


 

Detailed Expense Type Examples  Page 2 of 7  

CHROME RIVER QUICK STEPS 

Mileage Expense Type (top) 
 
This expense type is in the Ground Transportation mosaic tile.  
 
To add the mileage to this trip, click the Ground Transportation mosaic. Then click the Mileage sub-mosaic 
tile. 
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CHROME RIVER QUICK STEPS 

Lodging Expense Type (top) 
 
This expense type does not have sub-mosaic tiles. 
 
Click the Lodging expense line, in the left-hand column, on the Expense Report.  
 
Click Edit. 
 
Scroll to the bottom of the screen. Attach the rece
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CHROME RIVER QUICK STEPS 

If Per Diem was not estimated on the Pre-Approval and needs to be added to the Expense Report, then click 
the Meals mosaic tile and then click the Per Diem Wizard sub-mosaic tile.  
 
Enter the Start Date and corresponding time of departure.  
 
Enter the End Date and corresponding time of departure.  
 
Enter Location.  
 
Click Add Entries. 
 
The Per Diem entries will appear on the right of the screen. Click on Add to Report at the bottom of the 
screen. 
 
Proceed with the Editing Per Diem steps below. 
Editing Per Diem 
 
Editing of Per Diem will need to occur if meals were provided during the trip.  
 
To edit the amount of Per Diem, click the Per Diem date expense line item that needs revising.  

 
The Per Diem line will open in a box to the right. Click Edit. 
 
A more detailed Per Diem box will open. 
 
Find the Deductibles row, which will have three boxes: Breakfast, Lunch and Dinner. 
 
If Breakfast, Lunch, and/or Dinner was provided on the travel day or is not eligible due to the time of trip Start 
Date/End Date, then check the box next to the meal. This will deduct the meal from the Per Diem amount. 
Click Save. Repeat this step as needed on the other Per Diem expense lines. 

 

Internet Expense Type (top) 
 
This expense type does not have sub-mosaic tiles. 
 
This mosaic tile will require the following fields to be populated: 

�x Date: date of receipt 
�x Spent: total of receipt  
�x Attachments: receipt related to the expense 

 
To add this expense type, click the Internet mosaic tile. 
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CHROME RIVER QUICK STEPS 

Registration Fees and Membership Dues – One Receipt (top) 
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CHROME RIVER QUICK STEPS 

Cash Advance Expense Type (top) 
 
This expense type has two sub-mosaic tiles, which include: Cash Advance Return and Cash Advance. 
 
Each of these sub-mosaic tiles will require the following fields to be populated: 

�x Date: date of receipt 
�x Spent: total being requested  
�x Attachments: documentation for cash advance request 

 
To add any of these expense types, click the Cash Advance mosaic and then click the respective sub-mosaic 
tile. 

�x IMPORTANT: Cash Advances are issued in limited situations such as for Per Diem for students on 
faculty led student trips and Per Diem for students of Athletic teams. Contact Accounts Payable to see 
if a cash advance is applicable for the trip. 


