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BGSU uses Chrome River software for university employee expense reports for both 

pcard reconciliation and reimbursement requests. This system aims to make the 

process for reconciling financial transactions efficient and user friendly with 

electronic receipt options, exchange rates, expense mapping, electronic approvals, 

and quick reimbursements.   
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Introduction 

This manual is specific to Chrome River and serves as guidance from a systems perspective.  Information and 
policies regarding travel and reimbursements can be located on the Controller’s Office website. The Pcard 
Manual can be located on the Purchasing website.   

Reports created in Chrome River are electronically routed to the appropriate approvers by email based on the 
budget used on the report.  The system contains policy direction that includes violation warnings. Should any 
of these warnings be identified, it will open a text box requiring additional information pertaining to the 
potential violation.  Additional approvals are required via the electronic workflow for certain Pcard 
transactions or reimbursable expenses.  Approvers will also be alerted that a report has a potential policy 
violation.   

Expenses entered in Chrome River will not post to the budget until all necessary approvers have approved the report. 
Requests for reimbursements cannot be processed on the same report with Pcard transactions. 

Logging in to Chrome River 

To access Chrome River, visit https://my.bgsu.edu. Use your University username and password to log in.  If 
you have difficulty accessing the site, email tbachma@bgsu.edu for assistance. 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.bgsu.edu/finance-and-administration/controller/policies-and-forms.html
https://www.bgsu.edu/purchasing.html
https://my.bgsu.edu/
mailto:tbachma@bgsu.edu
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Credit Card (Pcard) Transactions 

The E-Wallet on the Chrome River dashboard contains all the credit card transactions that have been 
automatically imported into Chrome River from Bank of America. Note that it may take up to three business 
days for transactions to appear in Chrome River. 

Access the E-Wallet from the dashboard by clicking on the Chrome River logo or by creating a new expense 
report. Click the Credit Card Items from the eWallet and then click Credit Card to see ONLY Pcard transactions. 

  

 

Add Transactions to Report 

Select one transaction or multiple transaction by clicking in the check box to the right of the transaction(s).  
Then, click Add to Report. 

A green dot next to an expense 
category indicates that there 
are unused transactions 
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Click on Create a New Expense Report 

 

Create Report Header 

Add a Report Name.  Click Save. 

  

Select Valid Expense Type 
 



Chrome River PCard Manual 

  

BGSU Chrome River User Manual                                                                                                                 Page 6 
 

Select an expense type.  Expense types with drop down arrows have additional subcategories of expense 
types.  Select the expense type that most closely matches the expense. 

 

In some instances, Chrome River may use the MCC Code of the vendor to automatically populate the expense 
type. Please review any of these instances to confirm they are accurate. If they need to be changed, click the 
tile, and pick a different expense tile from the mosaic.   

 

A new expense-entry window will open for each transaction, with the date and amount. The description 
should be the business purpose of the expense. 

  

Additional details will be required depending upon the expense type chosen such as the example below.   
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Check the receipt attached box to confirm that a receipt will be attached.  All transactions are required to 
have a receipt.  This box serves as a reminder. 

 

Under the Allocation section, begin typing the SpeedChart description or number and select the appropriate 
SpeedChart from the search results.  Recently used codes will be listed at the top.  If a Program Code is 
needed, search and select it.  If no Program Code is needed, select None.   

 

If a transaction needs to split between multiple accounts, click the +Add Allocation link and repeat the steps 
above.   By default, the expense will evenly split between the selected accounts.  The allocated amounts can 
be manually changed by adjusting the percentage or dollar amount next to each funding line. Confirm the 
adjusted totals add up to 100%.  Click Split Equally to distribute the expense equally among all accounting 
lines.  Click Clear Splits to zero out all but the first accounting line.  Click the X to the left to remove an 
allocation line. Click the arrow to the right of the amounts to add descriptions per account. 

 

Any budgets regularly used, can be saved by clicking on create Preset. Name the Preset, then add the Preset 
whenever needed to split as defined in the Preset. 

*Note that the system will not 
allow a user to add expenses for 
foundation funds and university 
funds to the same expense report. 
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Note: Always verify the type of expense.  It will say this is a Pcard Expense to clearly identify that it is not a 
reimbursement (out of pocket) request. 

 

Special Expense Types 

Hotel Expenses 

Hotel bills frequently include charges for items such as parking.  Itemization is not required, but it is an option. 
To make the process of reporting these quick and simple, the Hotel expense tile has the functionality to 
itemize the charges on the bill.  After completing the Hotel expense tile header, click the Itemize button in the 
top right corner.  

Select Itemize. 

 

Select a Hotel subcategory expense type tile. 
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Enter the first itemized amount. 

 

The expense report now includes a drop-down arrow that includes itemizations. 

 

Select Itemize again to complete the itemization.  

  

Complete the itemization by entering the remaining balance as the room charge. 

 

Receipts for hotel 
expenses must 
contain the agenda 
or event 
information 
reflecting business 
travel dates. 
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Expenses with Guests 

Certain expenses, such as Student Group Meals will require a list or description of the guests in attendance. 
Remember to include a detailed agenda or event information with dates & times for all meals in the 
description or as an attachment. 

 

For most meals, first decide if it is a student group meal or a business meal (Entertainment).  See the Pcard 
Manual for additional guidance regarding meals that would be classified as business meals. 

Approved business meals require calculation of reasonable expenses using the Allowable Food Total wizard.  
Select Calculate to open the wizard. 
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Business meals will require adding the list of guests using the Guest Widget. The Guest Widget allows both 
internal guests as well as external guests.  To add internal guests (default), begin typing a name. A list of 
possible guests will appear.  Click the desired name to add it. 

Search and select the 
city, state or county. 

Enter the receipt total.  

Select a meal type and 
enter the number of 

attendees. 

The over or under 
amount will be 

calculated.  

Click SAVE.  
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To add external guests, change the selection box next to the Add Guests field to External. If the external guest 
has previously been entered in the system, search and select the name to add it. Otherwise, click the +Add 
New External Guests link. 

 

It will ask for the First Name, Last Name, Title and Company Name. Once all fields have been populated, click 
Add. Note that the system will automatically split the total cost of the bill evenly between the number of 
guests added.  

For group meals with more than 25 people that cannot be easily identified, or an event open to the public, it is 
not necessary to use the Guest Widget. Instead, Add New External Guests, but add the name of the event or 
group instead of an individual for the first name and last name. Enter a description of the group for the title 
and the approximate number in attendance (e.g., Alumni event; 50 people). Enter BGSUXXX for the Company 
Name. 
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Delete Transactions 

Deleting a Pcard transaction from a draft expense report will return the transaction to the E-Wallet. Select the 
transaction to return to the eWallet and click Delete. 

  

The Recycle Bin contains receipts that have been deleted from expense reports. It does not contain images 
that were uploaded directly to the Receipt Gallery and then deleted from the Receipt Gallery. From the 
Recycle Bin choose to either delete items permanently or restore them to the Receipts Gallery. If no Pcard 
transaction was associated with the receipt, the transaction will be in Offline/Credit Card until it is matched to 
a Pcard transaction. 

Adding Receipts  

Add receipt(s) to each transaction.  Click Add Attachments and Click Upload Attachments to select a PDF 
document saved on the computer.  To attach using the Receipts Gallery, proceed to that section of this 
document for instructions. 

 

To upload the receipt, either drag the receipt directly from the desktop to this section or click the Add 
Attachments button and select Upload Attachments.  

 
Navigate to the file on the computer and click Open. The receipt is now attached to the transaction.  

 

https://help.chromeriver.com/en/Content/EXPENSE/Credit_Card_Items.htm
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Click Save. 

  

If a triangle appears next to an expense transaction, it must be addressed with a comment.  Click Edit, Add a 
detailed reason for the exception. Click Post. Click Save again. 

 

Submit the Report  

Verify the Pay Me Amount is 0.00.  Then, click Submit. 

  

Submit Confirmation. 
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Receipts Gallery 

To add a receipt from the Receipt Gallery to a report, click the checkbox for that receipt and click Add to 
Report.  

   
Thumbnail images of each receipt attached will appear in the window, and the total number of receipts 
attached will be shown in parentheses. 

If a scanned or digital receipt is saved to the computer, upload these receipts to the Receipt Gallery or 
directly to the expense line. To upload to the Receipt Gallery, select the Receipt Gallery and click the Upload 
button in the top right corner. 

 



Chrome River PCard Manual 

  

BGSU Chrome River User Manual                                                                                                                 Page 16 
 

Navigate to the file on the computer and click Open. The receipt will now appear in the Receipt Gallery with 
the upload date. 

 

Receipts should be uploaded directly to specific transactions on the expense report. However, images that 
have been submitted by Receipt Transactions or Via Scanning or Faxing will be attached to the header of the 
report. Remember to move them to specific line transactions. 

Line transactions that have images attached display a paper clip. 

 

On wide-screen devices, one may drag images from the header to a specific line transaction on the report. 

https://help.chromeriver.com/en/Content/EXPENSE/Receipts.htm
https://help.chromeriver.com/en/Content/EXPENSE/Add_Images.htm#Via
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A blue paper clip on the image thumbnail indicates when an image in the header pane has been attached to a 
line transaction. 

 

eWallet Additional Receipts 

In the eWallet, users will find expenses submitted in multiple ways.  E-receipts populate from travel (Trips), 
pcard expenses (Credit Card), receipts submitted via email or the SnapApp (Offline), pcard OCR recognition 
from receipts (Travel Data), and previously deleted receipts (Recycle Bin).  Always click on the All section to 
display all items housed in the eWallet. See the Chrome River Receipt Management guide for more 
information. 
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Linking Attachments to Expense Report Header 

To add an attachment to the header of the report such as an itinerary, select the report name. Then Drag the 
image, Add Attachment to browse for images on the device, or upload from the Receipt Gallery. 

 

Uploading Receipt Images After Creating Report 

Open a draft report and scroll down to the Attachments section. Either drag and drop images, 
click ADD ATTACHMENTS to browse for images on the device, or upload one from the Receipt Gallery. 

 

 

Report Name 

https://help.chromeriver.com/en/Content/EXPENSE/Receipt_Gallery.htm
https://help.chromeriver.com/en/Content/EXPENSE/Receipt_Gallery.htm
https://help.chromeriver.com/en/Content/Resources/Images/AI%20-%20Drag.png
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Scan to an Expense Report 

Receipts or a batch of receipts may be scanned directly to a specific expense report. To do so, click the PDF 
button in the preview of the expense report to attach images and select Cover Page. 

 

A new window containing the cover page will open. Print the cover page, and then scan the cover page with 
the images to attach to expense@chromefile.com. The unique barcode on the Cover Page will attach the 
receipts to the correct report. (Note: Attach the receipts to the appropriate expense transactions within the 
report.) 

Send the stacked cover page and receipt(s) to Chrome River by fax or by scanning and emailing them. The fax 
number and email address are both found on the cover page. 

 

 

Emailing Receipts to an Existing Report 

To email a receipt to a draft report, simply attach the images to an email message, and enter the Report ID 
(including dashes) into the subject line of an email.  Remove everything from the body of the email, including 
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any email signatures.  Send the email to receipt@chromefile.com.  The total combined size of all images may 
not exceed 100 MB. Note: Any images already attached to the report will be overwritten by the images 
submitted. 

Drag Transactions to an Existing Report 

Users may submit this report with a single transaction or may drag E-Wallet credit card items onto a report to 
add additional Pcard transactions. Click on the + to add transactions.  

Select the transaction to add and drag it to the "Create New Line Transaction" drop zone that appears over the 
report header area. If the transaction is dragged anywhere else, it will not attach to the report.  

 

Recall  

The Reports can be Recalled at any time Prior to Final Approval. Only recall a report when there is a need to 
add a transaction to the original report. A recall will reset the report submit date and will reset the approval 
process. Additional documentation can be added to a submitted report without recalling it.  If a report 
contains multiple transactions and only one needs to be returned, a specific line of the report will be returned 
to the pcard holder for additional information/documentation.   

Navigate to Submitted Expenses. 

 

Locate the report, select the report, and then click Recall. 

mailto:receipt@chromefile.com
https://help.chromeriver.com/en/Content/EXPENSE/Credit_Card_Items.htm
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Returned 

Reports may be returned by the approver or by Purchasing for requested changes or additional information.  
The system will send notification via email that a report has been returned along with a comment of why.   To 
access the returned report or transaction, select returned under the Expenses dashboard.   Proceed to make 
the requested changes, add comments, or add attachments.   

 

Then, submit the report.  Click both Submit and Submit Confirmation to send the report for approvals. 
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Reconciling Credit (Refunds) Transactions 

Expense reports cannot be submitted with a negative balance, so charges (debits) need to be added to the 
expense report to offset the credit 

Definitions 
Credit: a transaction that occurs when a merchant gives a refund (-100.00) 

Debit: a transaction that is a charge, occurs when we are paying a merchant (100.00) 

Example 

For the credit below, add a debit that is greater than or equal to -14.02. 

 

 

FAQ 

What do I put for a description? 
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Clearly define the Business Purpose of the expense, such as a specific class, event, or trip. The business 
purpose should clearly explain WHY the travel or purchase was necessary. 

What receipts are acceptable? 

Itemized receipts must be provided for all purchases that detail what was purchased, when it was purchased, 
and what payment method was used. Travel confirmations and quotes can only be used as receipts if they 
clearly show the details and final cost. 

What additional documentation is necessary? 

All expenses must have documentation of the event. This can be an event flyer, agenda, email, etc. If no 
documentation is available, a detailed explanation of the travel (who, what, when, where) and a business 
purpose (why) must be included in the comments or description.  The explanation must also include why 
documentation is not available. If additional people are involved, their names and relationship to the 
university must be included in the report. 

If there is no delete button how do I delete an expense line? 

If you do not see a delete button after clicking on the expense line, simply click on the 3-dot menu on the far 
right of the screen. 

 

Why do I not see buttons that I see in the manual? 

If for some reason you do not see a button on your screen, check you display setting on your computer and 
make sure they are set at the recommended settings. 

 

What are the dates under the receipt images? 
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If the system recognizes the date on the receipt, it will put that date under the image.  If the date is not there 
or illegible then it defaults the date to the current date. 

 

Can I delete a range of attachments? 

Currently, if you have multiple attachments on your report, you will need to delete each individually or delete 
the line or entire report and start over. 

 

Will the approvers be notified when I recall a report? 

The system will not notify the approver after it has gone through part of the approval process.  The submitter 
may want to inform the approver that the report was recalled. 

 

What should I do if I cannot reconcile a transaction within the timeframe? 

If the department is unable to reconcile a transaction, add the transaction to a draft report with detailed 
comments on the draft report as to the reason why there is a delay. For example, document information and 
the dates/times a vendor has been contacted for an invoice.  Any information to justify that there have been 
steps taken to try to reconcile a transaction that may be outside of your control. 
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