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[bookmark: _Toc433970789]Emburse Enterprise EXPENSE: Quick-Start Guide
This guide will give the basics needed to hit the ground running with Emburse Enterprise EXPENSE. Detailed user guides are available in the Emburse Enterprise Help Center, accessible via the help link (click on the ?) in the upper right-hand corner of the application. You can also find training videos on the home page when you log in.
[bookmark: _Toc433970790]Launching and Logging in to the Emburse Enterprise Application
1. [bookmark: _Toc332707434][bookmark: _Toc334006403][bookmark: _Toc334007835]Launch the Emburse Enterprise application from any web browser at https://app.chromeriver.com/login
2. You can also download the Chrome River Mobile App on your phone. (Note: the Chrome River app will be phased out in 2025 as Emburse introduces more functionality to their Emburse Enterprise Mobile app. Details are located on the link.) Click on the following link for instructions: https://help.chromeriver.com/hc/en-us/articles/15295597266317-Download-Log-In-to-the-Chrome-River-Mobile-App 


Updating preferences
Before using Emburse Enterprise, go to Settings, which can be found by clicking on your name in the top right hand of screen, and selecting “Account Settings” from the drop-down menu.
1. Under Personal Settings add alternative email addresses for using snap & send (yahoo, gmail, etc.)
[image: ]Add an alternate email by clicking here

2. If you have someone who will be entering reports on your behalf, you can add them under delegate settings.
[image: ]Add a delegate by clicking here




Delegate Entry
If you are a delegate, you can access your delegate’s account by clicking on your name located in the upper right-hand corner of the screen and selecting “Select Another User.” A pop up window will appear. Just type the name of the user in the screen to access their account. You can create travel authorizaitons and expense reports as a delegate as you would for yourself. [image: ]




Creating a New Travel Authorization: 
1. Begin by clicking “+ Create” on the blue pre-approval bar. Note: Because of this system, pre-approvals are done on an individual basis now. Each person going on the trip will have to complete their own travel authorization. 
[image: Graphical user interface, application

Description automatically generated]Click here to start a new travel authorization

2. After you click “+Create,” a new blank pre-approval aka travel authorization will appear on your screen. 
3. In the “Report Name” field, enter the name of the report. Please state when and where you are travelling, this will help easily identify the trip you are taking. For this example, I named the report “July 15th -18th trip to San Diego”.[image: ]
4. Select a date range for your trip. You can either type the date in the “Start Date” and “End Date” fields or use the calandar function by clicking on the calendar icon.
5. The “Number of Days” field is grayed out because this is a calculated field. In addition, the “Pay me in” field is grayed out because RCC only pays in US dollars. There is nothing to enter in either field. 
6. The “Business Purpose” field is a required field. Please use a specific reason for traveling. In my example, I used “to attend Emburse Enterprise training”. Our naming conventions in Emburse Enterprise should be “Name of Report” is when and where you are traveling and “Business Purpose” is why you are traveling. 
7. The “Type” field is the type of traveling you will be doing. Please make the appropriate selection. All employees have “Travel/In-State” and “Travel/Out-of-State”. If you are authorized for a blanket travel authorization, that will also appear in the drop down menu. 
8. After you select the type of travel you are doing, a new field named “Destination City” appears. Please type the specific city you will be traveling to. 
9. The last field is “Allocation”. This is where you select your GL code. You can type any part of your code and selections will appear. Please only choose codes you are authorized to use. If you are in doubt about your code, please contact your supervisor. Also, if you are split coding your allocation between one or more codes, you can click on “Add Allocation” to enter additional codes.
a. [image: A screenshot of a computer

Description automatically generated]

[image: A screenshot of a computer

Description automatically generated]
10. After you have entered your GL code, click “Save” in the top right corner of your screen. Your screen will look similar to the one below. Now that you have created the travel authorization, you can add expenses to it. Please remember that your expenses only need to be estimates at this point. Click the coorsponding icon for your expense. Type in the estimated amount then click “Save” in the top right corner. The expense will be added to your travel authorization. 
[image: ]


11. After all the expenses have been added to your travel authorizaiton, click the green “Submit” button located at the bottom of the screen.
[image: ]

12. After clicking “Submit” you will be prompted to confirm that the information you are submitting is accurate. Click “Submit” again, which is located in the top right corner of the report. [image: ]


13. Now, you have successfully entered a travel authorization. Your screen will look similar to the one below. To return to your home screen, simply click the “Emburse Enterprise” icon in the top left corner of the screen. [image: ]

[bookmark: _Toc433970793]Creating a New Expense Report for Travel Expenses

1. Begin by clicking “+Create” on the right-hand side of the blue expense bar.
[image: Graphical user interface, text, application

Description automatically generated]Click here to create a new expense report

 

2. Your screen will look similar to the one below. As part of our naming conventions, please name the expense report with the same name as the travel authorization. [image: ]2. Enter Report type – Travel In-state or Out-of-state
3. Enter destination city
4. Click “Save”
1. Enter report name

3. Your report will now look similar to the one below. This screen looks very similar to the pre-approval screen except now you will be entering actual expenses and attaching receipts to your expenses.[image: ]
4. For example, the air fare was purchased with an RCC p-card. The way we manage credit card purchases in Emburse Enterprise is to send the charges to the traveler. If you know an expense has been charged to the travel card, please check your credit card que for the credit card expense. The traveler is responsible for submitting the expense in a report. [image: ]2. Find your credit card charge and select it
3. Click “Add”
1. Click “Credit Card”



5. Because credit card charges are fed into Emburse Enterprise from Bank of America, some of the information is auto filled, such as the date of charge and the amount. Type in the “Business Purpose” for the first expense you add to a report, after that the “Business Purpose” will auto-fill for any remaining expenses you add to the report. The same is true for your allocation. Select the allocation for the first entry only. Your “Home Dept” is the unit code your position is associated with. It is there to help people who are unfamiliar with GL codes. If you are using a different code, then enter the unit code and select the correct code from the drop-down choices. If you are in doubt about which GL code to use, please contact your supervisor.
[image: ]Select an “Allocation” 
Type in “Business Purpose”

6. Once you have added the above information, scroll down the page. Under “Downloaded Details” you can view additional information about the credit card charge. Finally, to complete adding the expense, you will be required to add a receipt. For this first entry, we will upload a PDF receipt stored on the local computer. Begin by clicking “Add Attachments”[image: ]Click “Add Attachments”

7. Click “Upload attachments” You will then be prompted to locate the file and upload it. [image: ]Click “Upload Attachments”

8. In this example, multiple credit card charges are on one receipt, we will use this receipt for each charge. You can view your receipts by clicking on the thumb nail at the bottom of the page. A zoomed in view will display in the left pane. If you are satified with the expene entry, click the “SAVE” button in the top right hand corner of the screen. [image: ]Click on the thumbnail you wish to view



9. Your expense has now been added to the report. The green check mark indicates there are no issues with your entry. If the system detected an issue, a red triangle would appear. Please note that the “Total Pay me Amount” located at the bottom of the left-hand screen still shows a zero amount. This is because Emburse Enterprise knows this was a company expense. When you begin to add items that will be paid to you the amount will change. Click the “+” symbol to return to the “Add Expenses” screen. (it’s the symbol with the square).[image: ]Click the + symbol to add more expenses

10. For the next credit card charge, we will add a receipt via the snap and send method. This is when you take a picture of the receipt with your phone and email the receipt to Emburse Enterprise. For step-by-step instructions on emailing receipts, please see the “Emailing Receipts” section on Page 22. Start by selecting the charge as we did before and click “Add”[image: ]


11. Notice the “Business Purpose” and “Allocation” are now auto filled because of the previous entry. [image: ]
12. This time after clicking “Add Attachment” you will select “From Receipt Gallery.” Clicking on this will take you to your receipt gallery where you can select the correct receipt. [image: ]Select “From Receipt Gallery”



13. Select your receipt and click “Attach” located in the bottom right hand corner of the screen. [image: ]2. Click “Attach”
1. Select your receipt

14. As before, your receipt is now attached. Click “Save” in the top right corner to add this expense to your report. [image: ]


15. Now we will add meals to the expense report. Begin by clicking the “+ square” symbol to return to the “Add Expenses” screen. Then click “Meals” and click on the sub-category “Per Diem” [image: ]
16. You will be taken to the per diem wizard. This will help you enter your meals. Begin by entering your date range and time (this is in military time) of departure and time of return. (This step is important as it helps Emburse Enterprise determine what meals you are eligible for). The wizard does most of the work for you. Please keep in mind you are required to deduct any meals that were part of the agenda of the event you attended.  You will still need to upload an agenda with your expense report. After you have entered your date/time range, then add your destination city under “Location”, add your Allocation, and click “Add Entries”[image: ]1. Enter the start and end date and start and end times (military time) for your trip.
3. Add Allocation and click “Add Entries”
2. Enter Business Purpose and destination city (Location)



17. The next screen gives a summary of your meals. If you want to see a detailed view of which meals were included or if you need to make edits to the meals, click the “arrow” on the right side of the screen. [image: ]Click the arrow to view meal details or to make edits to meals

18. It is important to remember that any meals with a check mark are excluded meals. It is also important to remember that meals with an empty check box are included meals. Therefore, if you need to exclude a meal, be sure that the box is checked. When you are done editing the meals, click the “Add to Report” button located in the bottom right hand corner of the screen. (Note: If the situation arises and all meals are excluded, you will need to delete the entire days meals by clicking the X next to the date because Emburse Enterprise will not allow a zero sum amount to be entered into an expense report.)[image: ]


19. Your meals are added to the report on a per day basis. Also, please notice that the “Total Pay Me Amount” has now changed. This is because Emburse Enterprise knows the airline tickets were company expenses and the meals are employee expenses. Processing both expenses on the same report will help RCC determine the total cost of trips.[image: ]
20. Finally, we will add mileage expense to the report. Begin by clicking the “+square” symbol then clicking “Ground Transportation” and then selecting “Mileage” from the submenu. [image: ]2. Click “Ground Transportation”
1. Click the “+ square” symbol
3. Click “Mileage”



21. You have the option of just typing in your mileage amount or you can use the Calculate Mileage feature embedded within Emburse Enterprise. [image: A screenshot of a computer

Description automatically generated]Click “Calculate Mileage” to access Google Maps feature

22. To use the map feature, simply type in the address of your start and end destination, then click “Return to Start.” This will show your round trip destination. Click “Save Trip” to add this trip. Please keep in mind that you can look at our mileage rules in the RCC Policy Handbook. You must use the shortest mileage. You can use your home as your starting point if it is less mileage than driving from RCC, otherwise use RCC as your starting point.  [image: ]Enter start and end destination. Then click Return to Start for round trip.



23. Click “Save” located in the upper right corner. Your mileage is added to your report. If you used the Google map feature, a map of your route is attached to your expense report. [image: ]
24. If you have no more expenses to add to your trip, click the submit button. [image: ]


25. After clicking “Submit” you will be prompted to attach your travel authorization. Click the “Pre-Approval” button.[image: ]
26. Select your fully approved pre-authorization from the drop down menu to attach it to your report. [image: ]


27. Click “Apply” located in the bottom right hand corner of the screen. [image: ]
28. Click “Submit” in the upper right hand corner of the screen.[image: ]
29. At this point, you are all done. You can click “Emburse Enterprise” in the top left hand corner to return to your home screen. You can also logout by clicking your name in the top right hand corner of the screen and select “Logout” from the drop down menu.
30. To track the process of your reports, see Page 24 - Report Tracking.


[bookmark: _Toc433970795]Emailing Receipts “Snap & send”and “Forward & Forget”
Emburse Enterprise’s Email feature leverages your smartphone to create new expense items—with or without images—for later attachment to an expense report online. Receipts submitted this way must be JPGs of greater than 50kb and less than 5 MB.
1. Use the Emburse Enterprise Mobile app to upload receipts (easiest way to upload receipts directly into Emburse Enterprise).
a. Click on link for instructions on downloading and using the Emburse Enterprise Mobile app to upload receipts: https://help.mobile.emburse.com/hc/en-us/articles/14257401226637-Download-and-Log-In-to-Emburse-Enterprise-Mobile
2. If you are not using the Emburse Enterprise Mobile app, use your phone to take a photo of the receipt.
3. Draft a new message containing the following information.
a. To: receipt@chromefile.com 
b. From: any email address you have registered with Emburse Enterprise
c. Subject: [Enter dollar amount xx.xx] of the receipt with no $ sign    
d. Body: For [Enter Expense Type “dinner”] business purpose, this is an optional field. You can add additional information for descriptions if desired like your guests or notes. This info will auto populate into the Description Field in Emburse Enterprise 
4. Attach the receipt photo.
5. Send the message to receipt@chromefile.com 
6. It is received by Emburse Enterprise in the time it takes to send an email (30 seconds), you will be able to view and attach the email memo in the Offline section or Receipt Gallery. If there was a corporate Credit Card charge associated with this receipt it will auto MERGE the two transactions and place them in your ALL or Credit Card tray. IF FOR SOME REASON THE CC AND RECEIPT EMAILED IN DO NOT AUTO MERGE GO TO “ALL” FROM ITEMS TRAY, SELECT TWO ITEMS YOU’D LIKE TO MERGE AND THEN SELECT “MERGE.”
Email Receipt to Another User’s eWallet
You also have the ability to email receipts to the eWallet of another user by entering his or her email address as the subject of the email. The sender will receive an email confirmation that details who the image was sent to. For example, if User A snaps a photo of a taxi receipt on behalf of User B, User A simply forwards it to receipt@chromefile.com with User B’s email address as the subject line. User B will then see the receipt in their eWallet the next time they log into Emburse Enterprise. Note that the receipt must be sent from a user’s primary or alternate email address stored in Emburse Enterprise, and the subject line must contain an address that is the other user’s primary or alternate email address in Emburse Enterprise. And both users must work for the same Emburse Enterprise customer. 
[bookmark: _Toc433970799]

Policy Compliance Warnings & Violations
A breach of policy will trigger a warning or violation message when you click SUBMIT or within the expense report. 
· A compliance warning indicates that additional information is required before the expense can be submitted for approval and processing. Click on the red warning symbol and either modify the data or enter a reply. Then click SAVE to proceed.

· A compliance violation indicates that the expense cannot be submitted for approval and payment based on the company’s policies as defined in the system. Click CANCEL on the Submit screen, make any required changes, and select CLOSE or SUBMIT again. [image: ]


[bookmark: _Toc433970800]

Report Tracking
Once the pre-approval or expense report has been submitted, it will appear in the “View All Submitted” list in either your Pre-Approval or Expenses section of your home page. From here, you can track its progress through the approval routing process by highlighting the report and clicking TRACKING.
[image: ]


[bookmark: _Toc433970801]Inquiry Reports
The Inquiry Dashboard allows you to create reports and perform quick inquiries on all your activity by category: expense reports, expense items, delegates, calendar, credit card items, firm-paid items, approvals, and paid expenses.
1. Click on the three lines to the left of Emburse Enterprise.
a. [image: A close up of a logo

Description automatically generated]
2. When the menu appears, scroll down and click Inquiry.
3. Click Expense.
4. Select the report you would like to generate. 
5. Click the drop-down beside Create Report Date and select your timeframe.
a. [image: A blue and white background with text

Description automatically generated]
6. Once your report is created, you may export it by clicking on Export.
a. [image: A screenshot of a computer

Description automatically generated]
Are you an approver?
[image: ]If you APPROVE other people’s reports, Emburse Enterprise EXPENSE makes this very important task easy by allowing you to approve expenses on any device as well as by email.

[bookmark: _Toc433970803]Approve Online
1. Log in to Emburse Enterprise EXPENSE from any device and navigate to the Approval Dashboard. 

2. The Approval screen shows all the reports waiting for your approval. Highlight an expense report and click OPEN to review it.
3. The Expense Approval Screen lists each line item that requires your approval on the left and provides expense details, notes, and receipt images on the right.
4. You can review, adjust, or return each line item individually by highlighting it in the list.
a. Clicking ADJUST will open the expense item so that you can change the approved amount, business purpose, and/or cost center. You may also add a note.
b. Clicking RETURN will send the expense item back to the expense owner.
[image: ]

5. When you have finished reviewing the expense, click SUBMIT to pass on the approved expense line items. 
6. Clicking RETURN REPORT will send the entire expense report back to its owner. You will be required to provide an explanation and click SUBMIT again.


[bookmark: _Toc433970804]

Approve or Return by Email (This may not work for everyone. Some of you will have to log in to Emburse and approve from the site instead of your email)

Emburse Enterprise will email you expenses that require your approval. You can only approve all or return all with notes via this method—any line-item adjustments must be made in Emburse Enterprise online.
· Forwarding the email to approve@chromefile.com is equivalent to clicking SUBMIT in Emburse Enterprise EXPENSE online.
· Forwarding the email to return@chromefile.com is equivalent to clicking RETURN ALL in Emburse Enterprise EXPENSE online.
If you receive approval emails in HTML format, you can approve or return expenses by clicking the green ACCEPT button or the red RETURN button in the email itself.
[image: ]





creating a shortcut on your phone for quick access
For ANDROID Users:
1. Open your browser and go to: app.chromeriver.com Click on the three dots in the upper right-hand corner. Select Add to Home Screen 
[image: ][image: ][image: ]
[image: ]

















For iPhone Users:
1. Open your browser and go to: app.chromeriver.com 
2. Click on the box with the arrow pointing up at the bottom of your screen. 
3. Select Add to Home Screen 
[image: ][image: ]
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