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STEP 1: Prepare for Your Trip

1. Review the University Travel Policy and any other applicable travel materials, located at www.bsu.edu/travel.

2. Work closely with your delegates, and Sponsored Projects Administration if travel will be funded from a grant,
to ensure estimates entered on the pre-approval (travel authorization) are as accurate as possible.
3. Ensure your delegate knows how you would like your travel purchases paid for:

a. If youwould like the University to directly pay for a conference registration, hotel associated with a
conference registration, or any other travel-related prepayment, ensure your delegate has any
applicable paperwork or payment instructions

b. If you would like the University to directly pay for air, hotel, or rail through the University booking tool,
you will have access to the University travel card upon approval of the trip, for that trip

STEP 2: Approve Your Trip

You will receive an approval e-mail after your delegate submits your pre-approval request:

Chrome River Pre-Approval Request [T Traveler]

expense-noreply @chromefile.com
To

Pre-Approval ID: 0100-0047-8832

ACTION REQUIRED Chrome River

Pre-Approval Request For
Report Name
Pre-Approval ID

Submit Date

Expense Dates

Total Expenses Approved

Test Traveler

6/20 - 6/23/18 San Diego
0100-0047-8832
oF/19/2018

08/20/2018 - 06/23/2018
S00.00 USD

Business Purpose
conference

Account Summary Amount (USD)
1001 00- 100 2Z2006- 1 S00.00
1332020 e}

%o
Mo Activity Code

Expense Sumimary Amount (USD)
Conference / Registration 500.00
Fees

Pre-Approval ID: 0100-0047-8832

To take action on these expenses, take either of the following steps:
- Click on the ACCEPT or RETURMN button as appropriate and add any comments to the new email that
opens,
- OR FORWARD this email to approve@chromefile.com or return@chromefile.com with any comments
at the top of the forwarded message.



http://www.bsu.edu/travel

You can click ACCEPT or RETURN, depending on the action you wish to take. In either instance, a separate e-mail will
open. If you wish to add comments for your trip with your approval or denial, you may enter them in the e-mail, and
then you may send the message:

To approve@chromefile.com

Chrome River Pre-Approval Request [Test Traveler]

Enter any opticnal NOTES in the space above this line to have them added to this pre-approval, then SEND this message to the Chrome River automated
processing system for your action to be complated. Pre-Approval ID: 0100-0047-8832

You may also review and approve the trip in the Chrome River modaule itself. Sign in to Chrome River from the

my.bsu.edu homepage:

+ New L Test Traveler

Approvals Needed
0 Expense Reporis 1 Pre-Approvals %

BALL STATE
UNIVERSITY

3

Submitted
Last 90 Days

EXPENSES For assistance with Pre-Approvals or Expense Reports, please contact

« BSU Travel Department  765-285-1327 Email Us

2

Submitted

In this case, there is a pre-approval pending your approval. Click as indicated by the arrow above. You can then review

your trip particulars, and when you are ready to take action, you can click Return or Approve:

L Test Travele]

+ New
= =

6/20 - 6/23/18 San Diego

07/19/2018 500.00 A

6/20 - 6/23/18 San Diego

A Pre-Approval for overnight travel

Pre-A val is for ovemnight travel however lodging does not exist. Please explain

=

The routing for pre-approvals is (always approves, approves if applicable):

Org approvers - based

International Travel Sponsored Projects off Banner Finance

Traveler Supervisor Travel Department

Oversight Committee Administration journal voucher
approvals

To see where your pre-approval is in the approval process, sign in to Chrome River, click as indicated by the arrow,
below, and then choose the pre-approval you wish to track.




CHROME + New

E 3 ¥

EXPENSES Dratt Submitied Nens
Last 90 Days

L Test Traveler

2

Submitted
Last 90 days

o

PRE-APPROVAL

For assistance with Pre-Approvals or Expense Reports, please contact:
« BSUTravel Department  765-285-1327  Email Us

CHROME

o Submitted Pre-Approvals -I ﬂ

6/20 - 6/23/18 San Diego 07/19/2018 500.00
Pending Approval usD

6/20 - 6/23/18 San Diego

6/15 - 6/18 Denver 07/17/2018 1,008.23
Partislh annliad ren A Pre-Aporoval for overniaht travel #0914

Click Tracking (indicated by the arrow, above) to see whose approval your pre-approval is pending:

Tracking for 6/20 - 6/23/18 San Diego

Status Pending Approval

Estimated Amount 200.00 UsD

Routing Steps

© 2

Step Number 2

Assigned To Test Approver
Assigned To Test Approver
Assigned Date 07/19/2018 08:56 AM
Step Status Assigned

Routing Rule 20 - Supervisor - PA




STEP 3: Receive Approval E-mail & Book Travel

When your trip has been fully approved, you will receive another e-mail:

A

Chrome River Pre-Approval Request Approved

expense-noreply@chromefle.com
To

NO ACTION REQUIRED Chrome River

The following Pre-Approval Request has been approved.

Pre-Approval Request for Test Traveler
Report Name 6/20 - 6/23/18 San Diego
Pre-Approval ID 0100-0047-8832
Submit Date 07/19/2018
Expense Dates 08/20/2018 - 06/23/2018
Total Expenses 500.00 USD

You may then book travel. If approved to use the University travel card within the University booking tool, you may use
the booking tool. Contact travel@bsu.edu, or review www.bsu.edu/travel, for help with or information regarding the
booking tool.

STEP 4: Submit Expenses

Expenses may be submitted for reimbursement before or after your trip, depending on the purchase date. Please

ensure both you and your delegate are in compliance with the Expense Reimbursements Accountable Plan for both

receipt submission and expense report creation.

1. Ensure the expenses you wish to reimbursed for are in compliance with University Travel Policy.

2. Submit receipts to your delegate. Although the Travel Department will not require original receipts, be sure to
follow your departmental procedures regarding receipt submission (whether physical copies must be returned
to your department or whether scanned/photographed receipts are acceptable).

3. Your delegate will then create your expense report.



mailto:travel@bsu.edu
http://www.bsu.edu/travel
https://www.bsu.edu/about/administrativeoffices/controller/tax-compliance/policies-and-procedures

STEP 5: Approve Your Expense Report

You will receive an approval e-mail after your delegate submits your expense report:

expense-noreply@chromefile.com

Repart ID: 0100-2631-9841
ACTION REQUIRED Chrome River
Exparse Report for
Created by

Repeort Mame

Submit Date

Expense Dates i

Total Expenses 25807 LISD

I Compliance Warning 1!
Complance  Owernig b willFioul kndging
Respomss  stayesd w ledging experse
Covnplance  Car Ry AlEai

Respomea  car re ;I =: 1 PrOr esperse repo
Account Summary Asnound [USD)
100100~ 2005- 1 268.02
133030

Mo fctivity Code

Pre-Approval Summary Ectimatad (USD) Sulbnitted
Ajrfare S00.00 JESAT
Hobel G000 0.0
Meals - Per Diem 138.0:0 138.0:0
Parkimg 35.00 35.00
Perconal Milsage - Sel Rates B2.75 B2.75
Totals 1335.35 9B9.72
Expense Details
06515 0018 Car Rerftal Fued 1 34.55% USD
1001 00-133030 2006~

Mo Activity Code
Cost Code  73S0E0
Regson Assiqnesd  Expense Reports submillsd by & defegate must be appraved by the Experse Owner.

Q717 I01E Airfara 1 353,47 USD
100100-133030 2005-
Mo Aclivity Code
Relwn Date 06/1E/2018
Bl_udl_EgernciaPay  Yes
rrvesbetfiod
Airfime  WH
Depariure Date O6515/3018
bl OdemealFar  EComdirmy
Cosl Codee 733090
Rescon Assigmed  Expense Reporis submiited by a dalegabe must be approved by the Experse Owner.

Recsipls  Wisw
Financial Summary Asnoand (USD)
Tolal Expenss Regort 25802
Lews Comparry Pasd 0. 00
Airaunl Duie Emplopes 253,02
| scceer [ merun |
== View Recesnts Repart ID: 0100-3531-9541

To Lake adtion on hese expenses, Lake alber of he following Steps:
- Chck an the ADCEPT or RETURN bulton as epproperiate and add any comments Lo the new amail that
apens,
- Of FORWARD this amail Lo appedyweid o le oo oF relumniichnomelile com wilth Briy cormiments
at the top of Lhe lonwarded mescage.

To view s axpenss reparl or 008 e Chroeme River application, chck here |

You can click ACCEPT or RETURN, depending on the action you wish to take. In either instance, a separate e-mail will
open. If you wish to add comments for your trip with your approval or denial, you may enter them in the e-mail, and
then you may send the message:

To approve@chromefile.com

Chrome River Expense Approval [Test Traveler]

|
Enter any optional NOTES in the space above this line to have them added to this expense report, then SEND this message to the Chrome River automated
processing system for your action to be completed. Report ID: 0100-2631-9941 Email UID: BTDFCFFB-D04B-28E7-7TF1D-BF41723980B6

You may also review and approve the trip in the Chrome River modaule itself. Sign in to Chrome River from the
my.bsu.edu homepage:




+ New L Test Traveler

Approvals Needed
1 Expenge Reporis 0 Pre-Approvals %

BALL STATE
UNIVERSITY

[} 4

Submitted
EXPENSES Last 90 Days For assistance with Pre-Approvals or Expense Reports, please contact:
= BSUTravel Department  765-285-1327  Email Us

2

Quthmitter

In this case, there is an expense report pending your approval. Click as indicated by the arrow above. You can then

review your trip particulars, and when you are ready to take action, you can click Return or Approve:

= Ea

6/20 - 6/23/18 San Diego

07/19/2018 838. ZE v

6120 - 6/23/18 San Diego Report Owner Test Traveler

Submit Date 07/19/2018

Expense Report ID 010026370355

The routing for expense reports is (always approves, approves if applicable):

Org approvers - based off
Banner Finance journal
voucher approvals

Sponsored Projects Travel Department

Traveler Administration

To see where your pre-approval is in the approval process, sign in to Chrome River, click as indicated by the arrow,

below, and then choose the expense report you wish to track.

4+ New A Test Traveler

4

Submitted
Last 90 Days

¥

BALL STATE
UNIVERSITY

EXPENSES

2

Draft Submitted
Last 90 days

o

PRE-APPROVAL

For assistance with Pre-Approvals or Expense Reports, please contact
« BSUTravel Department  765-285-1327 Email Us

CHROME + New L Test Traveler

iﬁ Submitted Expense Reports “ Tracking

6/20 - 6/23/18 San Diego 0711972018 838,25 o
Pending Approval usD 6/20 - 6/23/18 9

Click Tracking (indicated by the arrow, above) to see whose approval your expense report is pending:




¢ Airfare

Spent Converted 223.37 USD
Amount Spent 22337 UsD
Routing Status Pending Approval

Routing Steps

O—O
Step Number 3
Assigned To Travel Dept
Assigned To Travel Dept
Assigned Date 07/19/2018 09:28 AM
Step Status Assigned
Routing Rule 105000 - BSU Travel - Final Approval

You will receive a daily e-mail for each pending expense report which has completed a workflow step within the
previous 24 hours. When your expense report has been fully approved, you will receive another e-mail:

expense-noreply@chromefile.com
To

CHROME

7/25M18 ER Test

077252018 - 07/25/2013

077252018

Current Status:

Miscellaneous - Other

Approved By on Jul 30

*You are receiving this email because you opted in fo receive scheduled reports when the status of your repaort
changes. You can change your emai notification settings amytime.




