Athletic Team Travel Advance Request  LewisihcLark

STATE COLLEGE

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

2  Click Create to create a new request.
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Creating a New Expense Report
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Enter the report name. It should include the sport as well as to where the team is
traveling.
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4  Enter the start date of the travel.
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5 You can use the calendar to select start date.
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6 Enter the return date of the travel.
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7 You can use the calendar to select end date.
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8 Enter the business purpose description.
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9  Use drop down on Report Type to select proper report.
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10 Click the drop down arrow and select Athletic Team Travel
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11 Hit Save.

v Ig Colleague Launcher % [E) Chrome River X+ — X
€ 3 C % appcalchromeriver P ¥ @ O 2

-emburse : 0 ® Debbie Stellyes «
= [E chromeriver

Lewis-Clark State College.

Expenses For Debbie Stellyes

rt from Pre-Approval

Report Name: WBB Game vs Carroll College

Ethos_Invoice_NoHold Y

Start Date 11/07/2024 G
E£nd Date 1110/2024 (o}

Business Purpose ‘ WBB Game vs Carroll College
Report Type ‘ Athletic Team Travel - ‘
AP Type [ Locatang crant -
APSource VDS
Optonal
ick"C New"
12  Click "Create New".
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13 Click on the down arrow on the Cash Advance box.
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14 Choose Cash Advance Request.
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15  Enter the dollar amount of the cash advance request.
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16  Enter a description.
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Please type fhe Cost Center you would like to search for in the 1st allocation box below. As you type, a drop down list
of matching items will be displayed for selection. Select Project ID in the 2nd allocation box, or Not Applicable.
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Please type the Cost Center you would like to search for in the 1st allocation box below. As you type, a drop down list
of maiching items will be displayed for selection. Select Project ID in the 2nd allocation box, or Not Applicable.



17  Click the down arrow on the Cash Advance Travel Type box.
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Please type the Cost Center you would like to search for in the 1st allocation box below. As you type, a drop down list

of matching items will be displayed for selection. Select Project ID in the 2nd allocation box, or Not Applicable. -
18 Choose Team Travel.
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19  start entering the appropriate cost center/cost centers.
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Please type the Cost Center you would like to search for in the 1st allocation box below. As you type, a drop down list
of matching items will be displayed for selection. Select Project ID in the 2nd allocation box, or Not Applicable.
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20 Click on the cost center the advance should be charged to.
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Click "Save".
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Please type fhe Cost Center you would like to search for in the 1st allocation box below. As you type, a drop down list
of matching items will be displayed for selection. Select Project ID in the 2nd allocation box, or Not Applicable.



23 Verify everything is correct and click "Submit". If it is not, click cancel, make the
appropriate changes and then submit.
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Financial Summary
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