
Chrome River Expense – Changing an Expense Tile 

1. Open Chrome River the Chrome River Dashboard. The 2nd item in the ‘Expense’ Ribbon is in red, indicating a 

returned item: 

 

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

 

 

 

 

 

 

 

 

 

 

 



3. Click on the Pcard Reconciliation to open the screen on the right, this shows the brief details of the Pcard 

Reconciliation 

 

4. Select ‘Open’, then this screen will appear: 

 

 

 

 

 

 

 

 

 



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: 

 

6. Select the tile (picture) located next to Business Meals: 

 

 

 

 

 

 

 

 



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

 

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

 

 

 


