
Chrome River 
Travel, Mileage, Reimbursements, and Online Trainings





New Reports

PCard Transactions and 
Uploaded Receipts

Reports that have not been submitted

Reports that have been 
returned due to an error



What is 
Chrome River 
used for?

 Travel 

 Mileage

 Reimbursement

 Purchase Card Reports

 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



What is the new 
process for 
Reimbursement?

 Requisitions for 
Reimbursement 

Other Expense Report



What is the new 
process for 
Online Training?

 Requisitions for Online 
Training 

Other Expense Report



Expense Reports
Cash Advance Prior to Travel, Actual Expenses after Travel,

Mileage, Reimbursements, and Online Trainings



Expense 
Report

Create a new report



Expense 
Report

Travel Expense Reports 
require you to import your 
pre-approval

Travel
Mileage
PCard
Cash Advance Request
Other The date of the 

expense, not the date 
you are inputting the 
report



Adding 
Expenses—
Travel

Add a new expense from scratch

Add a new expense from an 
imported receipt

Add an expense from a PCard
Purchase



Mileage
Mileage Reimbursement Requests and

Travel Mileage



Adding 
Expenses—
Travel

Select the expense type



Use the calculator

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



Add your starting location, 
destination, and return trip

The mileage will be 
calculated for you

Mileage





Reimbursement and
Online Training



Reimbursement
and Online 
Training



Select the type of 
expense you want 
reimbursed



Enter what you paid

Describe what it is and 
why you purchased it

Attach your receipts and a list 
of attendees when applicable

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



CR Snap 
Phone App






Travel



What is the new 
process for 
Travel?

 Travel Request form

Enter Estimated Expenses in the
Pre-Approval Form

Enter the Advanced Payment 
Request in the Expense Report

Enter the Actual Expenses after 
the trip in the Expense Report



Pre-Approval
Expense estimates before you travel



Dates of trip

Include the FOAP provided 
by your supervisor

Describe the purpose of the trip

10/22/2021

10/22/2021



Pre-Approval

 Pre-Approval is for upcoming 
travel.

 Add Estimated Expenses.

 Expected categories of 
spending are Registration, 
Lodging, Meals, and 
Transportation.



Select the type of expense

Select each of the expenses 
you expect to incur



Select calculate the mileage 
with the built in calculator

Pre-Approval



The calculator will input 
the information for you

Pre-Approval



Add any additional 
expenses



Add the cost of registration



#######

10/22/2021

10/22/2021





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.



Cash Advance Request will 
be the only expense type



Provide the amount 
requested and the reason 
why

Make sure to select the 
correct location



Travel Expenses



If you imported your pre-
approval, this section will 
self-populate



Add receipts from your event 
to show actual expenses



Submit your expense report 
when all expenses and 
receipts are added



Questions?
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