H Creating a Pre-Approval Report

Scenario:
Travel Dates: 10/1/2019-10/4/2019
Conference:  Chrome River Users Group (CRUG)
Location: Salida, California
Step What to Do Notes
1. Log into Chrome River
» Information provided in classroom
Login
Remember me
2. Click the + New icon and select New Pre-Approval
Report
New Expense Report
MNew Pre-Approval Report
Mew Invoice

3. The Pre-Approval Header page will be displayed

on the right side of the screen.
Pre-Approvals For Wu Shock

Report Name

Departure Date

m Dal

07/04/2019

7/04/;

8

» Click on the calendar icon
> Arrow to the proper month
> Click on the proper date

4. Enter the Report Name: Report Name
» CRUG Conference, [future date range] . - —
Naming convention for the Report Name field is:
» Meeting/Conference Name or Destination
and Dates of Travel
> Example:
CRUG Conference, 10/01/2019-10/04/2019
5. Select the Departure Date: Dparture Dtz o]l
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Step What to Do Notes
6. Select the Return Date: Rt Dete Y
» Click on the calendar icon \/
» Arrow to the proper month
» Click on the proper date L .
6 7 8 9 0 1M 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
2 28 29 30 A
7. Enter the Business Purpose: Business
» Attending the Chrome River Users Group Purpose
(CRUG) Conference to obtain knowledge | The business purpose should explain:
re: higher ed practices and network with » what purpose the expenditure served,
professionals from peer institutions. » why the expense was necessary,
» how it furthered the University’s goals
8. Select the appropriate Traveler Type: Fraveler Type A .
> Employee
-- Select --
erpores #— |
Student
Candidate
9. Enter the Destination of the travel event: Destination
> Begin typing the destination city in the
field
> The system will begin to display values Destination Salida
matching the information entered United States | Colorado / -
> Select the appropriate value Salida
» For this example select: United Statoe | Califormia /
United States / California / Salida Salida v
10. | Select the Travel Type: Travel Type vt -
» Out of State
-- Select --
In State
Coworsos dbmme |
International
11. | Select the appropriate answer to the “Are you a

faculty member traveling with students” question:
> Either value is appropriate for this testing
scenario

Are you a - Select - v
faculty member
students?

No

Yes




Step

What to Do

form.

Notes
12. | Select the appropriate answer to the “Are you
) \ . Are you - Select - hd
attending a Conference” question: attending a
> Select Yes Conference? -- Select —-
Mo
. . . Are you Yes -
**Notice the Blue highlighted message that attending a
. Conference?
appears below the question**
Remember to attach a copy of the Agenda/Schedule at a
glance when submitting the Expense Report.
13. | Will there be personal time during this trip? Will there be
personal
» If your travel event includes both personal time '-'!LIQHEI
and business travel select the check box this trip?
next to the “Will there be personal time
during this trip” question.
For this scenario, leave the checkbox unchecked
Begin typing in the Search for Funding box to [ arop soun s
14. | locate and select the appropriate funding for the g
Pre-Approval Report.
> As you begin typing, the system will e - —
display results that contain the value MO e e
el’]tered, 49 D10252-101510-01620 D10252: RU Controller’s Office
> Enter your Fund, Org or Department
Name and click on the appropriate value .
from the displayed results
**Use the scroll bar to see additional matches
15. | Once the funding value has been selected, the Funding
value “0000-Pre-Approval” will display below the — —
. . D10252-101510-01620 D10252: RU Controllers Office 101510: Financial Operations
funding line.
0000-Pre-Approval
16. | Click Save in the upper right hand corner of the

Pre-Approvals For Wu Shock

Report Hame CRUG Conference 10/01/2018-10V4/2019




Step

What to Do

Notes

17.

The Add Pre-Approval Types screen will appear on
the right side of the screen.

Add Pre-Approval Types

18. | Select Air Travel, and select Airfare from the
options that display. b4
‘ - 4
19. | The Airfare expense form will displa "
P play 3% Airfare
Estimated Amount 0.00 [ | uso
Description
To Be Paid By — Select — -
20. | Estimated Amount: Eetimated Amount 425 00 .:
» Enter 425.00 T 42500 fig | usp
21 Description (Optional): Description Aijrfare from Wichita to California
» The Description will be used to give more
explanation of the expense
» Enter Airfare from Wichita to California
22. | To Be Paid By:

» Click the drop down arrow and select the
appropriate value, options include
0 Accounts Payable Invoice
Foundation Funds
No Cost to WSU
Personal Funds
Procurement Card

©O O0OO0O0o

To Be Paid By - Select — -

— Select -

Accounts Payable Invoice
Foundation Funds

Mo Cost to WSL

Procurement Card




Step What to Do Notes
23. | Click Save in the upper right hand corner.
¥ Airfare
Estimated Amount 425.00 usD
Description Airfare from Wichita to California
To Be Paid By Personal Funds -
24. | The expense will be added to the report and
displayed in the expense list on the left side of the
screen. CRUG Conference 10/01/2019-10/4/2019
>y Airfare 4:5;:;2
25. | Select the Conference Registration / Training

expense tile located on the right side of the
screen.

**Note: If the expense tiles are not visible on the
right side of the screen, click the add expense icon
to display.

Add Pre-Approval Types

= e i

26. | The Conference Registration / Training form will o il . S
. Conference Registration / Training
display. F1 3

Estimated Amount 0.00 g | uso
Description
To Be Paid By — Select — -

27. | Estimated Amount:
Estimated Amount 275.00 5

> Enter 275.00 275,00 fg | usD
28. | Description (optional):

> The Description will be used to give more
explanation of the expense

> Enter Registration for the Chrome River
Users Group (CRUG) Conference

Description

Registration for the Chrome River Users Group (CRUG)
Conference




Step What to Do Notes

29. | To Be Paid By:
> Click the drop down arrow and select the
appropriate value, options include
0 Accounts Payable Invoice
0 Foundation Funds
O No Costto WSU
0 Personal Funds
0 Procurement Card

To Be Paid By Procurement Card -

30. | Click Save in the upper right hand corner.

&l Conference Registration / Training

aad
Estimated Amount 275.00 E usD
Description Registration for the Chrome River Users Group ':95\,“\}?,:
Conference
To Be Paid By Procurement Card -
31. | The expense will be added to the report and & | [egpomsro
. . . . u Shock
displayed in the expense list on the left side of the
screen CRUG Conference 10/01/2019-10/4/2019
T Airfare f-’E;IE
z: Conference Registration / Training EFE;:;g
32. | Review the information presented on the left side & | [EAgpovasFor
Wu Shock

of the screen
> Ensure all expense types have been added
to the report
> Take note of the PA Report ID (if needed)

CRUG Conference 10/01/2019-10/4/2019

. . . T4 Airfare ‘:‘-359
> Verify the total estimated amount is v =
Cor‘r‘ect m Conference Registration / Training EFE;gg
» When finished, click the submit button T R — .
010000335449 700.00 uso
33. | The Submit Preapproval screen will display on the
right side of the screen.
> Review the report summary information e e
» Read the certification statement 3
—

» Click Submit to submit the report Cance

CRUG Conference 10/01/2019-10/4/2019
Report Owner Wu Shock

Created By Wu Shock

Create Date 07/047201%




Step What to Do Notes

34. | The confirmation message will display.
e Report submitted b4

35. | Click the “ChromeRiver” icon to return to
the home page.

36. | Toview the submitted report, click on the Approvals Needed

number listed in the “Submitted Last 90
days” section of the Pre-Approval

4 Expense Reports
2 Pre-Approvals

20 3 40

Draft Returned Submitted
Last 80 Days

EXPEMSES

28

Draft Returned Submitted
Last 90 days

o

PRE-APPROVAL

37. | Locate the report in the Submitted Pre- @  submitted Pre-Approvals
Approvals list.
> Note: The report Status iS CRUG Conference 10/01/2019-10/4/201%  07/04/2019 T00.00
displayed below the amount field.
» Statuses include:
0 Pending
0 Approved
0 Partially Applied
0 Used/Expired

38. | Click to display the report on the right. @  suaes o Agprois
Sy e e, i ™% ~1 CRUG Conference 10/01/2019-10/4/2019
. k} Hepoit Cener
39. | Four options will be displayed along the
top of the report:
> Open CRUG Conference 10/01/2019-10/4/2019
> PDF
> Tracking Report Owner Wu Shock
> Reca” Created By Wu Shock
40. | Selecting Open will allow you to review ¢« Pre-Approvals Fo
T Wu Shock
the Pre-Approval report and individual
expense lines in greater detail. Click the CRUG Conference 10/01/2019-10/4/2019

arrow pointing left to get back to the
options screen.

" 42500
Ty Airfare =D

**Repeat steps 35-38 to return to the
options screen** - 275.00
add

Conference Registration / Training UsD




Step

What to Do

Notes

41.

Selecting PDF will display two options to select
from:
> Full Report will create a PDF of the full
report minus any attachments
> Full Report with Receipts will create a PDF
of the full report and all attachments
**Close the new window that opened with the
PDF Report and you are now back at the options
screen**

Full Report

Full Report with Receipts

42. | Selecting the Tracking button will display where
the report is in the approval process. ,
IStatue Pending Approval I
Estimated Amount T00.00 USD
**Click the “X” in the upper right hand corner,
. Routing Steps
and repeat steps 35-38 to return to the options
screen®***
Step Humber 2
IAeeigned To Lois _atrcl
Assigned To Lois Tatro
Aszsigned Date 07/04/2019 02:02 PM
Step Status Agzigned
Routing Rule 20 - Budget Officer
43. | Selecting the Recall button will remove the report

from workflow and return it to the expense
owners draft Pre-approval section.
> Pre-Approvals can only be recalled prior
to obtaining final approval
> Once in draft status, the expense owner
or delegate can make any need
adjustments to the Pre-Approval Report
> Submitting the Pre-Approval will restart
the workflow approval process

Thiz report will be moved to the draft list.

No




Step

What to Do

Notes

44.

Log out by clicking the user icon in the upper right
hand corner of the screen and selecting Logout

Wu Shock
Last legin:
07/04/2019 at 11:15 AM

Select Another User
Print New Invoice Cover
Settings

System Administration
Help

Logout

45.

Complete




