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In the last two months: 
UNM has Submitted in Chrome River: 

ÅOver 1,500 expense reimbursement reports 

ÅOver 2,800 PCard reconciliation reports 

ÅOver 3,000 documents have be approved 

HSC has submitted: 

ÅOver 650 of these expense reimbursement reports 

ÅOver 1,350 of these PCard reconciliation reports 

ÅAlmost 1,500 HSC Chrome River documents have been approved 



Cruising Down the River 
ÅChrome River has been live for two months at UNM 

ÅWe have learned a lot so far about the Chrome River 

ÅA few things stand out; we will cover those here 

ÅAfter this we want to get your observations; How is the water? 

 

Smooth Sailing? Or  some Rapids 
to navigate? 



Checking Approval Status 
ÅExpense reports must be approved by the person being reimbursed (expense owner) before 
routing for other approvals and payment 

 

ÅThe expense owner is emailed by Chrome River and can approve from within the email 

 

ÅThe email may go to a spam folder; follow up! 

 

 



Checking Approval Status 
 The email: 

  



Adding E-Mail addresses for Approval 
ÅEmails are recognized in Chrome River if they appear in the settings area 

 

ÅExpense Recipients are not limited to their @salud or @unm email addresses 

 

ÅExpense Recipients can add up to three additional emails for Chrome River 

 

ÅYou can add email addresses for others 



E-Mail addresses for Approval Use 
ÅChrome River has expanded email options for approval via alternate 
e-mail accounts. 

 

ÅNow, when a user approves by email, the email may come from any 
of the Chrome River recognized email address for that user and the 
approval will be accepted and processed 

 

ÅAlternate addresses can be  added via the settings menu accessed on 
the menu displayed when selecting user name 

 

ÅA rule needs to be created in Outlook to forward Chrome River 
notifications to alternate e-mail accounts 

 

  

 



Alternative Email Addresses 



Outlook - Forwarding Rule 
Å{ŜƭŜŎǘ άwǳƭŜǎέ ŦǊƻƳ ǘƘŜ ƳŜƴǳ Ǌƛōōƻƴ ƛƴ 
Outlook 

 

 

 

Å/ƭƛŎƪ ƻƴ ά/ǊŜŀǘŜ wǳƭŜέ 

 

 

Å{ŜƭŜŎǘ ά!ŘǾŀƴŎŜŘ hǇǘƛƻƴǎέ 



Outlook - Forwarding Rule 



Outlook - Forwarding Rule 



Outlook - Forwarding Rule 



Approval Status 
ÅExpense reports can be approved by the report owner in Chrome River 
ÅAll active employees have access 

 

ÅThey select the report from the yellow Approval Area on the Home Dashboard 

 

 

 

 

 

 

ÅWithin the report, they select the Approve button on the right to approve the report 



Approval Status 



Checking Approval Status 
 The approval status of reports can be checked by: 

ÅGo into the report as select another userΣ ǳǎƛƴƎ ǘƘŜ ǊŜǇƻǊǘ ƻǿƴŜǊΩǎ ƴŀƳŜ 

ÅSelect the report from the Submitted Expenses area 

ÅSelect Tracking 

George Smith 



Checking Approval Status 
ÅIf the currently Assigned Name is the Expense Owner, the report needs their initial approval 

George Smith 



Checking Approval Status 
ÅIf the status is exported, the report has completed the approval process and will be paid or 
posted to Banner. 



Who is in the Queue? 
 Find the next Routing Queue for a report in the  Chrome River tracking area by selecting 
  Tracking and a line Item on the report 



Who is in the Queue? 
ÅGo to the UNM Chrome River 
website(select Information instead 
of Login from the CR icon) 

 

ÅSelect Department Resources 

 

ÅSelect Approval Groups 



Who is in the Queue? 
  

  

  

  

 Select Approval Groups as of 1-18-17  



Who is in the Queue? 



Food Accounts 
ÅTo charge items to food accounts: 
ÅFor Employee Travel and Employee Other expense reports you must use the Meals icon, 

Business/Entertainment/Hospitality/Group Meals subicon 

 

4 



Food Accounts 
ÅThen select the appropriate Meal Type 

ÅYou account selection will then include the following accounts: 

31A0-Business Food - Local 

31B0-Food F&A Unallowable Gen 

31M0-Recruitment Expense Gen 

31M1-Staff Recruitment Exp Gen 

3860-Bus Meals and Hospitality Gen 

4080-Student Travel Gen 

40C0-Food Services Gen 

63B0-Rental Fees Gen 



Account Code Hints 
ÅIf you cannot find the account you need in the drop down list of accounts 
ÅYou have probably made a mistake in your selection path 
 

ÅTry another path (ie: a different icon or type) 
 

ÅSeek Help from your department Champion 
 

ÅIf you are sure an account code is missing, email your Financial 

   Services Division contact in either Contracts & Grants or Unrestricted 
  Accounting 



PCard Reconciliation Reports 
 Terminology can be confusing: 

ÅPCard wŜŎƻƴŎƛƭƛŀǘƛƻƴ wŜǇƻǊǘǎ ŀǊŜ ŀ ǘȅǇŜ ƻŦ ά9ȄǇŜƴǎŜέ ǊŜǇƻǊǘ ƛƴ 
Chrome River 

 

ÅYou must select the UNM PCard file button BEFORE you select any 
icons (including the OTHER PCARD PURCHASES Icon)  

 

ÅIt is possible to add PCard items to expense reimbursement reports 
ōȅ ƳƛǎǘŀƪŜΦ  5ƻƴΩǘ Řƻ ƛǘΗ  ±ƛǎǳŀƭƭȅ ǾŜǊƛŦȅ ǘƘŀǘ ŀƳƻǳƴǘ ǘƻ ōŜ 
reimbursed is $0 



PCard Reconciliation Reports 
 Things that can help avoid or catch errors: 

  

ÅPut PCard somewhere in the PCard Reconciliation Report Name 

 

ÅCheck the amount being reimbursed; it should be zero for PCard 
Reconciliation reports  

 

Å5ƻƴΩǘ ŀŘŘ t/ŀǊŘ ŎƘŀǊƎŜǎ ǘƻ 9ȄǇŜƴǎŜ wŜƛƳōǳǊǎŜƳŜƴǘ wŜǇƻǊǘǎ ΗΗΗ 

 



PCard Reconciliation Reports 
 Remember: 
 REPORT TYPES 

ÅPCard Travel = All travel related charges 

 

ÅPCard = All non-travel related charges 



PCard Reconciliation Reports ς Oops! 
ÅJanuary 5th Bank of America statements sent out 
ƛƴ ŜǊǊƻǊΦ  5ƻ ƴƻǘ ǊŜŎƻƴŎƛƭŜ ǘƘŜ άƻƭŘ ŦŀǎƘƛƻƴέ ǿŀȅΦ 

 

Å/ƘǊƻƳŜ wƛǾŜǊ ƛǎ ǳǎƛƴƎ άǘǊŀƴǎŀŎǘƛƻƴ ŘŀǘŜέ ƛƴǎǘŜŀŘ 
ƻŦ άǇƻǎǘ ŘŀǘŜέ ǘƻ ŎŀƭŎǳƭŀǘŜ мл Řŀȅ ǊǳƭŜΦ  LǎǎǳŜ 
should be resolved soon. 

 

ÅWinter break transactions were impacted 
because of this programming. 



Expense Reimbursement Reports 
 Do not forget to select the report owner before starting an expense reimbursement report 

ÅIf this is not done and the mistake is not noticed, the report originator is reimbursed instead of 
the report owner 

ÅThe originator must then pay back the reimbursement and submit the correct report 

 

 

More work for everyone 



Expense Reimbursement Reports 
Reference Travel related PCard charges; 
DO NOT add them as line item expense 
üUse the PCard document number of the 

charge (FGIBDST; Options/Transaction 
Detail) 

üFinding the Chrome River report number 
in Banner (FAIINVE; Query Document by 
Type) Payment ς Vendor Invoice Field 
Pcard ς Commodity Field 

üUse the PCard Chrome River 
Reconciliation report number or the 
Banner S document number 
 

üPut the information in a comment field on 
the report 

 



Expense Reimbursement Reports 

What policy do I follow for per diem? 
Å  Travel Occurred prior to December 1, 2016 

üUse previous UNM policy for departure and arrival time for meal/per diem payment         
(Tic Tac Toe) 

 
 

ÅTravel Occurred after December 1, 2016 

üUse current UNM policy (75% of travel days) for meal/per diem payments 



Missing People 
 LŦ ȅƻǳ Ŏŀƴƴƻǘ ŦƛƴŘ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ƴŀƳŜ ƛƴ ǘƘŜ {ŜƭŜŎǘ !ƴƻǘƘŜǊ 
User area, select Include Departed in search box 

  

  

  

  

  

  

 If an employee is truly missing, email FSM at fsm@unm.edu with 
the name/ID number 

  

  

  

mailto:fsm@unm.edu


Missing People 
ÅIf you cannot find a non 
ŜƳǇƭƻȅŜŜΩǎ ƴŀƳŜ ƛƴ ǘƘŜ  
Non-Employee Payee area, 
add them as vendors using 
the current Lobo Mart 
process 

 

ÅVA Faculty are being added 
as Non-Employee at this 
time 

 




