0
Francisco

6/1/18 - 6/4/18 5:
265320-8... 2006- 1 010022950113 : 2 02/13/2018 Pending 62.2
Francisco




