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Q. How do I track an Expense Report? 
A. View the guide Track an Expense Report. 

 
Q. What does the Routing Rule number mean in the tracking of an Expense Report? 

A. View the guide Routing and Workflow for an Expense Report located in the Track an ER sub-section 
of the Expense Report Guides column. 

 
Q. How do I delete a document from my expense line item on my Expense Report? 

A. Pull up the attached document you wish to delete. Only documents with a paperclip icon in the 
upper left corner of the document view may be deleted. Click on the paperclip icon to delete the 
attachment. 

 
Q. How do I edit an Expense Report? 

A. If the Expense Report is in Draft in your profile, then you may edit the report. Click on the trip you 
wish to edit. Click Open. From here, you can edit the trip's Start Date and End Date, add new expense 
lines, or click on an existing expense line to change the specific expense already entered. 

 
Q. How do I reimburse a candidate for travel expenses (e.g., mileage, bag fees, etc.) in Chrome River? 

A. View the guide Reimburse a Candidate. 
 

Reimbursements directly to a candidate do not require a Pre-Approval. For these submissions, 
approval from the Financial Manager must be attached to the Expense Report indicating the 
FUND/ORGN and amount approved for the expenses. All direct purchase expen
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Q. What are my options if I am over my funding limit? 
A. Either reduce the amount you claim on out-of-pocket expense(s) or email your financial manager 
requesting the increase in funding. Should you choose the latter option, attach the email with the 
financial manager's approval to the Expense Report. The email approval must include the Fund/Org 
and amount approved for increase. 
 

Q. Is it necessary to submit an Expense Report before a trip? 
A. It is necessary to submit an expense report before a trip if you have pre-trip expenses such as airfare 
and/or registration purchased with a travel card. Expense Reports should be submitted within two 
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