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Approve / Return via Email

Chrome River will email you the expense report that requires your approval. From the email you may Accept (Approve) or Return the report.
The body of the email will contain details of the expenses on the report. At the bottom of the email, you will see the expense summary and the Accept/Return buttons. You can also click on the link provided to access the application and approve/return from there. Clicking on the View Receipts link will open a PDF of any receipts attached to the report.
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[bookmark: _GoBack][image: ]If you choose to approve the report, click Accept. 
You will immediately be presented with an email 
that will require you to send. The email indicates 
your approval and will be sent to the Chrome River 
email address for approvals. You can add a note/
comment to the email but it is not necessary. You 
must, however, SEND the email to confirm approval.

If you choose to return the report, click Return. 
You will immediately be presented with an email 
that will require you to send. The email indicates 
your return and will be sent to the Chrome River 
email address for returns. You will need to add a 
note/comment to the email for the expense owner 
to know the reason for the return. You must SEND 
the email for the approval to be confirmed.
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Subject Chrome River Expense Approval [Cassandra Balent]

nter any optional NOTES in the space above this line Lo have them added Lo this expense repor, then SEND this message 1o the Chrome River automated processing system for your
ction to be completed.

Report ID: 0100-2030-4334 Fmail UID: 58876253-1454-D195-DCCA-COROSIBFDAE?
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