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Training Agenda

* What is Chrome River?

* CR Highlights

e Getting Started with CR
— Navigating
— Delegate Assignment
— Expense Tiles

* How to create and submit an Expense Report
* Expense Report Routing and Tracking
* Expense Report Approval
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Chrome River-PCard

Chrome River is HSCEP’s new expense
management system for PCard
reconciliation that went live on January 4,
2021. The new system replaces Citibank
GCMS and will enhance and simplify the
PCard processes. No more Citibank portal!
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Chrome River-Pcard Highlights

* Single sign-on

— All employees with eRaider, can log into Chrome River. No
password reset or security questions.

* Paperless

— No more printing reports and attaching paper receipts.

— Supporting documentation will be uploaded to the system.
* Electronic routing

— Reports will be routed for budget check, supervisor approval,
and the PCard office for final review.

— Say good-bye to inter-departmental mail and hello to efficiency.
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How will the system work?

* Automatic Citibank transaction feeds (daily)

— All PCard transactions will automatically feed to the Cardholders Chrome River eWallet for
reconciliation, 1-3 days after the posting date.

* Electronic Receipts Uploads

— All dashboards include a Receipt Gallery for documentation storage and potential mapping to
feed credit card transactions.

* Electronic Expense Report
— New expense reports can be created electronically for transactions pending reconciliation.
— Expense Report should be submitted weekly.
e Allocations
— All valid FOP combinations from Banner will be available for use in Chrome River
— Multiple FOP combinations can be applied to a single transaction.

— Compliance rules have been created for restricted fund source to ensure the FOP is
allowed to be utilized for the allowable expense.

* Electronic Approval Routing
— PCardholders and delegates can be easily track routing for all expense report submissions.
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Approvals Needed
1 Expense Reports 3 Pre-Approvals

1 TEXAS TECH UNIVERSITY
Submited HEALTH SCIENCES CENTER.
Last 90 Days EL PASO

PRE-APPROVAL

As part of the university's efforts to o green, we are very excited to introduce the new Texas Tech University Health Sciences Canter EI Paso reconciliation
system, Chrome River!

Chrome River benefits include:

Electronic submittal of PCard expense reports
Receipts may be scanned to the tool or a picture uploaded from your mobile device (submitted and approved electronically)
Secure online paperless environment

Approved expense reports from anywhere using your laptop, tablet, or mobile device

Monitor the status of the reimbursement process from your computer

For PCard expense management and processing assistance, please contact

Pcard Teresa Ruiz-Hurtado 915-215-4948  PeardELP@ttuhsc edu
Pcard Adriana Vasquez 915-215-4591 PcardELP@ttuhsc edu
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Welcome Page

T
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As part of the university's efforts to go green, we are very excited to introduce the new Texas Tech University Health Sciences
Center El Paso reconciliation system, Chrome River!

Chrome River benefits include:

+ Electronic submittal of PCard expense reports

* Receipts may be scanned 1o the tool or a picture uploaded from your mobile device (submitted and approved electroni-
cally)

» Secure online paperless environment

* Approved expense reports from anywhere using your laptop, tablet, or mobile device

* Monitor the status of the reimbursement pracess from your computer

1+ New Annette Aguilar Hinojos \

User icon provides access to
other authorized accounts,
Settings, and Help

Contact Information
Deadlines

Upcoming Training

Special Announcements
Links to Policies and Forms
Links to Training Videos
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Dashboard
Snapshot of Recent Activity
—  Approval Bar — Will appear if
o s user has items pending
approval

* Expense Report Bar — Drafts,
Returned, Submitted last 90
days

EXPENSES
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Navigating through Chrome River

Menu Button Chrome River Icon will take you to the home page

|

Dashboard

e eWallet — you will find all your credit card
transactions directly feeding from
Citibank.

eWallet ®

eReceipts ®

* eReceipts — receipts you have saved or
downloaded into your profile.
* Save using dollar amount and vendor,
REhTE e.g. 250.00Amazon

Recently Submitted
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Delegate Types

Delegate (Reconciler):

Create PCardholder’s expense reports (need access to the profile) on behalf of the
PCardholder and access his/her settings menu, home screen and inquiry reports.

Receive e-mails regarding rejection/adjustment to reports created for the
PCardholder.

Cannot approve expense reports on behalf of the PCardholder.

Approval Delegate:

As a supervisor/approver you can temporarily grant another user to approve on
your behalf.

- Gives temporary approval rights during a specified period of time (system will
require a “Start” and “End” date

- Only approve via email
- No access to account or approval bar
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Delegate (Reconciler)

2. Guadalupe Alvarg

Guadalupe Alvara

*  Pcardholders grant access to Delegate

* Is able to create and submit an expense
report on their behalf.

*  The PCardholder still retains full
responsibility of ensuring that expenses are
completed in a timely and accurate manner.

*  Expense reports will route to the
PCardholder after the delegate submits the
report. Fooeut

+ ToAssigna Delegate gmmeis s

—  Click on your name (top right corner)

Last login:
11/19/2020 at 11:51 AM

Select Another User

Settings

Swystem Administration

Help

£ = \ PV A

Launch Walkthrough

. Guadalupe Alvara My Delegates
— Select Settings Uit Asociate Diector/ 11424118/
- SeleCt Delegate Settings A "Delegate” is someone who has full access to your account.
— Click Add New Delegate :
— Type in the name of the person you’d like to o % Adriana Vasquez

act on your behalf Chief Analyst / R11432057 / adriana.vasquez@ttuhsc.edu

— Delegate Settings

X Teresa Ruiz Hurtado
Lead Analyst / R11508461 / teresa.ruiz-hurtado@ttuhsc.edu

A—
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Create a New Expense Report

+ New 3f Annette Aguilar Hinojos
+ New ﬁ

— New Expense Report Cance
Report Name
— Last Name, First Initial, C\icle M/ont/h a)ndf Expenses For Annette Aguilar Hinojos
Year, Start and End Dates (MM/DD/YY) o
Transactions Report Name Hinojos, A, Feb 2021, 01/04121 - 0110121
Report Type
— Procurement Card Report Type Procurement Card v
Start Date/End Date
. . . . Star Date |
— Time period for submission, should submit
weekly and reflect the transaction posting e —
dates (use Monday — Sunday dates)
Approver ha i .
— PCardholder Supervisor or department
Fund Manager Approver R10468133 / Fisher, Jessica / Executive Director / £
Cycle Month and Fiscal Year
S ave Cycle Month Feb v

— Topright hand corner _
Fiscal Year FY21 v
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Adding an Expense

Expenses For Add
<_ Annette Aguilar Hingjos = @ Expenses

Hinojos, A, Sept., 09/04/20-09/11/20

e Select the + Button to add a new expense

e Click on Credit Card

* Select the credit card transaction you want to add
to your report

* Select the Expense Tile
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Adding an Expense

After locating the appropriate expense tile, enter the

information required.

* Form information requirements can vary by
expense type, but all forms will require the
following:

1. Date & Spent—verified by the fed transaction

W Other Fees 2. Description—provide detailed description of

transaction and justification/benefit to

Dde T institution

3. Allocation—all valid FOP combinations are
available for application to the expense;

e multiple allocations can be added to a

single expense by clicking the Add
allocation button.

4. Receipt—can be uploaded directly from your
computer to the line item or the Receipt
Gallery can be utilized.

*  When the requirements have been fulfilled, click
Save and the credit card transaction will be added
as a line item to the expense report

Spent 000 | UsD

Allocation
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Adding an Expense

* Continue adding transactions to the expense report that fall within
time period chosen on the header level.

 When ready to submit the expense report, click the Submit button
on the bottom of the report.

* Message below will appear. Disregard the Pre-Approval button
(travel related).

Submit Confirmation

| hereby certify that all expenses listed here are true and correct to the best of my knowledge and are for legitimate business purposes

Once submitted, the report will route for approvals. It can be
located in the Cardholder’s dashboard for tracking purposes.
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Expense Tiles

* Selecting your category is important.
— The category determines the account code.

— Each category contains unique fields and
requires specific backup documentation.

— Compliance rules have been created based on
expense type, amount, funding, etc.

* Example: No food and entertainment on state funds.
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Expense Tiles

 Food & Entertainment  Dues/Fees Dues

5 v
n L+
| &

L 4%
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Expense Tiles

* Professional Development * Operating Expenses

' o ié i

ST
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Expense Tile - Operating Expenses

* Most categories under
T Operating Expenses
require a deviation prior
to purchase.

* Approved deviation
form should be
attached.
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Expense Tiles

e Miscellaneous * [temization

v 'S
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ltemization

* If the credit card
transaction requires

allocation to multiple

account codes, use the
ltemization tile.
— Membership/Registration
— Amazon, Walmart, etc.
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Compliance Rules

Compliance Rules were created to help
remind Pcardholders and Approvers Of Provide rea: sonable justification for n ot purchasing C oca-Cola pi roducts or confi m that the appropriate product brand v will be purchased in the futu re.
Operating Policies. Depending on thefields
selected, a compliance rule may trigger
upon submitting your report.

276E-Ext Guest Not Present  Confirm Pre-Approval Form is Attached 22762
Exa m p I es of Co m p I i a n Ce R u | es : A Pre-Approval Form for Official Functions, Business Meetings, and Entertainment is required. Type "Confirm” to indicate that this ferm is attached
= Coca-Cola products not used
= No outside guest on events
= Prohibited expense

28BEf-Prohibited Expense Type - Copies / Printing e

Copies/Printing are a prohibited PCard expense. Approval from Purchasing is required. Type "Deviation” to indicate the Request for PCard Deviation form is attached.
cted vendors a d ined.

The rule will require you to submit a 15 L L0 o 1 S Tt 8 3050 51 2o
justification or additional documentation. restonse

Follow the instructions per the warning

given.
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Membership Forms

* Description-be specific

* Approved Professional
Society list is available in
Chrome River

—Print screen is no longer
required to be attached.

e Select the employee(s)
* Add receipt and backup
documentation

0 annette 5 oin equ ° S ave

‘9_‘ Membership Dues
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Professional Development
Continuing Education

:2  Continuing Education

eeeeeeeeeeeeeeeee

Description

Travel Pre-Approval ID
— Optional

Select the employee(s)
Enter allocation (FOP)

Add receipt and backup
documentation

Save
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Food & Entertainment

* Description
484 Business Mesting * Event date/location
s 8 e Alcohol purchased
et — Section to attach approval letter
Desris e e e f e cen an s e o TTUHSCE? e External guest attended

Descri DUOH Paymem Service meetmg with Chrome River Represematlve - Rebecca Johnson . S p O u Se/p a rt n e r/fa m i Iy/ot h e r
attended

vent Date / Location 12/06/2019-Business Affairs 130 Val Verde ° N u m b e r Of atte n d e es
- — Select internal guests

— Upload sign-in sheet of attendees
Saggereeramwoner [ vo - e Add receipt and documentation

Number of Attendees 6

Add up to 10 Intemal/External Attendees to the guest picker below. Full attendees list must be uploaded

— F&E form is no longer required as all the
— ~questions are now being asked on this
form
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How to Edit Your Report

tg Draft Expense Reporis = O m
test peard split 01/29/2020 150.00 —
st e & Hinojos, A, Sept., 09/04/20-09/11/20
test meals 0211172020 0.00 v Annette Aguilar Hinojos
010020348052 Report Owner -

Managing Director / R11341220 / anneite_a hinojos@ituhsc.edu

Test 03/03/2020 0.00 7

002047060 Expense Report ID 010021614402
Test 123 05/27/2020 132475 A

ngch?rdchanEOG182020 06/18/2020 47799 A ¢ SeIeCt the report from either your
o - Drafts or Returned items

. e Highlight the Expense report
L * Select Open

« Make necessary changes

* SAVE

Test 070820 07/08/2020 0.00 7
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e Submit your PCard expense report.

* If submitted by delegate, Cardholder
approval is required

* Route to Supervisor selected for
approval

* Budget check is done. If line
has insufficient funds, report
will be returned to owner’s
dashboard

* Route to Pcard Office/Approver
* Once approved, exports to Banner

 Fund Manager will be notified via
email of the expense once expense

report is approved
000 0

cgg
@ @ &
RS
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Tracking your Expense Report

7 1

Draft Submitted
Last 90 Days

“
To view the status of a submitted
expense report: R e
e Goto the Cardholder’s dashboard st Dot/ ROORIE0 @
and click on the Submitted option
on the EXPENSES bar. S—
* Select the Expense Report you are
tracking

* Click the Tracking button to view
status
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Tracking your Expense Report

=+, Freight / Postage

— 8 1 s —— | 5
e Status — Provides the step in the
process in which the report is *» O—O0—O0—0© >
currently on.
* e.i. Pending Approval — - m—
* Currently Assigned — Supervisor/

PCard Coordinator
* Routing Steps — indicates the steps
pending
* Clicking on the number will show
additional detail.
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t- Returned Expense Reports = :f’_ | PDF ~ |
m—>  Hincjos, A, Sept., 09/04/20-09/11/20

Hinojos, A, Sept., 09/04/20-09/11/20

Annette Aguilar Hinojos
Managing Director / R11341220 / annette.a hinojos@ttuhsc. edu

» Select the Returned Expense Report
from EXPENSES bar e =0
* Click - Open
* Review Comments section for
explanation as to why the expense T |
re p o) rt was ret urne d Eiu égjjsiugigldfzﬁgggagonf 332.'063 .éjgfﬂ.ﬁf.;gingﬁz?.zi) ﬁzfgjéf?ﬂf?iﬁ :jjgl?a” e
* Make any necessary changes

e Submit

Report Owner
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e
Approvals Needed
2 Expense Reports 3 Pre-Approvals

Huffman, B, September 20, 08/23-08/29

CASCADE User Conference - 2019 - CR R 4624 A Brianna Abby Huffman
Report Owner H
Associate Director / RO0663294 / brianna. huffman@ttuhsc.edu
r
Huffman, B, September 20, 08/23-08/29 iHAE AT = A 11/16/2020
Submit Date
Expense Report ID 010021672836
Business Purpose Procurement Card Report

* Only Approvers will see

APPROVALS on their Dashboard
« Select the Expense Report SR
* Open, PDF, Track, Return, or Approve

Adriana Vasquez 11/16/2020

Auto Bot (Budget Checker) 11/16/2020
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Approval - Dashboard

Huffman, B, September 20, 08/23-08/29

290E-Gifts / Awards / Prizes #2008
0
i L o @ A v
5 ¢ v
—  Wed | Freight / Postage 2045 2045
oa282020 B Usps PO 4s28630003 Lz uso & % Date 08/17/2020 —
. I Spent 100.00 USD _
Select Expense
Approved 100.00 USD
* E Cat
xpense Category
> Description Donor gifts: 1)Richard Aguilar birthday, 2) Frank Aguillo, congratulations, 3) Doriss Gurss, birthday: Brianna Hu

* Transaction Date
* Dollar Amount
* Description Cuests (3) S
* Guest/Employees SU———e
e Allocation-FOP
« Reference-Documentation to be included and ~ ~eer =
uploaded Fue ores o oevnn SRt
« Comments —
* Attachments-receipt and backup Commerts 0
documentation
* Select Next Expense

33.33

Attachments (5) Si— =]
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Approving by Email

* Cardholders and Approvers in workflow

ACTIONREQUIRED SHIOMmS RIVer will receive an Email from: Expense-

noreply@chromefile.com when an
— expense report has been assigned for

their approval .

e et or e e Aoate Director /| R Number *  Verify expense report information such as

Created By Adriana Vasquez st Reconciler expenses, allocation, receipts and

Report Name Huffman, B, September 20, 08/23-08/29 .

Submit Date 11/16/2020 documentation

ol Expances Tngousp el «  Alink to view uploaded

Prior Approvers e oot o 20 1T receipts/documentation is provided in the

Start Date 08/23/2020 e ma | | .

End Date 08/29/2020

APPROVER finojes, Annette Aguilar | Manaoing irector | Payment *  Afterreviewing, the Approver can select

Business upose Procurement Card Report “ACCEPT” or “RETURN” to provide an

Ethos Invoice N action via email.

Expense Owner RO0663294

Fiscal Year FY21


mailto:noreply@chromefile.com
mailto:Employee-email@ttuhsc.edu
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Approving by Email

= d = Chrome River Expense Approval [Erianna Abby Huffman] - Message (HTML)
FILE MESSAGE INSERT OPTIONS FORMAT TEX REVIEW ACROBAT Em ployee Name
s Cut

S el x i o |E 8| O B ) M P * An additional email will

Paste

C ! High Importance
- X B I U | 3. A-lE==es= Address Check | Attach Attach Signature = Attach File Assign
- Format Painter Book Mames | File Item~= - vialink | Policy~ ¥ LowImportance e n e rate O n Ce a rove r
Clipboard ] Basic Text 7] Mames Include Adobe Acrobat Tags 7]

Ta.. approve @expense. cal.chromeriver. com

_ has accepted or
returned the report

1. Please VERIFY [from] e-mail address. Please use e-mail address associated to your Chrome River account.
2. Enter any optional NOTES in the space above this line to have them added to this expense report. ®

_ _ _ _ Comment is not

3. SEND this message to the Chrome River automated processing system for your action to be completed.

Report ID: 0100-2167-2836 Email UID: 1213ABA5-5979-28A5-742F-7F92ABF89099 re q u I re d I n t h e e m a I I .
Simply select Send.

evpense-noreplvEehmomefile.com

Chrome River Pre-Apgroval Request Appraved
. Ik, s

— A final notification email is sent to the

The tollowing Pre-Aperova Request has bers appeovnd

PCardholder, Delegate/Reconciler and Fund
Manager when all approvals are complete.
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Upload Receipts from Desktop

Sort -
Trips

Offline
o Credit Card
Travel Advances

Recycle Bin

Receipt Gallery

Select the Main Menu button — eWallet — Receipt Gallery
Select Upload
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Upload Receipts from Desktop

@ Open >
< v A » ThisPC » Documents » TB Attachments > Reciepts w 0 Search Reciepts 2
Organize » New folder == M @
& Creative Cloud Fil " Name - Date modified Type Size
& OneDrive 42,12 Walmart.pdf 11/5/2020 2:25 PM Adobe Acrobat D... 12 KB
44,99 Expressions.pdf 11/5/2020 2:24 PM Adobe Acrobat D... 22 KB
3 ThisPC 43 cours.pdf 11/5/2020 2:27 PM Adobe Acrobat D... 10 KB
- 3D Objects 83.61 Walmart.pdf 11/5/2020 2:25 PM Adobe Acrobat D... 13 KB
I Desktop 87.05 Chickfila.pdf 11/5/2020 2:26 PM Adobe Acrobat D... 13 KB
= Documents 915 Texas Medical pdf 11/5/2020 2:26 PM Adobe Acrobat D... 12 KB
‘y Downloads
J) Music
=/ Pictures
m Videos
22 Local Disk ()
== annhinoj$ (\\elp
== FinanceS (\\elpd
= Netwnrk

Select the Receipts to upoad— more than one receipt can be

File name: | "915 Texas Medical.pdf" "42.12 Walmart.pdf" "44.99 Expressions.pdf’ "49 cours.pdf” "83.61 Walma ~

selected.
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Upload Receipts by Email

e Cardholder can upload receipts by email
From = | lupealvara@ttuhsc.edu

= * Images or PDFs can be emailed to
" To., recept @ca L chromeriver.com receipt@cal.chromeriver.com
- * Document will upload to the Gallery of
the sender
bt {1250aimar « Email should contain:
Altathed | (A Receipt pdf (27 K8 From: email associated with
user’s CR account

Chrome River Walmart Receipt 12.50Walmart To: receipt@cal.chromeriver.com

Subject: xx.xxVendor
Body: Purpose of expense (optional)


mailto:receipt@ca1.chromeriver.com
mailto:receipt@ca1.chromeriver.com
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Receipt Gallery

All
Sort -

Trips

@ Offline
@ Credit Card
Travel Advances

Recycle Bin

® Receipt Gallery

111052020 11/05/2020 11052020 111052020 117052020

11/05/2020

* Receipts will appear in your Receipt Gallery. Save by vendor and amount
or amount and vendor, ie. 12.95Walmart or Walmart12.95.
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Help Tools - Training Videos
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Mobile Device access

Chrome River is a web application which means there is no need to download an app from the app store to your smart phone or tablet. Simply use your mobile
browser to lag in to app.ca1 chromeriver.com as you do on your desktop. Use the "Add to Home Screen” option to add Chrome River icon to your mobile device
for easy access

Emailing Receipts to Your Account

Use the "Snap and Send' feature to quickly load receipt images to your account. Simply take a photo of one or more receipts and email them

to receipt@cal.chromeriver.com. The receipts will then be available within your Receipt Gallery. Be sure to send the email from an email account that is
registered with Chrome River. Your company email address is already registered and you can easily add other addresses via the Preferences menu

Full HELP is available throughout the application in the Chrome River Help Center.

Getting Started Creating a New Expense Report Add Receipt Images Approve Expenses

Create a Home Screen Shortcut
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Chrome River Help Center

et Ageiart o Welcome to the Chrome River Help Center

VIEW PROFILE

Information, Tutorials, FAQs and More
Last login:
12/03/2020 at 10:24 AM

Delegate|

Select Another User

Settings

S}rﬁtem J‘E'ld m I n ISt FEIT.I on Getting Started Create A Report Email Receipts

_ Your search for "Delegate' returned 30 result(s).
Delegates

Chrome River offers three types of delegation to allow users with appropriate permissions to create and
Launch Walkthrough You will.

A Getting_Started Delegates htm

Delegates Feed Refresh

L{:Ig out How to Refresh Delegates Feed Data in QA To update your Delegates records, simply load a data file i
data is intended ..
G_AdminManage QA/Delegates Refresh htm
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WebRaider — HSC Finance El Paso

* Link available in Payment * Additional tools available in
Services section Reference Material section

Payment Services Home

Contacts Purchasing Card

ot Links Citibank Billing Cycle Dates 2021
Purchasing Card System User Guide
Purchasing Card Policy Training [
Chrome River Training
Chrome River-Adding a Delegate
Chrome River-Naming Your Report
Chrome River-Account Gode Reference Sheet

» Citi Website - PCard

+ Professional Societies List

+ Swift Prepaid

+ TechBuy System - DirectPay

+ Travel System

+ Vendor Payments

+ Chrome River Expense Management

Application
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Transition from GCMS to Chrome River

* The cycle ending on January 3, 2021 will be the final Citibank
statement reconciled in Global Card Management System.

— Deadlines will be sent out and the last paper documentation will be
sent to Payment Services.

* Beginning January 4t, all PCard transactions started feeding into the
PCardholders’ profile in Chrome River.

* Youcan begin to allocate your expenses as they are posted to your
profile.
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February 2021 Cycle Expense Reports

This month's expense reports should have the following start and end dates.
01/04/21-01/10/21 = Week 1
01/11/21-01/17/21 = Week 2
01/18/21-01/24/21 = Week 3
01/25/21-01/31/21 = Week 4
02/01/21-02/03/21 = Week 5

e Submit weekly reports. If you had no expenses posted to your account during
a specific week, no expense report is required for that week.

* Transactions for the week will be fully available in Chrome River by the
following Monday.

* A calendar for the remaining of the fiscal year will be posted in the Payment
Services website.

* Noreporting or a delay in reporting will result in suspension of the PCard
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Questions?
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