CHROM&RIVER Accessing Historical Reports

(Approvers and Reviewers)

Approvers and reviewers can access reports that they have approved by following these steps:

1. Within Chrome River, click on the hamburger menu (the three horizonal parallel lines) in the upper left corner of
the screen.
2. Navigate to and select Inquiry.
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3. Select Expense and then click on either My Expense Approval Items (to view approved expense reports) or My
Pre-Approval Approvals (to view approved preapproval reports).
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Listing of your itemized expenses within a specified date
range. Sorted by: Transaction Date, Expense Type, and
Amount.
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Listing of your expense reports created within a specified
date range. Sorted by: Creste Date, Mame, and Amount.
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4. Inthe upper right corner, click on the Action Date dropdown, choose your date range, and then click Apply.
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5. You will now see a list of appoved reports. Click on the column headers to sort or click on the Owner column
header in order to filter by name.

Drag a column header and drop it here to group by that column
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6. Click on the report that you would like to view and then click the Download PDF button that is in the upper right
corner. Choose the format that you prefer and it will open in a new browser tab.
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