UVAFinance

Supplemental Approver Action Required
Notification

1.

w

As the Supplemental Approver, if an expense should fall outside of University
policy, you will receive an email with the below Action Required screen.

ACTION REQUIRED Chrome River

[ | e

[Excpeteriee: Riespitort Fiwr Lisma Alkires
Report Name 560
Submit Date 027162017
Expenieie Dabess 010202017 - 0400272017
Torkal Exprrisiis 540,40 USD
Pricer Appronrers Dolores Hidetrand [02/16/2017 GMT]
Caral HaroufT [I2/16/2017 GHT)
Trdnwed Enid 0170572017
Trdneed Start 01022017
Respiwrt Type: Domeslic
Ib_nedlf_Pusrprse Conferencs) Training

Reason for Assignment
Az e Supplemental Aporover, 1 cerlify expenses wiich ane exosplions o palicy ane ressonaiile, necessary, and
sugpart the mission of the Universily.

" Compliance Warning !
Compliance 30 Dy Rule
Fesporme T hanve been traveling back (o back trips

Account Summary Amount (USD)
101472-101 SG0002S ME-Frocurement Servic=s-Task 1 34040
20055 FI-Frocurement and
Supplier Diversily Services

Expense Details
L2017 Lirfare ME-Frocurement. Servioms- 54040 LD
Temk 1
101472-101 SGE0002S
20055 FI-Frocun=ment and
Supplier Diversily Services
Menchant Psa Airlines
IB_uil_Bonafidefuminesfeymon  null
Tal_uel”_‘WorkiDreder
Air Oz CoachEoonomy
Airline AR
Companion Travel Mo
Remson Assigned A= the Supplemental Apprower, T cerlify expermses which ane sos=plions to palicy
ane ressonaiie, necessary, and support the mission of the Universily.

Fecsipts  View
Financial Summary Amount (LS
Tl Experme Reporl 4040
Le== Company Paic @
Amount Due Employe= 54040
m
= View Receiphs Feport ID: 0100-1640-3576

To Lake action on these expemes, ke sitfer of e fliowing steps:
- Oick on the ACCEPT or RETURN button = sppropriate and ] any comments o the new email that

op=s,
- Of. FORWARD tfis emall to sporovefichromefile com o retun@chromefile com with ay comments at
e top aof the forwartded message.

T view s exp=me= report or aco=ss the Chrome River application, dick Pere .

Review the given information in order to certify that the expenses “are
reasonable, necessary, and support the mission of the University”.

To view receipts, click the View button.

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.

If you approve, click the E===lputton. You will have the option of making
comments on the email that will appear in the system along with your
approval.

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



