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REMINDER:  Mobile device access
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Chrome River is a web application which means there is no need to download an app from the app store to your smart phone or tablet. Simply use your mo-
bile browser to log into chromerivervcced.edu as you do on your desktop. Use the "Add to Home Screen” option to add the Chrome River icon to your mo-

bile device for easy access.

FEATURE HIGHLIGHT:  Emailing receipts to your account

Use the 'Snap and Send' feature to quickly load receipt images to your account. Simply take a photo of one or more receipts and email them to
receipt@cal.chromeriver.com . The receipt(s) will then be available within your Receipt Gallery. Be sure to send the email from an email account that is reg-
istered with Chrome River. Your company email address is already registerad and you can easily add other addresses via the Preferences menu.

Avariety of training videos can be found on the Travel & Mileage webpage.

Follow these how-to links for quick tutorials. Full HELP is available throughout the application in the Chrome River Help Center.

General Navigation

* Getting Started with Chrome River
* Access Help and Training

Pre-Approvals

* Create Pre-Approval Reports
« Track Pre-Approval Reports

Expense Reports

+ Create and Submit Expenses and Mileage Reports
« Add Receipt Images
* Approve Expenses

PCards

* Process Pcard charges
* Submit a Pcard report
« Assigning Pcard transaction to others



PCard Transactions and
Uploaded Receipts
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& 'Snap and Send feature to quickly load receipt images to your account. Simply take a photo of one or more receipts and email them to
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* Travel

* Mileage
What 1S * Reimbursement
Chrome River * Purchase Card Reports
Used .[:Or? * Online Training for Professional Development

* Your Dean, Manager, or Supervisor must approve your request
before you enter any reports in Chrome River.




What is the new
process for

Mileage?

* Mileage Claim Reimbursement
form >

Mileage Expense Report

VENTURA COUNTY COMMUNITY COLLEGE DISTRICT
MILEAGE CLAIM REIMBURSEMENT

O Moorpark College
O Oxnard College
O Ventura College
O District Administrative Center
MName of authorzed person lonth 20
Address Account #
Instructions: Use for rep orting mileage while on official District Business only and not in conjunctio n vith other travel expenses.
Date Locma PurpoSE oF TRAVEL MILEAGE
From To
Total Miles 0 @5 .56 =4 0.00

Theundersigned, under the penalty of perjury, states that the above claim and the items as therein set out aretrue and
correct; and the amount therein is justly due,

Signature: Date: 0

Approved:

Division Manager/Supervisor College or District Administration

Date Date:

Bistrict- wide form no. 14002 - Rev 13020




VENTURA COUNTY COMMUNITY REQUISITION

[ cHECK REQUEST

[ baTE cHECK NEEDED COLLEGE DISTRICT |R |
[ po rREGUEST F— on:
[ MAIL CHECKIPURCHASE ORDER
T Cons: [ RETURN CHECKRURCHASE ORDER TO DEPT.

Requisition Date:

Ower Dellvery Date:

What iS the new - Requisitions for
Reimbursement =2
process for . R
: ther Expense Report
Reimbursement?

Disirict Wide: Form 214022 Becronic (Rev. 10M3) PURCHASING



VENTURA COUNTY COMMUNITY REQUISITION

[ cHECK REQUEST

[ baTE cHECK NEEDED COLLEGE DISTRICT |R |
[ po rREGUEST F— on:
[ MAIL CHECKIPURCHASE ORDER
T Cons: [ RETURN CHECKRURCHASE ORDER TO DEPT.

Requisition Date:

Ower Dellvery Date:

What iS the new - Requisitions for Online
Training =2
process for
: . . > Other Expense Report
Online Training:

Disirict Wide: Form 214022 Becronic (Rev. 10M3) PURCHASING



Expense Reports

Cash Advance Prior to Travel, Actual Expenses after Travel,

Mileage, Reimbursements, and Online Trainings
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REMINDER:  Mobile device access
Chrome River is @ web application which means there is no need to download an app from the app store to your smart phone or tablet. Simply use your mo-
bile browser to log into chromeriver.vcced.edu as you do en your deskiop. Use the "Add to Home Screen” oplion to add the Chrome River icon fo your mo-
bile device for easy access.

FEATURE HIGHLIGHT:  Emailing receipts to your account

Use the 'Snap and Send feature to quickly load receiptimages to your account. Simply teke a photo of ene or more receipts and email them to

ceipi@cal chromeriver.com . The receipt(s) will then be available within your Receipt Gallery. Be sure to send the email from an email account that is reg-
with Chrome River. Your company email address is already registered and you can easily add other addresses via the Preferences menu

Avariety of training videos can be found on the Travel & Mileage webpage

Follow these how-to links for quick tutorials. Full HELP is available throughout the application in the Chrome River Help Center.
General Navigation

« Getting Started with Chrome River
« Access Help and Training

Pre-Approvals

« Create Pre-Approval Reports
« Track Pre-Approval Reports

Expense Reports

« Create and Submit Expenses and Mileage Reports
« Add Receipt Images
« Approve Expenses

PCards

« Process Pcard charges
« Submit a Pcard report
« Assigning Pcard transaction to others



Expense
Report

Travel Expense Reports
require you to import your
pre-approval

Expenses For Allie Frazier

Import from Pre-Approva

Report Name |

Pay Me In USD - US Dollars

Travel
Mileage

PCard

Cash Advance Request
Other

Business Purpose

Description of Event

W — Select -

Start Date

End Date

Fiscal Year Fy22

Cancel

The date of the
expense, not the date
you are inputting the
report




CHROME

4+ New 43 Christopher Renbarger

Expenses For Add
Christopher Renbarger Expenses
All Items l . Merged
ACCCA Conference ~reate Ne
N kL TEAIE NEW
= . Sort  ~ Group by: None = D
DATE EXPENSE AMOUNT
All
Add an expense from a PCard .
Purchase Cash Advance

District Credit Card

Offline

Recycle Bin

Add a new expense from an

imported receipt

Receipt Gallery

Expense Report Total Pay Me Amount
010023763375 0.00 usp




Mileage
Mileage Reimbursement Requests and

Travel Mileage




(_ Ailie Frazier

ACCCA Conference
=] i
DATE EXPENSE

Expense Report
010023763344

Total Pay Me Amount

0.00 usp

AMOUNT

PAYME &

Select the expense type

Create New

All

Trips

Cash Advance
District Credit Card
Offline

Recycle Bin

Receipt Gallery

+ New

L Allie Frazier



+ New Ay Christopher Renbarger

\_1_/ Mileage

Date 09/03/2021 i ‘
Amount 0.00 | usD |
Business Purpose Professional Development
Description
Use the calculator y
Rate 0.56
Miles 000 | @ Calculate Mileage
. Deduction I . None I
Input the FOAP(s) given to -
you by your supervisor Allocation
=p Presets

Attachments (0) == [




Add your starting location,
destination, and return trip

Oxnard College, South Rose Avenue, Oxnard, CA, USA

Coast Community College District, Adams Avenue, Costa Mesa, CA, USA

Oxnard College, South Rose Avenue, Oxnard, CA, US The m | Ieage W| | | be

calculated for you

195.43 Miles
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Cancel




+ New A& Christopher Renbarger

&y Mileage

Date 09/03/2021 i
Amount 109.44 | USD
Business Purpose Professional Development
P
Description From:: Oxnard College, South Rose Avenue, Oxnard, CA, USA
To:: Coast Community College District, Adams Avenue, Costa Mesa, CA, USA
To:: Oxnard College, South Rose Avenue, Oxnard, CA, USA
4

Rate 0.56

Miles 195.43 B Calculate Mileage
Deduction None

Allocation

111-22066-672000 Oxnard College VP, Business Services

o Add Allocation =} Presets

Attachments (0)




Reimbursement and
Online Training




Reimbursement

and Online
Training

Images

Expenses For Allie Frazier

Report Name Sample Reimbursement
Pay Me In UsD - US Dollars
Business Purpose Training

Description of Event Training

Report Type Other

Expense report for Other report type should not exceed $200.

Start Dae 09/03/2021 ]
End Date 09/03/2021 ]
Fiscal Year FY22

Import from Pre-Approval

Comments (0)

Cancel



Select the type of
expense you want
reimbursed

EXpenses

Create New

All

Trips

Cash Advance
District Credit Card
Offline

Recycle Bin

Receipt Gallery




Office Supplies

Enter what you paid

09/03/2021 o

Amount 0.00 fg | usD

Describe what it is and
why you purchased it

Business Purpose Training

Input the FOAP(s) given to
you by your supervisor

~—~

Attach your receipts and a list
of attendees when applicable

Description

Merchant

Allocation

Attachments (0)




All

Sort -
Trips
Cash Advance []
District Credit Card
Offline
Recycle Bin

OBM1172021

Receipt Gallery







Travel




VENTURA COUNTY COMMUNITY COLLEGE DISTRICT

Travel Haﬂucst Sy E 0038834
Jl Marme Ext. Travzl Datas e j
{ Tl Purpose I i o e .
BudgetAcet Erurmbargd Aml —__ Final Expenge Amt 5SS =
i Budgut Acel _ Ervurbred Am Firl Sxperpsa Al 5 J
Refer to VCCCD Purchasing Department website for travel procedures and current rates.
,w ACTUAL EXPENSES (Muslinclifs FJ'.'J';"::!T"J.'UG-;JI":I amourt aue venaor!
| Expenses DATES TOTAL
- Travel Request form - ; [;m - i
3 *Lodging f
$ Meals il

Dreakinst

Enter Estimated Expenses in the el A

What iS the new Pre-Approval Form L - m«,‘\
process for

% Transportation A Nr
Airlare F. il | 4 T V 6‘?{@ % f@,&k" 1 & |
Car Alenta | g 2 : /
PerkinaTolls

Enter the Advanced Payment g e A s

Mleae

Travel? Request in the Expense Report £ —

" i D -
. (i R O‘WJ | \\ V A
Enter the Actual Expenses after \ o | <] |

b

the trip in the Expense Report et | e

Total Expensas ¥

|
LossTotel Advances 8

Amount Dus Wendor

rawal Agent ¢ Aidars 50

Rac = | WIS/ Precuramenr 51
S0
Ha | il
5
Personzl A Tolal Due Empleyes

Ficfund Due District 5
3

Final Expendliure Approvalz



Pre-Approval

Expense estimates before you travel




Cancel
Pre-Approvals For Christopher Renbarger
Report Name ACCCA Conference
Dates of trip
Start Date 10/22/2021 (3
End !ne 10/22/2021 3
Number of Days 1
Pay Me In USD - US Dollars
D esc rl be t h e p U rpose Of t h e t rl p Business Purpose For C. Renbarger to attend the Management Essentials Training Program
Traveler Type ‘ Employee Travel b ‘
Trip Type ‘ Domestic - ‘
Destination ‘ Costa Mesa, CA ‘
Include the FOAP provided
. Fiscal Year ‘ FYz2z2 v ‘
by your supervisor
Allocations
111-22066-672000 Oxnard College VP, Business Services




Pre-Approval

* Pre-Approval is for upcoming

travel.

- Add Estimated Expenses.

- Expected categories of

spending are Registration,
Lodging, Meals, and
Transportation.

Add Pre-Approval Types

i

I\



+ New 4p Christopher Renbarger

S — Select the type of expense [ Add Fre-Approval Types

ACCCA Conference
B il

EXPENSE

Select each of the expenses
you expect to incur

PA Report ID Total Estimated Amount
010000538670 0.00 usp



Cancel

_s‘; L .
&y Mileage
Estimated Amount 0.00 | USD

Description

Select calculate the mileage
with the built in calculator 056

Miles 0.00

Deduction None

Pre-Approval



Cancel

=y Mileage

The calculator will input Estimated Amount 10944 | UsD
th e | nfo rm at | O n fo r yo U I?_E_!?_c}ription From: Oxnard College, South Rose Avenue, Oxnard, CA, USA

To: Coast Community College District, Adams Avenue, Costa Mesa, CA, USA
To: Oxnard College, South Rose Avenue, Oxnard, CA, USA

Rate 0.56
Miles 195.43
Deduction Hone

Pre-Approval




—_— + New 4} Christopher Renbarger

Pre-Approvals For Add Pre-Annrova pe
(_ Christopher Renbarger (h

Add any additional

ACCCA Conference

= ; expenses
EXPENSE ESTIMATED '\-‘ ﬁ ::"’
& Mieage 100.44 -

usD

010000539097 109.44 usp




AN

Registration

Add the cost of registration

stimated Amount

Description

150.00 E

uUsD

+ New

43 Christopher Renbarger




e Christopher Renbarger

ACCCA Conference
= )

EXPENSE
A3 Mileage

=

=4 Registration

PA Report ID
010000538670

Total Estimated Amount

204.66 usp

®

ESTIMATED

54.66
usD

150.00
usD

-

Submit Preapproval

| hereby certify that all expenses listed here are true and correct fo the best of my knowledge and are for legitimate business purposes.

ACCCA Conference

Report Owner

Created By

Create Date

Pay Me Amount

PA Report ID

From Date

To Date

Business Purpose

Expense Summary

Mileage

Registration

Total

Account Summary

Christopher Renbarger
Allie Frazier
09/02/2021

204.66 USD
HHtHHHHH
10/22/2021
10/22/2021

For C. Renbarger to attend the Management Essentials Training
Program

54.66 0.00
150.00 0.00
204.66 0.00




Q Submitted Pre-Approvals

ACCCA Conference 09/02/2021




Cash Advance




Optional—

Cash Advance

* You can request a Cash

Advance prior to your
trip after the Pre-
Approval has been
approved.

This is entered as an
Expense Report before
the trip.

Submit the request at
least 10—15 working
days in advance to
ensure you receive the
advance in time.

Images
Expenses For Allie Frazier
Report Name
Pay Me In USD - US Dollars At
Business Purpose

Description of Event |

Report Type Cash Advance Request hd
Start Date 09/03/2021 =2
End Date 09/03/2021 i
Fiscal Year Fy22 hd

Import from Pre-Approval

Comments (0)

Attachments (0)

Cancel



Cash Advance Request will
be the only expense type

Ad
EXpenses Yol

Create New CASH ADVANC

Sample Expense
=} i

EXPENSE AMOUNT

All

Trips

Cash Advance
District Credit Card
Offline

Recycle Bin

Receipt Gallery

010023767887 0.00 uso




Provide the amount
requested and the reason

why

Make sure to select the
correct location

W Cash Advance Request

Cash Advance must be requested 10 to 15 days before your trip (For example)

Date 09/03/2021 i
Amount 0.00 fg | usp

Business Purpose ACCCA Conference

Description

s> | 020 College .

Allocation

CASHADV - Cash Advance Only

Attachments (0)




Travel Expenses




If you imported your pre-
approval, this section will

Expenses For Christopher Renbarger

se |f_ po p U I ate Ign;li?‘:t from Pre-Approval | IMPORT PRE-APPROVAL |
panot Name ACCA Conference
Pay MeIn USD - US Dollars v
Business Purpose Professional Development
Description of Event Management Essentials Training Program
Report Type Travel -
Traveler Type Employee Travel -
Trip Type Domestic v
Destination Costa Mesa, CA
Start Date 10/22/2021 i
End Date 10/22/2021 i
Fiscal Year Fy22 v




+ New L Allie Frazier

N

=] Registration

Date 09/03/2021 = ‘

Amount 150.00fg | uso

Business Purpose Conference Training

Description

COrptiona

Merchant

Allocation

111-22066-672000 Oxnard College VP, Business Services

@ AddAlocation =y Presets

Attachments (0)

Add receipts from your event
to show actual expenses

rag image here to upload  [EEGLESERLG 8




PDF ~ Images

=3 2

ACCEA Conference Expenses For Allie Frazier
DATE EXPENSE AMOUNT PAYME ¢ B A Report Name ACCCA Conference
E@rj':nmcm &) Mileage 10%::31 0944 & v

e USD - US Dollars
Fri ; ) 150.00 H
sz o Resistaton Submit your expense report
| d Conference Training
when all expenses an
recel pts a re added Single Day Conference
Report Type Travel
Traveler Type Employee Travel
Trip Type Domestic
Destination Costa Mesa, CA
Start Date 09/03/2021
End Date 09/03/2021
Fiscal Year FY22
Import from Pre-Approval ADD PRE-APPROVAL REPORT
Expense Report Total Pay Me Amount Comments (0)

010023763344 259.44 usp




Questions?
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