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In the last two months:

UNM has Submitted in Chrome River

/Over 1,500 expense reimbursement reports

/Over 2,800 PCard reconciliation reports

fOver 3,000 documents have be approved

HSC has submitted:

fOver 650 of these expense reimbursement reports
fOver 1,350 of these PCard reconciliation reports

AAlmost 1,500 HSC Chrome River documents have been approved



Cruising Down the River

/Chrome River has been live for two months at UNM

ANe have learned a lot so far about the Chrome River

JA few things stand out; we will cover those here

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

Or some Rapids
to navigate?




Checking Approval Status

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

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

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




Checking Approval Status

The email

Expense Report forCynthia Allison
Created Bylaura Putz

Report NamePCard - Week ending 12/16

Submit Date12/21/2016
Expense Dates12/07/2016 - 12/13/2016
Total Expenses249.01 USD

Report TypePCard
Personal Travelfalse
Included

Spedial Handlingfalse
Report BusinessWeekly Reconciliation

Purpose
Override Direct Deposit,false
Issue Check

Reason for Assignment
All Expense Reports must be approved by the Expense Owner.




Adding EMall addresses for Approval

/Emails are recognized in Chrome River if they appear in the settings area

JExpense Recipients are not limited to theisgudor @unm email addresses
/Expense Recipients can add up to three additional emails for Chrome River

AYou can add email addresses for others



E-Mall addresses for Approval Use

ﬁChro_me River has expanded email options for approval via alter
e-mail accounts.

SELECT USER

~" Laura Putz

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

Select another user

Settings

Platinum Interface

[Alternate addresses can be added via the settings menu acces:

the menu displayed when selecting user name .
elp

/A rule needs to be created in Outlook to forward Chrome River oot i

notifications to alternate amail accounts



Alternative Email Addresses
= CHROMEIVER

Laura Put= Account informaticon
Associate Confroller

Password Change Password
Fersonal Settings
Preferences Settings Email Addresses
Delegate Setlings
Frimary Email LPutz@salud. unm.edu
MMotification Settings
Adternative Email 1 >  chscpamom@yahoo.com

&P ~dd Alternative Emails




Outlook- Forwarding Rule

A St SOG awdz Sa¢ FNRY UKSEY%;/@ Nk O

': ﬂ_&eéyéh Pen;ﬁ w

E= Address Book
OUtIOOk Rules  Assign Unread/ Categorize Follow ) )
- PD“C}"' Read - Up.,. T Filter Email =
C Always Move Messages From: expense-noreply@chromefile.com

0y Create Rule..
]‘EI Manage Rules & Alerts...

- , A 7 oA ~ Create Rule o
A f 7\ Ocl. 2 y a / N'B I u S W de S 8 When | get e-mail with all of the selected conditions I

From expense-noreply@chromefile.com

|:| Subject contains |Chrome River Expense Approval [Laura Putz] |
[Jsentto |-|:n|i]l E"

Do the following
|:| Display in the New [tem Alert window

A é f S O l:l d ' R @ | y é é R h LJl:I A2 ) [JPiay a selected sound: | Windows Notify Em| [» | ||

Danetheitem to folder: |Select Folder | | Select Folder... |

oK | Cancel |I| Advanced Dptiuns...|| :
| |




Outlook- Forwarding Rule

TFETNE > 3

Rules Wizard

[] sent to Laura J Putz
[] with Chrome River Expense Approval [Laura Putz] in the subject or body

[] through the specified account

[] sent only to me

[] where my name is in the To box

[C] marked as importance

[] marked as sensitivity

[] flagged for action

[] where my name is in the Cc box

[] where my name is in the To or Cc box

[] where my name is not in the To bax

[] with specific waords in the body

[] with specific words in the message header
[] with specific words in the recipient’'s address
[] with specific words in the sender's address
[] assigned to category categary

>

Step 2: Edit the rule description [click an underlined value)

Apply this rule after the message arrives
fromiexpense-noreply@chromefile. com!

<= Back Mext = Finish

Cancel

Rules Wizard

Wrhat do you want to do with the message?
Step 1: Select action(s)

[] mowve it to the specified folder
[] assign it to the category categorny

[] delete it
]

permanently delete it

forward it to people or public group as an attachment

[ redirect it to people or public group
[] have server reply using a specific messaqge
[ reply using a specific template

[ flag message for follow up at this time
[] clear the Message Flag

[] clear message's categories

[] mark it as importance

[] print it

[] play a sound

[] start application

1

mark it as read

Step 2: Edit the rule description [click an underlined wvalue]

Apply this rule after the message arrives
from expense-noreply@ chromefile.com

forward it tdipeople or public group!

Zancel | | = Back Mext =

| Finish |

=T




Outlook- Forwarding Rule

Rule Address = |
4 Search: @Name oy l:::lhﬂc-re colummns Address Book o
] | | S0 |GI::-I::|E|IA::I::IrE55 List - LPutz@salud.unm.esd) vl Advanced Find
| Hams Title Business Phone Location |
9 UMM Test Prep ”~
H 1131 University EastRoom HS5C
i 1131 University WestRoom HSC B
- 1209-Billing
- 1Z209MD
s 1209Staffscheduling
i - 1es0ConfReservations
&5 2014UMNMMTableClinicsPresentat...
U s L 2014UNMMTableClinicsPresentat...
I - 21 Club
il 28 CCElewvator H5C
- 28 CCLearningCenter HSiC
280 CLobby H5C
| 3ACCLobby HSC f
L - BHIRA SVWSTERA SROITP e
‘ L >
Ty —= chscpamom®@yahoo.com)| |
| oK || cancer |
k




Outlook- Forwarding Rule

Fules WWWimzard
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Step 1 Select actiaorrnils]

rmaowe e B Ehve spveaecificead Folldoder

assigrm it Eo Thhe cataeageaary catsas oo e
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Approval Status

JExpenseeports can be approved by the report owner in Chrome River
A All active employees have access

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

4+ New L Terry Shoebotham

H Approvals Needed

|

2 Expense Reports

,,;n THE UNIVERSITY of
g

o7

8 NEW MEXICO

TMPORTANT REMINDERS

AWithin the report, they select thédpprovebutton on the right to approve the report



roval Status

—
R https:/fapp.chromeriver.com/index®approvals/expense £ ~ @ Chrome River Technologies, ... [ 2 Chrome River b4 ’rl_;u\ F—Lﬁ?
5z [L] Finance Team Leads - Ho... Banner Weu Chrome River Enhanceme... #™% UA - HSC #™ Big Red 2] Help - IT Self Service (&) Citrix Access Gateway ™ Help Desk ™ HSLIC 2] MyUNM 27 Cisco AnyConnect ©=2 Chrome River = Login
+ New LY Laura Puiz
=1 2 =
- ”~

testing
Report Owner Laura Puiz

Putz, Laura 082772016 .

testing 1 Submit Date 08272016

Putz, Laura 08/27/2016 Expense Report ID 010013870822

Wiscubso-FPortland August

Putz, Laura 08/28/2016 3 Rule Description Mo rule description available - Rule 101150

MM Per Diem sD

Shoebotham, Terry 08/29/2016 . Financial Summary

/20 quick test repert Employss Other
Total Expense Reported 894 66 894 66
Less Company Paid Expenses 0,00 0.00
Less Company Paid Personal Expenses 000 0.00
Less Personal Expenses 000 0.00
Amount Due Employee 594 66 89466
Total Expenses For Approval 894.66 894.66 ~

= F - 7 AM

0% r3 B =t il v 2 = <€) B 016




Checking Approval Status

The approval status of reports can be checked by:
/Go into the report aselect anotherus&r dza Ay 3 (GUKS NBLRZ2 NI 246y SNRQa

/Select the report from the Submitted Expenses area

/SelectTracking

N
mRM + Nev George Smith

E Submitted Expense Reports = n

Life Insurance Payment 12121116 121222016 190271 :
seig Aol - Life Insurance Payment 1212116




Checking Approval Status

Af the currently Assigned Name is the Expense Owner, the report needs their initial dpprova

CHROME

& Tracking for Life Insurance Payment 12/21/16

EXPEMSE TYPE AMOUNT (USD) STATUS CURREMTLY ASSIGMED

%2 Employee Other 1,902.71 Pending Approval George Smith




Checking Approval Status

Af the status isxported the report has completed the approval process and will be paid or

nosted to Banner.

E Submitted Expense Reports

1T

Putz-PCard week ending 10/29  11/01/2016 334.57
Pending Approval UsD PCard Travel = PUtZ
WACUBO Portland 10/16 - 10/19  10/31/2016 1,771.63
Pending Approval USD Report Owner Laura Putz
PCard Travel - Putz 10/27/2016 2,324.95 Submit Date 10/27/2016
Exported | UsD

Exnense Renart 1D 010014741079




Who Is Iin 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

EXPENSE TYPE AMOUNT (USD) STATUS CURRENTLY ASSIGNED

£ Other PCard Purchase 90.00 Pending Approval ORGB-8Apprv:558G
& Other PCard Purchase 70.02 Pending Approval ORGB-8Apprv:558G
£ Other PCard Purchase 129.26 Pending Approval ORGB-8Apprv: 558G

. @ P-Card

Spent Converted
Amount Spent
Routing Status

Routing Steps

o—

Step Number

Assigned To

Assigned Date

Step Status

Routing Rule

90.00 USD

90.00 UsD

Pending Approval

ORGE-8Apprv: 558G

01/13/2017 0702 AM

Assigned

101150 - 101150 - Org 6 Approval




Who Is Iin the Queue?

L WUINLIVIL

/Go to the UNM Chrome River
website(selectnformationinstead

of Loginfrom the CR icon) Chrome River

Home |Department Resources~| PCard~ Employee~ Student Payee~ MNon-E

/Select Department Resources Department Considerations

UNM | Champions

Chrome River Training and Lab Sessions

EEIGCt Approva| GrQupS Banner to Chrome River Crosswalk
Chrc rrc
| Glossary
Annou

Travel Policy

Approval Groups
Chrt Department Preparation before December 1, 2016 17




Who Is Iin the Queue?
Chrome River

Home Department Resources» PCard+» Employee~ Student Payee~ N

UMM Home  Department Resources | Approval Groups

Select Approval Groups as ofl&17

Chrome River Approval Groups Inform

Job Aid - Report Tracking In Chrome River

Approval Groups as of 1-18-2017

Approval Group Maintenance Reguest Form




Who Is Iin the Queue?

A B C D E F

Chrome River Approval Groups as of 1/18/2017
The approvers listed here were populated from the maximum dollar level (level 2) in the Banner Finance Queues.
Approval Groups are only defined at Organization level 3, 5 or 6. Documents will only be approved at one of these levels.

You are encouraged to identify two approvers for each org code group.

These Approval Groups are defined for all Expense Reports, PCard Reconciliations, and Invoice Payments. (In other words you cannot have separate appr
our Expense Reports and PCard Reports

Approvers Name ﬂ Approvers NetID ﬂ Approvers Job Title ﬂ Approval Group ﬂApprcvaI Group Description ﬂ Banner Finance Org Code and Title

Banks, Laura banksl Associate Professor DEPT_CHOICE Department Next Queue 558F Emerg Med Peds Emerg Med (558F)
Villa-Azucena abustill Oparations-Manager DERT_CHOICE— Dopartment-Next-Quaue 5585 Emerg-Mad-Rads-Emarg-Mad-(558E)—
Jameson, Amy ajameson Dept Administrator C2 DEPT_CHOICE Department Next Queue 558G Emerg Med EMS Academy (558G)

Banks, Laura banksl| Associate Professor DEPT_CHOICE Department Next Queue 558G Emerg Med EMS Academy (558G)

Villa, Azucena abustill Operations Manager DEPT_CHOICE Department Next Queue 558G Emerg Med EMS Academy (558G)
Jameson, Amy ajameson Dept Administrator C2 DEPT_CHOICE Department Next Queue 558H Emera Med Education & Residency (558H)
Banks, Laura banksl Associate Professor DEPT_CHOICE Department Next Queue 558H Emerg Med Education & Residency (558H)
Villa, Azucena abustill Operations Manager DEPT_CHOICE Department Next Queue 558H Emerg Med Education & Residency (558H)
Jameson, Amy ajameson Dept Administrator C2 DEPT_CHOICE Department Next Queue 5581 Emerg Med Intensive Care Unit (558I)
Banks, Laura banksl| Associate Professor DEPT_CHOICE Department Next Queue 5581 Emerg Med Intensive Care Unit (558I)
Villa, Azucena abustill Operations Manager DEPT_CHOICE Department Next Queue 5581 Emerg Med Intensive Care Unit (558I)
Bastea, Eleni ebastea Professor Org5Approver Org 5 Approver 559A International Studies Institute ISI (559A)
Maddaleni, Mark markunmi Financial Officer (Optg G DDD Dean/Director or Designee 559A International Studies Institute ISI (559A)

Garcia, Sally storrez Dept Administrator R2 Org5SApprover Org 5 Approver 564A Molecular Genetics Microbiology (564A)




Food Accounts

ATo charge items to food accounts:

A For Employee Travel and Employee Other expense reports you must ugedhsicon,
Business/Entertainment/Hospitality/Group Mealgbicon

Add
Expenses > 4' E o= nr" -

e R T~ R -
{ | Eare -\.J_. |
L et ) =y

All

UNM PCard

Offline




Food Accounts

AThen select the appropriate Meal Type

AYou account selection will then include the following accounts:
31A0Business FoodlLocal
31BGFood F&A Unallowable Gen
31MO-Recruitment Expense Gen
31M1-Staff RecruitmenExpGen
3860-Bus Meals and Hospitality Ge
4080-Student Travel Gen Alcohol
40COFood Services Gen Optiona
63B0ORental Fees Gen

Meal Type

Breakfast

Lunch
Dinner

Other (Snacks, efc)

Cnnd Trancarting 10




Account Code Hints

Af you cannot find the account you need in the drop down list of accounts
AYou have probably made a mistake in your selection path

ATry another pathié: a different icon or type)
A Seek Help from your department Champion
Alf 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:

PCardvSO2Yy OAt Al GA2Y wWSLIR2NI & | NB
Chrome River

N G o EL
Gamptilli

&
. ! ﬂl‘"]lll'ﬂ Chicken
AYou must select the UNRICardile button BEFORE you select anyse.. ... ~ Noodle
icons (including the OTHER PCARD PURCHASES Icon) | e T
Add
Expenses

At is possible to add PCard items to expense reimbursement repc ., ... . |
oe YAaull1So 52y Qu R2 AUH + A e
reimbursed is $0

Adl

‘ LA PCarti




PCard Reconciliation Reports

Things that can help avoid or catch errors:

/PutPCardsomewhere in the PCard Reconciliation Report Na

/Check the amount being reimbursed; it should be zero for PC
Reconciliation reports

B52yQiG FTRR t/ FNR OKIFNHSaE (2 9ELSyaS wSAYOdzNA ¢



PCard Reconciliation Reports

Remember:
REPORT TYPES

/PCard Travel = All travel related charges

/PCard = All netravel related charges




PCard Reconcliliation Repart®©ops!

Aanuary % Bank of America statements sent out
AY S NNEZ N 52 y2u NBOZ2Y LKA 2y

ERE BN
I £ Od;

A KNBYS wAQDSNI Aa dza
2F all2aid RIFEFuUSg 02
should be resolved soon.

ANinter 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

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

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




Expense Reimbursement Reports

Reference Travel related PCard charges; A=
1 ' Laura Putz
DO NOT add them as line item expense
U Use the PCard document number of the \;Vacubo Annual Meeting - Portiand g;{;cci;;or
charge (FGIBDST; Options/Transaction ; ﬂ Handling
Detall) DATE EXPE... SPENT PeYME ¢ B A )
(i Finding the Chrome River report number % <7 %5 ©© A

in Banner (FAIINVE; Query Document by wn we  sn w0 A
Typg Payment, Vendor Invoice Field &

Pcard¢ Commodity Field Haas P g M0 A
U Use the PCard Chrome River weo fp B0 gm0 A Comments (1)
Reconciliation report number or the  @u 0 un e | Laura putz -
Banner S document number 0172312017 UsD Hotel paid via PCard - $2145378; Airfare paid via PCard -
52129876

U Put the information in a comment field on
the report

Add Comment

Expense Report Total Pay Me A
010015425081 216.27 usD

Attachments (3) s [




Expense Reimbursement Reports

What policy do | follow for per diem?

A Travel Occurred prior to December 1, 2016

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

ATravel Occurred after December 1, 2016
U Use current UNM policy (75% of travel days) for meal/per diem payments



Missing People

LT é&2dz OFyy2i FTAYR |y SYLX 2&SS¢
User area, seledhclude Departed in seartox

Select Another User )4

Search for Name

nclude Departed in search

If an employee is truly missing, email FSNsat@unm.edwwith
the name/ID number



mailto:fsm@unm.edu

Missing People

Af you cannot find a non creo | [
SYL)Xt 2eSSQa Yyl
Non-Employee Payee area,

Expenses For Terry Shoebotham

add them as VendOrS US| ng Report Name Non Employee Expense Reimbursement Report
the current Lobo Mart - S50 U Dol
process
Report Type Non-Employee -
Business Purpose Pay Non Employee for speaking at UNM

A/A Faculty are being added

as NonEmployee at this Travel End Date 0022017 )
tl me Personal Travel Included D

Student Payee _- Select —

Non-Employee Payee Ralph Abercrombiel I

Reminder: Please check that all t MO ReSUTS otnd







