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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 expenses 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.

BGSUB Single Sign On

ACADEMICS ADMISSIONS ABOUT ATHLETICS ALUMNI LIBRARIES RESEARCH STUDENTS INTERNATIONAL GIVEdF MYBGSU EMAILEE

USERNAME PASSWORD

PCard & Expense Reimbursement

vaccination stefEeli=3 _

mit their proof of fu
request deadline v
ID-19 website Accenture Report

Chrome River

Falcon Outfitters
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Expenses

The E-Wallet on the Chrome River dashboard contains all the receipts that have been automatically imported
into Chrome River via email or various other sources.

m eWallel

Unuszed tems
2 Credit Card llems

1 Receipis
VIEW ALL 3 UNUSED ITEMS

Creating the Report

Select one +Create on the dashboard under the Expenses section

Create Report Header

Add a Report Name. Click Save.

Cancd Eh

Expenses For Melanie Kalb

Report Mame _

Pay Me In USD - US Dollars
Mon-Employee Expensze D
Report

Click on Create New Reimbursement.
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é Expenses For P‘dd
Melanie Kalb Expenses
All ltems n i
Reimbursements August 2021 Create Mey
= ] b Reimbursement of = Group by: Mone - O
DATE EXPE PFENT FAY ME = _ﬂ

#------ JFMargan BGSUN Visa + .. O

All i 9 i 12/15/2014 14.02
! i USD

b Merged Details

Trips
» Credit Card -----= JPMargan BGSUN Visa + ... D
| i 042472017
) i ! 162.03
s Dffling b b Merged Details U=
Travel Data
Receipt & D
Recycle Bin - o etiens 600.00
s b Agpic LD

®= Receipt Gallery

Select Valid Expense Type

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.

‘ @‘ Select Valid Expense Type

A new expense-entry window will open. Enter the date and amount spent. The description should be the
business purpose of the expense.
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2% Registration Fees

Date (1]
Spent 0.00 [ | usD
Description

If meals are provided by the Conference, please don't reimburse other meals.

Meals Included? — Select - -

Merchant

ATTENTION: This is being submitied az an out of pocket expense or single pay

Receipt Attached O

Allocation & Program Code

Additional details will be required depending upon the expense type chosen such as the example below.

If meals are provided by the Conference, please don't reimburse other meals.

Meals Included? - Selact - -

Merchant XFR BAL 1731394714

Check the receipt attached box to confirm that a receipt will be attached. Expense lines that have this box are
required to have a receipt. This box serves as a reminder.

Receipt Attached H|

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.
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Allocation & Program Code

JI10000PER Business Operations Business Ops-OPERM0000-BGSU - BG Campus/g000
*Note that the system will not
Hone allow you to add expenses for
foundation funds and university
© Add Aliocation =y Presets funds to the same expense report.

If an expense line 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.

Allocation & Program Code
¥ | 3010000PER Business Cperations Business Ops-OPERM0000-BGSU - BG Campus/G000 100.0 % 162.03 L
Mone

x 0.00 % 0.00 [

100 % 162.03

=} Presets

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

Create Preset X

Please provide a name for your preset.

Sciences Split

ﬂ Add Allocation = Presets

Note: Always verify the type of expense. It will say this is an Out of Pocket Expense which means a check will
be issued to the user name attached to the expense report.
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ATTENTION: This is being submitted as an out of pocket expense or single pay.

Receipt Attached ]

Special Expense Types

Hotel Expenses

Hotel bills frequently include charges for items such as parking or meals. 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 (Note: Any personal non-reimbursable charges on the hotel folio should
be deducted).

Select Itemize.

e E -

= Hotel

Select a Hotel subcategory expense type tile.

Add ltemization

= Hotel

- P i

D)
.)))

Enter the first itemized amount.
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Date

Spent

Description

Hotel - Parking

0472472017 =

2000 [ . UsD

TOTAL

162.03 162.03

AMOUNT REMAIMING

Parking onsite for rental car at conference.

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

DATE
han

" 24T

]
D245 7

EXPEN 3E

P Hote

B Hotsl - Farking

ZPENT

162.03
usD

20.00
UzD

Select Itemize again to complete the itemization.

TOTAL AMOUNT

REMAIMING

o -

162.03 142.03

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

E= Room Charge *
= Receipts for hotel
expenses must
Date 04242017 ) contain the agenda
i or event
Spent . .
pen 14203 fg | usp information
reflecting business
Description Room Charge For Conference -See Altached Agenda
travel dates.
DATE EXPEMSE SPENT
) q
v Uy B How e
Neneor (B Hotel-Parking S
Mon oy P=  Room Chamgs 14203

BGSU Chrome River User Manual
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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.

@ Select Valid Expense Type

For most meals, first decide if it is a student group meal or a business meal (Entertainment).

Business meals require calculation of reasonable expenses using the Allowable Food Total wizard. Select
Calculate to open the wizard.

Please =can an itemized receipt. Alcohol cannot be reimbursed.

Allowable Food Total 0.00 | USD | Calculate

Owerage Total 0.00 | UsSD
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Calculate Allowable Total

Search and select the
city, state or county.

Date 04242017 i)

Location Bemiss-Lowndes County, Georgia (GA), United States

Meal Type O Breakast Select a meal type and
(O Lunch enter the number of
) attendees.
@ Dinney,
Aftendees 4
Per Attendee 23.00 USD
Base Total 82.00 USD
Allowable Food Total 92.00 USD
Calculate Overages
SPENT AMOUNT Enter the receipt total.
Transaction Amount 162.03 UsD
Food 162.03 E
Remaining Tranzaction Amount 0.00 USD

Food

The over or under
amount will be

Spert 6203 LSD of 5200 LESD

Owver 70.03 USD = calculated.
Cancel E Click SAVE.
Allowable Food Total 9200 | USD | Calculate
Overage Total 70.03 | USD

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.
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Guests (2)

Internal -

Intermal

Internal % Melanie Kalb
Furchasing Systems Specialist
Bowling Green State University

50 % 81.02

Internal x Teresa Coss ,
Frocurement to Fay Managsr 50 % 81.01
Eowiling Green Stafe University

100 % 162.03

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.

Guests (2)

Extemnal -

Upload C5V <% Emily Kalb
Health Cfficer '.

Internal x  Meli
Eurt Hesalth Department

Bow

O Add Mew Extemnal Guesis?

Internal » Terg

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 BGSUXXXX for the Company
Name.

EXTERMAL
First Name Greek
Last Mame Alumni
Tifle Event - 50 Guesis
Company Name BGSU Alumni
Cancel m
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Delete Expense Lines

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.

Adding Receipts

Add receipt(s) to each expense line. 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.

Attachments (0) EJ

Drag image here to upload

& From Receipt Gallery

- & Upload Attachments

+  New A WebsIUR Spicer
€ = 4 1 > THsPC » Deskiop » Receipt o[ &) [ Seorch Receipt » |penses
"t O
Ma Orgmnize = Newfolder B~ O
i Desitop A MName B ~ paf O 0
® Box " Mariott Residence Inn Receiptpdf &)
o Creative Cloud I
& Onelrive:
iCard
 This PC
3D Objec m
w Desktop

ash Advance

4 Downlosds ecycle Bin

dence on Receiptpdt__~| A Faes () v chmuanry

S

g

Expanss Report Total Pay he Amount “
010019537965 0.00 uso

Click Save.
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@ @ Mielanie kKzlb

Bowling Gres=n State University

Cance

W

Submit the Report

Verify the Pay Me Amount has the total amount that will be paid to you.

Then, click Submit.

010049047037 15.45 u=o

Click Submit again to Submit the Confirmation.

Submit Confirmation

legitimate business purposes.

Reimbursements August 2021

Report Cwrner

Expensze Report 1D

Financial Summary

Total Expense Reporied

Amount Due Employes

| hereby cedify that all expenses listed here are true and correct to the best of my knowledge and are for

Melanie Kalb
Furchasing Systems Specialist

010045847037

15.45

15.45

Receipts Gallery

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

to Report.

BGSU Chrome River User Manual
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Soid -

Al
Trips 3
: B
e Credit Card
e Offline
Travel Data

Recycle Bim

Leraih feveed ozniEnaz

= Receipt Gallery

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 + HNew L WebstUR Spider
G - Add = =]
WebstUR Spider @ Expenses -
Sort - » O
National Mascot Convention 2019 B
a
a O
= A
All
PCard
00082019 W@age
= Offline
Cash Advance
Recycle Bin
. * ReceiptGallery
Expense Report Total Pay Me Amount “
010019537965 0.00 usp
=i

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

BGSU Chrome River User Manual Page 15



Chrome River Reimbursement Manual

ATTACHMENTS (2)

== 0

ADD ATTACHMENTS ~

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

Expense lines that have images attached display a paper clip.

For

Alan Ric

CFA Conference in Vancouver
=]

DAT

E

EXPE

NS

E

Tue

taioaz0z Py Hotel

Tue

oazazoz1  ~¢  Airfare

Expense Report
010047130757

764.32

usp

452.62

usp

Total Pay Me Amount

1,216.94 usp

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

BGSU Chrome River User Manual
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Expenses For eoe)
Accounts Payable n ﬂ

CFA Conference in Vancouver
=] Comments (1)

DATE — e -
N ¢ 8 A Accounts Payable

The dog ate my receipts!
4 :E‘-ga 2021 F= Hotel 754“‘25 78432 @ v ° ’ ?

T W Aiffare 45262 @ v

Attachments (4) |

Add Attachments v

Expense Report Total Pay Me Amount “
010047130757 1,232.70 usp

A blue paper clip on the image thumbnail indicates when an image in the header pane has been attached to
an expense line.

ATTACHMENTS (3) == )

ADD ATTACHMENTS ~

Attached fo the header Attached to a line item

eWallet Additional Receipts

In the eWallet, users will find expenses submitted in multiple ways. E-receipts populate from travel (Trips),
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.

o —

Trips
= Credit Card
= Offine
Travel Data

Recycle Bn

= Receipt Gallery

BGSU Chrome River User Manual Page 17
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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.

ADA Conference
=]

EXPENSE REPORT
010019762574

e EXPENSES FOR
Steve Vance

TOTAL PAY ME AMO
0.00 usp

mm -

EXPENSES FOR Steve Vance
REPORT NAME ADA Conference

PAY ME IN USD - US Dollars

START DATE

END DATE

REPORT TYPE

COMMENTS (0)

09/08/2017

11/08/2017

Travel

ATTACHMENTS (0) =]

[+

AL ADD ATTACHMENTS

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.

Acrmnts Papable

F iperi et
1 D0WT | JOTET

CEA Conference in Wanoauwar

Tetdl Pay Ws freaam

1,232, 70 50

Commernis [1)
= & Arranay PuyabE
Thes 233 sis rvy racwipinl
Attachments [4) m

BGSU Chrome River User Manual
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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.

==

Cover Page

Firm Retreat Full Report

Report Owner Full Report with Notes &

Receipts
Expense Report ID Full Report with Receipts
Business Purpose Firm retreat.
Financial Summary
Total Expense Reported 91473 0.00

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 expense lines 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.

Expense Report Report ID: 0100-4713-0757
Report Name CFA Conference in Vancouver

Expense Owner Accounts Payable

Expense oy Accouns I||| M mm'$‘ml| || |
Created By Accounts Payable

Date Oct 20, 2021 ! !

To Be Paid In usb i

Please place this cover sheet in front of hardcopy receipt pages and then scan or fax to:
Email: expense@: M umafie.com Fax: 04 %80 10

Financial Summary
Total Expenses Reported 1,232.70
Amount Due Expense Owner 1,232.70

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
any email signatures. Send the email to receipt@chromefile.com. The total combined size of all images may

BGSU Chrome River User Manual Page 19
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not exceed 100 MB. Note: Any images already attached to the report will be overwritten by the images
submitted.

Recall

The Reports can be Recalled at any time Prior to Final Approval. Only recall a report when there is a need to
add an expense line 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 expense lines 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.

Unused Items
0 Credit Card Iltems
32 Receipts

VIEW ALL 32 UNUSED ITEMS

. Expenses

13

Submitted
Last 90 Days

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

CJ—— P ]

pcard number 2 01/25/2019 471.80
QADD30602889 usD pCard number 2

Report O Darin Teepl
Pcard Example 01/25/2019 2,300.00 eport Lwner arin Teeple

QA0030802884 usp
L

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

BGSU Chrome River User Manual Page 20
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access the returned report or expense line, select returned under the Expenses dashboard. Proceed to make
the requested changes, add comments, or add attachments.

Unused Items
0 Credit Card Items
32 Receipts

VIEW ALL 22 UNUSED ITEMS

Expenses

3 13

Returned Submitted
Last 90 Days

Then, submit the report. Click both Submit and Submit Confirmation to send the report for approvals.
010042247037 15.45 uso

Submit Confirmation

| hereby cerify that all expenses listed here are true and comect to the best of my knowledge and are for
legitimate buziness purposes.

a | |

Reimbursements August 2021

Melanie Kalb
Report Ov
= e Furchasing Systems Specialist
Expense Report |D 010045847037

Financial Summary

Total Expenze Reporied 15.45 0.00

Amount Due Employee 15.45 0.00
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FAQ

What do | put for a description?

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?

Iltemized 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 | 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.

mages L

Lrare ULro LUy

Why do | not see buttons that | 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.
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Identify Detect Connectto a wireless display
Multiple displays
| Extend these displays v |
Resolution

8 G optons | 1440 x 900 (Recommendec) v |

@ DisplayPort Topology

= Ls

=1 Display settings

o Pers t} Apply Cancel

What are the dates under the receipt images?

If the system recognizes the date on the receipt, it will put that date under the image. If the date is not there
orillegible then it defaults the date to the current date.

0372272019 032272018 212018 par20/z018

[
[}
[=]

et s e i

03/15/2019 03/08/2018 03052018

Can | 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.
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