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HOW TO APPROVE EXPENSE REPORTS FROM CHROME RIVER 
 
 
Log into the Chrome River application on any web browser by going to the JMU 
webpage (www.jmu.edu). Choose Faculty/Staff and the IS Applications.  Choose 
Chrome River. 
 

 
   
 
 
 
 
 
 
 
 
 
 

http://www.jmu.edu/
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Enter your DUO Information 
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Enter your EMPLID and password then Click Log in.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

wells2tm 

********* 
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APPROVING EXPENSE REPORTS 
 
 
 
This Home Screen will appear after logging in.  You see Approvals Needed and the 
number of the Expenses Reports in your Cue.  Click on Expense Reports. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click 
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The Approvals Needed window will open showing all reports in your cue for approval. 
 

 
 
 
 
 
 
 
 
 
 

Click to open the Expense Report Header. 

Note:  It is very important that you know the person and/or the 
department being charged for this travel.  If the report was 
received in error, DO NOT APPROVE and contact the Accounts 
Payable Chrome River Administrator at 86231 or email 
wells2tm@jmu.edu. 
 

mailto:wells2tm@jmu.edu
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Report Header (Right Side of the Screen) 
 

 
 
 
Take note of the person being paid, any prior approvers and the total dollar expenses 
for approval.  Click Open to review the detail of expenses. 
 
 
 
 
 
 

Click to Review 
Detail 
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These two pages open. 
 

 
(Left Side of the Screen)                                (Right Side of the Screen) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Expense Report 
Header 
 

List of Expenses 
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The Right Side of the Screen is the Expense Report Header information.  This tells a 
brief description of the travel, the Report Type and Purpose and the travel dates. 
 

 
 
 
 
 
 
 
 
 
 
 
 

The combination of the Report Type with 
the Report Purpose is how the account 
coding is applied to the expenses. 

Any report header comments would be in this section.   

All attachments required are below. 
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To see details of each expense and any notes you will need to Click on each individual 
expense.  In this example, we clicked on Meals – Per Diem. 
 

 
Left Side of the Screen 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



11 | P a g e  
 

 
 
 
The detail to each expense opens on the Right Side of the Screen.  Take note of the 
details of each expense to insure proper approval. 
 
 

 
 
The Right Side of the Screen changes as you click the different expenses on the Left 
Side of the Screen allowing you to look at each expense in detail. 
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If all the line item expenses have been reviewed, and there are no changes, it can be 
approved two ways.   
 
 

1) To approve the expense report while in the details, simply Click the Submit 
Button on the bottom of the Left Side of your Screen. 

 
Bottom of the Left Side of the Screen 

 
 
 
This statement will show on the Right Side of the Screen.  Click Submit. 
 

 
 
 

2) You can also Approve an expense report from the Report Header.  On the Left 
Side of the Screen Click the Arrow to take you back to the Report Header. 
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Report Header 

 
Right Side of the Screen 
 
 
This statement will show on the Right Side of the Screen.  Click Submit. 
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RETURNING EXPENSE REPORTS 
 
 

If the expense report does not meet your approval, it can be returned to the expense 
owner two ways. 
 

1) To return a line item in the report that does not meet your approval make sure 
you have opened the expense line you want to return.  In this example, we are 
returning the expense line item Meals – Per Diem.  Click the Return button at the 
top of the Right Side of your Screen. 

 
Top of the Right Side of the Screen 

 
 
 
The Return Comment box opens up for an explanation of the return.  Click Save.

 
 
NOTE:  Notice on the Left Side of the Screen a red arrow indicates the expense being 
returned.   
 

 
 
The expense detail page (Right Side of the Screen) will now display an Approve button.   
 

 
 
DO NOT click the Approve button unless you want to UNDO the returned item. 
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Once the rest of the report meets your approval, Click the Submit button at the bottom 
of the Left Side of the Screen. 
 
Bottom of the Left Side of the Screen 

 
NOTE:  This will submit all the approved line items in the expense report on to the 
next approver and return any line items back to the expense owner.   
 
 

2) To return an entire expense report Click the Return button at the bottom of the 
Left Side of your Screen. 

 
Bottom of the left side of the screen 

 
 
The Return Comment box opens up.  Type in the reason for returning the report and 
Click Return. 

 
 
When the Return button is clicked, the entire expense report will be returned to the 
expense owner. 
 
You can also return an entire expense report from the Report Header.  On the Left Side 
of the Screen Click the Arrow to take you back to the Report Header. 
 

 
 

OR 
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Report Header 

 
Right Side of the Screen 
 
 
The Return Comment box opens up.  Type in the reason for returning the report and 
Click Return. 
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APPROVAL TRACKING EXPENSE REPORTS 
 
If you would like to see the approval flow of the expense report Click Tracking at the 
Report Header page. 
 
Report Header   

 
Right Side of the Screen 
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The Tracking Detail page opens.  Click on the Expense Type you want to track. 
 

 
 
This page opens.  Clicking on the circles provides history of the approval flow.  A green 
check indicates an approval.  When done, Click the X.  
 

 
 

This indicates a return 
by an approver. 
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PRINTING AN EXPENSE REPORT 

 
To see online in report form or to print an expense report, Click the PDF button at the 
Report Header page. 
 
 

 
Right Side of the Screen 
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The following Report Options open.  Select a report option.  This will open the PDF for 
you to review online or print. 
 
 
 

 
 
 
 
NOTE:  Once the pdf report is closed, the Report Header page will appear on the Right 
Side of the Screen.  If there are NO issues, you can approve the expense report here by 
Clicking Approve.  If there ARE issues, you can return the expense report to the 
expense owner from here by Clicking Return. 
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Report Header 

 
Right Side of the Screen 


