
Finance and A dministration 

Chrome River – E-mail Approvals 

Chrome River will email you expenses that require your approval. 

From the email you may approve all expenses for payment or return all expenses to the expense owner with questions or comments simply by clicking 
the ACCEPT or RETURN button (users who receive HTML-formatted emails) or forwarding the email (users who receive text-only emails). 

• To approve or return only specific line items on a report, you will need to log into Chrome River to approve.

• Click the VIEW RECEIPTS link at the bottom of the email to be taken directly to the report in the Chrome River app.

Email approvals may only be sent from your primary Chrome River account email address, unless your organization has activated the ability to 
approve from any email address listed in your User Preferences. 

Report ID: 0100-2234-9696 

ACTION REQUIRED Chrome River 

APPROVE RETURN 

Expense Report for Charlene M Williams [Section Manager/ R00210341 / charlene.williams@ttu.edu]

Created By Charlene M Williams 

Report Name Charlene PCard 05/03/2021 

Submit Date 05/10/2021 

Expense Dates 04/04/2021 - 05/03/2021 

Total Expenses 164.89 USD

Start Date 01/04/2021 

End Date 02/03/2021 

APPROVER R10804171 / Harper, Brandon K / Assistant Managing Director / Pro. Services 

Business Purpose Procurement Card Report 

Chart T 

Ethos Invoice N 

Expense Owner R00210341 

Fiscal Year FY21 

Report Type Procurement Card 

State Funds Used No 

Vacation Taken? No 

Reason for Assignment 

Delegate Submits -> Expense Owner Approves (PCard) - PCard Expense Reports submitted by a delegate must be 

approved by the Expense Owner. 

Account Summary 
Amount 

(USD) 

T-21P564-B56228-200 FUND: Educating Engineering Undergraduate (FEDERAL) ORGN: PI Timothy J Dallas / PROG: Research
Expense 

164.89

Office of Procurement Services 

Chrome River  Login > 

Email Approval >

Quick Links 
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https://pt.ca1.chromeriver.com/help/hg_admin_en/Content/C_Expense_Approvals/Approve_Via_Email.htm


Finance and Administration 

Expense Details 

02/01/2021 ST_Lab / Research 

Supplies 

ORGN: PI Timothy J Dallas / PROG: Research 

Expense 

164.89 

USD 

T-21P564-B56228-200 FUND: Educating Engineering Undergraduate (FEDERAL)

Business Purpose 
Procurement Card Report 

Description 
Pelco tabs, pin mounts, gripper, tweezers 

Location 
REDDING, CA, USA, 96003 

Traveler Type (E) 
null 

Trip Purpose (T) 
null 

Trip Purpose (S) 
null 

Last 4 of CC 
5768 

Trip Purpose (H) 
null 

Traveler Type (H) 
null 

ST_ACCT_ET_LabResSup 
PartsForFurnishingEquipLab 

Merchant 
TED PELLA, INC. 

Trip Purpose (E) 
null 

Received 
Yes 

Traveler Type (T) 
null 

Traveler Type (S) 
null 

Trip Type 
null 

ACCT_Code 
7C0909 

Reason Assigned Delegate Submits -> Expense Owner Approves (PCard) - PCard Expense Reports submitted by a delegate must be     
          approved by the Expense Owner. 

Receipts View 

Financial Summary Amount (USD) 

Total Expense Report 164.89 

Less Company Paid 164.89 

Amount Due Employee 0.00 

APPROVE RETURN 

> View Receipts Report ID: 0100-2234-9696 

To take action on these expenses, take either of the following steps: 

To view this expense report or access the Chrome River application, click here 

 Click on the APPROVE or RETURN button as appropriate and add any comments to the new email that opens

 OR FORWARD this email  to approve@expense.ca1.chromeriver.com or return@expense.ca1.chromeriver.com with any comments at the top of
the forwarded message.

https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fchromeriver-batch-links-c5-prod.s3.amazonaws.com%2F7d%2Fcust2260%2F7e81af5e-6290-43cf-a025-57f8e75939e1-1beaa012-ea90-4c46-9ac3-69ebb5713913.pdf&data=04%7C01%7CCharlene.Williams%40ttu.edu%7C1af79dfb69d14fc663c408d8f9d32179%7C178a51bf8b2049ffb65556245d5c173c%7C0%7C0%7C637534032475282151%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=%2BDVIojpN4lIaKtatlDS7sQ2K8vPs%2BPGVf6Ogu%2B8bchI%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fchromeriver-batch-links-c5-prod.s3.amazonaws.com%2F7d%2Fcust2260%2F44543e3a-4c22-4bc7-b066-c24a73f1d392-9088ff41-2193-4df2-b2e1-aa94d2c31941.pdf&data=04%7C01%7CCharlene.Williams%40ttu.edu%7C1af79dfb69d14fc663c408d8f9d32179%7C178a51bf8b2049ffb65556245d5c173c%7C0%7C0%7C637534032475292106%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=6rgLn%2Bjt2XqYx2%2BO6iJgweFeTHRYZje59Q42XFsuwP4%3D&reserved=0
mailto:approve@expense.ca1.chromeriver.com?subject=Chrome%20River%20Expense%20Approval%20[Timothy%20J%20Dallas]%09%09%09%09%09%09%09&body=%0D%0A--------------------------------------%0D%0A1.%20Please%20VERIFY%20[from]%20e-mail%20address.%20Please%20use%20e-mail%20address%20associated%20to%20your%20Chrome%20River%20account.%0D%0A2.%20Enter%20any%20optional%20NOTES%20in%20the%20space%20above%20this%20line%20to%20have%20them%20added%20to%20this%20expense%20report.%0D%0A3.%20SEND%20this%20message%20to%20the%20Chrome%20River%20automated%20processing%20system%20for%20your%20action%20to%20be%20completed.%0D%0A--------------------------------------%0D%0AReport%20ID:%200100-2234-9696%20Email%20UID:%2031354C76-9F31-DDA0-152F-3E4E73EA1727
mailto:return@expense.ca1.chromeriver.com?subject=Chrome%20River%20Expense%20Approval%20[Timothy%20J%20Dallas]%09%09%09%09%09%09%09&body=%0D%0A--------------------------------------%0D%0A1.%20Please%20VERIFY%20[from]%20e-mail%20address.%20Please%20use%20e-mail%20address%20associated%20to%20your%20Chrome%20River%20account.%0D%0A2.%20Enter%20any%20optional%20NOTES%20in%20the%20space%20above%20this%20line%20to%20have%20them%20added%20to%20this%20expense%20report.%0D%0A3.%20SEND%20this%20message%20to%20the%20Chrome%20River%20automated%20processing%20system%20for%20your%20action%20to%20be%20completed.%0D%0A--------------------------------------%0D%0AReport%20ID:%200100-2234-9696%20Email%20UID:%2031354C76-9F31-DDA0-152F-3E4E73EA1727
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fchromeriver-batch-links-c5-prod.s3.amazonaws.com%2F7d%2Fcust2260%2Fe2235c32-ae6d-4cc4-bf6d-8fe621f49c76-7fa3384d-d633-4ad0-a3a4-fb119f9fa3fc.pdf&data=04%7C01%7CCharlene.Williams%40ttu.edu%7C1af79dfb69d14fc663c408d8f9d32179%7C178a51bf8b2049ffb65556245d5c173c%7C0%7C0%7C637534032475292106%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=EsRoazWdv4Us%2FC9QX1rhkMJnyKhJH828AjjYrVuV3AE%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fprod-dispatch.ca1.chromeriver.com%2Fexpense_reports_app%2Fapprovals%2F010022349696%3Fredirect%3Dtrue%26customerCode%3DEXIK&data=04%7C01%7CCharlene.Williams%40ttu.edu%7C1af79dfb69d14fc663c408d8f9d32179%7C178a51bf8b2049ffb65556245d5c173c%7C0%7C0%7C637534032475302063%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=aZs79SfHw8x2GqcdvD4Dud1v%2F%2F1e%2Fns0aZwmMygqGi4%3D&reserved=0


Finance and Administration 

There are two ways to route the expense by email: 

1. Click APPROVE. This creates a new email that must be sent for the change to be reflected in Chrome River. To add questions or comments, simply
type them in the body of the email, above the forwarded text, then click SEND.

2. Alternatively, you may forward the approval email notification to approve@ca1.chromeriver.com.

Either of these is equivalent to clicking SUBMIT in Chrome River EXPENSE online and instantly approves all line items on the report. 

1. Click RETURN. This creates a new email that must be sent for the change to be reflected in Chrome River. To add questions or comments, simply
type them in the body of the email, above the forwarded text, then click SEND.

2. Alternatively, you may forward the email to return@ca1.chromeriver.com.

Either of these is equivalent to clicking RETURN ALL in Chrome River EXPENSE online and instantly rejects all line items on the report. 

Note: Certain mobile devices may auto populate the email "From" field with the default email address for the device, rather than the email address to 
which the approval notification was sent. Be sure the "From" field contains your primary Chrome River account email address before you click SEND on 
your approval or return email. 

Expense Report Approval Failure Notification 

If you attempt to approve via email an expense that has since changed—for example, if the expense owner has recalled and resubmitted the report—you 
will receive an Expense Approval Failure Notification email alerting you to reattempt your approval via the most recent approval email notification for that 
report. 

Watcher Approval Feature 

Chrome River offers customers the ability to allow certain users to watch specific expense reports, line items or pre-approvals as they route through the 
approval process, even for items that are auto-approved. Based on criteria defined by your organization, certain users may be CCed on the approval email 
notifications. They receive the same notifications an approver receives, but for Watchers there are no APPROVE and RETURN buttons 

Office of Procurement Services Chrome River Login > 

Chrome River Help > 

Quick Links 

mailto:approve@ca1.chromeriver.com
mailto:return@ca1.chromeriver.com
https://pt.ca1.chromeriver.com/help/hg_admin_en/Content/C_Expense_Approvals/Approve_Via_Email.htm
https://pt.ca1.chromeriver.com/help/hg_admin_en/Content/C_Expense_Approvals/Approve_Via_Email.htm
https://app.ca1.chromeriver.com/index
mailto:purchasing.pcard@ttu.edu



