Submit Travel Reimbursement
in Chrome River

STEP 1

Begin by logging into Chrome River and starting a new expense report. Go
to the JMU Faculty & Staff Gateway (https://www.jmu.edu/gateway/fac-
ulty-staff.shtml), and click on IS Applications.
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STEP 2
Click on Chrome River.
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STEP 3
Enter your e-ID and password, and click Log In.
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STEP 4
Once you are logged in, you will see the Home Screen. Click on +Create

in the Expenses box.
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STEP 5

Title the report with the month and year that you are submitting
reimbursement for (for example, "September 2024 Travel"). If you are a
Practicum Supervisor, please also write the course title.

Expenses For MNicole Foster

STEP 6
Select Student Teacher Evaluation from Report Type.

@ Micoke Foster s
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STEP 7
Select Student Teacher Evaluations from Report Purpose.

@ Micole Foster ~
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Expenses For Nicole Foster

Report Mame Seplember 2024 travel

Pay Me In LUSD - US Dollars -
Report Type Shudent Teacher Evalation -
Report Purpose Student Teacher Evaluations -
Type of Traveler - Select - -
Mon Employes -- Select - -

Travel Start
Traved End

Business Days o

STEP 8
Select Employee from Type of Traveler.
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Expenses For Nicole Foster

Report Mame Septemiber 2024 travel

Pay ke In USD - US Doliars w
Report Type Student Teacher Evaluation -
Repar Purpose Student Teacher Evaluations -
Type of Traveler Emplayes -
Non Empatyes - Select —

Travel Stan

Travel End

Business Days 0



STEP 9
Enter the travel start date, travel end date, and the number of business
days (see picture for details).
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Expenses For Micole Foster

Report Name Seplember 2024 travel

Pay Me In USD - US Dollars -
Report Type Student Teacher Evaluation -
Report Purpose Student Teacher Evaluations -
Type of Traveker Employes -
MNon Empleyes - Select -

Travel Start 00172024 (3

Travel End OOr302024 B

Business Days 1

STEP 10
Click Save.
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Expenses For Nicole Foster /'

Repart Name September 2024 travel

Pay Me In USD - US Dollars -
Report Type Stugent Teacher Evaluation -
Repart Purpase Student Teacher Evaluations -
Type of Traveler Employee w
Non Employes —Select —

Travel Stan 0012024

Travel End 09/30/2024

Business Days 1



STEP 11
Enter individual trips for each day of travel within the monthly report
by following steps #12-21.

STEP 12
You will see two expenses associated with your Report. Click on
the ST-Mileage button.
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STEP 13
Enter the date of travel.

&y | ST-Mileage



STEP 14
Choose the appropriate program from the Student Teacher Program list
(pick one program if multiple apply).

&5 ST-Mileage

STEP 15
Select IRS Rate from Rate.
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STEP 16
Select Calculate Mileage next to Miles.

@) ST-Mileage

STEP 17
Click the first box to enter your starting address:
o If you are hired as a supervisor, enter your home address
o If you are hired as a JMU Faculty member, enter your office address

Click the second box and type the name of the school.
e The school name and address will pop up. Click on the correct option.
e The school name must be listed in this step for your report to be
approved.




STEP 18

To add more than one school to a single trip/day, click “Add
Destination.” When you are finished adding schools, click "Return to
Start” to make the travel roundtrip.

STEP 19
Click Save Trip when you have finished adding the schools that you
visited on this day, AND you have clicked Return to Start.
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STEP 20
Notice that the description has automatically filled in after completing
the mileage information.
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STEP 21
Click Save.
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STEP 22
If you traveled more than one day in the month, repeat steps #12-21 for
each day of travel.



STEP 23
Once you have entered ALL travel for the month into one report, click
Submit.
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How to Enter Tolls

STEP 1
Click on ST-Tolls to add a toll to the report.
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STEP 2

Enter the date of the toll, the amount spent, and select the Student Teacher
Program associated with the expense. Give an explanation in the
Description Box of where and why the toll took place.
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&g ST-Tolis

Allocation

Attachments (0) =


https://app.chromeriver.com/index#expense/draft/236e547ee78905ea1cf4155ce9230897570c2f9a44cf7c7a68cb82f7ff364225f84c0d3ce561cce0

STEP 3
If the toll is over $75.00, check the box for Receipt Attached. Then click Add
Attachments to upload a picture of the toll receipt.
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a@ ST-Tolls

Date 0911062024 (o]

Spent 525 E 150
Student Teacher Program Elementary Education -
Description

Receipt Attached @

Allocation

100577 - TEACHER EDUC FIELD EXPERIEYCE
Attachments (0}

Add Attachments

STEP 4
Click Save.

® Nicole Foster

James Madison University

o

@ ST-Tolls

Date 09/10/2024 ]
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STEP 5
To attach a receipt after you have clicked Save, click on Receipt Gallery.
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