Emburse User Guide:
Return a Pre-Approval Submitted by a Delegate

Receive a Pre-Approval Request Email

If you have a delegate create your trip Pre-Approval in Emburse, once the delegate submits it, then you will receive
an email from Emburse requesting action from you (the traveler).

The email provides a brief overview of the Pre-Approval information.
e Note: Comments and documents uploaded to the Pre-Approval are not included with the email. To view
these items, log in to Emburse.

You must either Approve or Return the Pre-Approval. This guide will review the two ways to Return a Pre-Approval:
Through Email and Through Emburse.
e Note: To Approve a Pre-Approval, view the guide Approve a Pre-Approval Submitted by a Delegate.
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Pre-Approval ID: QA00-0276-2077

ACTION REQUIRED Emburse Enterprise

Pre-Approval Request For Archibald Eagle
Report Name Eagle Orlando FL 10/15/26
Pre-Approval ID QA00-0276-2077
Submit Date 10/15/2026
Expense Dates 10/15/2026 - 10/18/2026
Total Expenses Approved 1,525.00 USD

Business Purpose

Test
Account Summary Amount (USD)
03090 10:0.00%:  U-10001-03090-1400 Procurement 1,525.00
Expense Summary Amount (USD)
Airfare 700.00
Lodging 825.00
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Pre-Approval ID: QADO-0276-2077
To take action on these expenses, take either of the following steps:
- Click on the APPROVE or RETURMN button as appropriate and add any comments to the new email that
opens,
- OR FORWARD this email to approve@qga-preapproval.cal.chromeriver.com or return@ga-
preapproval.cal.chromeriver.com with any comments at the top of the forwarded message.

To view this expense report or access the Emburse Enterprise application, dick here .
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https://www.usi.edu/travel-procurement/chrome-river/chrome-river-guides

Return a Pre-Approval - Through Email (top)

Review the Pre-Approval email, and if changes are needed, click RETURN.
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Pre-Approval ID: QAD0-0276-2077

ACTION REQUIRED Emburse Enterprise

Pre-Approval Request For Archibald Eagle
Report Name Eagle Orlando FL 10/15/26
Pre-Approval ID QAQ00-0276-2077
Submit Date 10/15/2026
Expense Dates 10/15/2026 - 10/18/2026
Total Expenses Approved 1,525.00 USD

Business Purpose

Test
Account Summary Amount (USD)
030590 100.00% U-10001-03090-1400 Procurement 1,525.00
Expense Summary Amount (USD)
Airfare 700.00
Lodaging §25.00

o [ v |

Pre-Approval ID: QAD0-0276-2077
To take action on these expenses, take either of the following steps:
- Click on the APPROVE or RETURN button as appropriate and add any comments to the new email that
opens,
- OR FORWARD this email to approve@ga-preapproval.cal.chromeriver.com or return@ga-
preapproval.cal.chromeriver.com with any comments at the top of the forwarded message.

To view this expense report or access the Emburse Enterprise application, dick here .

Return a Pre-Approval Submitted by a Delegate (Revised 2026-10) Page 2 of 5



A new email reply message will open. Enter comments to explain why the Pre-Approval is being returned. Click
Send.

e You and the delegate will receive an email notification that the Pre-Approval was returned. The Subject of
the email will be Emburse Enterprise Pre-Approval Request.
e |fyou can’treturn the Pre-Approval via email, then log in to Emburse to return it.
|

0 Emburse Enterprise Pre-Approval Request [Archibald Eagle] - Message (HTWL)

File Message Insert Options Format Text Review Help  Acrobat ¢ Tell me what you want to do

Ifn A | [marm | ] <z |
o astlzel [[3 | Aa Plain Text B I U =& x x:‘
~ =¥ | AgRich Text ﬁvﬁv‘h" A | Aa~

Clipboard & Farmat Font ] Paragraph

ES.a\re "C;l Undo G‘ Redo ’]\ Previous [tem \L Mext ltem n Colors~ =

Travel.UsSI@usi.edu

® return@ga-preapproval.cal.chromeriver.com

Subject Emburse Enterprise Pre-Approval Request [Archibald Eagle]

Enter any optional NOTES in the space above this line to have them added to this pre-approval, then SEND
this message to the Chrome River automated processing system for your action to be completed.

Pre-Approval ID:QAQ0-0276-2077

IMPORTANT:

The traveler or the delegate must log in to Emburse, make the necessary changes, and then resubmit the amended
Pre-Approval. Regardless of who makes the changes, the traveler or delegate, the traveler must still approve the
amended Pre-Approval (through Email or through Emburse).
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Return a Pre-Approval - Through Emburse (top)

If a document is pending approval, then the Approvals ribbon appears on the Emburse home screen. To see the list
of pending approval documents, click Pre-Approvals.

(B eWallet

Unused ltems
0 Credit Card ltems

0 Receipts

(7 Approvals

Approvals Needed

0 Expense Reports 1 Pre-Approvals «

Expenses Create
1 O WView All
Draft Returned Submitted
Pre-Approval Create
0 O View All
Draft Returned Submitted

Click the Pre-Approval document that needs to be reviewed.
o Note: The description should include the traveler’s last name, destination, and trip departure date in the
header.

= [ emburse enterprise

@ Approvals Needed

‘ Expense Reports ‘ Pre-Approvals

REPORT OWNER SUBMIT DATE AMOUNT SPENT A
Tieken, Patricia

Tieken Criando FL 10/1 926 « 10/M16/2026 1 ,SDOL_J(EJE o~
010002078222
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The Pre-Approval Header opens on the right for review. Scroll down to review the summary of the Trip
Information, Comments, and Attachments.
o Note: Click OPEN to see the Pre-Approval Report, which provides more details of each expense estimate.
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Ti Orlando FL 10/19/26

Report Owner © ratricia Tieken

Review the Pre-Approval, and if changes or additions are needed, click Return.
o Note: All Pre-Approvals must be returned if a change or addition is needed. The traveler may only edit a
Pre-Approval created by a delegate after it is returned.
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Tieken Orlando FL 10/19/26

Report Owner e Patricia Tieken

A comment is required when returning a Pre-Approval. Enter a comment to document why the Pre-Approval is
returned. After the comment is entered, click Return.

Comments are visible to anyone accessing the report and cannot be deleted once posted.
o Note: Comments may give direction on additional items that need to be provided or changed, such as a
change in the Fund Org selected, a change (increase/decrease) in the funding amount entered, etc. You
will receive an email notifying you that your Pre-Approval has been returned.

Return Comment

Upload documentation showing the event information. Then resubmit the Pre-Approval.

A4

IMPORTANT:
You and the delegate will receive an email notification that the Pre-Approval was returned. You or the delegate
must log in to Emburse, make the necessary adjustments to the Pre-Approval, and resubmit it.

Regardless of who makes the changes, the traveler or delegate, the traveler still must approve the amended Pre-
Approval (through Email or through Emburse).
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