
How to Itemize an Expense in Chrome River 

Itemization is used for a PCard transactions that require more than one Expense 

Type. 

Select the credit card feed transaction that you wish to itemize and add to the 

Expense Report. 

 

 

Choose Itemization under Select Valid Expense Type. 

 

 



Complete the Itemization form: Description; FOP Allocation(s); and attach receipt 

if not already merged. Click on Itemize. 

 

 

Choose the appropriate Expense Type and enter the amount you wish to allocate, 

complete the Expense Type form, and click on Save. 

 

Add Itemization screen will populate and provides the amount remaining for this 

transaction. 

 



Choose the appropriate Expense Type and enter the amount you wish to allocate, 

complete the Expense Type form, and click on Save. 

 

You may choose as many Expense Types as needed with Itemization; however, 

you must allocate the full amount of the card feed transaction. 

 

Itemization expenses will appear as multiple line items on the Expense Report. 

 

 

 


