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Expenses: Chrome River — Itemizing Object Code Mosaics

Log into Chrome River. Click + New, enter the report name, select P-Card Reconciliation and Save the report.

+ New L Donna Burkhardt

Expenses For Donna Burkhardt

Report Name ORG, Card Name, Current Date
FPay Me In UsD - Us Dollars -
Report Type PCard Reconciliation -

From the Add Expenses menu, click on Credit Card (with the green dot) to open your expenses.

+ New L Donna Burkhardt

Add a -
Expenses P4 a¥a

)

<)

BB Create New
-,
| 2 o=
Statemenkj/
® Credit Car

Personal Account

b
(i)
o
o>

® Offline

Recycle Bin

® Receipt Gallery




I

INDIANA UNIVERSITY

Click the box with the expense that you want to include in your report and then select Add.
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Enter the required information to reconcile the expense (it is recommended that you add a description as in the
example below). Click ‘Save’.

Note: Do not select the Itemize object code. You will select it later when you begin the itemization process.

+ New L Donna Burkhardt

] Expendable Equipment

Date 07/09/2018 o
Spent 79.29 | USD
Description Approved by Contract Manager as an exception to policy 20,

contracted vendor does not carry this item. |

r_u'l_t_e_rc_:pant MACROFAB.COM
Merchant Country s

Merchant Postal Code 77092

Allocation - Select department account

1915030 UA-PUR PURCHASING DEPARTMENT
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Reopen the expense line item containing the expense you need to itemize. Click once to open the expense.

CHROME

Expenses For
(_ Donna Burkhardt

ORG, Card Name, Current Date
=
DATE EXPEMSE SPENT PAYME & B A
Mon ; 79.29 =
el S ] Expendable Equipment e 0.00 & o
Click ‘Edit’.

+ New L Donna Burkhardt

L1 Expendable Equipment

Date 07/09/2018
Spent 7928 U5D
Description Approved by Contract Manager as an exception to policy 20, contr

acted vendor does not carry this item.

Merchant MACROFAB.COM
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+ New L Donna Burkhardt

|:__| Expendable Equipment
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Date 07/09/2018 =
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Click ‘Itemize’.

+ New L Donna Burkhardt
-

‘. ltemization

Enter the transaction date

Date 07/09/2018 3
Spent 79.29 | USD
Description Approved by Contract Manager as an exception to policy 20,

Optiona contracted vendor does not carry this item.

Allocation - Select department account

1915030 UA-PUR PURCHASING DEFPARTMENT
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You can now start itemizing by selecting the appropriate expense type. Notice in the example below, the Total amount
on the card is $79.29 and the Remaining is the same before you begin to itemize.

In this example, we selected Expendable Equipment.

+ New L1 Donna Burkhardt

Add ltemization

‘. ltemization ?929 7929
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Enter the Date, the Spent amount and a description and click ‘Save’.

+ New L Donna Burkhardt

Cancel

Date 07/09/2018 |
Spent 7500 f@@ | uso
Description Equipment cosi
A

rlﬂerchant

MEFCTIEHT Country

rlﬂerchant Postal Code

Allocation - Select department account

1915030 UA-PUR PURCHASING DEFARTMENT
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You now have $4.29 left. Select another expense type.

+ New L Donna Burkhardt

Add ltemization

‘ TOTAL AMDUNT  REMAINING
® 79.29 4.29

Complete the information and click ‘Save’.

+ New L Donna Burkhard

‘ TOTAL AMOUNT EMAINING

® 79.29 [ 4.29

= Postage

Date 07/09/2018 |
Spent 429 f@ | vsD
Description Shipping charged
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You now have completed your itemization (notice the green checkmark on each line item. You are now ready to
‘Submit’.

CHROME
Expenses For
Donna Burkhardt
ORG, Card Name, Current Date
= i
DATE EXPENSE SPENT PAYME & B A
» Mon A Itemization 79.29 0.00 & e h
OT/DRI2018 UsD
Man / 75.00
- I:I Expendable Equipment =0 0.00 w
Mon 429
OTI0RI2018 © Postage usD 0.0 -
Expense Report Total Pay Me Amount
QA0026144888 0.00 uso




