Keyboard Navigation 
Users may navigate among the user-interface elements inside Chrome River by using the Tab key.
1. The first Tab keystroke will highlight the left navigation menu.
1. The next Tab keystroke will highlight the Chrome River logo that functions as a “Home” button, and subsequent Tabs will highlight other options on the Dashboard in clockwise order around the interface.
1. TAB: Move forward
1. SHIFT then TAB: Move backward
1. ENTER: Select a button or menu item
1. ESC: Close an open menu or pop-up window
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Expense Compliance Warnings and Violations

& Warning
A compliance warning indicates that additional information is required before the expense can be submitted for approval and processing.
Compliance warnings may be encountered when saving a line item or when submitting an entire expense report for approval. The number of the
business rule that triggered the warning or violation is listed at the top of the message.

Respond by either modifying the data (if there is an error) or replying to the waming.

« Ifa reply is required, tap "Enter a response” in the response area under the message to activate a text box where you can enter your
reply.
= Alternatively, you may tap EDIT on the line-item preview pane and then enter a reply.

« Tap SAVE to update and close the compliance warning message.

A Short Message Text soe01
ASA policy Is not to reimburse expense items that are more
than 60 days old. Please provide an explanation by clicking on
the text area field and entering a response.

A Short Message Text soe01
An original feceipt is required. If the receipt s lost, please
provide an explanation by clicking on the text area field and
entering a response.
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eWallet

The eWallet is where you will find all of your transactions, including Trips, Credit Card items, Personal Account items, Offline items submitted via Snap
& Send, Travel Agency items, Travel Data items and Authorizations. You may see more or fewer types of transactions, depending on your

organization'’s configuration.

The eWallet also gives you access to the Receipt Gallery, which stores images you have uploaded directly through the app.
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& Violation
A compliance violation indicates that the expense cannot be submitted for approval and payment based on the firm policies defined in the
system. A compliance violation may be encountered when saving a line item or submitting an entire expense report for approval.

If there is an error within the data provided, the SUBMIT button will be deactivated. You will be required to make any necessary changes before
you can submit the expense

Note: Consult with your finance department for guidelines on handling compliance violations.

A Short Message Text =
Users cannot select “General Fund” unless otherwise default.

A Short Message Text =
Amount s not fully allocated. Expense needs to be fully
allocated. Lorem ipsum dolor sit amet, consecteuer.





