CHROME RIVER QUICK GUIDE — CREATING AN EXPENSE REPORT — NON-UR EMPLOYEE

Note: Only UR employees have accounts in Chrome
River. Accordingly, a faculty or staff member will need to
complete the expense report on behalf of the individual.

1. Click the + New button on the Navigation Bar and
select New Expense Report from the dropdown menu.
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2. Complete the expense report header with the
following:

e Report Name - Provide a descriptive, unique
report name

e Report Type — Select Travel Reimbursement
(not to a student) or Non-Travel
Reimbursement or Refund (not to a student)

e Business Purpose — Enter a clear, detailed
business purpose for the report describing why
the expenses are reasonable, necessary, and
appropriate

e Payee Type — Select Non UR Employee (on
non-travel only)

e Payee ID - Begin typing the payee’s URID and
select the appropriate payee from the picklist
(If you do not find the party you are looking for, they
are either not set up as a vendor or are inactive. For
new vendors, complete the University New Vendor
Request in BannerWeb. If you have a URID number,
contact Accounts Payable to ask for the vendor to be
reactivated.)

e Address Confirmation — Review the address
listed for the payee in the Payee ID field, and
confirm its accuracy. If it is not, you will be
asked to enter the correct address (Any vendors
with [DD] listed before their address are set up for
direct deposit and will not receive a mailed check, so
you can simply select Yes.)

If you select Travel Reimbursement for the Report
Type, you will also be asked to enter the following:
e Trip Type — Select the appropriate trip type.
This selection will be used to populate the
account code for the report’s expenses.
Generally, non-employee reimbursements will
use Non-Employee Travel

e Traveler Type — This should default in as Non
UR Employee

e Start Date - Click the calendar icon to select
the date of departure

e End Date - Click the calendar icon to select the
date of return

e Travel Type — Select Domestic or International

e Trip Destination — Begin typing to select the
City/State (Domestic) or Country (International)
to which the individual traveled

After the report header has been fully completed, click
Save in the upper right corner to continue.
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Report Name Meals reimbursement - Mascot visitor

For Expense Reports, please use a report name that is descriptive and unigue. Examples: "NACUBO 2019 Annual
Meeting”, “Job Candidate Dinner — Asst Prof of Math”, “Reimbursements — Aug 2019". For PCard reporis, please
include the card name and an indication of the date range in your report name. Examples: “Jane Doe’s PCard Report
—July 2019 or “Student Involvement 3 — 6/25/19 — 7/24/19".

Report Type Non-Travel Reimbursement or .- v

Business Purpose Reimbursing visiting mascot for meals

Payee Type Non UR Employee v

Select the party to be reimbursed from the picklist below. If you do not find the party you are looking for, they are
either not set up as a vendor in Banner or they are inaclive. For new vendors, please go to BannerWWeb > University
New Vendor Request to complete the New Vendor Request form. If you already have a UR ID number for the vendor,
then they are likely inactive. Please contact the Accounts Payable Office (acctpay@richmond.edu) and let them know
the ID number and name of the vendor to be re-activated. Once AP has set up or re-activated the vendor in Banner,
you will be able to select them from this list.

Payee ID 012345678 / Sample Payee - 123

Is the address shown above Yes v
the correct address to use for

this payment?

3. Selecting Create New in the Add Expenses window
will display an expense tile mosaic to the right. Select an
expense to add to the expense report from the mosaic.
Tiles with a downward facing arrow at the bottom are
“parent” tiles that have additional expense tiles
organized under them.
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4. Complete the expense tile form, including adding a
receipt (where applicable) and selecting the Index(s)
where the expense should be charged. Click Save in the
upper right corner to continue.
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Business Purpose Visiting mascot purchased lunch in between events, so we are reimbursing for this

expense
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If restaurant name is not on receipt, please enter it in the Merchant field. If the expense amount includes purchases for
anyone besides you, please add them in the guests section below. If this was a group meal for more than 10 people and
they can not be easily identified, please check the box below to indicate this, and then enter a description for the group
and number in attendance in the description box (e.g., Controller's Office Staff; 25 people)

Check this box to indicate O
this meal was for a group

of >10 people (enter

Description below).
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5. The expense will be added to your expense report
and will be visible on the report summary to the left.
The Add Expense page will appear again on the right
side of the screen.

Add

€ WebstUR Spider

Expenses
Teals reimbursement - Mascot visitor B Creste New i i =
spean wue § B A
\ % Olonsiios ung o~ f = o =
» PCar
« omne
Cash Advance
Recycle Bin ~ a g
Receipi Gallery
fias] 4 A

6. Continue adding expenses to your report by selecting
the appropriate expense tile, completing the expense
tile form, and clicking Save at the top right.

7. Once you have finished adding all expenses to your
expense report, click the green Submit button at the
bottom of the report summary.
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8. A submit confirmation will appear at the top right of
the screen. Click Cancel to return to the report and
make any changes. Click Pre-Approval to attach a
previously submitted pre-approval report to your
expense report for informational purposes. Click Submit
to submit the expense report to the approval workflow.

I affirm that this report is complete and accurate, and that all expenses being paid or reimbursed by the University are
valid and comply with University policy. | affirm that any expenses claimed for reimbursement were paid with personal
funds and have not been previously reimbursed through a submitted expense report or by an outside agency or third
party. | affirm that no alcohol purchases being paid or reimbursed have been charged io a federal grant, and that any
airfare payments or reimbursements charged to a federal grant comply with the Fly America Act or, when applicable, the

Open Skies Agreement.

Page |2




