HOW TO GIVE APPROVAL DELEGATION TO ANOTHER PERSON

What is an Approval (Vacation) Delegate? This is a person you give authority to temporarily approve expense and pre-approvals on your behalf while you are on vacation or otherwise unable to fulfill your Chrome River approval obligations. Approval delegation must be granted to an Approving Authority. An email will be sent to you and your approval delegate with notification of this designation. This email notification will include the date range of the approval delegation. You may only have one active approval delegate at a time. All expenses and pre-approvals normally assigned to you will automatically queue up for the delegate to approve. In addition, all approval emails will be sent to the approval delegate. 

Note: This will be monitored. No one will be allowed to “permanently” delegate his or her approval authority. Please reference the Financial Procedure Manual (FPM) for additional information regarding Approving Authority’s. 

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 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 an Approval Delegate to your account, click “Add Approval Delegate” 
[image: This box highlights My Approval Delegate, and "Add Approval Delegate" ]











Click in the field “Select a User” and a drop-down list of names will appear. Type in the name of the person you want to give Approval authority to and then click on their name. Add a Start Date and an End Date and click save. 

[image: This screenshot demonstrates what it looks like when you select an Approval Delegate, enter their name, start date and end date. ]
This person now has “Vacation Delegation” for approving reports on your behalf during your specified time. Any Expense Reports submitted between the dates you set will be sent to the Vacation Delegate you selected. 

If you made a mistake and do not wish to give Approval authority, you can click on the cancel button, and it will delete your selection. 
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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
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A "Delegate”is someone who has full access to your account.

° Add New Delegates.

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

° Add Approval Delegate
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‘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).
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