
Travel Documentation Process Chrome River: https://app.ca1.chromeriver.com/login/sso/saml?CompanyID=msudenver.edu

Electronic Pre-Approval will
wait for use in Chrome River

Pre-Approval
Request (TE)

*Do NOT purchase any travel items yet.
Attach:

The Pre-Approval will later import • Conference Schedule
to your Travel Expense report, which • Proposed Itinerary Download pdf copy of the APPROVED
is why both reports start with TE. • Any documentation required by your department Pre-Approval, if you need an ADVANCE.

When purchasing items on
Travel Advance (TA) You should not include items which can be purchased with A piggy bank is created in Chrome River, the CorpCard, you must
Request (Optional) a University CorpCard, when calculating your travel advance. showing your advance amount. attach your APPROVED

Pre-Approval.
Create a TA in Chrome River

You may use the pdf, if you
downloaded one for an

 A pdf copy of advance, or you may use
your APPROVED your email "notification of
Pre-Approval approval" you received

from Chrome River.

Time to Travel! While traveling, you may use the Chrome River App - SNAP - to capture images of your
receipts.  When you use this App, the receipts will automatically be stored in your
Chrome River account, eWallet.  (Available for free at Apple Store or Google Play Store)
You may also email receipts to your account, from your MSU Denver email address or any 
other email address you have already registered in Chrome River.
Forward receipts by email to: receipt@ca1.chromeriver.com

Travel Expense (TE) Your final travel expense (TE) report is due on or before 30 days after your return.
Reimbursement
Report

In Chrome River Link:
•  IMPORT your Pre-Approval for this trip Payment is equal to
•  Pull in any travel CorpCard transactions Total travel expense amount

not already submitted for this trip. LESS any advance received
LESS any items paid by the University

In Chrome River Attach:
• All reimbursable receipts from trip If you used your entire advance amount,
• Final Hotel Folio - showing zero balance ** your piggy bank will zero out in Chrome River.

Travel Advance **If you did not use your entire advance:
Return You will need to return any overpaid funds to the University, using the eMarket link https://commerce.cashnet.com/MSUDenverEM_AS

After returning the funds, you will also need to record that return of funds in Chrome River -  and attach your deposit receipt.
Please reach out to the Accounting Services Chrome River Support Team, if you need assistance.

Email: accountspayable@msudenver.edu (Please put Chrome River in the subject line.)

Phone: 303-605-0039
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*With travel now approved,
you may purchase your

flight, hotel, registration,
and request an ADVANCE.

Check your departmental deadlines!
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Start planning 
your travel

Step 1: Request 
Pre-Approval (in 
Chrome River) -
Estimate all costs

APPROVAL        
ROUTING

Pre-Approval is 
APPROVED

Travel Advance (TA)  
Request a travel advance in

Chrome River - only if needed 
- up to 90% of your out-of-

pocket costs.

Travel Advance (TA)  
is APPROVED.

Advance will deposit to bank 
account 5 business days prior 

to travel.

TRAVEL EXPENSE REPORT
After returning, submit a 
Travel Expense Report (TE) 
in Chrome River.

APPROVAL
ROUTING

After approval in Chrome 
River, payment will post to 
Banner and process an ACH 
payment.

APPROVAL        
ROUTING
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