
How to approve a report in Chrome River 
 

If you are required to approve an expense report either as the supervisor-approver, business manager, or as 
the expense owner whose delegate submitted your report, you can complete the approval within the 
Chrome River application or via email. 

To approve in the Chrome River application 
 

Find the report to be approved by tapping on the appropriate report type on the yellow Approvals ribbon or 
using the drop down menu. 

  

 

 

From the Approvals pane, click on the report you want to approve. This will bring up the report preview 
pane. If all items are satisfactory, the report can be approved from the preview pane by tapping the Approve 
button. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you need to review or adjust details of specific line items, tap the Open button to access the expense 
report detail. Refer to online help materials for making adjustments to expense reports. If no changes are 
made, tap the back arrow to return to the report preview pane and approve or return the report.  

 



To approve by email 
 

An email notification requesting approval will be sent to the approver’s primary email. Open or view the 
body of the email to review the expenses listed on the report.  

 

 

 

The report can be accepted (approved) or returned by tapping the green Accept or red Return buttons at the 
top and bottom of the email. A new email message will open and the approver can add comments before 
sending the approval/return.  



 

 

If the approver wishes to access the report in the Chrome River application to view more detail or make 
adjustments, the report can be opened by clicking the link at the bottom of the email message. The approver 
will then follow procedures for approving, adjusting, or returning the report within the Chrome River 
application. 
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