
Chrome River – Itemization 

1. To itemize a receipt that has multiple expenses on it, click on the ‘Itemization’ tile in the 

expense report: 

 

 

2. Put in the total dollar amount from the receipt that is being itemizing and attach the receipt and 

select ‘Itemize’: 

 



3. Select the first expense from the receipt that needs to be itemized, for example, ‘Office 

Supplies’: 

 

 

4. Once the appropriate tile has been selected, fill out the form in relation to the charge and select 

‘Save’: 

 

 



5. The tile screen will appear again, choose the tile appropriate to the next expense on the receipt 

that needs to be itemized, continue to do this until the ‘Remaining’ is zero: 

 
6. The end result will look like this on the left-hand side of the screen where the expenses are 

listed: 

 


