The Office of Procurement Services ‘

Reconciling Prepaid Travel Expenses

Air and hotel reservations booked via a designated travel agency (DTA) like Egencia are paid with an IU credit card,
known as a Ghost Card, tied to IU’s clearing account. Once the purchase clears IU’s clearing account, a record of this
purchase appears in the traveler’s Chrome River eWallet. The cost of the expense must be allocated to an IU
departmental account by a process called reconciliation in Chrome River.

Reconciliation is a process by which IU travelers or their arrangers document and substantiate the actual expenses
incurred on IU accounts after booking. If travel was requested on a Trip Authorization (TA), there may be discrepancies
between the requested travel and the booked travel. Reconciling these expenses allows the report creator to
substantiate these differences for approval.

Prepaid expenses should be reconciled as soon as they are available in the eWallet. This can occur before the trip occurs.
Reconciliation must be completed within 120 days of the purchase date to avoid tax implications to the traveler.
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Import a Trip Authorization (TA) Report to an Expense Report

If a Trip Authorization (TA) is required for your trip, and prepaid travel expenses are available in your eWallet, import the
approved Trip Authorization report details to an expense report. This auto-populates many of the required fields on the
expense report, including the specific expenses estimated on the TA. If TA is not required, skip this section.

First, initiate a new expense report. Click + Create on the Expenses ribbon.
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Hello Juliet
Welcome to Chrome River!

Approvals Needed

16 Expense Reports 27 Trip Authorization
& Expenses Create
New Duplicate TA Feature: The Trip Authorization now contains a Duplicate TA button that allows you to dupli-
cate a submitted TA that can be assigned to other users! If you are a Delegate/Super Delegate with travelers
48 3 going to the same event/location or someone who travels to the same location frequently, this new feature will
be a time saver for you! You'll find the Duplicate TA button in the top right-hand side of a submitted or approved
Draft Submitted TA. Written documentation for this new feature can be found here, and you can view a video walkthrough here.

Last 90 Days

Travel Expense Report Quickstart Video: If you're a Chrome River beginner or need a refresher, be sure to
check out this new, interactive video on initiating and submitting an expense report.

Click Import Trip Authorization.

Indiana University
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Expenses For Juliet Roberts

-‘:”‘1‘3?:“ from Trip Authorization I [ MPORT TRIP AUTHORIZATION | I
Report Name

Pay Me In USD - US Dollars

Report Type - Select - A d

On the next screen, click the drop-down menu titled Select a Trip Authorization report. A list containing your approved
Tas opens. Click on the Trip Authorization report you wish to import to your expense report. Details from the TA report
will populate in the right-hand window. Click Import.
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— emburse . @ g et Roberts
= chromeriver lciana University
Import Trip Authorization X
JULCROBE Tampa 11/7-11/11 A
JULCROBE Tampa 11/7-11/11 1,594.50usD 330.10uUSD
From Date 11/07/2022
To Date 11/11/2022
Business Purpose
Expense Summary
Airfare 0.00 0.00
Conference Registration 300.00 0.00
Hotel 460.00 0.00
Mileage 59.00 0.00

Chrome River requires two additional fields to be completed. Scroll down and answer the COVID-19 Related Cost
question.

A COVID-19 Related Cost is any expense made necessary by the pandemic and which would not have occurred
otherwise. For travel, these are primarily canceled trip costs and medical/humanitarian missions, COVID-
preparedness/inspections, educators training schools on eLearning, etc. Marking Yes for the COVID-19 related cost
question opens a Description field. In the Description field, explain the COVID-19 related cost.

In the Business Purpose field, explain how the trip serves IU’s mission. Do not use acronyms in this field. Examples of
Business Purposes:

e “Representing IU at National Association of Education Procurement (NAEP) annual conference,”
e “Attending Talent Development training conference”

When finished, click Save in the upper right corner.

Indiana University

canee! m

— emburse 3 Lt Robert
= chromeriver P g et Roverts v

Report Type ‘ Employee Travel ‘

COVID-19 related cost ‘ No - ‘
included?

Does this report contain costs and/or credits, such as transportation or accommodations and/or supplies and
services associated with COVID-19 preparedness?

Travel Type ‘ Domestic ‘
Trip Start Date 1/07/2022 (o]
Trip End Date 11/11/2022 m
—
Business Purpose ‘ Association forf Talent Development (ATD) training conference

Enter trip destination

City / State / Zip ‘ Tampa, FL - 33602

Does trip include personal \:\
time?

Trip Authorization Report Applied
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All trip information from the TA report imports onto the new expense report automatically. Imported expense lines can
be edited or deleted after they appear on the expense report.

Reconciliation and reimbursement are two separate processes. Best practice is to reconcile and reimburse on separate
expense reports. This allows for more streamlined review and approval.

Delete any expense lines that you are not presently reconciling, for instance, any expenses you’ll be reimbursing after
the trip. Deleted expense lines will remain on the TA report for future use, and the TA can be imported as many times as
needed until all available TA funds are used up.

Click on any expense line(s) and click Delete in the upper right corner until only IU prepaid expenses remain. In this
example, we’re deleting a taxi expense and per diem expenses that will be reimbursed later.
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Indiana University

@ Images D ses

2 Taxi/ Shuttle

e Expenses For
Juliet Roberts

JULCROBE Tampa 11/7-11/11

LI
A Data entry validation. #PX01
Mon Y 51.75
10712022 e leals - Per Diem UsD 5175 A
This line item could not be processed automatically. Please review the expense and complete the data entry.
Tue ips =2 Meals - Per Diem 80,90 69.00 A
Wed ’ 69.00
109 =¥ Meals - Per Diem 69.00 A
11/09/2022 usD Date 1111/2022
T ees (%2 Meals - Per Diem 8900 69.00 A
Spent 125.00 USD
oo B Taxi/Shutle B 125.00 A I
Description estimate for Ubers/Lyfts to/from conference hotel
L . Ngals - Peg Die S 5175

When the reimbursable expenses are removed, your report might only have a few expense lines on it. This is normal.

— emburse . @ i§3 Juliet Roberts ~
= chromeriver Indana Uniersity
Expenses For —_— Images 020
é Juliet Roberts = @
JULCROBE Tampa 11/7-11/11 .
Lodging Room Rate Plus Taxes/Fees
A Data entry validation. #PX01
a1 Lodging Room Rate Plus Taxe go0an 460,00 A
This line item could not be processed automatically. Please review the expense and complete the data entry.
oz T4 Afare 0y 300.00 A
Date 11/11/2022
Spent 460.00 USD
Check In Date
Check Out Date
Nights [}
Hotel -- Select -
Expense Report Total Pay Me Amount
QA0059287842 760.00 usp 10f2 Next >

Jump to the Reconcile Prepaid Travel Expenses section for next steps.
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Create an Expense Report with no TA

If trip authorization is not required for your trip, create a new expense report. Click + Create on the Expenses ribbon on
your Chrome River dashboard.
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Hello Juliet

Welcome to Chrome River!

Approvals Needed

16 Expense Reports 27 Trip Authorization
BB Expenses Create

New Duplicate TA Feature: The Trip Authorization now contains a Duplicate TA button that allows you to dupli-
cate a submitted TA that can be assigned to other users! If you are a Delegate/Super Delegate with travelers

48 3 going to the same event/location or someone who travels to the same location frequently, this new feature will
be a time saver for you! You'll find the Duplicate TA button in the top right-hand side of a submitted or approved

Draft Submitted TA. Written documentation for this new feature can be found here, and you can view a video walkthrough here.

Last 90 Days
Travel Expense Report Quickstart Video: If you're a Chrome River beginner or need a refresher, be sure to
) _*_ o check out this new, interactive video on initiating and submitting an expense report.
WG GE L or000000000 000000 0000000000008 008

Next, you'll be prompted to fill out the header level information of the report. This is information that applies to the
entire trip. Give your report a Report Name that explains your trip at a glance. Best practice is to include the traveler’s
name or username, dates, and location of trip. In this example, we’ve entered Juliet Roberts South Bend May 1-3.

— emburse . @ €§3 Juliet Roberts
= chromeriver Inciana Universiy
Cancel m

Expenses For Juliet Roberts

Import from Trip Authorization ‘ IMPORT TRIP AUTHORIZATION |
Optional

Report Name Juliet Roberts South Bend May 1-3
Pay Me In USD - US Dollars

Report Name should include traveler name, destination and Trip dates
BN LLLLL s

In the Report Type dropdown, indicate what type of traveler the report is for: Employee, Nonemployee/Nonstudent,
Student, Student Group, or Recruiting Travel. Answer the COVID-19 related cost question with a yes or a no.

A COVID-19 Related Cost is any expense made necessary by the pandemic and which would not have occurred
otherwise. For travel, these are primarily canceled trip costs and medical/humanitarian missions, COVID-
preparedness/inspections, educators training schools on eLearning, etc. Marking Yes for the COVID-19 related cost
question opens a Description field. In the Description field, explain the COVID-19 related cost.

Under the Travel Type dropdown, indicate whether the destination of the trip was In State, Domestic, or International.

In the Business Purpose field, explain how the trip serves IU’s mission. Do not use acronyms in this field. Examples of
Business Purposes:

o “Representing IU at National Association of Education Procurement (NAEP) annual conference”
e “Attending Talent Development training conference”
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When all required fields are filled, click Save in the upper right corner.

emburse
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Reconcile Prepaid Travel Expenses

On the next screen, if the “Add Expenses” menu is not already open, click the encircled white plus sign button. Click
Credit Card to locate the prepaid expenses in your eWallet. A list of your IU prepaid credit card items appears on the

Juliet Roberts +
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Report Type Employee Travel -
COVID-19 related cost No -
included?

Does this report contain costs and/or credits, such as transportation or accommodations and/or supplies and
services associated with COVID-19 preparedness?

Travel Type In State v

Trip Start Date 05/01/2023 o}

Trip End Date 05/03/2023 (o]

Business Purpose Attending Association for Talent Development (ATD) training conference

Enter trip destination

City / State / Zip South Bend, IN - 46680
Does trip include personal O
time?

right.
_— emburse . (ﬁ @ Juliet Roberts ~
= chromeriver Indiana Universty
PR— Add
Juliet Roberts Expenses
sort - D
Juliet Roberts South Bend May 1-3 B Create New
" US Bank Prepaid Travel O
% Lodging Room Rate Plus Taxes/Fees 610.29
DATE EXPENSE SPENT PAYME & B A 3 om0z “Uso
> + EGENCIA~28356141514
i Al
Trips US Bank Prepaid Travel D
Car Rental
Statements ﬂ 09/23/2021 " 6'3'5%
- » ENTERPRISE RENT-A-CAR
I @ Credit Card
US Bank Prepaid Travel D
You have not added any expenses. [ yE—— 9 Research Supplies - Object Code 4838 208.31
09/2312021 krts
5 - » ENTERPRISE RENT-A-CAR
Add Expense @ Offline
Recycle Bin US Bank Prepaid Travel O
. Airfare
D B '361'JEE
- » DELTAAIR
® Receipt Gallel
5 2 US Bank Prepaid Travel O
M Taxil Shuttle
V7 10012021 144'393
- - » CARTE BLANCHE LIMOUSINES
Expense Report Total Pay Me Amount “
QA0059287909 0.00 usp = US Bank Prepaid Travel |
Taxi/ Shuttle
) 144 90

Lodging

In this example, we’ll reconcile a lodging expense that was purchased in Egencia.

Locate the expense to reconcile in the Credit Card section of your eWallet. If you are reconciling an expense with an
imported expense from a Trip Authorization, click and drag the expense from the right window to hover over the
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matching imported expense line in the left window until the line turns blue and Attach to Line Item appears. Release
the mouse to drop the expense on this line.
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Juliet Roberts = Expenses
Sot  ~ O
Create New Line ltem i B Create New }
| US Bank Prepaid Travel [’
| Lodging Room Rate Plus Taxes/Fees
DATE EXPENSE SPENT PAYME ¢ B A 01/07/2020 557'U550D
- ~ EGENCIA"28362567234
@ ‘ Al Statement Date: 01/10/2020
3 et L LI IS
3 18 Bank Brepaililiaiagp - -— 4e§rs Merchant: EGENGIA*28362567234 Locat -397-2677, WA
Fri - A 30000 oo A L L 1 98004 last 4 CC: 0820
wnez v Alrare usD it
ST US Bank Prepaid Travel [’
Lodging Room Rate Plus Taxes/Fees.
® Credit Card 01/07/2020 610.359D
» EGENCIA28356141514
Personal Account
o Offiine US Bank Prepaid Travel O
Q Car Rental 116.79
09/23/2021 “len

Recycle Bin » ENTERPRISE RENT-A-CAR
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If there is no TA report, click and drag the expense from the right window to the header of the report in the left window
until the Create New Line Item appears in blue. Release the expense over this header.
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A data entry validation warning appears at the top of the next page. To clear this, answer the required fields. Click 'Save'
in the upper right corner to highlight required fields in red. These fields must be manually filled with information.

Enter the check-in and check-out dates of your stay. Select the hotel name from the Hotel dropdown list and enter the
city and state of the lodging.

Allocation: in this field, enter your department’s 7 digit account number, and sub-account, if using. You can add multiple
accounts by clicking Add Allocation. Amounts can be split by dollar amount or by percentage. If you're unsure what
account to use, ask your Fiscal Officer or business office.

Optional attachments and reference details that your department may require can be added at the bottom. Click Save in
the upper right corner when finished adding details.
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emburse "
= @ dromeriver (ﬁ g et Roberts

Indiana University

Cancel

VE Lodging Room Rate Plus Taxes/Fees

Date 05/01/2023 =

Spent 610.29

Check In Date

Click 'Save’ in the upper right
corner to highlight required fields Check o Date
in red. These fields must be
manually filled with information. wignts

i

Hotel

City / State

Fanelis requiras

el A Sl ol il N B ot o B BB S PSSP

Allocation - Select department account

select an allocation.

dd Allocation Sy Presels
E‘:{ucjﬂe:tcode ‘
- Organization Reference Id ‘ ‘
Optional attachments
and details can be Downloaded Details
added at the bottom P N
Attachments (0) =0

Drag image here to upload  [JIEENSIINIIg

After clicking Save, you should see a green checkmark next to the expense in the left-hand window. Because the
expense was prepaid by IU and not paid by the traveler, the Pay Me Amount for this expense should total $0.00 (zero
dollars). When reconciling prepaid expenses, the total should always be $0.00. This indicates the expense was entered
correctly.
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Indiana University
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Juliet Roberts South Bend May 1-3 ;
et Hoberts Soufh Bend ay VE Lodging Room Rate Plus Taxes/Fees

C}
DATE EXPENSE SPENT
Mon s %= Lodging Room Ratle Plus TaxesiFees gle=9 pate oaibrz0zs
Spent 610.29 USD
Check In Date 05/01/2023
ST AT Al aF o S W S S S S S S SN
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Allocation - Select department account

19T UA-
& = SRR DEPARTMENT

Expense Report Total Pay Me Amount “
QAD059287909 0.00 uso 1of1

If finished adding expenses, click Submit to submit your report.
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In this example, we will reconcile an airfare reservation purchased in Egencia, but this process also applies to airfare
purchased with a Designated Travel Agency.

If you are reconciling an imported airfare expense from a Trip Authorization, click and drag the expense from the Credit
Card section of your eWallet in the right window to the matching imported expense line in the left window until the line
turns blue and Attach to Line Item appears. Release the mouse to drop the expense on this line.
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Juliet Roberts Expenses
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Create New Line Item B Create Ne US Bank Prepaid Iravel U -
£\ Taxil Shuttle 144.90
VY 0012021 i
DATE EXPENSE SPENT PAYME ¢ B A » CARTE BLANCHE LIMOUSINES
Tue 12322 - All
v
e a0 “im Lodging Room Rate Plus Taxes/Fees e 0.00 US Bank Prepaid Travel 0
Trips £\ Taxil Shuttle 144.90
VY o120zt e
» CARTE BLANCHE LIMOUSINES
H US Bank P T Statements
. I ® Credit Card US Bank Prepaid Travel O
~ Taxi | Shuttle 144.90
\ Personal Account S 100112021 “Usp
» CARTE BLANCHE LIMOUSINES
‘ ® Offline
\ US Bank Prepaid Travel O
Recycle Bin Lodging Room Rate Plus Taxes/Fees 133.00
\ 10104/2021 e
\ » EGENCIA™29221102013
\ O ReEEHEEY US Bank Prepaid Travel O
Lodging Room Rate Plus Taxes/Fees 151.91
\ 10042021 oo
\ » EGENCIA™29190195113
~ -~ US Bank Prepaid Travel O
- . '  Airfare 228.48
-_— e - ¢ qonen en
e -
- US Bank Prepaid Travel O
Expense Report Total Pay Me Amournt :;j;g';g;mm Rate Plus Taxes/Fees 236.48
QA0059288050 300.00 uso » EGENCIA®29177483564 usb

If there is no TA report, click and drag the expense from the right window to the header of the report in the left window
until the Create New Line Item appears in blue. Release the expense over this header.
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A data entry validation warning appears at the top of the next page. To clear this, answer the required fields. Click 'Save'
in the upper right corner to highlight required fields in red. These fields must be manually filled with information.
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Fill out additional details about the flight reservation, including the trip dates, airline, class of fare, travel agency and
departure airport. Airports are listed in alphabetical order of the airport code. The airport code for Indianapolis
International Airport is IND.

To find reservation details, contact the travel agency used to book the flight, or log into Egencia and click Trips at the top
of the page. All the necessary information is on the receipt.

Allocation: in this field, enter your department’s 7 digit account number, and sub-account, if using. You can add multiple
accounts by clicking Add Allocation. Amounts can be split by dollar amount or by percentage. If you’re unsure what
account to use, ask your Fiscal Officer or business office.

Optional attachments and reference details that your department may require can be added at the bottom. Click Save in
the upper right corner when finished adding details.

embur: @ g et Roberts
I

= e "
= [ chromeriver
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Ti  Airfare
A Data entry validation, 0
‘This line item could not be processed automatically Please review the expense and complete the data entry
Enter the transaction date
Date 10/04/2021 o] i
Click 'Save' in the upper right Spen ] s | uso |
corner to highlight required fields S
in red. These fields must be
manually filled with information.

Depart Date
Return Date i)

Pizass update ihe taghiighted ilems

Airline ‘ - Select - b ‘

Please update the taghiichied iterns

Class of Fare — Select - - |

Agency ~ Select - - |

Departure Airport Washington DC - National (DCA) -

Optional attachments
and details can be
added at the bottom |

Allocation - Select department account

© s =
Project Gode
Organization Reference id
Downloaded Details

US Bank Prepaid Travel >
Comments (0)

After clicking Save, you should see a green checkmark next to the expense in the left-hand window. Because the
expense was prepaid by IU and not paid by the traveler, the Pay Me Amount for this expense should total $0.00 (zero
dollars). When reconciling prepaid expenses, the total should always be $0.00. This indicates the expense was entered

correctly.
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DATE
Tue
01/0772020

Mon
101042021

Expense Report
QA0059288050
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= chromeriver

Expenses For

Juliet Roberts

JULCROBE Tampa 11/7-11/11

EXPENSE

= Lodging Room Rate Plus Taxes/Fees

TL Aifare

Total Pay Me Amount

0.00 usp

SPENT
42322
usD

226.48
UsD
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@ & Juliet Roberts
Indiana University

e ﬂ o

AY ME a
* Date 10/04/2021
0.00
0.00 v Spent 228.48 USD
Description Prebooked in Egencia
Depart Date 11/07/2022

- Allocation - Select department account

Proceed to the next section to reconcile the service fees associated with booking airfare via a DTA like Egencia.

Reconciling a Booking/Agent Service Fee

DTAs charge a variable service fee which may $30+ depending on the services used and the complexity of the trip. All
Egencia air reservations come with a $6 booking fee. These agent fees appear in the expense owner’s eWallet and must
be reconciled.

In this example, we’ll reconcile a $6 Egencia air booking fee, although the screenshot displays a S5 fee. This reflects an

outdated price.

In the Credit Card section of the eWallet, locate the agent fee.Egencia air fees appear in the eWallet incorrectly as a
lodging expense. Change the expense type by clicking the small lodging expense icon on the $6 expense in your eWallet.
An expense drawer containing expense tiles appears. Select the Air Travel expense. An expense drawer opens to show
air travel related expenses. Select the Other - Air Travel expense tile showing a yellow square, red triangle, and blue

circle.

CHROME

e Expenses For
Juliet Roberts

=]

DATE EXPENSE

Mon i i
oiezoz0 P2 Lodging

Taxi / Shuttle

Fri
09/18/2020

Fri Y
ognarzoze < Airfare

Expense Report

Reconciling Prepaid Travel Expenses

Juliet Roberts Fort Worth TX 1/5/20-1/8/20

30196
usD

50.00
usD

29500
usD

Total Pay Me Amount
QADD42796966 345.00 usp

SPENT

+  New A Juliet Roberts

Add
Expenses

sort  ~ O
B Create New US Bank Prepaid Travel O’
S Lodging
F= 01/06/2020 5'9300
» EGENFEE*28340921050

0.00 All

Trips
50.00

S

Statements
29500

>

@ Credit Card

Personal
Account

Offline

Recycle Bin

OTHER - AIR TRAVEL|

Receipt
Gallery
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The expense icon changes to display a yellow square, red triangle, and blue circle. On the next screen, if you included the
feeina TA, drag and drop the expense to the corresponding TA expense on the left. If not, check the box in the upper
right corner of the $6 expense in your eWallet. Click Add in the upper right corner.

CHROME L Juliet Roberts

é Expenses For Add
Juliet Roberts Expenses
Sort ~ 1 (=]
Juliet Roberts Fort Worth TX 1/5/20-1/8/20 BC . - At .
. reate New Irfare @
8 : % buosnoo 455'&%
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M%'%_,mo E=s  Lodging 301Ugg 0.00 A All i EsdBfmk Prepaid Travel D
I.- odging
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i -~ X = -
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Felgozy T4 Arfare it 295.00 A ) US Bank Prepaid Travel
@ Credit Card A Other - Air Travel 5.00
@  o1062020 e
Personal Account - » EGENFEE"28349921059
GLlE US Bank Prepaid Travel D
. I:— Lodging
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Chrome River prompts you to complete two required fields. In the Business Purpose field, enter “$6 Egencia air booking
fee.” In the Allocation field, enter your department’s 7 digit account number, and sub-account, if using. If you’re unsure
what account to use, ask your Fiscal Officer or business office.

Click Save in the upper right corner.

+ MNew L Jubet Roberts

‘_'g Other - Air Travel

Dale owoezoz0 3
Spent 5.00 | usD
Business Purpose 56 Ezencia air booking fee

Allocation - Select department account

wl w all W& DEPARTMENT

The $6 expense will move from the eWallet into the expense report on the left. A green check mark will display next to it
and the “Pay Me Amount” should be $0.00.
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The Office of Procurement Services ‘
Resolving Discrepancies

If there is a discrepancy between a cost estimated on your TA and the actual expense in your eWallet, you can still drag
& drop from the eWallet and reconcile as normal. However, best practice is to log a comment explaining the
discrepancy.

In the example below, we estimated $50 for Taxi/Shuttle on the PA, but, the prepaid reservation ended up costing $98.

After reconciling the expense, document the discrepancy by scrolling to the bottom of the expense and logging a
Comment. The following are examples of discrepancy explanations:

e Flight price increased between TA submission and approval
e Double queen bed rooms not available at time of booking; booked king bed instead
e Forgot to include expense in original TA

In this example, we’ve entered “Discrepancy: Accidentally estimated one-way ($50) on TA. Forgot to include round trip.
Expense now reflects round trip cost ($98).” Attach any substantiation required by your department in the attachments
section. Click Post, then Save.

4+ New L Juliet Roberts

Comments (0)

Discrepancy: Accidentally estimated one-way
($50) on PA. Forgot to include round trip.
Expense now reflects round trip cost ($98).

Attachments (0) 2 [

Drag image here to upload Add Attachments «

The comment becomes part of the audit record for that expense. In the left-hand window, the Spent amount changes to
reflect the new amount. The green checkmark indicates the expense is reconciled.
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The Office of Procurement Services

CHROME +  New L Juliet Roberts

e Expenses For see
Juliet Roberts

Juliet Roberts Fort Worth TX 1/5/20 - 1/9/20

Comments (1)

Juliet Roberts

DATE EXPENSE
Discrepancy: Accidentally estimated one-way ($50) on PA. Forgot to include round

Sun -~ trip. Expense now reflects round trip cost ($98).
01/05/2020 i Taxi/ Shuttle

Mon - ;
gaizep0 P Lodging

M - .
uatf)zqazuzu T+ Airfare
Attachments (0) -
Expense Report Total Pay Me Amount Drag image here to upload v
QAD0042831774 45500 V. o -

The discrepancy is documented, and the expense is reconciled. To reconcile more expenses, click the white plus sign at
the top of the left-hand window.

Submitting the Expense Report

Repeat the Drag and Drop process until a green check mark appears next to all line items. The “Total Pay Me Amount”
should be $0.00 as shown below because all reconciled expenses were prepaid by IU.

If you imported expenses from a TA report, be sure you’ve deleted any expenses you’re not reconciling or reimbursing
on this report. Deleted expense lines will remain on the TA report for future use, and the TA can be imported as many
times as needed. Ensure all prepaid costs have been reconciled, and any out of pocket expenses are deleted until $0.00
displays in the “Total Pay Me Amount.” Out of pocket expenses are reimbursed in a separate expense report after the
trip.

When all items are reconciled, click Submit.
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The Office of Procurement Services

CHROME + New

L Juliet Roberts

6 Expens "
Juliet Roberts Expenses

Sort  ~ O
Juliet Roberts Fort Worth TX 1/5/20-1/8/20
R B Create New
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hd » CARTE BLANCHE LIMOUSINES
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® Credit Card
US Bank Prepaid Travel D
Sun ¢ 286.80 .
ouosizoze <& Airfare usD 0.00 v Personal Account g Lodging 5.00
01/06/2020 "
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Receipt Gallery
US Bank Prepaid Travel D

Lodging

.
—
Expense Report Total Pay Me Amount l—l 01/06/2020 20532
Submit usbD
QA0042451885 0.00 usp - » EGENCIA*28349936043

Chrome River prompts you to confirm that all expenses are correct to the best of your knowledge and for legitimate
business purposes. If this is true, click Submit again to submit the report.

CHROME +  New

L Juliet Roberts

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.

Pre-Approval Applied: Juliet Roberts Fort Worth TX 1/5/20-1/8/20 [Remove]
Available Balance: 652.00 USD

Juliet Roberts Fort Worth TX 1/5/20-1/8/20

Juliet Roberts

Report Owner Sr Train & Document Specialist -
0002465001
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