


GettingStarted

Whenare Pre-ApprovalReportsRequired?

9 Overnight/internationatravel
9 Official reception & entertainment (ne@hartwells)
9 Sponsorships

How MuchHaveYouBeenApproved toSpend?



Budgetnformation

Thisinformation is required on all reports and will be provided by your suppastaff.

AccountCode(TripType)
Organization

Fund

Program



TripDetails

9 TravelDates/Location/Busined3urpose
9 All anticipatedexpenses
9 Backup documentation tattach

9 Agenda/Schedule/Invite

9 Quotes,invoice,etc.

e StudentTravel
9 Addresdor overnightstays
9 Listof attendees

e |nternationalTravel
9 Referto OGBnebpage




Logdin
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* Linkto Chrome River is housed under Finaseetion- Other Links



Creatinca Pre ApprovaReport

From your dashboardalick the+CREATIRLIttoN




Completinghe PreApprovalReportHeader

* Input yourorganization numbeand select ifrom the drop-down

Organization

* Oncethe orghas been selected, two additional fields veigpear

Fund-input the fund number and
select it from the dropdown




AddingPre ApprovalExpensdypes

» The preapproval is an estimate; however, yaant to Includeall anticipatedexpenses

 If youarenot staying at aconferencehotel or hotel suggestedtby the conferenceorganizerper diem
ratesapply

» Mealsprovidedby the conferencemustbe deductedrom yourper diemmeals.

EnterStart and EndDates
Click on the Meals tile > Pé&iemWizard andLocation



StudentTravePreApprovals

» Additional questions will populaten thereport header*Student Group Travels selectedas theReporiType

 When addingxpensesit maybe helpfulto utilizethe expensaypes under theGroupTravetile

*  OvernightTripswith Students
0 There willbe one preapprovalreportdone under theaculty member’s name andseparatereportdone underthe
“SUStudent...profile
0 Thehotelname andaddress must be included on thetel expensdineitem
0 Anychangesr



Adding



SubmittedReports

» Tracking your pr@pproval
* From your dashboard, click on your submitted-pmproval reports

» From the submitted reports grid, click on the desired report to preview it. Then click on TRACKING in the preview.

* Returned reports yyouandyour delegates will receive an email if your repereturned
o Emailwill includewhyit is beingreturned—this will postas a commenon the reportheader
o Loginandaccesgshe returned report from youdashboard

*  Open thereport, address the



PcardJse& Travellips

All individualPcardsare open with a $5,000 credit limit/single transaction limit of $3,500.
Alwayscheckyour availablePcardbalance priotto traveling.
Weare salestax exemptin NewJerseyFloridg andMassachusettsPlease provideendorswith
the appropriate documentation, locateoh the TaxCompliancenvebpage
International Travel To prevent issues with the use of your Poandnternational trips, please
call Bank of America at 8&®0-8262 prior to your travel to notify them of your dates of travel
and destination.
Itemized receipts are required to reconctlansactions.

o Hotelfolios

0




Resourcef Contactinformation

 Visit ourPcardand Travelwebpages

» Pcardrequestsor questionsPcard@stockton.edu

» Travelor ChromeRiver questionsTravel@stockton.edu
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