Chrome River Expense — Changing an Expense Tile

1. Open Chrome River the Chrome River Dashboard. The 2"¢ item in the ‘Expense’ Ribbon is in red, indicating a
returned item:
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Ful Online HELP is also available throughout the applcation in the Chrome River Help

2. Click on the red item to open up the ‘Returned’ items screen:

P Card Reconciliation 16.22



3. Click on the Pcard Reconciliation to open the screen on the right, this shows the brief details of the Pcard
Reconciliation
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P Card .ﬁﬂml‘m"ﬂhﬂ" Card Reconciliation

Lance Jones
Report Owner Direcior, Gampus Salety / Office of Student Affairs / fjones007 /
Jjones007 @regis edu

Submil Date 08/25/2022

Expense Report ID 010027782405

Business Purpose P Card Reconciliation

Prior Approvers

Auto Bot (Validate Colleague Accounting String} 08/25/2022

Barbara Wilcots 08/25/2022

Financial Summary

Total Expense Reported 1622 0.00

Less Company Paid Expenses 16.22 0.00

Amount Due Employee 0.00 0.00

Expense Summary

Business Meals 1622 000
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4. Select ‘Open’, then this screen will appear:
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P Gard Reconclliation Expenses For Lance Jones

ow X wuE § B A Report Name P Card Reconciliation

iz Tha R socrens s = G
Pay Me In USD - US Doliars
Start Date 08/21/2022
End Date 082172022
Business Purpose P Card Reconciliation
Report Type PCara Expense Reconciliation
Fiscal Year Fyz3

Comments (2)

Auto Bot (Val
Approved because all accounting strings are valid

Colleague Accounting String)

Deborah Buchanan-Hudspeth
HiLance. Looking at the receipt it appears this could go 1o Supplies and not Catering. Let me know If you have any questions. Thank yc
Hudspeth

010027782405 0.00 usp



5. Select the item in the report that requires editing on the left-hand side of the screen, then select ‘Edit’ on the
right-hand side of the screen:
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P Card Reconciliation

- fles  Business Meals
- — seent N
- Date 08/21/2022

Sun BuEness Meas 1622

wavwsz e oo Sooeers sorts o DO
Spent 16.22 USD
Business Purpose P Card Reconciliation
Description NOAA Weather Radio for Security office
Merchant KING SOOPERS #0116
Are you chaiging a budget O

€00€ oulside of your Dept?

Please search by typing the name or number of the FUND. DEPT or ACTV.

Allocation
10-000-510900-0000 10 - General

510900 - SL Campus Safety / 0000 - General Activity
Guests (1) (i

Internal  Lance Jones
Director, Campus Safety / Office of Student ATairs / [jones007 / [ones007 Qregis edu
Regis University
" Downloaded Details
MO27782405 0.00 uso
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6. Select the tile (picture) located next to Business Meals:

HE Business Meals

Date 08/21/2022 |

Spent 16.22 | USD

Business Purpose P Card Reconciliation

Deseription NOAA Weather Ragia for Securily office
Merchant KING SOOPERS #0118

Are you charging a buaget O

code outside of your Dept?

Please search by typing the name or number of the FUND, DEPT or ACTV

Allocation

o.... ton =

Guests (1)

10-000-510900-0000 10 - General 510900 - SL Campus Safety / 0000 - General Activity

1622
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7. The tile menu will appear, select the correct expense tile for your expense:

flas  Business Meals

0812172022 (O]

8. Once the correct tile has been selected, click on ‘Save’, then resubmit:

'ﬂ;; Business Meals




