HOW TO GIVE DELEGATION AUTHORITY 

What is a delegate? A delegate is a person you assign to have full access to your account to create expense reports, access your Setting Menu, Home Screen, and Reports. However, they will not have access or authority to approve expense reports on your behalf. You and your delegate will receive email notifications regarding approval, rejection or other adjustments to any reports created by your delegate. You can set up as many delegates as you would like in your account. 
Log into the Chrome River (Emburse Enterprise) application an any web browser by going to the JMU webpage (www.jmu.edu). Choose Faculty/Staff and IS Applications. Choose Chrome River.
  

[image: This is the quick access login page, select "Chrome River". ]



Sign in with your JMU eID, and password 
[image: This is the JMU eID screen]


[image: This is the JMU password screen. ]










You can also access the Chrome River application from the Accounts Payable webpage. 
[image: From the Accounts Payable website, this is where you can log into Chrome River]
This is the Welcome or Home Screen 
[image: This is the Welcome or Home Screen in Chrome River]






In the upper right-hand corner of the Welcome Screen, Click on your name and then Click “Account Settings” 
[image: This is the webpage highlighting the users name in the upper right hand corner. Clicking on the name will generate a drop-down menu, and click on Account Settings]
You will see this screen. Click “Delegate Settings” on the left hand
[image: This is the Account Setting screen. Click on "Delegate Settings"]


At this point, you have two options: “My Delegates” and “My Approval Delegate”. To assign a Delegate for your account, directly under “My Delegate” is “Add New Delegates”, click the blue plus button.

[image: Under Delegate Settings, is "My Delegate" and "Add New Delegates." ]

Click in the drop-down menu and a list of names will appear. Type the name of the person you want to give access to your account and select their name.
[image: This is the screen as it appears when you type in someone's name to add them as a delegate. ]

Once you choose their name, this person will have able to “delegate” into your account and process expense reports on your behalf. They WILL NOT be able to Approve on your behalf. 
[image: This is the screen after the person is added as a delegate to the account. ]
Now, Tina Wells is able to choose Andrea Burkholder and process an expense report on her behalf. 
Note: This person is a Delegate as long as your leave them a Delegate. If you no longer want this person as your Delegate, go into your Delegate Settings and click the “X” next to their name and it will delete them. 
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TRAVEL PROGRAM

James Madison University will reimburse individuals raveling on offcial business of the Universiy. The University expects individuals to exercise prudent judgment when ar-
ranging travel and making travel payments. Travel expense accounts are open to the public and must sustain the test of public review. The University refies on the honesty and
inteqgrity of those traveling to prevent excessive travel payments. Any falsifcation of payments is fraud and the University must treat t as such. Please contact the Accounts
Payable Office with questions concerning travel request procedures.

TRAVEL TEAM

For assistance, please contact

Gray Team - Andrea Burkholder (Academic Aflars - excluding College o Visua & Performing A College of Education) -XE3713 vaccaai@imu ecu
Gold Team - Heather Baker (Atheics) and (College of Visual & Performing Ats and College of Education) -XE2365 — baker2nd@imu.edu

Pink Team — Pam Cahil (Locals and Reimbursements to Individuals) and (Adminisiration and Finance, University Advancement, Student Affairs, President's Office, Board of

Visitors) -X83714cahilpv@imu.edu
Manager - Tina Wells -X86231 - wells2m@imu. ecu

USEFUL LINKS




image6.png
Q' select Another User

amMy

JAMES MADISON

B Account Settings

View Profile

Logout




image7.png
= [ emburse enterprise

Andrea Burkholder Account Information
Adminisirative Assitant

Email Addresses
Personal Settings

Preferences Settings Primary Email vaccazi@jmu edu

© ~ddAtemative Emals

Notification Settings

Privacy Policy

T




image8.png
Andrea Burkholder
Adminisirative Assitant

Personal Settings

Preferences Settings

Delegate Settings

Notification Settings

Privacy Policy

About Emburse Enterprise

B emburse enterprise

A "Delegate”is someone who has full access to your account.

My Approval Delegate

An "Approval Delegate” helps you with approvals during a specified time.

° Add Approval Delegate




image9.png
My Delegates

A "Delegate”is someone who has full access to your account.

tina welly

Tina Wells.
Manager - Accounts Payable





image10.png
My Delegates

A "Delegate”is someone who has full access to your account.

% Tina Wells

Manager - Accounts Payable





image1.PNG
Quick Login Access

Search Computing

seorencomprs. R

ITHOME
SERVICES

ACCOUNTS & v
ACCESS HR Management

JobLink - Manager
JobLink - Applicant

Student Advance
Administration .

MyMadison P—

Graduate School
Admit Fundriver

‘Quick Login Access
All Accounts & Access.
Affate Accounts

D

Two Factor
Authentication (Duo)

ADMINISTRATIVE & N .
BUSINESS Annual Maintenance Schedule

‘Quick Login Access

Al Administrative
Systems.

Advancement Systems
JMU E-mail

Dukes Email
‘SharePoint

Canvas Effort Reporting

Cascade (ERS)
STAR-TOOL

Tableau

AM
Cherwell

Chrome River

Effort Reporting (ERS)
Electronic Signature

eVA

Finance

Human Resources

Imaging (OnBase)





image2.png
©

Sign in with your account to access CB BL App Category -
03

JAMES MADISON

By signing in, you are agreeing to
our Acceptable Use Policy

JMU elD

“This field cannot be left blank

Unlock account?

IT Help Desk &

IT Service Portal

Accessibility and Acceptable Use Policy





image3.png
JAMES MADISON

Verify with your password

Password

| °

Forgot password?
JMU Home Page &

Back to sign in





image4.png
JMU > Einance Office > Accounting Operations & Disbursements > Accounts Payable
Chrome River System

CHROMERIVER

‘The Finance Office has partnered with Chrome River to provide campus with an electronic travel management
solution which replaces the paper Travel Expense Reimbursement Voucher (TERV) and the paper Intemational
“Travel Authorization Form (TA).

(T i ) s 0 s




