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Athletic Team Travel Expense Report 

1 Great News!!! Chrome River is now known as Emburse Enterprise. 

2 Click "Create" to start a new travel expense report. 
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3 Enter the report name. This should include the Sport and Destination. 

4 Choose the start date of the travel. 
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5 Choose the end date of the travel. 

6 Enter a reason for the travel. 
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7 Type in the Business Purpose of this Athletic Team Travel. 

8 Click the down arrow to select the report type. 
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9 Select Athletic Team Travel. 

10 Click "Save." 
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11 Click "Create New". 

12 Click the "Meals/Entertainment" tile to add per diem. 
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13 Click on the "Athletic Meals" tile. 

14 Enter the first date of the travel. 
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15 Enter the amount of per diem for that day. 

16 Enter a description. The number of athletes and coaches that traveled should be 
entered also. 
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17 Enter the appropriate cost center. 

18 Click on the cost center when it appears. 
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19 Click "Save." 

20 Repeat until all per diem is entered for each day of travel. 
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21 Click "Cash Advance" to attach the cash advance request for that specific travel. 

22 If there is more than one cash advance for the same amount under that 
employee's name, click on the box and it will expand with a greater description. 
This way you can make sure you are picking the correct one. 
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23 Check the box for the cash advance. 

24 Click "Add." 
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25 Enter a description. 

26 Click "Save." This will apply the cash advance and reduce the amount owed to the 
coach or assistant coach by the amount of the advance. 
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27 Click in this area to add additional information. 

28 Add comments regarding how many volunteers traveled with the team as the 
number of athletes and coaches should already be listed in the Business Purpose 
as well as on the individual day per diems. 
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29 Click to add attachments such as a copy of the Athletic Team Travel report as well 
as all required receipts. 

30 Click "Submit." 
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31 Click "Submit" again after verifying everything is correct and included. If changes 
need to be made, click cancel, make the appropriate changes and then submit. 




