Emburse User Guide:
Approve an Expense Report Submitted by a Delegate

Receive an Emburse Expense Approval Email

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

The email provides a brief overview of the Expense Report information.
e Tip: Comments and documents uploaded to the Expense Report are not included with the email. To view

these items, log in to Emburse.

You must either Approve or Return the Expense Report. This guide reviews the two ways to Approve an Expense
Report: through email and through Emburse.
o Tip: To Return an Expense Report so that changes can be made, view the guide Return an Expense Report

Submitted by a Delegate.
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Report ID: QA0-5590-4004

ACTION REQUIRED Emburse Enterprise

Expense Reportfor  Archibald Eagle
Created By Patricia Tieken

Report Name Eagle Orlando FL 10/18/26

Submit Date 10/30/2026

Expense Dates 10/18/2026 - 10/21/2026

Total Bxpenses 2,248.00 USD

Account Summary Amount (USD)
03090 U-10001-03090-1400 Procurement 2,248.00
Pre-Approval Summary Estimated (USD) Submitted
Airfare 800.00 800.00
Baggage Fee 90.00 90.00
Lodging 700.00 0.00
PerDiem 208.00 208.00
Registration Fee 350.00 350.00
Taxi / Ride Share 100.00 100.00
Totals 2,248.00 1,548.00

Expense Details
10/18/2026 Meals - Per Diem Procurement 52.00 USD
03090 U-10001-03090-1400

Attending the CBA Conference to learn how TBD Software works for

Business Purpose
the department.
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Approve an Expense Report - Through Email (top)

Review the Expense Report email and click APPROVE.
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Expense Reports submitted by a delegate must be approved by the

Reason Assigned
Expense Owner.

Receipts View
Financial Summary Amount (USD)
Total Expense Report 2,248.00
Less Company Paid 0.00
Amount Due Employee 2,248.00
Expense Summary Amount (USD)
Airfare 800.00
Air Travel 90.00
Hotel - Room Charges 700.00
Meals - Per Diem 208.00
Registration Fee 350.00
Taxi / Ride Share 100.00

—’ APPROVE RETURN
2> View Receipts Report ID: QA00-5590-4004

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@qa-
expense.cal.chromeriver.com or retum@aa-
expense.cal.chromeriver.com with any comments at the
top of the forwarded message.

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

A new email reply message will open. Click Send. Comments may be entered, but they are not necessary.
e Tip: If you cannot approve through email, then go into Emburse to approve the Expense Report.
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Subject Emburse Enterprise Expense Approval [Archibald Eagle]
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1. Please VERIFY [from] e-mail address. Please use e-mail address associated to your Chrome River account.
2. Enter any optional NOTES in the space above this line to have them added to this expense report.
3. SEND this message to the Chrome River automated processing system for your action to be completed.

Report ID: QA00-5580-4004 Email UID: BD0SG62CE-BOB7-7735-424E-374F9D506EBD0O
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Approve an Expense Report - Through Emburse (top)
Log in to Emburse via myUSI.

The Approvals ribbon appears on the Home Screen if a document is pending approval. To see your Expense
Report, click Expense Reports in the Approvals ribbon.
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@ Approvals

Approvals Needed
1 Expense Repor[s« 0 Pre-Approvals

Expenses Create
O O View All
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Click the Expense Report document that needs to be reviewed.
e Tip: The description should include the traveler’s last name, destination, and trip departure date in the
header.
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@ Approvals Needed

Expense Reports | Pre-ApprovaIs ‘

REPORT OWMER SUBMIT DATE AMOUNT SPENT A
Eagle, Archibald

Eagle Orlando FL 10/18/26 « 10/30/2026 212‘18'@2 A
QADDS5304004
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The Expense Report summary opens on the right for review.

@ Approvals Needed

Expense Reports ‘ Pre-Approvals

REPORT OWNER SUBMIT DATE AMOUNT SPENT

Eagle, Archibald
Eagle Orlando FL 10/18/26 1013072026 228810
QA0055904004
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Eagle Orlando FL 10/18/26

@ Arhibald Eagle

Report Owner
1965 - USI Mascot
Submit Date 103012026
This report was recalled and resubmitted
Expense Report ID QAD055904004
Business Purpose Attending the CBA Conference to learn how TBD Software works for

the department.

Scroll down to review the summary of the Trip Information, Comments, and Attachments.
e Tip: Click OPEN to see more detail of each expense estimate.

o JIEERS

Eagl Orlando FL 10/18/26

Report Owner

Submit Date

Expense Report ID

Business Purpose

Click Approve if no changes are needed.
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Eagle Orlando FL 10/18/26

Report Owner

Submit Date

Expense Report ID

Business Purpose

e Archibald Eagle
1965 - USI Mascot

10/30/2026
This report was recalled and resubmitted.

QADD55904004

Attending the CBA Conference to learn how TBD Software works for
the department.

e Archibald Eagle
1965 - USI Mascot

10/30/2026
This report was recalled and resubmitted.

QAD055904004

Attending the CBA Conference to learn how TBD Software works for
the department.
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The Approval Confirmation window opens. Click Approve.
o Tip: Once you have clicked Approve, no additions can be made to the Expense Report. If you clicked
Approve and find that a line item needs editing or was left off, then contact Accounts Payable.

Approval Confirmation

I hereby approve this report.

Eagle Orlando FL 10/18/26

e Archibald Eagle

Report Owner
1965 - USI Mascot

The message below will briefly appear at the top of the screen if the report was approved successfully.

0 This report has been successfully approved. X
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