
 

 pg. 1 

  

 

 

 
Chrome River Job Aid 
 

 
Instructions for reconciling P-Card and T-Card 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

October 2026 

NORTH CAROLINA CENTRAL UNIVERSITY | 1801 FAYETTEVILLE STREET, DURHAM, NC 27707 



 

 pg. 2 

Contents 
 

Introduction.............................................................................................................. 3 

General Information .................................................................................................. 3 
The Dashboard ......................................................................................................... 3 

Purchasing Card (P-Card) Reconciliation ..................................................................... 4 
Reconciling Credit (Refunds) Transactions ............................................................... 8 

Travel Card (T-Card) Reconciliation ............................................................................ 9 
Managing Delegates ................................................................................................ 13 

Authorizing a Delegate ......................................................................................... 13 

Remove a Delegate.............................................................................................. 15 
Work as Another User's Delegate .......................................................................... 15 

Tracking a Submitted Report ................................................................................... 16 
Recall a Report ....................................................................................................... 16 

Return a Report ...................................................................................................... 17 
Non-Travel Employee Reimbursement ...................................................................... 18 
 

  



 

 pg. 3 

 

Introduction  

Chrome River is an expense reporting web application that allows users to upload receipts, 
manage their expenses, and submit expense reports.  

Reports created in Chrome River are electronically routed to the appropriate approvers based 
on the budget used on the report. Additional approvals may be required via the electronic 
workflow for certain transactions or reimbursable expenses. Approvers will also be alerted that 
a report has a potential policy violation.  

This job aid explains how to complete tasks within Chrome River; it does not replace University 
policies and procedures. Users are responsible for complying with all applicable P-Card, travel, 
reimbursement, and documentation requirements. Current policies, forms, and additional 
guidance are available on the NCCU Purchasing and Travel website. 

General Information  
HOW TO LOG IN TO CHROME RIVER  

1. Navigate to:  Home | myEOL | NCCU 

2. Log in with your normal NCCU credentials then select the Chrome River application 

The Dashboard  
Home button - The home button gets you back to the main page from anywhere in the 
application. Click on the EMBURSE ENTERPRISE icon in the upper left-hand corner of the 
screen.  

Hamburger Menu- The Hamburger Menu, the three horizontal lines in the upper left-hand 
corner of the screen, is where you can access your eWallet and eReceipts.  

Your Name- Click on Your Name in the upper right-hand corner of the screen from anywhere in 
the application to access your settings, open the Help Center, or log out.  

Help Center- The Help Center is the first place to go for questions and tutorials. You can access 
it by clicking on your Name in the upper right-hand corner of the screen and then clicking on 
Help.  

  

https://myeol.nccu.edu/
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Purchasing Card (P-Card) Reconciliation 
1. The E-Wallet on the Chrome River dashboard contains all the credit card transactions that 

have been automatically imported into Chrome River from Bank of America.  
 

2. To view your Transactions 
A. You can Click the ‘Credit Card Items’ from the eWallet dashboard to see the P-Card 
transactions.  
OR  
From the Home screen:  
B. Select the hamburger menu icon  

a. Select eWallet. The green dot indicates that transactions are present.  
b. Click on the “Credit Card” option. The green dot indicates that there are pending items. 

 
 
 
 
 
 
 
 
 
 
 
 

3. The unreconciled charges will be shown on the right side of the screen. Additional 
transaction details can be displayed by selecting the arrow  below the transaction date.  
 
In accordance with P-Card Policies and Procedures, the following deadlines apply: 

• Cardholder reconciliation: Within seven business days of the transaction feed 
from Bank of America. 

• Approver review: Within three business days after Cardholder signs off. 
• Final cycle deadline: All transactions must be finalized no later than the tenth 

business day following the billing-cycle close. 
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4. Select one or more transactions by selecting the checkbox to the right of each transaction. 
Then select Add to Report. 
 
 
 
 
 
 
 
 
 
 

5. Click ‘+Create a New Expense Report’. 
 
 
 
 
 
 
 

6. The Report Header is now visible on the right-hand side of your screen.  
Complete Report Header:  
a. Report Name – [Month], [Year]- P-Card (Example: September 2026 - P-Card)  
b. Expense Report Type: Select Purchasing for P-Card expenses 
c. Affiliation: Employee   
d. Select Save.  
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7. Select an expense type: P-Card & Non-Travel Reimbursement 
 
 
 
 
 
 
 
 
 

 

 

 

8. The data entry screen for the first transaction will appear.  
a. Business Purpose: Enter a valid and specific business purpose that explains 

the transaction and its benefit to NCCU. 
b. Allocation: - is a searchable field for the Fund, Organization, and Program. 

Begin typing the number or name then select the accounting string when visible.  
c. Account: is a searchable field. Begin typing the number or names then select 

the appropriate account when visible.  
d. Attach all applicable documents: 

i. Click Add Attachments and Click Add Attachments.  
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ii. Navigate to the location where the file has been saved. Select the 
appropriate file and click open.  

e. Select Save.  
 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

9. Once your receipts are uploaded, select “Save” in the top right corner in blue.  

10. If you select multiple transactions to reconcile, the next P-Card transaction you selected 
will appear after you click Save. Repeat step 8 through 10 for all additional items until 
all selected expenses selected are completed. Each transaction requires its own business 
purpose and supporting documentation, even when several transactions are included in 
one report. 
 

11. You will need to address any red warning triangles that appear when you save your 
item. You can select edit, make the correction then select save for each individual item 
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12. The red triangle will change to a green checkmark if completed successfully.  

 

 

 

 

 

 

13. After verifying that all charges, allocations, supporting documentation, and totals are 
accurate, select ‘Submit’ in green.  
 
 
 
 
 

14. The Submit Confirmation page will appear. Select the certification checkbox to confirm 
that the expenses are accurate and were incurred for legitimate University business 
purposes. Then select ‘Submit’.  

 
 
 
 
 
 
 

15. Your report will be moved to the Expenses> Submitted area. The report will enter the 
approval workflow. If reconciling transaction for another employee, the report will route 
to them first, via e-mail for review and approval. The employee also has the option of 
logging into Chrome River to review and approve.  

 

Reconciling Credit (Refunds) Transactions 
Expense reports cannot be submitted with a negative balance, so charges (debits) need to be 
added to the expense report to offset the credit. Additionally, they should be reconciled to the 
same accounting string.  

Definitions  

Credit: a transaction that occurs when a merchant gives a refund (-100.00) 

Debit: a transaction that is a charge and occurs when we are paying a merchant (100.00) 
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Example 

For the credit below, add a debit that is greater than or equal to -14.02. 

 

 

 

Travel Card (T-Card) Reconciliation 
 

1. From the Chrome River Dashboard select the +Create on the Expenses header.  
 

 
 
 

2. Select ‘Import Pre-Approval’.  
 
 
 
 
 
 
 
 
 
 
 

 
 

3. Select the pre-approval associated with the travel expenses, and then select ‘Import’.  
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4. The Report Header will appear. For Expense Report Type, select Travel. 
 

 
 

5. Complete the following required fields: 
• Travel Start Date 
• Travel End Date 
• Will this report be paid via direct deposit? Select Yes 
Then, select Save.  
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6. Select ‘Credit Card’. A green dot indicates that unreconciled transactions are available.  
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7. The unreconciled charges will be shown on the right side of the screen. Additional 
transaction details can be displayed by selecting the arrow  below the transaction date. 
Locate and select the transactions associated with the expense report.  

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. In accordance with the T-Card policies and procedures, the expense report must be 
submitted within 15 working days following completion of travel. 

 
9. Select one or more transactions by selecting the checkbox to the right of each transaction. 

Then select ‘Add’. 
 

 

 
 

10. Select the appropriate expense type:  
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Managing Delegates 
A delegate can create expense reports and pre-approvals for another user. A delegate can also 
access the user’s Settings menu, Home screen, and Inquiry Reports. Delegates receive copies of 
email notifications for rejected or adjusted reports they created for the user. 

 

Authorizing a Delegate 
1. Select your name in the upper-right corner. 

2. Select Account Settings. 

 

3. Select Delegate Settings. 
4. Select Add New Delegates. 

https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhelp.chromeriver.com%2Fhc%2Farticle_attachments%2F29493230498189&data=05%7C02%7Cahill117%40nccu.edu%7C6405b0c72de449e1898108df1a6e87ff%7Ce86ab7691eab4e00b79e28ba7a8dbdf6%7C0%7C0%7C639258734217842084%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=RZH2t4fWMloWme0GLK6ehNUc44FSLhXC48I7yjQwHZk%3D&reserved=0
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5. Scroll through the list of available delegates or enter the user’s name to search the list. 

 

6. Select the user. 

• The selected user can now select you from their delegation list and create expenses on 
your behalf. 

 

https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhelp.chromeriver.com%2Fhc%2Farticle_attachments%2F29493194740493&data=05%7C02%7Cahill117%40nccu.edu%7C6405b0c72de449e1898108df1a6e87ff%7Ce86ab7691eab4e00b79e28ba7a8dbdf6%7C0%7C0%7C639258734217858312%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=2fhYgOxjzLsVOO7APMZhoZpK6S0h6n1UwNBEYgu99Nw%3D&reserved=0
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhelp.chromeriver.com%2Fhc%2Farticle_attachments%2F29493194741133&data=05%7C02%7Cahill117%40nccu.edu%7C6405b0c72de449e1898108df1a6e87ff%7Ce86ab7691eab4e00b79e28ba7a8dbdf6%7C0%7C0%7C639258734217878131%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=985GK30aqrpprxVbzxsFHAmJ4jibljLu%2FgGUcOXdYxQ%3D&reserved=0
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhelp.chromeriver.com%2Fhc%2Farticle_attachments%2F29493194741645&data=05%7C02%7Cahill117%40nccu.edu%7C6405b0c72de449e1898108df1a6e87ff%7Ce86ab7691eab4e00b79e28ba7a8dbdf6%7C0%7C0%7C639258734217904730%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=KVI7dNShvaAgrfdnAfxRRqf64laC%2FJotAt2Qwzy9QTU%3D&reserved=0
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Remove a Delegate 
1. To revoke a user’s ability to act as your delegate, select the X next to the user’s name in 

the My Delegates list. 

 

 

 

Work as Another User's Delegate 
• When other users authorize you to work as their delegate, their names appear under 

your name when you select it in the upper-right corner. 

 

• Next to each user’s name, Emburse Enterprise displays the number of unused expense 
transactions for that user. This count includes credit cards, receipts, cash advances, 
travel data, and approved pre-approvals. This number does not appear next to your own 
name. 

• Select the user’s name to work as their delegate. The selected user’s name appears in 
the upper-right corner of the app. 

https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhelp.chromeriver.com%2Fhc%2Farticle_attachments%2F29493230501389&data=05%7C02%7Cahill117%40nccu.edu%7C6405b0c72de449e1898108df1a6e87ff%7Ce86ab7691eab4e00b79e28ba7a8dbdf6%7C0%7C0%7C639258734217920459%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=hVT3ZTc%2Fbi37D0NTL4hhmO23BcdVZpwBYa9N%2FtQhxT4%3D&reserved=0
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhelp.chromeriver.com%2Fhc%2Farticle_attachments%2F29493194734477&data=05%7C02%7Cahill117%40nccu.edu%7C6405b0c72de449e1898108df1a6e87ff%7Ce86ab7691eab4e00b79e28ba7a8dbdf6%7C0%7C0%7C639258734217811127%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=UuVS%2Br7hv4kdPzZ1rZIuBH4P3GjcU5u1kPwA782ncK0%3D&reserved=0
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• To return to your own account, select the user name in the upper-right corner, then 
select your name. 

Tracking a Submitted Report 
Submitted reports can be tracked at any time from the Expenses section of the Chrome River 
dashboard. The Tracking feature displays the report’s status, completed routing steps, and the 
person or approval group to which the report is currently assigned. 
 

1. From the dashboard, navigate to Expenses and select Submitted. 
2. Select the report you want to review. 
3. Select Tracking. 
4. Review the routing steps to determine the report’s status and who is responsible for 
the next approval action. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Recall a Report 
Submitted reports may be recalled at any time before final approval. Recall a report only when 
a transaction must be added to the original report. Recalling a report will reset the submission 
date and restart the approval process. Additional documentation may be added to the 
submitted report without recalling it. 
 

1. Navigate to Submitted Expenses. 
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2. Locate the report, select the report, and then click Recall. 

 

Return a Report  
1. Reports may be returned for requested changes or additional information. The system 

will send notification via email that a report has been returned along with a comment of 
why. To access the returned report or transaction, select returned under the Expenses 
dashboard. Proceed to make the requested changes. 

2. Then, submit the report. Click both Submit and Submit Confirmation to send the report 
for approvals. 
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Non-Travel Employee Reimbursement 
1. From the Chrome River Dashboard select the +Create on the Expenses header.  

 

 
 

      2. Complete Report Header:  
a. Report Name – [Month], [Year]- Reimbursement (Example: September 2026 - 
Reimbursement)  
b. Expense Report Type: Select Purchasing for Reimbursement requests 
c. Affiliation: Employee   
d. Select Save.  
 
 
 
 

 

 

 

 

 

 

 

 

 

3. Select an expense type: P-Card & Non-Travel Reimbursement 
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4. The data entry screen for the first transaction will appear.  
a. Business Purpose: Enter a clear and specific explanation of why 

reimbursement is required, why a purchase order was not issued to the vendor, 
and how the transaction benefits NCCU. 

b. Allocation: This is a searchable field for the Fund, Organization, and 
Program. Begin typing the number or name then select the accounting string 
when visible.  

c. Account: is a searchable field. Begin typing the number or names then select 
the appropriate account when visible.  

d. Attach all applicable documents: 
i. Click Add Attachments and Click Add Attachments.  
ii. Navigate to the location where the file has been saved. Select the 

appropriate file and click open.  
e. Select Save.  
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16. After verifying that all charges, allocations, supporting documentation, and totals are 
accurate, select ‘Submit’ in green.  
 
 
 
 
 

17. The Submit Confirmation page will appear. Select the certification checkbox to confirm 
that the expenses are accurate and were incurred for legitimate University business 
purposes. Then select ‘Submit’.  
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