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.
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http://www.jmu.edu/

Enter your DUO Information

JAMES MADISON UNIVERSITY.

Authentication with Duo is
required for the requested
service. » Need Help?

@]AMES = Settings
MADISON

Android (E-00-1461)
Send Me a Push

Enter a Passcode

[+] Remember me for 24 hours

Cancel this Request
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Enter your EMPLID and password then Click Log in.

JAMES MADISON UNIVERSITY.

JMU e-ID

wells2tm

Password

% 3k sk 3k %k 3k %k %k k

For help, contact the JMU IT Help Desk. 540-568-3555
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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.

= CHROME

Approvals Needed
2 Expense Reports 0 Pre-Approvals

E 3

Submitted

EXFENSES
Last 90 Days

©

PRE-APPROVAL
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The Approvals Needed window will open showing all reports in your cue for approval.

@ Approvals Needed =

Expense Reports

night, Bonnie 03/06/2017 459.34 v
Chrome River Meeting—Norfolk usD

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.
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mailto:wells2tm@jmu.edu

Report Header (Right Side of the Screen)

o =

Chrome River Meeting--Norfolk

Report Owner Click .tO Review Bonnie KnighD
Detail
Submit Date 03/06/201)

Expense Report ID 010016678620

902 allocations route to APReview Purple Team - When MatterUDF2 =
902, matter number does not start with 5 or 8, and Report Type and
Purpose are not Non-Travel Individual Reimbursement then route to a
Group Role called Purple Team.

Rule Description

Prior Approvers

Bonnie Knight 03/06/201

Mark Angel 03/06/2017

03/06/2017

Financial Summary

Total Expense Reported 459.34 459.34
Less Cardholder Responsibility 0.00 0.00
Less University Paid Expenses 0.00 0.00
Less University Paid Personal Expense 0.00 0.00
Less Personal Expenses 0.00 0.00
Amount Due Employee 459.34 459.34

Expense Summary

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.

7|Page



These two pages open.

Expenses For Images
Bonnie Knight

Chrome River Meeting-Norfolk

a ]
DATE EXPENSES SPENT APPROVED ¢ Bl A @
sun ZoMeals- 3825 3825
Sun iy LPMeals-PerDiem 825 825 v
Tue . 3825 3825
Tue ., LiMeals-perDiem 325 825 v
Mon “Meals - 3000 3900
azior;  Meats-PerDiem Uso s v
sun ) 0884 10884
ooy OMiease e 88 v
~ Tue = Hotel 23500 235.00
romey Uso Uso
Mon 18200 182,00
Mon  EiHotel Lodging / PerDiem 200 200 7
Tue 5300 53.00
o8 oy “fatiotel Room Tax/ Fees 200 390 7

List of Expenses

Total Approved Amount
459.34 usp

Retum

Expenses For Bonnie Knight

Report Name

Pay Me In

Report Type

Report Purpose

Type of Traveler

Non Employee

Travel Start

Travel End

Business Days

Comments (0)

Chrome River Meeting-Norfolk

USD - US Doll.

Domestic

Other

Employee

— Select -

0212612017

02/28/2017

Expense Report
Header

Add Comment

Attachments (2)

i
]

< 13 Browse File to Attach

(Left Side of the Screen)

(Right Side of t:he Screen)
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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 andthe travel dates.

Images

Expenses For Bonnie Knight

Report Name Chrome Rivgr Meeting-]

Pay Me In USp - US/Doll...

Report Type Domest]

Report P . . .
cporHpose omer The combination of the Report Type with

the Report Purpose is how the account

Type of Traveler Employee coding is applied to the expenses.

Non Employee - Select -

Travel Start 02/26/2017

Travel End 02/28/2017

Business Days 3

Comments (0)

Any report header comments would be in this section.

Attachments (2) =

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.

6 E‘.(pens_es Fur_
Bonnie Knight
Chrome River Meeting-Norfolk ®
B 0Comments [ 2 Attachments
DATE EXPENSES SPENT APPROVED & B A &
Sun 5 - i 33.25 3825
. | L_Meals-PerDiem e = v
Tue 3 - i 3825 3825
oseazerr  -—_Meals - Per Diem o e v
Man ] - i 39.00 39.00
zzrmory - eals-Fer Diem USD usD v
Sun S Mi 108.24 108.24
5 . (£ Mileage LeD usp 4 v
. Tue 235.00 23500
022872017 P& Hotel usD usD 4
Man i i 182.00 182.00
01T E= Hotel Lodging / PerDiem Len “ion v
Tue %=Hotel Room Tax / Fees 53.00 53.00 v
0222047 UsD usD

Left Side of the Screen
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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.

mages

Meals - Per Diem
Spent 38.25 USD
Approved 38.25 USD

Description

Location Norfolk, Virginia (VA), United States

Deductibles

Breakfast Travel Day

Lunch Additional Deduction
Dinner

Allocation

. ACCOUNTS PAYABLE

Comments (0)

Attachments (0) =3
< ’ Browse File to Attach

10f5 Next >

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

Total Approved Amount

459.34 usp

Return

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

Submit Confirmation

| hereby certify that the PreApproval/Travel Reimbursement expenses have been reviewed and approved as necessary for the conduct of business of

the Commonwealth.

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.

Expenses For

Bonnie Knight

Chrome River Meeting-Norfolk

=] ]
DATE EXPENSES SPENT APPROVED @ B A e
glgﬁwr | "Meals - Per Diem Bdgg 3% v |
Jz“gWT [ PMeals - Per Diem 3%;3 3%523 v
gﬂz?zr:'mmT [ PMeals - Per Diem 3%33" 3%'938 N
Sy Ghe oqg mge
Ty P o =% 9
g“zfzﬂmw = Hotel Lodging / PerDiem 182U-gnﬂ 13%'938 v
Tue  %sHotel Room Tax Fees 200 o v
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Report Header

T o

Chrome River Meeting--Norfolk

Report Owner Bonnie Knight
Submit Date 03/06/2017
Expense Report ID 010016678620

902 allocations route to APReview Purple Team - When MatterUDF2 =
902, matter number does not start with 5 or 8, and Report Type and
Purpose are not Non-Travel Individual Reimbursement then route to a
Group Role called Purple Team.

Rule Description

Prior Approvers

APPROVER DATE

Bonnie Knight 03/06/2017

Mark Angel 03/06/2017
03/06/2017

Financial Summary

AMOUNT (USD) APPROVED (USD)
Total Expense Reported 459.34 459.34
Less Cardholder Responsibility 0.00 0.00
Less University Paid Expenses 0.00 0.00
Less University Paid Personal Expense 0.00 0.00
Less Personal Expenses 0.00 0.00
Amount Due Employee 459.34 459.34
Total Expenses For Approval 459.34 459.34

Expense Summary

Right Side of the Screen

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

Submit Confirmation

| hereby certify that the PreApproval/Travel Reimbursement expenses have been reviewed and approved as necessary for the conduct of business of

the Commonwealth.
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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
mages | I

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

m

Meals - Per Diem

Return Comment /

Once you click the Return button a comment section opens up and you
will need to explain why this needs to be retumned and what the expense
owner is to do. Then Click the Save button

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

Fri Meals - Per Diem 48.00 48.00 -
0822017 — usD usD

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

Total Approved Amount

459.34 usp

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.

Return

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.

Return Comment

Cnce you click the Return button aMomment section opens up and you
will need to explain why this needs to be returned and what the expense
owner is to do. Then Click the Return| button.

Cancel m

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.

6 ‘ Expenses For

Bonnie Knight

Chrome River Meeting-Norfolk

8 ]
DATE EXPENSES SPENT APPROVED & H A @
:
sun “'Meals - Per Diem 38.25 3825 v
0272802017 - UsD s
Tue “PMeals - Per Diem 38.25 3825 v
0272872017 - uUsD usD
Mon “PMeals - Per Diem 30.00 39.00 v
Q22712017 - usD usD
Sun T 108.84 108.84
0272802017 k-;)MIlEHgE usD usD @ v
. Tue 235.00 235.00
0272872017 ¥ Hotel UsD usD @
Mon i i 182.00 182.00
oA, =5 Hotel Lodging / PerDiem am £l v
iz %43 Hotel Room Tax / Fees 53.00 53.00 v
0272872017 usoD usD
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Report Header

Chrome River Meeting--Norfolk

Report Owner Bonnie Knight
Submit Date 03/06/2017
Expense Report ID 010016678620

902 allocations route to APReview Purple Team - When MatterUDF2 =
902, matter number does not start with 5 or 8, and Report Type and
Purpose are not Non-Travel Individual Reimbursement then route to a
Group Role called Purple Team.

Rule Description

Prior Approvers

APPROVER DATE
Bonnie Knight 03/06/2017
Mark Angel 03/06/2017

03/06/2017

Financial Summary

AMOUNT (USD) APPROVED (USD)
Total Expense Reported 459.34 459.34
Less Cardholder Responsibility 0.00 0.00
Less University Paid Expenses 0.00 0.00
Less University Paid Personal Expense 0.00 0.00
Less Personal Expenses 0.00 0.00
Amount Due Employee 459.34 459.34
Total Expenses For Approval 459.34 459.34

Expense Summary

Right Side of the Screen

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

Return Comment

Once you click the Return button a comment section opens up and you
i :| m

will need to explain why this needs to be returned and what the expense

owner is to do. Then Click the Return| button.
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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

T o

Chrome River Meeting--Norfolk

Report Owner Bonnie Knight
Submit Date 03/06/2017
Expense Report ID 010016678620

902 allocations route to APReview Purple Team - When MatterUDF2 =
902, matter number does not start with 5 or 8, and Report Type and
Purpose are not Non-Travel Individual Reimbursement then route to a
Group Role called Purple Team.

Rule Description

Prior Approvers

Bonnie Knight 03/06/2017
Mark Angel 03/06/2017
03/06/2017

Financial Summary

Total Expense Reported 459.34 459.34
Less Cardholder Responsibility 0.00 0.00
Less University Paid Expenses 0.00 0.00
Less University Paid Personal Expense 0.00 0.00
Less Personal Expenses 0.00 0.00
Amount Due Employee 459.34 459.34
Total Expenses For Approval 459.24 459.24

Expense Summary

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

Tracking for Chrome River Meeting-Norfolk

EXPENSE TYPE AMOUNT (USD) STATUS CURRENTLY ASSIGNED
39.00 Pending Approval Tina Wells
» k= Hotel 235.00
&y Mileage 108.84 Pending Approval Tina Wells
> Meals - Per Diem 3825 Pending Approval Tina Wells
> Meals - Per Diem 38.25 Pending Approval Tina Wells

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

[fp Meals - Per Diem

Spent Converted 38.25 USD
Amount Spent 38.25 USD
Routing Status Pending Approval
Routing Steps
O—O——0—0 O—@— >
Step Number 6

Assigned To This indicates a return Mark Amg

by an approver.

Approver Mark Ang
Assigned Date 03/06/2017 11:37 AM
Step Status Approved

Completed Date

Completed By

Routing Rule

03/06/2017 11:38 AM

Mercury

102200 - Routing to Allocation 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.

B =

Chrome River Meeting--Norfolk

Report Owner Bonnie Knight
Submit Date 03/06/2017
Expense Report ID 010016678620

902 allocations route to APReview Purple Team - When MatterUDF2 =
902, matter number does not start with 5 or 8, and Report Type and
Purpose are not Non-Travel Individual Reimbursement then route to a
Group Role called Purple Team.

Rule Description

Prior Approvers

Bonnie Knight 03/06/2017
Mark Angel 03/06/2017
03/06/2017

Financial Summary

Total Expense Reported 459.34 459.34
Less Cardholder Responsibility 0.00 0.00
Less University Paid Expenses 0.00 0.00
Less University Paid Personal Expense 0.00 0.00
Less Personal Expenses 0.00 0.00
Amount Due Employee 459.34 459.34
Total Expenses For Approval 459.34 459.34

Expense Summary

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.

Cover Page
Full Report

Full Report with Notes & Re- J
ceipts

Full Report with Receipts

View Receipts

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

Chrome River Meeting--Norfolk

Report Owner Bonnie Knight
Submit Date 03/06/2017
Expense Report ID 010016678620

902 allocations route to APReview Purple Team - When MatterUDF2 =
902, matter number does not start with 5 or 8, and Report Type and
Purpose are not Mon-Travel Individual Reimbursement then route to a
Group Role called Purple Team.

Rule Description

Prior Approvers

APPROVER DATE
Bonnie Knight 03/06/2017
Mark Angel 03/06/2017

03/06/2017

Financial Summary

AMOUNT {USD) APPROVED (USD)
Total Expense Reported 459.34 459.34
Less Cardholder Responsibility 0.00 0.00
Less University Paid Expenses 0.00 0.00
Less University Paid Personal Expense 0.00 0.00
Less Personal Expenses 0.00 0.00
Amount Due Employee 459.34 459.34
Total Expenses For Approval 459.34 459.34

Expense Summary

Right Side of the Screen
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