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Import PreApproval
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Clickthe Import PreApprovalbutton.
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Click the Select a prapproval reportdrop-down and select the prapproval you wish to tie this

expense report to.

Import Pre-Approval
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Chrome River will only allow users to select-ppprovals that are both:
fully-approved
not expired, which means there is still a balance remaining on theppeoval

Pre

Document No. CR0010 July 27, 2019 Page3 of 14



Chrome River User Manual

Document No. CR0010 July 27, 2019 Page4 of



Chrome River User Manual

Once you click Imporall of the preapproval’s lineitem data will be added to the expense report.
Note: Verify that the Departure DatandReturn Datefields populate correctly. If the dates populate
incorrectly, update the fields before proceeding.

Back toTop
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On theApply PreApprovalscreen, click the Select a pegproval reportdrop-down and select the pre
approval you wish to tie this expense report to.

Checkthe Import Line Items from PréApproval Reportox if you want all lines from the pi@pproval
to be imported into the expnse report. Unchecking this box will link the jaggproval to the expense

report without importing the line items.

Tap theApply button to attach the preapproval to the expense report.
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Link PreApproval

Once a expense report has been created and is ready to submit, click on th&gprevalbutton on
the Submit Confirmatiornpage.

. Sybmit Corfimation

On the Apply Pré\pproval screen, click thgelect a preapproval reportdrop-down and select the pre
approval you wish to tie this expense report to.

Apply Pre-Approval

Tap theApplyto attach the preapproval to the expense report.
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The submit confirmation page displays the applied-gpproval’s report name and available balance.
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Remove PreApproval

To remove an applied prapproval, click on th&emovelink next to the preapproval report name.

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: C.R. Conference 5/8/158-5/M10/19 [Remove] . —
Available Balance: 1,157.68 USD

The system provides confirmation that the papproval was removed.

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 remowved g —
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Thepre-approval pdf will open in a new window.

Dra_Annrmval Banad
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