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Fiscal Approver Action Required
Notification

1. As the Fiscal Approver, when an Expense Owner / Delegate submits an expense
report, you will receive an email with the below Action Required screen.

ACTION REQUIRED Chrome River

[ ] [E=A

|Excpiesrisi: Roesptrt i Lizma Alkine
Repowt Narine 550 Conferencs
Sulbriit Date 027152017
Expevicee Dates 017252047 - 042572017
Tkl Expeiriebess 53040 LZD
Trawed End 0172772017
Tranwed Stk 017252017
Repowt Type  Domestic
Primary Destination Sreckericgs, 00
Isl_uef Pumgsose  Conference/ Training
Reason for Assignment

A= the Facal Approver, [ osdily sl speree lines foroe been sllocsted sppropristely, sne in compliancos with
palicies, ans in sccordancs with amy restrictions on the PTAD, and requinsd documentation iz attadhed to support

e
Account Summary Amaount (LISD
101472-101 SE00IES ME-Procurement Services-Task 1 8040

20035 Fl-Procurement and
Supplier Diversily Servio=s

Expense Details
Q7252017 Airfare ME-Frocursment Servioss- 4040 USD
Tamk 1
101472-101 SGE000235
20055 Fl-Frocunement and
Suplier Diversily Services
Merchant  Psa Airines
Ibi_udl_RonafidefminessReson  nul
Tl _wetf_WarkiOnder
dir Oam= CoschyEonomy
Hirline A&
Companion Trawel Mo
PRmmmon Aszigned Az the Fiscal Apprower, I o=rify all experme ines Fees Been allocat=1
aporopristely, ane in complianoe with policies, ane in scoondance with amy
restrictions an the PTAD, and requinsd documentation iz attadhed to support

T
Aeceipts  View
Financial Summary Amount (USD)
Total Experme Report 5040
L=z Company Paid [1Kua)

dmount Du= Emplope=

54040
e ] E=T

=2 View Recoipls Fomport ID: 0100-1658-3104
To [=km aclion on e epeees, Dk sl of e folosing steos:
- Cickl an the ADCEPT or RETURN bution &= appropriate and add any comments o the new emal that

ope=E,
- OR FORWARD thiz emal to sporoveficiromefile com or retumniichvomefile com with amy comments ot
e fop of the forwanded messsge.

To wies iz sxp=rees reoord or sco=ss e Chrome River spolication, dick: bens

2. Review the given information in order to certify that the expenses “have been allocated

appropriately, are in compliance with policies, are in accordance with any restrictions

on the PTAO, and required documentation is attached to support expenses”.

To view receipts, click the View button.

4. To view the report in more detail, you have the option of viewing it in the Chrome River
application by clicking on the link at the bottom of the page.

5. If you approve, click the B8 button. You will have the option of making comments
for the Expense Approver on the email that will appear upon approval.

6. If you don’t approve, click the B hutton. You will have the option of making
comments for the Expense Owner on the email that will appear upon returning.
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