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1. INTRODUCTION

Welcome to Chrome River. Mt. SAC has implemented Chrome River in order to automate both travel and
non-travel related expenses. With Chrome River, you will be able to submit expense reports, upload
receipts, and submit for approval electronically. Chrome River delivers the same user experience on any
device, anywhere.
* Allocating P-card Transactions in Chrome River will:
*  Eliminate the need to route paper P-card reconciliations and corresponding receipts for
wet signatures.
*  Provide a faster turnaround for reconciliations in Banner, giving Departments more up-
to-date budget and expenditure balances.
* Allow users to upload receipts and attached to all P-Card transactions.

You can access Chrome River from a desktop or mobile device. You can also use the Chrome River SNAP
App to upload receipts to your Receipt Gallery. To do this, you will need to download the following apps:

*  Chrome River Mobile App — provides the same intuitive and powerful user experience across all
devices. Chrome River delivers this powerful mobile solution on any iOS- or Android-enabled
phone or tablet, available on the Apple App Store and Google Play Store.

*  Chrome River SNAP App for Android or iOS — enables Expense users to quickly and easily capture
and upload receipt images right when the expense occurs. Users simply snap a photo of the
receipt using the app and it will be uploaded directly to your Receipt Gallery and the Offline tab
of the eWallet for use next time you access Chrome River. SNAP may also be used to upload
images taken with another app on the device.

You may visit the Mt. SAC Chrome River homepage to view demos and tutorials on using the Chrome
River Mobile App and attaching receipts via the Chrome River SNAP App.

+ New A TeresaPa

right when the expense occurs. Users simply snap a photo of the receipt using the app and it will be uploadec
directly to their Receipt Gallery and the Offline tab of the eWallet for use the next time they access Chrome
River. SNAP may also be used to upload images taken with another app on the device.

2

Submitted

EXPENSES Last 90 Days

Which tool is right for me? Please see help links for additional information below.

How do | use the Chrome How do | usi
@ River Snap App for Android? @ Rivebr SNA|

© L

PRE-APPROVAL

How do | access the Chrome
@ River mobile app?
Chrome Rover Mobile App Help

Download Chrome River Apps Now

Chrome River for Android Ghrome River forios Ghrome River SNAP Android

Chrome River SNAP iOS

REMINDER: Emailing Receipts to Your Account

Use the 'Snap and Send' feature to quickly load receipt images toyour account. Simply take a photo of one or
more receipts and email themto receipi@cat.chromeriver.com. The receipts will thenbe available within your
Receipt Gallery. Be sure to send the email froman email account that is registered with Chrome River.

You may also email your receipts to your account. Simply take a photo or attach a PDF of one or more
receipts and email to receipt@cal.chromeriver.com. Be sure to send the email from an email account
that is registered with Chrome River.
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2. OVERVIEW FOR P-CARD ALLOCATIONS

P-Card charges will automatically feed nightly into Chrome River from US Bank. Note, some transactions
may take up to 48 hours to appear in Chrome River. P-Card expense reports are only for P-Card
transactions and are not used to submit travel-related transactions.

P-Card allocations and approvals must be completed by the 5% calendar day of the month immediately
following the statement period. Mt. SAC’s statement period runs from the 26 of the month to the 25% of
the following month. For example, the statement period is December 26" to January 25", all
transactions must be allocated and approved by February 5%.

Overview of P-Card Allocations

* P-Card charges will automatically feed into Chrome River from US
Bank. Note, it may take up to 48 hours for charges to appear in
Chrome River.

* P-Card expense reports are only for P-Card transactions and are not
used to submit travel-related transactions.

* P-Card allocations and approvals must be completed by the 5t of the
month immediately following the statement period.

* Each statement period is from the 26 to the 25™.

* E.g. Statement period is December 26" to January 25™. All transactions must
be allocated and approved by February 5,

3. ACCESSING CHROME RIVER

First you must log in to the Chrome River system. You may do this by first logging into your Mt. Sac
portal and selecting Chrome River in the Chrome River portlet under the Employee tab.

Chrome River

CHROMERIVER

Chrome River is the online Conference & Travel Pre-
Approval and Reimbursement (both travel and non-travel
reimbursements) system for Mt. SAC.

See Fiscal Services FAQs for all travel, direct payment, and
p-card details, including when a Pre-Approval is required.

4. ADDING ALTERNATE EMAILS AND SELECTING DELEGATES

It is important to note that your email is linked to your Chrome River account for uploading any future
receipts. You may add alternate emails in addition to your primary Mt. SAC email through settings.
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Click on your name in the upper right hand side of the screen and select “Settings”.

Approvals Needed Teresa Patterson

1 Expense Reports

Last login: 02/04/2021 al 1:54 P

MT. SAC E Select Another User
Mo San Antonio College

Welcome Teresa Patterson

0 Pre-Approvals.

4 3

Draft Submitted
Last 90 Days

e

For Travel & Conference, Direct Payment, and PCARD asg

Logout

5 = @

Accounts Payable Support ol Sl  Fiseal Services FAQs

2

Draft Submitted
Last 90 days

Chrome River Training

Full HELP is available throughout the application in the Chrome River Help Center.

@ G =

Getting Started Creating a New Expense Report Add Receipt Images

@ [ %]

New Feature Announcement

Crirome Rier now corporates EMOUE Cards 10 enable
i contok 20d S0 Feodackatin

Go to your “Personal settings” and click “Add Alternative Emails”.

Teresa Patterson Account Information
Director, Purchasing, Printing

~ Email Addresses
Personal Settings

Preferences Settings :
L Primary Email tpatterson@mitsac.edu

Delegate Settings

Add Alternative Emails
Notification Settings 0 Add alternative Ematls

Privacy Policy

About Chrome River

Enter your Alternative Email and click “Add”.
CHROME + New L Teresa Patterson

Teresa Patterson Account Information
Dircetor, Purchasing, Printing

Email Addresses
Personal Settings

(FeieTeEes SIS Prirniary Ennail pallerson@misac.edu

Del Seftings
Notification Settings patterson@. Cancel

Privacy Policy

About Chrome River

You may also add a Delegate from within Settings. A delegate is someone who will allocate your P-Card
transactions on your behalf. Note, the delegate you select will have full access to see your charges and
create expense reports.
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To add a Delegate, select “Delegate Settings”, and click on
= CHROME

Teresa Patterson My Delegates

A "Delegate” is someone who has full access to your account.
Personal Settings

Preferences Settings 0 Add New Delegates

Delegate Settings

Notification Settings ivjieprcualibeleaate

An "Approval Delegate” helps you with approvals during a specified time.

Privacy Policy

About Chrome River 0 Add Approval Delegate

“Add New Delegates”.

+ New

A Teresa Patterson

You may begin typing the Delegate’s name in the search field, and then select the name of the Delegate.

= CHROME

Teresa Patterson My Delegates

A "Delegate” is someone who has full access to your account.
Personal Settings

+  New

L Teresa Patterson

Preferences Settings Titany Ghen

Cancel

Delegate Settings Tiffany Chen
Procurement Specialist

Notification Settings

An "Approval Delegate” helps you with approvals during a specified time.

Privacy Policy

About Chrome River 0 Add Approval Delegate

A Delegate must select another user in order to allocate transactions for a cardholder. To select another

Approvals Needed

1 Expense Reports 0 Pre-Approvals

[~ 4 3
Draft Submitted

EXPENSES Last 90 Days

2

Draft Submitted
Last 90 days

o

PRE-APPROVAL

MT.SAC

M. San Antonio College

user, click on your name in the upper right hand side of the screen and click “Select Another User”.

Teresa

Patterson

Last login: 02/04/2021 at 1:54 PM

a Select Another User

Welcome Teresa Patterson n Settings
E e

For Travel & Conference, Direct Payment, and PCARD ass

8

Logout
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Search for the user by typing their name in the Search field.

Tiffany Chen|

Tiffany Chen
Procurement Specialist

0

Once you have selected another user, their name will appear in the upper right hand corner of the
screen. You will now have full access to create expense reports for the User, which you selected.

+ New 2 Tiffany Chen
EXPENSES . aS S\:bgrg\t;)j, . MT. SAC

Me.San Antonio Collage

Welcome Tiffany Chen

o

PRE-APPROVAL For Travel & Col , Direct Pay , and PCARD i please contact:
Accounts Payable Support Fiscal Services FAQs

(909) 274-5528
AccountsPay

hitps:/fwww.mtsac eduffiscallfags2

PCard Supp
tsac.edu
html

Purchasing@

@mtsac.edu

Chrome River Training

Full HELP is available throughout the application in the Chrome River Help Center.

To revert back to your user name, click on the name in the upper right hand side of the screen and click
on “Revert To”.

1 SR

i 2 Tercsa Patterson

EXPENSES L:g':"g’g"[':;g MT. SAC H A Tiffany Chen
L

Mt.San Antonio College
Sclect Another User

Welcome Tiffany Chen

9 Settings

PRE-APPROVAL For Travel & Conference, Direct Payment, and PCARD as: ® Help

E Logout
(5 ~

Accounts Payable Support Fiscal Services FAQs
(209) ) Pcard Support hitps.fiwww.lsac. edu/liscal fags2.

Purchiasing@misac.edu
hnt

AccountsPayable@mtsac.edu

Chrome River Training

Full HELP is available throughout the application in the Chrome River Help Center.

g G =

Gerting Started Creating a New Expense Report Add Receipt Images
Quick Start Quick Start

1 lelp Guide uick St
@
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5. P-CARD TRANSACTIONS

The first thing you will want to do is look to see if there are any new charges. Note, it may take up to 48

hours for P-Card charges to appear in Chrome River.

Click on the three dashes in the top left of the home page.

Submitted

MfgﬁL

M. San Antonio Collage.

Welcome Teresa Patterson

+  New

For Travel & C.

1 ast 90 days

Getting Started
llelp Guide

, Direct

y , and PCARD

Chrome River Training

L Teresa Patterson

, please contact:

Full HELP is available throughout the application in the Chrome River Help Center.

Add Receipt Images

Go to eWallet. eWallet is where you will find all P-Card transactions.

Dashboard

eWallet ®

eReceipts ®

Returned

Recently Submitted

Returned

You will see various items in the eWallet including travel-related cash advances, credit card transactions,

receipt gallery, etc.

+ New

A Teresa Patterson

Al
All ltems “ Merged
Trips
Sort ~  Group by: None ~ O
Cash Advance
Receipt Vi D
O GEiiCm ~ Taxi/ Car Service. 119.88
o8 01212020 “Sen
© Offine » Dropbox
Recycle Bin
‘ Receipt 9 D
Miscellaneous / Other
vy 27.40
@ 052412020 g
» Amazon
© Receipt Gallery
A MtSAC P-Card O
Miscellaneous / Other
@ 07192020 500'93(3
» GOOGLE*ADS1704956059
a Receipt o [
Miscellaneous / Other
1o 42.25
@ 121212020 o
» Techsmith
A Receipt ¢ O
Miscellaneous / Other
@ 122212020 135'333
» Amazon
Receipt n -
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To look at only credit card charges, select “Credit Card”.

+ New AL Teresa Patterson

X
Al
sot - O
Trips
MtSAC P-Card O
Cash Advance A wiscelianeous [ Other 500.00
@  o71912020 “Sso
- G RE e » GOOGLE*ADS1704956059
O @illa a MISAC P-Card O
Miscellaneous / Other
Recycle Bin @  o1152021 34-95%
» AMAZON.COM*CEBEY1PF3 AMZN
MtSAC P-Card O
Miscellaneous / Other
® Receipt Gallel A
B ] @  o192021 262'1‘3
» AMAZON.COM 4REX64.J43 AMZN
MtSAC P-Card O
A wiscellaneous / Other 58.24
@  o11912021 wve-gs
» THE HOME DEPOT #8463
A MtSAC P-Card O
Miscellaneous / Other
@  o11912021 277'&%
» THE HOME DEPOT #6617
A MtSAC P-Card O
Marketing
@  o12012021 4'&% |

b NYTIMFS"NYTIMFS DISC

Within the credit card tab, it shows only p-card and travel-related transactions. Find the P-Card
transaction or transactions that need to have an expense report created for the statement period.
Remember, Mt. SAC’s statement period runs from the 26™ of the month to the 25 of the following
month, or the next business day if the statement close period falls on a weekend or holiday.

+ New L Teresa Patterson

X
Al
All ltems R o
Trips
Sort  ~ Group by: None v D
Cash Advance
» DROPBOX 42344PYPDPYJ
® Credit Card
Receipt 9 [
® Offline A Miscellaneous / Other 4.00
@  o1221202 e
Recycle Bin » Biling
MtSAC P-Card O
A wiscelianeous  other
R— @ o1222021 '79'555%
O REepieslzy » AMZN MKTP US
MESAC P-Card
A Miscellaneous / Other
@ 01220021 6’008'357[)
» DBC*BLICK ART MATERIAL
Receipt 4 D
A wiscelianeous  Other
@ o270 199.99
» Logitech Brio Ultra Hd Pro Webcam In Stock 199.99
Receipt ¢ [
A Wiscellaneous  Other
@ o202 39.99
» Amazon
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Al

Trips

Cash Advance

® Credit Card

® Offline

Recycle Bin

© Receipt Gallery

You may also see the statement period by clicking on the small arrow.

All ltems

Sort  ~

A
[

o

N4

A
®
4
A
®

+ New

Group by: None v
» UROPHOX 42344PYPUPY)

Receipt
Miscellaneous / Other
0112212021

» Biling

MtSAC P-Card
Miscellaneous / Other
01/22/2021

» AMZN MKTP US

MtSAC P-Card
Miscellaneous / Other
01/22/2021

» DBC'BLICK ART MATERIAL

Receipt
Miscellaneous / Other

0112772021

» Logitech Brio Ultra Hd Pro Webcam In Stock 199.99

Receipt
Miscellaneous / Other
0112772021
» Amazon

A Teresa Patterson

¢ 0

4.00
usD

-79.39

usD
0
6,008.27
UsD

¢ 0
199.99
UsD

¢
39.99
usb

Since the statement date is January 25, 2021, this means the statement period began on December 26t
and closed on January 25". Per the P-Card rules, all p-card charges must be fully allocated and approved
for the statement period by the 5" of the month following the statement close date.

All

Trips

Cash Advance

® Credit Card

® Offline

Recycle Bin

# Receipt Gallery

All ltems

Sort  ~

A
o

..

.’

+ New

Group by: None ~

) DROPBUX 42344PYPDPY)

Receipt
Miscellaneous | Other
0172212021

» Billing

MtSAC P-Card
Miscellaneous / Other
01/22/2021

» AMZN MKTP US

MtSAC P-Card
Miscellaneous / Other
01/22/2021

 DBC*BLICK ART MATERIAL
Statement Date: 01/25/2021
Amount Original. 6008.27 USD

L Teresa Patterson

¢ 0

4.00
UsD

-79.39

usD

O
6,008.27
usD

Details: Merchant: DBCBLICK ART MATERIAL Location: 800-447-1892, IL

61401
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6. P-CARD ALLOCATION RULES

P-Card Allocation Rules

Complete an expense report and allocate all charges for the statement period
by the 5% of the month following the statement close date.

Statement close date is January 25
Statement Period is December 26 to January 25t
Complete expense report/allocations including approvals by February 5th

P-Card expense reports must be fully allocated and approved by the 5% of each month. Fully allocated
means uploading all receipts, submitting the report, and ensuring all approvals have been completed by
the 5,

Note, approved expenses will export nightly to Banner. Submitting an expense report on the 5% will not

necessarily mean that it will be fully allocated. Approvers will also need to complete the approval
process, so you will want to take that into account when submitting reports.

7. PROCEDURES FOR P-CARD EXPENSE REPORTS.

Fiscal Services has developed procedures for when P-Card holders do not properly allocate their P-Card
transactions.

P-Card expense reports must be submitted and fully approved by the 5" of the month following the
statement close date.

Procedures for P-Card Expense Reports

» P-Card Expense Report must be completed and fully allocated by the 5t of the month (this
includes all required approvals)

= If a cardholder or their delegate neglects to properly submit an Expense Report and allocate
the charges by the 5t of the month, including all necessary approvals

= Cardholder will receive email communication from the Associate Vice President,
Administrative Services

« If a cardholder or their delegate neglects to properly allocate charges a second time
= P-Card may be inactivated for a three-month period.
* After the 3 month period, P-Card training must be repeated to have the card reactivated.

¢ Future violations may result in the Associate Vice President, Administrative Services
permanently inactivating the P-Card.
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8. COMPLETING A P-CARD EXPENSE REPORT

To create an Expense Report, click “+ New”.

0 3

Returned Submitted
Last 90 Days

EXPENSES

o 2
Submitted

PRE-APPROVAL Last 90 days

Select “New Expense Report”.

2

_ Submitted
EXPENSES Last 90 Days

Submitted
PRE-APPROVAL Last 90 days

+ New | & TeresaPatterson

MI.SAC

M. San Antonio College

Welcome Teresa Patterson

For Travel & Conference, Direct Pay , and PCARD assi please contact:
Accounts Payable Support Fiscal Services FAQs
htt W u

PCard Support
Purchasing@ ed

Chrome River Training

Full HELP is available throughout the application in the Chrome River Help Center.

0 C B

Getting Started Creating a New Expense Report Add Receipt Images
Help Guide Quick Start Quick Start

(] [ 4]

AL Teresa Patter}
‘ E New Expense Report

New Pre-Approval Report

M. Son Antonio Callege

Welcome Teresa Patterson

For Travel & Conference, Direct Payment, and PCARD assistance, please contact:

Accounts Payable Support Fiscal Services FAQs

PCard Support hitps:/www.mtsac.eduffiscalifags2.
@misac.edu

html

Chrome River Training
Full HELP is available throughout the application in the Chrome River Help Center.

o C

Getting Started Greating a New
Qui

Help Guide

Approve Expenses Create a Home Screen Shortcut
Quick Start How To
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On the right hand side, ignore the Import Pre-approval button. Pre-approvals do not apply to P-Cards.

= + New

L Teresa Patterson

Cancel

Expenses For Teresa Patterson

Import from Pre-Approval PORT PREAPPROVAL |
Optonal

Report Name

PayMe In USD - US Dollars - ‘

Start Date

Business Purpose ‘

Report Type ‘ - Select - - ‘
Fiscal Year ‘ FY21 - ‘

Complete the report name. In order to easily recognize the report type, type in P-Card, Last Name, First
Initial, and statement date. Statement dates run from the 26" of the current month to the 25 of the
following month. If the 25" falls on a weekend or holiday, the statement period will end on the next
business day. E.g. For the period 12/26/20 — 1/25/21, the statement date will be 1/25/21.

— + New L TeresaPatterson

coneel E

Expenses For Teresa Patterson

Import from Pre-Approval [ wporr preArrrOvAL |
Optinal OO

n
Gepon Name ‘ P-Card, Patterson, 1/25/21 J
4
Pay Me In ‘ USD - US Dollars v ‘
Business Purpose ‘
Report Type ‘ — Select — v ‘
Fiscal Year ‘ Fy21 v ‘
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Select the Start and End Date. The start date will always be the 26" of the month and the end date will
be the end of the statement period, which is the 25" day of the month. Example, If you are allocating P-
card expenses for the statement period, 12/26/20 — 1/25/21, the Start date will be 12/26/20 and the end
date will be 1/25/21.

+ New & TeresaPatterson

Cancel

Expenses For Teresa Patterson

Import from Pre-Approval | mwportpreAPPROVAL |
Optional R —

Report Name ‘ P-Card, Patterson, 1/25/21

Pay Me In ‘ USD - US Dollars -

/
Start Date 12261200 (3
End Date ° 0172512021 i
4

Business Purpose ‘

Report Type ‘ — Select - ‘

Fiscal Year ‘ FY21 v ‘

Enter the Business Purpose. Example, P-Card transactions for Statement period ending 1/25/21.

+ New L TeresaPatterson

Cancel

Expenses For Teresa Patterson

Import from Pre-Approval [ weortreAprrROVAL |

Opiional |

Report Name ‘ P-Card, Patterson, 1/25/21

Pay Me In ‘ USD - US Dollars -

Start Date 121262020 ()
End Date 01/25/2021 G

éusmess Purpose ‘ P-Card Transactions for Statement period 1/25/21 )
/
Report Type ‘ _ Select - ‘
Fiscal Year ‘ Fy21 - ‘
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Select Report Type, P-Card:

+ New L TeresaPatterson|

conee E

Expenses For Teresa Patterson

Import from Pre-Approval [ weorr preApPROVAL |

Opional L

Report Name ‘ P-Card, Patterson, 1/25/21

Pay Me In ‘ USD - US Dollars -

Start Date 1212612020 )
End Date ot2s52021 (R

Business Purpose

Supplies Purchased for Biology Labs

Report Type ‘ P-Card - D

Fiscal Year ‘ Fy21 A ‘

Note, the Fiscal Year will always default to the current fiscal year. Charges must always be allocated to
the Fiscal Year in which the charges were posted.

+ New L TeresaPatterson

Coned E

Expenses For Teresa Patterson
Import from Pre-Approval [ mporT PrEAPPROVAL |

Report Name ‘ P-Card, Patterson, 1/25/21

Pay Me In ‘ USD - US Dollars -

Start Date 12/26/2020 ()]
End Date 01/25/2021 ()]

Business Purpose

Supplies Purchased for Biology Labs.

Report Type ‘ P-Card -

Gsca\ Year B2 ~)

Click “Save” to continue.

+ New F allerson
ancel
Expenses For Teresa Patterson -
impart from Pre-Approval MPORT PRE APPROVAL
Report Name P-Card, Patterson, 1/2521
Pay Me In USD - US Dollars. -
End Date 0102612021 (1]
Business Purpose Supplies Puichased for Biokogy L abs
Report Typs P-Card -
Fiscal Year Fy21 -
[B) Tpe= e G e it oMY xf (& = & &« & 6B F F S e ]
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After pressing Save, the user’s e-wallet will appear. Note, do not select “Create New” when doing P-card
allocations:

L Teresa Patterso

CHROME + New

Expenses For Add

Teresa Patterson Expenses
All ltems P
P-Card, Patterson, 1/25/21
Sort ~ Group by: None ~ 0O
DATE EXPENSE SPENT PAYME ¢ B A
Recsipt Y3
- Al o Y Taxi / Car Service 119 SDS
¥ o1212020 “usn
Trips » Dropbox )
Cash Advance ~ Receipt |
Miscellaneous / Other
@ Credit Card @ 0522020 27'&3
» Amazon
® Otiline
Recycle Bin Receipt 9
o A Wiscellaneous | Other 2 2D5
@ 12122020 "6
» Techsmith
@ Receipt Gallery Receipt ¢ 0
A wiscslianeous | Other 135.73
@ 12222020 “Jeo
» Amazon
Receipt o0
A wiscellaneous | Other 129.00
@  outso0ot -00
» Amazon
iscellaneous / Other
010022121319 0.00 usp @ o302 149'93011

Click on “Credit Card” and select the P-Card transaction charges that need to be expensed for the
statement period. Once you have selected the transactions, click Add. Note, you may only allocate
charges for the statement period in which the transactions have posted.

= CHROME + New = L Teresa Patterson

Add
Expenses
sott ~ 6 (@

<« Cxpenses For = o)
Teresa Patterson =

P-Card, Patterson, T, 12/26/20 - 1/25/21
MtSAC P-Card
owE  exeense spenr mwe ¢ @ a S | [icuneous omer 262.74
19 Uso
o al » AMAZON.COM*REX61413 AMZN
Trips | e o
Miscellaneous / Other
Cash Advance @  o1192021 '58'55%
» THE HOME DEFOT #6463
# Credit Card
MESAC P-Card
O @ile A wiscellaneous / Other 277.83
® ouiozot -83
ResEaEm » THE HOME DEPOT #6617
A | monsrom
Marketing
© Receipt Gal @  o1202021 49:3
EEEEELERY » NYTIMES*NYTIMES DISC
A mescrcm
Miscellaneous / Other
o liecome 663 59
» ART SUPPL WAREHOUSE INET

The charges you selected will be added to your report. Each transaction opens one at a time so you may
allocate each transaction separately. Note, a negative amount reflects a credit to your P-Card. You must
allocate a credited amount in the same manner as you would all other transactions. This will ensure the
credited amount is applied back to your budgeted account in Banner.

The Date and Spent boxes are locked and cannot be changed. The Date is the date the transaction
posted to US Bank. Spent is the amount of the transaction that is being allocated.
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Type in the Description for the charges. Example, if the P-Card charges you are allocating were for the
purchase of custodial supplies, type in Custodial supplies, you may also include the reason for the
purchase, if necessary.

+ New L Teresa Patter}

et

‘. Miscellaneous / Other

Date 01/19/2021 (i

Business Purpose P-Card Transactions for Statement period 1/25/21

(Descmptlon Custodial Supplies )

Merchant ‘ THE HOME DEPOT #6617

Transactions are automatically tied to an Expense Type based on the merchant (e.g. books, office
supplies, etc). In this example, the transaction is tied to Miscellaneous/Other. This will allow you to
choose the correct account code from a drop down menu.

+ New A Teresa Patterson

conee m

‘. Miscellaneous / Other 6—

Date 01/19/2021 0}
Spent 26274

Business Purpose P-Card purchases for the statement ending 1/25/21

Z
Description Purchase of Custodial Supplieq

4
Merchant ‘ AMAZON.COM*4R6X64J43 AMZN
Misc Expense ‘ — Select - ~

Please type the <CUSTOMER ALLOCATION DESCRIPTION> you would like to search for in the allocation box below.
As you type, a drop down list of matching items will be displayed for selection

Use the “Misc Expense” drop down to select the appropriate Account Code and Description
= CHROME + New X Tiffany Chen

cancel m

Business Purpose P-Card transactions for statement ending 1/25/21
Description

Merchant AMZN MKTP US"WS80I8HJ3

Misc Expense — Select — ~

Please type the <CUSTOMER AL{ 431000 Instr Supplies and Materials |jike to search for in the allocation box
below. As you type, a drop down I 451000 Supplies r selection

451600 Supplies-Custodial

452100 Supplles-Maintenance
Allocation 491000 Student Club Expenses

531000 Dues and Membership

Downloaded Details
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You will need to search for the appropriate Allocation (Fund, Org, and Program) for your Expense. Note,
you may start typing your Fund, Org, and Program in the “Search for Allocation” field and it will bring up
a list from which to choose the Fund, Org, and Program.

+ New L TeresaPatterson

Please type the <CUSTOMER ALLOCATION DESCRIPTION> you would like to search for in the allocation box below. As you
type, a drop down list of matching items will be displayed for selection

r Allocation w
11000-625000-653000 Custodial Unrestricted General Fund-Ongoing

@ Add Allocation
Downloaded Details
MtSAC P-Card >

Attachments (0) ]

Drag image here to upload

You may also split allocations between multiple Accounts by clicking on “Add Allocation”.

+ New & TeresaPaterson

Please type the <CUSTOMER ALLOCATION DESCRIPTION> you would like to search for in the allocation box below. As you
type, a drop down list of matching items will be displayed for selection

Allocation

‘ 11000-625000-653000 Custodial Unrestricted General Fund-Ongoing

(o Add Allocation )

Downloaded Details

MtSAC P-Card >

Attachments (0) i 2

You may split by any percentage or by dollar amount, or you may click “Split Equally” to allocate equally
to each account. You may also remove an allocation by clicking on the x to the left of the allocation line.

+ New L Teresa Patterson

Please type the <CUSTOMER ALLOCATION DESCRIPTION> you would like to search for in the allocation box below. As you
type, a drop down list of matching items will be displayed for selection

Allocation

—
X | 11000-625000-653000 Custodial Unrestricted General Fund-Ongoing %% 22281 | «
X ‘ 11000-620000-651000 Facilities Planning and Mgt Unrestricted General Fund-Ongoing ‘ 25% ‘ [74.27] ‘ <

100 % 297.08

© Add Allocation

Downloaded Details
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Attach a receipt by clicking “Add Attachments”. Once selected, you may choose to attach a receipt from
your Receipt Gallery or by uploading an attachment. Note, you cannot proceed with submitting an
expense, if a receipt is not attached. Receipts may automatically merge with your transaction if already
uploaded to your Receipt Gallery. If your receipt does not automatically append, you will need to attach
it manually.

+ New A Teresa Patterson|

X | 11000-625000-653000 Custodial Unrestricted General Fund-Ongoing 75% || 22281 «
x ‘ 11000-620000-651000 Facilities Planning and Mgt Unrestricted General Fund-Ongoing ‘ 25% ‘ [74.27} ‘ «

100% 297.08
@ Add Allocation
Downloaded Details

MtSAC P-Card >

Attachments (0) i

(D\ag image here to upload  [EEPNEEISNE l

Once your Receipt is attached, click “Save”. If you selected more than one transaction, once you click
save your next transaction will appear. Proceed with the above steps to allocate the next transaction
until all transactions have been allocated with receipts attached.

+ New AL Teresa Patterson

—>

X ‘ 11000-620000-651000 Facilities Planning and Mgt Unrestricted General Fund-Ongoing ‘ 25% 7427 | «

100%  207.08
© AddAllocation

Downloaded Details

MtSAC P-Card >
Receipt >
Attachments (1) i [

Drag image here to upload

Once your expenses have been allocated and saved, you will see the expenses on the left hand side of the
screen and there will be a green check mark at the far right of the line. Notice the “Pay Me” amount is
zero dollars. This is correct as P-card holders are not reimbursed for P-Card charges.

+ New | L Teresa Patterson

= CHROME

Expenses For
Teresa Patterson

&

P-Card, Patterson, T, 12/26/20 - 1/25/21
= v

DATE EXPENSE SPENT PAYME ¢ B A
a1 A Miscollancous / Other 26274 o P L.
T 021 Miscellaneous / Other o824 oo B B
b a2y % Miscellaneaus / Other 27783 o P p
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If there is a red triangle displayed at the far right of your transaction, it means that the expense line item
is incorrect, and the line needs to be edited. In this example, the note shown on the right side of the
screen says that a receipt is required for this expense. Select Edit on the right side of the screen and fix

the error that is noted. After fixing the error, click save.
— CHROME + New

AL Teresa Patterson

& Expenses For Images
Teresa Patterson

P-Card, Patterson, T, 12/26/20 - 1/25/21 . ﬂ
a ’ ‘. Miscellaneous / Other
DATE EXPENSE SPENT PAYME ¢ B A
~ A Receipt required for this expense #01
MO a1 % Miscellaneous / Other & 0.00 A

Areceiptis required for this expense. A credit card receipt by itself is not sufficient. Please provide an explanation why an exception
should be made

Date 01/18/2021
Spent 3468 USD
Business Purpose P-Card allocations for statement ending 1/25/21
Description Purchase supplies for Chemistry Department
Merchant AMAZON .COM*CE6EY 1PF3 AMZN

- Misc Expense 431000 Instr Supplies and Materials

Fxnense Renart Total Pav Me Amount

Note, if any transaction(s) are more than 90 days old, a Yellow triangle will appear. You must enter an
explanation for not submitting the expenses in a timely manner.

If additional P-Card transactions need to be added to the Expense Report, you may click the Plus (+)
Button. Note, any additional P-Card charges must be for the same statement period.
= CHROME + New L TeresaPatterson

& | Dot Add
Teresa Patterson Expenses

Al items [
P-Card, Patterson, 1/25/21 B Create Ne
, Create New
) o Sort ~ Group by: None + O
DATE EXPENSE SPENT PAY ME [=]V'
Receipt
.
T oz e Miscellaneous  Other 297,08 0w g v £ -I‘\. T car service 119.88
Trips » Dropbox o0
Cash Advance Receipt ¢
A wiscellaneous  Other 27.40
® Credit Card @ 0524200 XN
» Amazon
o Offiine
Recycle Bin Receipt ¢ 0
o A Wiscellaneous  Other 42.25
@ 12122020 s
» Techsmith
* Receipt Gallery Receipt
A wiscellaneous  Other
@ 12221200 135'35%
» Amazon
A Receipt
Miscellaneous / Other
@  on132021 129'939
» Amazon
Mi 1l 1 Oth
010022121428 0.00 usp [J oszezt 149'332
» Amazon ]
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P-card expense reports can have multiple P-card charges, or you can have multiple expense reports for a
statement period with each report having one P-Card charge, whichever you prefer.

Click “Credit Card” and select the charge, or charges, you would like to add to the report. For this

example, we will choose more than one charge. Once selected, click “Add”.
= CHROME 4+ New L TeresaPatterson

Add >0

Expenses

Ex or -
6 Teresa Patterson = @

Sot ~ 2@
P-Card, Patterson, 1/25/21 et e i
- B Create New
a U
DATE EXPENSE SPENT pavmME ¢ B A A :‘n"SA‘; P-ard ot
iscellaneous / Other
Tue a 297.08 000 - Al @ ooz -58'u234u'
outozozr e Miscellaneous / Other Uso ¢ v - » THE HOME DEPOT #8463
Trips
MESAC P-Card
Cash Advance A Wiscellaneous | Other 277.83
@  oi/192021 “Jen
© Credit Card - » THE HOME DEPOT #6617
* Offline /
MESAC P-Card
Recycle Bin A wiscelaneous | Other 373.60
v @  o1192021 “Usb
E » THE HOME DEPOT #8463
MESAC P-Card
@ Receipt Gallery a Miscellaneous / Other 525.48
@  o1202021 “Uen
z > AMAZON.COM'EZ4H8INW3 AMZN
a MESAC P-Card O
Marketing
@ 01202021 4932
- » NYTIMES'NYTIMES DISC
- MESAC P-Card (m]
cnmreron 000 N o B
i UsD
010022121428 0.00 usp ~ » ART SUPPL WAREHOUSE INET
_|

Allocate the first transaction by following the previous steps. Attach the receipt and click Save.

You will see the second expense added to the report on the left-hand side of the screen and the next
transaction is ready to be allocated.

+ New AL Teresa Patterson

‘. Miscellaneous / Other

Date 01/20/2021 i}
Spent 525.48 ‘ usD
Business Purpose P-Card Transactions for Statement period 1/25/21

4
Description

4
Merchant AMAZON.COM'EZ4H8INW3 AMZN
Misc Expense — Select -

Please type the <CUSTOMER ALLOCATION DESCRIPTION> you would like to search for in the allocation box below.
As you type, a drop down list of matching items will be displayed for selection
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Once all expenses have been correctly allocated the green check mark will appear and the expense report
is now ready for submission. Click “Submit”.

+ New

AL Teresa Patterson

Add

Expenses
Sot  ~ O
P-Card, Patterson, 1/25/21 .
R Create New a
a 8 MSAC P-Card O
A wmiscelianeous  Other 13.12
DATE EXPENSE SPENT PAYME ¢ B A @ o602 "
N = » AMZN MKTP US™HE5HX82G3
e 221 i Miscelianeous / Other 2r0e 000 @ v Al
Trips MtSAC P-Card O
0eann1 M Miscellaneous / Other 310 000 & v A Wiscellaneous / Other 34.68
Cash Ad @® omsno21 e
ash Advance - » AMAZON.COM*CEGEY1PF3 AMZN
Wed a 525.48
Miscellaneous / Other 000 ¢ v
012002021 . usD o Credit Card
MtSAC P-Card O
@ Offline A Miscellaneous / Other 262.74
@ o021 “Uso
- » AMAZON.COM*4R6X64J43 AMZN
Recycle Bin
A MtSAC P-Card O
Miscellaneous / Other
@ o11912021 -58.35%
# Receipt Gallery - » THE HOME DEPOT #8463
A MESAC P-Card O
Miscellaneous / Other
@ o11912021 277'&%
\ - » THE HOME DEPOT #6617
Expense Report Total Pay Me Amount /‘ - MtSAC P-Card O
( Submit ) A marketing 4.00
010022121428 0.00 usp ®  oron0 -00
e + NV TIMERAVTIMES Nise v

You will be asked to certify that the expenses listed are true and correct and that they were purchased
for legitimate business purposes. Press “Submit” again.

+ New | & Teresa Patterson

Submit Confirmation

1 hereby certify that all expenses listed here are true and correct to the best of my knowledge and are for legitimate
business purposes.

P-Card, Patterson, 1/25/21

Teresa Patterson

Report Owner
Director, Purchasing, Printing

Expense Report ID 010022121428

Business Purpose P-Card Transactions for Statement period 1/25/21

Financial Summary

Total Expense Reported 1,196.16 0.00
Less Company Paid Expenses 1,196.16 0.00

Amount Due Employee 0.00 0.00

The Expense report will then route to the approving manager. It is the P-Card holder’s responsibility to
track the P-Card expense report and make sure all approvals are completed the 5% of the month.
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9. CHECKING P-CARD REPORT FOR APPROVALS

On the Chrome River homepage, you will see two ribbons on the left hand side of the screen. On the
Expenses Ribbon, you will see Drafts, Returned, or Submitted expenses. You may click on any one of
those items to see the reports. Click the Submitted button.

3 /\T”
exenses B MT.SAC

M. San Antonio College

+ New L Teresa Pattersor

Welcome Teresa Patterson

[ 1

Submitted
PRE-APPROVAL L For Travel & Col , Direct Pay , and PCARD i please contact:
ast 90 days
Fiscal Se

FA/
PCard Support es FAQs
cha: tsac. e«

Chrome River Training
Full HELP is available throughout the application in the Chrome River Help Center.

0 = B

Getting Started Creating a New Expense Report Add Receipt Images
Help Guide Quick Start  Stan

@

On the left hand side, find the P-Card expense report you need to track.
CHROME + New

o | ror ] oo |

AL Teresa Patterson

E Submitted Expense Reports

Teresa PCard Test 0112812021 430644 =
010022085545 UsD P-Card, Patterson, 1/25/21
(PENDING)
P-Card, Patterson, 1/25/21 01/27/2021 13.12 Teresa Patterson
010022121677 usD Report Owner Drector Purch it
=B irector, Purchasing, Printing
P-Card, Patterson, 1/25/21 01/27/2021 1,196.16 Submit Date: 01/27/2021
010022121428 usD
Expense Report ID 010022121428
Business Purpose P-Card Transactions for Statement period 1/25/21
Prior Approvers
Douglas Jenson 01/28/2021
Patricia Doris Duffy 01/28/2021
Evelyn Hermosillo 02/02/2021
Jackson Kuo 02/03/2021
N Tracking Summary -
e e

Page 22



Select the Expense. This will bring up the Report on the right side of the page.

CHROME + New = A TeresaPatterson
Teresa PCard Test 012812021 430644 =
v usD P-Card, Patterson, 1/25/21
P-Card, Patterson, 1/25/21 01/27/2021 Teresa Patterson
0100 Report Owner
Director, Purchasing, Printing

P-Card, Patterson, 1/25/21 01/27/2021 1,196.16 Submit Date: 01/27/2021
010022121428 usD

Expense Report ID 010022121428

Business Purpose P-Card Transactions for Statement period 1/25/21

Prior Approvers

Douglas Jenson 01/28/2021

Patricia Doris Duffy 01/28/2021

Evelyn Hermosillo 02/02/2021

Jackson Kuo 02/03/2021

N Tracking Summary -
e e —

To see where the Expense Report is in the approval queue, click Tracking.
CHROME + New | L Teresa Patterson

t Submitted Expense Reports m m

Te PCard Test 01/28/2021 4,396.44 -
et Rt P-Card, Patterson, 1/25/21

P-Card, Patterson, 1/25/21 01/27/2021 Teresa Patterson
01002212 Report Owner
Director, Purchasing, Printing
P-Card, Patterson, 1/25/21 01/27/2021 1,196.16 Submit Date 0172712021
010022121428 usD
G= Expense Report ID 010022121428

Business Purpose P-Card Transactions for Statement period 1/25/21

Prior Approvers

Douglas Jenson 01/28/2021

Patricia Doris Duffy 01/28/2021

Evelyn Hermosillo 02/02/2021

Jackson Kuo 02/03/2021

On the left, it will show a list of the p-card expense types.

= CHROME +  New A Teresa Patterson
Tracking for P-Card, Patterson, 1/25/21 X
EXPENSE TYPE AMOUNT (USD) ~ STATUS CURRENTLY ASSIGNED
% Miscellaneous / Other 297.08 Pending Approval APAuditor:Firmwide
" Miscellaneous / Other 373.60 Pending Approval APAuditor:Firmwide
% Miscellaneous / Other 525.48 Pending Approval APAuditor:Firmwide
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Choose the line item that you wish to track.

= CHROME + New | L TeresaPatterson
Tracking for P-Card, Patterson, 1/25/21 X
EXPENSE TYPE AMOUNT (USD) ~ STATUS CURRENTLY ASSIGNED
% Miscellaneous / Other 297.08 Pending Approval APAuditor:Firmwide
4, Miscellaneous / Other 373.60 Pending Approval APAuditor:Firmwide
‘. Miscellaneous / Other 525.48 Pending Approval APAuditor:Firmwide

The numbered routing steps on the right allow you to see where the transaction is sitting in the queue.
In this example, there are five steps in the approval process. The green check mark means that the

approver for that level has approved the expense. You may click on any check mark to see the approver
for that step. You may also click on the next numbered Routing Step to see the next pending approver.

CHROME + New A Teresa Patterson
Tracking for P-Card, Patterson, 1/25/21 X
EXPENSE TYPE AMOUNT (USD) ~ STATUS CURRENTLY ASSIGNED A 4
N ry Miscellaneous / Other
# Miscellaneous / Other 297.08 Pending Approval APAuditor:Firmwide
Spent Converted 297.08 USD
% Miscellaneous / Other 373.60 Pending Approval APAuditor:Firmwide
Amount Spent 297.08 USD
4, Miscellaneous / Other 525.48 Pending Approval APAuditor:Firmwide
Routing Status Pending

Routing Steps

() () ()

v v % v

O o o 2 e

Step Number 5

Assigned To APAuditor: Firmwide, APAuditor: Firmwide
Assigned Date 02/03/2021 01:52 PM

Step Status Assigned

Note, all expenses must be submitted and approved by the 5% of the month. Once expenses are fully
allocated (submitted and approved) the transactions will export to Banner overnight. When the expense
has been exported to Banner, the status will change from Pending to Exported. If the report says
Pending, it is still in the approval process. It may be necessary to follow up with your approvers in order
to complete the process by the 5th.

CHROME

E Submitted Expense Reports

Teresa PCard Test 01/28/2021 4 396.44 =
010022085545 usD
[PENDING |
P-Card, Patterson, 1/25/21 01/27/2021 13.12
010022121677 usD
[PENDING |
P-Card, Patterson, 1/25/21 01/27/2021 1,196.16
010022121428 usD
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10. HOW TO RECALL, EDIT, AND RESUBMIT EXPENSE REPORTS

Chrome River allows you to recall reports that were previously submitted, in order to make any changes.
Note, a report must be in a “Pending” status in order to recall it. Once you click on the report that you

would like to r, it will open the report on the right-hand side of the screen. You can view the
transactions, or you may “Recall” the Report. Recalling the report will send the report to your “Drafts”

folder.

From the dashboard click on the Submitted button

EXPENSES

o

PRE-APPROVAL

t. Submitted Expense Reports

P-Card, Patterson, T, 12/26/20 - 1/25/21
010022205463

Teresa PCard Test
010022085545

P-Card, Patterson, 1/25/21
010022121677

P-Card, Patterson, 1/25/21
010022121428

02/09/2021

01/28/2021

01/27/2021

01/27/2021

4

Submitted
Last 90 Days

2

Submitted
Last 90 days

5280
usD

4,396.44
usp
(PENDING]

1312
usp

[PENDING)

1,196.16
usD

PENDING|

MI.SAC

M. San Antonio College

Welcome Teresa Patterson

+ New L Teresa Patterson

For Travel & Conference, Direct Payment, and PCARD assistance, please contact:

&8

Chrome River Training

e

Fiscal Services FAQs

scalffags2.

Full HELP is available throughout the application in the Chrome River Help Center.

You will see a list of submitted Expense Reports on the left side of the screen
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CHROME

P-Card, Patterson, T, 12126/20 - 1/25/21 02/09/2021 5280

010022205463 UsD P-Card, Patterson, 1/25/21
[PENDING]

Teresa PCard Test 01/28/2021 4,396 44

010022085545 usp Report Owner
(PENDNG)

P-Card, Patterson, 1/25/21 01/27/2021 13.12 Submit Date

010022121677 UsD
() Expense Report ID

P-Card, Patterson, 1/25/21 01/27/2021 1,196.16

01002121428 usp Business Purpose

Prior Approvers
APPROVER

Douglas Jenson

Patricia Doris Duffy

Evelyn Hermosillo

Jackson Kuo

Click on the report that you would like to Recall, then click “Recall” on the right side of the screen.

+ New = L TeresaPatterson

Teresa Patterson
Director; Purchasing, Printing

01/27/2021

010022121428

P-Card Transactions for Statement period 1/25/21

DATE

01/28/2021

01/28/2021

02/02/2021

02/03/2021

You will see a message asking if you want to Recall the Report. Click “Yes”. Note, the report will be

moved to the draft list.

Recall This Report?

This report will be moved to the draft list. “

No Yes

Return to your Dashboard by clicking on Chrome River.
— CHROME
i_ Draft Expense Repons

P-Card, Patterson, T, 12/26/20 - 1/26/21 03/12/2021 X
010022406071

+ New L Teresa Pallerson
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From the Dashboard, Click on Draft.

+ New AL Teresa Patterson

3
EXPENSES L:S‘:bgrg‘geai,s MT. SAC

M. San Antonio College

Welcome Teresa Patterson

PRE-APPROVAL Submitted
) Last 90 days

For Travel & Conference, Direct Pay , and PCARD i please contact:

B 2

Accounts Payable Support
(909) 274-5528

PCard Support

Chrome River Training

Full HELP is available throuahout the application in the Chrome River Help Center.

Select the report you want to edit and click Open on the Right side of the screen.
CHROME + New

AL Teresa Patterson

FCCC Purchasing Conference 05/27/2020 47864 - N
0 31330 9 USD v P-Card, Patterson, 1/25/21
P-Card, Patt 1125121 0112772021 1,196.16
e I e v Report Owner Teresa Patterson
Director; Purchasing, Printing
atterson, T, 12/26/20 - 1/25/21 02/02/2021 219500
UsD Expense Report ID 010022121428
Patterson, T, 12/26/20 - 1/25/21 02/04/2021 4225 Business Purpose P-Card Transactions for Statement period 1/25/21
604 Uso
atterson, T, 12/26/20 - 1/25/21 02/08/2021 w23, Financial Summary
atterson, T, 1/26/21 - 2/25/21 02/09/2021 600827 5
o Total Expense Reported 1,196.16 0.00
Less Company Paid Expenses 1,196.16 0.00
Amount Due Employee 0.00 0.00

Expense Summary

Miscellaneous / Other 1,196.16 0.00

You will see a list of transactions for the Expense Report you recalled. Select the Expense you wish to edit
on the left side of the screen, then click “Edit” on the right side of the screen.

CHROME + New | A TeresaPatterson

Teresa Patterson =
P-Card, Patterson, 1/25/21 A .
- . ® Miscellaneous / Other
DATE EXPENSE SPENT
~ W Date 01/19/2021
e e Miscellancous / Other e 000 @
oifianez1 e Miscellancous | Other STE 000 § v Spent 297 08 USD
Wed a 525.48
oozt @ Miscellaneous / Other usp 000 ¢ v Business Purpose P-Card Transactions for Statement period 1/25/21
Description Custodial Supplies
Merchant THE HOME DEPOT #6617
Misc Expense 531000 Dues and Membership
Allocation
11000-625000-653000 Custodial 22281
Unrestricted General Fund-Ongoing
ErrEs Fs Total Pay Me Amount 11000-620000-651000 Facilities Planning and Mgt 74.27
010022121428 0.00 usn “ 10f2 Next >
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You may now make your edits. When finished, click save, and submit your report.

11. ITEMIZING TRANSACTIONS BETWEEN MULTIPLE ACCOUNTS

Occasionally, it may be necessary to allocate a transaction between multiple account codes. For
example, you place an order with a vendor for both office supplies and instructional supplies. Office
supplies are allocated to account code 451000, where instructional supplies would be allocated to
account code 431000. In order to allocate between multiple accounts, you will use the itemization
function. Note, you will need to create a new expense report for each transaction that requires
itemization.

From the Chrome River Home Page, Select “New Expense Report”. Complete the expense report and
save. Select the transaction that will need to be itemized and click “Add”. Remember, for transactions
requiring itemization, you may only select one transaction at a time. If you need to itemize multiple
transactions, you will need to create a New Expense report for each one.

Cancel Save
N
Expenses For Teresa Patterson
\mporlt from Pre-Approval ‘ IMPORT PRE-APPROVAL |
Report Name P-Card, Patterson, T, 12/26/20 - 1/25/21
Pay Me In USD - US Dollars -
Business Purpose ‘ Purchase of office and instructional supplies for Chemistry Department
Report Type ‘ P-Card v ‘
Fiscal Year ‘ Fy21 v ‘

At the top of the right hand side of the screen, you will see the Expense type that was automatically tied
to your transaction. Expense types are automatically tied to an expense based on the Merchant
Category Code assigned to the Vendor. In this example, the Miscellaneous/Other Expense type has
populated. Click on the Mosaic Tile next to “Miscellaneous/Other”.

=+  New A Teresa Pallerson

4 Miscellaneous / Other

Date \ 01/24/2021 (i

Spent 52.80 | USD

Business Purpose Purchase of office and instructional supplies for Chemistry Department
Description

Merchant AMZN MKTP US*CL41 M 1G13

Misc Expense — Select — -

Ploase type the <CUSTOMER ALLOCATION DESCRIPTION> you would like to search for in the allocation box below.
As you type, a drop down list of matching items will be displayed for selection
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This will take you to a page with various tiles that were created to simplify the expense process. Select
the “Itemization” tile.

+ New | L TeresaPatterson

e m

ITEMIZATION

Date 011212021 |
Spent 52.80 | USD
Business Purpose P-Card charges for statement period ending 1/25/21

Once you have selected Itemization, you will need to click on “Itemize” at the top right.

+ New | & TeresaPatterson

Itemization T

Date 01/21/2021 i)
Spent 52.80 | USD
Business Purpose P-Card charges for statement period ending 1/25/21
4
Description Purchase of office and instructional supplies for Chemistry Department
ol

)

Please type the <CUSTOMER ALLOCATION DESCRIPTION> you would like to search for in the allocation box balow.
As you type, a drop down list of matching items will be displayed for selection

Allocation

Select the Allocation (Fund, Org, Program) and Click on Itemize again. You will then see a list of Expense
types from which to select.

= + Now

L Toresa Pallerson

< S et Add Itemization m
P-Card, Patterson, T, 12/26/20 - 1/25/21 & 2 TOTALAMOUNT  RCMAINING
= s Itemization 52.80 52.80
pare expensE spent PvME ¢ @ A
Biomr [ emization e 0.00 A -

Y = n = e =
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In this example we are allocating between Office supplies and instructional supplies. To allocate the
amount of the charges to office supplies, select the Tile named Office Expenses and from the drop down

select the tile named Office Supplies.

+ New A Teresa Patterson

Add Itemization m

TOTALAMOUNT  REMAINING

Itemization 52.80 52.80

CHROME

<« Expenses F
Teresa Patterson

P-Card, Patterson, T, 12/26/20 - 1/25/21
s ]
DATE EXPENSE SPENT PAYME ¢ B A

Thu = 52.80

T = i1 = e

OFFICE EXPENSES

= d=0

OFFICE SUPPLIES

Expense Report Total Pay Me Amount
010022205463 0.00 usp

The amount of the office supplies purchased on this transaction receipt totals 5$22.34. You will enter the
amount of $22.34 in the Spent Field. You may then enter a description of the items, although this field is
optional. Attach the receipt and click “Save”.

+ New A Teresa Patterson

o m

TOTALAMOUNT  REMAINING

52.80 52.80
= Office Supplies

on212021 [

Spent 2034 E USD

Business Purpose P-Card charges for statement period ending 1/25/21

Description Office Supplies for Chemistry Department
Optional

Please type the <CUSTOMER ALLOCATION DESCRIPTION> you would like to search for in the allocation box below.
As you type, a drop down list of matching items will be displayed for selection

Allocation
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The remaining amount of $30.46 still needs to be allocated.

oaTe ExrENsE

d=)  temization

Thu

THusens  =m OmMmce Supplies

Exponse Report
010022206463

CHROME
&« Expenses For
Teresa Patterson

a L]
DATE EXPENSE
£ itemization

. Thu
0122112021

Thu
ot2iz021 = Office Supplies

Expense Report
010022205463

P-Card, Patterson, T, 12/26/20 - 1/25/21
- .

sPeNT

s2.00

2224

Total Pay Mc Amount

0.00 usp

P-Card, Patterson, T, 12/26/20 - 1/25/21

SPENT

52.80
usD

2234
UsD

Total Pay Me Amount
0.00 usp

Pay ME =2 a
X a
0.00 e

To allocate the remaining amount, click “Itemize” again.

PAYME ¢ B A

0.00 & A

L leresa lallerson

52.80 30.46
=n Office Supplies > Romaining
amount to
nate ovz1/z021 allocate
spent 2234 USD

Business uipose
Pescription

Allocation

11000-312500-190500

Comments (0)

Images

P Card charges for statement period onding 1/25/21

Ollice Supplies lor Cheristy Department

Chemistry
Unrestricted General Fund Onaoing

10f1

+ New A Teresa Patterson|

TOTALAMOUNT  REMAINING

52.80 30.46

= Office Supplies

Date

Spent

Business Purpose

Description

Allocation

11000-312500-190500

Comments (0)

01/21/2021

2234 USD

P-Card charges for statement period ending 1/25/21

Office Supplies for Chemistry Department

Chemistry
Unrestricted General Fund-Ongoing

1of1

You may now select another Tile. Since there is not a specific tile for Instructional supplies, you may

choose Miscellaneous. From the drop down, select Miscellaneous/Other.

CHROME

« Expenses For
Teresa Patterson

Expense Report
010022205463

Total Pay Me Amount
0.00 usp

Add Itemization

L Teresa Patterson

REMAINING

+ New

TOTAL AMOUNT

P-Card, Patterson, T, 12/26/20 - 1/25/21
a ® 52.80 30.46
DATE EXPENSE SPENT PAY ME a A -
Thu — 52.80
~ oti2e1 () Itemization Usp 0.00 @ A
Th 234 N Q LH 1 = e
sy = Ofice Supplies o 0.00 v

ol
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In the spent field, type in the remaining amount that needs to be allocated, then add a description. You
will then select the appropriate account code from the drop down next to “Misc Expense”. Note, the
Miscellaneous/Other tile is the only tile that provides a drop down list of account codes. All other tiles
are automatically tied to the appropriate account.

+ New | L TeresaPatterson

4
Description Purchase of instructional supplies for Chemistry Dept.

Vi
Merchant AMZN MKTP US*CE4HF1G13
Misc Expense 431000 Instr Supplies and Mater. -

Please type the <CUSTOMER ALLOCATION DESCRIPTION> you would like to search for in the allocation box below:
As you type, a drop down list of matching items will be displayed for selection

Allocation

‘ 11000-312500-190500 Chemistry Unrestricted General Fund-Ongoing

@ Add Allocation

Attachments (1) |

Drag image here to upload

Once you have completed the final allocation, click Save. You have now allocated your single transaction
between multiple accounts and may submit the expense report for approvals.
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