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Dashboard Helpful Hints

1-The Menu bar allows you to select approvals, reports, and other 
inquiries

2-Click on “Chrome River” from any screen to return to the 
dashboard

3-Shows you are logged into Chrome River and can bring up 
other options

4-Shows items in your EWALLET needing attention

5-Shows expenses in drafts, returns, submissions for approval and 
allows you to choose the option to create an expense report

6-Shows the Pre-Approvals in drafts, returns, and submission 
approvals and allows you to create a pre-approval report

7-Shows helpful contact information and helpful links                  

1 2 3

4

5

6

7





LAST 
STEP

This is what we 
know as the 

INDEX



If  at any time you need to navigate out of  
the “Add Pre-Approval Types” screen, you 
can access the page by clicking the plus 
symbol on the right-hand side of  the Pre-
Approval dashboard.

If  the Pre-Approval Type tile has an arrow 
that signifies there are subcategories for that 
expense type, you select the necessary tile 
and enter the information.

The “Add Pre-Approval Types” page will appear.  
Here you enter travel cost estimates based on the expenses you expect to incur.



Enter the estimated amount and click “Save”.

The travel type and estimate will appear on the left-hand side of  
your screen.

Select “Ground Transportation” type more 
options will appear.  Select the appropriate 
tile for your transportation of  choice.



Click “Calculate” to retrieve the current GSA amount 
for lodging at your destination. The “Calculate 
Allowable Total” box will appear.  Enter “Start Date” 
and “End Date”.  After entering remaining requested 
information click “Save”.

*If  your destination city doesn’t appear, try looking 
for the county.

















Please read the acknowledgement that appears.  If  you agree, click 
“Submit”.  The Pre-Approval will then go through the necessary 
approval steps starting with budget.







APPROVALS BY EMAIL OR IN THE APP







Click “Import Pre-Approval” if  you have a Pre-
Approval for your trip.  If  you choose “Import Pre-
Approval” a drop-down box of  Pre-Approval reports 
will appear, select the appropriate report.  

*In rare occasions if  you do not have a Pre-Approval 
skip the import step and manually add the required 
information in the boxes listed and then click save.



The report information will populate.  Please review and click 
“Save.”

Imported Pre-Approval amounts will appear to the left of  the 
screen.  If  the expenses do not populate you will click on the 
individual tiles and add your expenses to your report.  Clicking 
on the blue bar (+) will make the expense tiles appear.





Be sure the date is the first date of  your trip, or the date 
located on the receipt.  You will then scroll down and 
make sure the “Allocation’ is correct.  To add receipts, 
click on “Add Attachments” to upload.  This will give 
you the option to upload receipts from your “Receipt 
Gallery” or upload from your computer.  Once selection 
is made, click “Save”. This step will be completed for 
each expense.

















The expense will then be added to the report, but you will need to add details regarding the expense type.  
Select the tile that applies to the expense.



The date of  the transaction should appear 
after the appropriate expense tile is selected.  
If  need be additional information can be 
added to the business purpose or 
description.  The allocation will populate, 
and additions can be added here as well.  

Scroll further down the screen and you will 
see that the Lamar Travel Card expense has 
been downloaded.  The next step is to click, 
“Add Attachments”.  A drop-down box will 
appear, you then should select from the two 
options.  In this case we will select “From 
Receipt Gallery”.





On the right-hand side of  your screen a submit 
confirmation will appear.  Please read the 
agreement, but do not submit without scrolling 
down.

Following the agreement prompt please review 
your REPORT NAME, FINANCIAL 
SUMMARY, PRE-APPROVAL REPORT, 
EXPENSE SUMMARY, ACCOUNT 
SUMMARY, and any ATTACHMENTS.  If  
in agreeance, then click “Submit”.





The “My Delegates” option gives full access of  your account to the person of  your choice.  The “My Approval 
Delegate” allows you to select a time frame for your delegate to assist you with approvals.

From the options make your selection and click, “Save”.
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