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CHROME RIVER INQUIRY

The Inquiry Dashboard allows you and your delegates to perform quick inquiries on all your activity by
category. These inquiries include expense reports, expense items, delegates, calendar, firm-paid items,
approvals, and paid expenses.

To access inquiry reports, tap the MENU button in the upper left corner and then tap Inquiry.

Dashboard
eWallet ®
eReceipts ®

Draft

Returned

Recently Submitted
Draft

Returned

Recently Submitted

Inquiry
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You will see a list of inquiry reports, grouped by application (Expense, Invoice), to give a snapshot of the

activity in each category and allow you to quickly find specific information.

| ‘D\ Inquiry

Expense

Invoice

Simply tap a report in the list to run it.

Expense

My Delegatees
List of people I've enterad expenses for

My Expense Approval Items
Expenses in approval process with each line item's allocation
information

My Expense Calendar
Listing of expenses

My Expense Items

Listing of your itemized expenses within a specified date
range. Sorted by: Transaction Date, Expensze Type, and
Amaount.

My Expense Pre-Approvals
List of your Pre-Approvals.

My Expense Reports
Listing of your expense reports creatad within a specified date
range. Sorted by: Create Date, Name, and Amount.

My Firm Paid Items
Expenses that are marked as firm paid

My Items
Listing of itemized expenses that were created from
transactions.

My Paid Expenses
My Paid Expenses

My Pre-Approval Approvals
Pre-ApprmraE. in approval procass.
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The results will appear in the pane on the right on larger devices or replace the report list on smaller
devices. Drag the slider bar at the bottom to see columns that don't fit on the screen.

By default, you will see results for the current month. Use the Transaction Date filter in the upper right
corner to change the date parameters.

P Action Date: | Jul 1, 2019 — Jul 31, 2019 |
DS eI S A EEe o anin B e —

Report Name Report ID Submit Date ' i Spent Currency i Creator
CRUG Conference ,
010000339449 07/04/2019 T700.00 USD Shock, Wu
10/01/2019-10/4/2019 ,
Total Count 1 &
&

Transaction Date: Jul 1, 2019 — Jul 31, 2019 =
Date Range: | This Month e

07/01/2019 (% | — |o7312019 (=

[}
o
=
0

You may also filter the results in any column with the funnel icon. Tap the funnel to select the
parameters, then tap Filter.
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Drag a column header and drop it here to group by that column

Report ID Line Number Report Name Trans Date =
Pcard Statement

010019239652 20 5HO2019-6/11/2018 06/04/2019
5pirit Conference

010019219164 10 61501 119 06/05/2019
Spirit Conference

010019219164 30 67501 19 06/05/2019

Total Count:5

To remove a filter, tap the funnel icon again and select Clear.

Tap any column header to sort results in ascending or descending order. An arrow will indicate the
order.

You may group results by any column that has the three-dot icon to the left of its header name.

T Report Name =
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Simply drag the header name into the blue bar at the top to re-sort the list.

Action Date: Jul 11,2019 — Jul 31, 2019+

1 ReportID x /
- =m

~ Report ID : 010019267536 (Count: 1)

D10252-
0252 5 .
Shock, Wu Parking 101510- D025 RU 10110 FInanGiE 010267536 Testing 082912019 Pending 350
N Controller's Office Operations
01620
Count 1 350
 Report ID : 010019267532 (Count: 1)
D10252-
D10252- RU 101510 Financial
Shack, Wu Parking 101510- ) >0 Financ 010019267538 Testing 08/2072019 Pending 150
! Controllers Ofice  Operations
01620
Count: 1 1.50
Total Count2 Total Approv.
5.00

Recommended Inquiries

My Expense Reports

This inquiry provides a list of expense reports by total dollar amount. It cannot be used to view a list of
paid expense reports. To view reports within a specific period, go to Create Report Date to select a date
range.

Create Report Date: Jul 4,2019 — Jul 31, 2019 Export

Drag a column header and drop it here to group by that column

Report Name Report ID Submit Date t StatusID Pay Me Approved Approved Curency t Creator
CRUG Conference, 611712019- . s1006047 0710472019 Submitted 20025 20025  USD Shock, Wu
61812019
INAY Conterence 6/6/2019- 010019283971 0710512019 Submitted 350 350 UsD Courtney, Kristie
61972019
'# Conference 182015 10019289001 0710512019 Submitted 425 425 usD Courtney, Kristie
61612019
Total Count:3 Total Pay Me: Total Approved:
307.00 307.00
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My Expense Items

This inquiry will allow you to view the status, (Draft, Pending Approval, Approved, Returned, Exported,
Partially Paid or Paid), of each individual expense that has been accounted for, in the Approved Status
column. The Export Date is the date that the expense was sent to Banner for payment processing.

The Firm Paid column indicates whether the expense was charged to the UMB Pcard, (Yes), or if it was
not charged to the UMB Pcard, (No). You can search by Transaction Date.

e it | e 1,200~ 215

* Report Name Trans Date =t EgenseTie uater] T CientName * Descrpion * Approved Status = payme Aoproved Approved Curency : Bgotse T GusiessPupose ReportiD Fmpaa T
Tesiing Spint 2 save utanots eat- por Do AC000-101510-  A2000.GU General 101510 Financial s 000 UsD Testing Sprint 2 save sootoiToiss N
complance rukes 01620 Fees Fund Operations comphiance rues
Chrome River
10252101510 D10252 RU 101510: Fnancial
Conference 4/17/19- ourarote Meais - Per Diem plie Conmaneteotic oot Drat 900 000 usD Conference 010019134267 No
a2t
Chrome River
DI0252101510-  D10252 RU 101510: Fnancial
Conference 417/15- 04202019 Meais - Per Diem neneel b 66,00 000 USD Conference 010019134%7  No
01620 Conlrolle’s Office  Operations
a2t
Chrome River
10252101510 D10252 RU 101510: Fnancial
Conference 4/17/19- oaz12010 Car Rental plie Conmaneteotic oot Drat 10000 000 usD Conference 010019134267 No
a2t
Chrome River
10252101510 D10252 RU 101510: Fnancial
Conference 4/17/19- oaz12010 Gasoline plie Conmaneteotic oot Drat 40000 000 usD Conference 010019134267 No
a2t
Chrome River
10252101510 D10252 RU 101510: Fnancial
Conference 4/17/19- oaz12010 Meais - Per Diem plie Conmaneteotic oot Drat .00 000 usD Conference 010019134267 No
a2y
Total Count TotalPay..  Total Approv.
68315 000

You can also request expense item detail along with the associated receipt images for up to 50 line
items as a PDF. Simply click Request Images and a link to the PDF will be emailed to your primary email
address.

Transaction Date: Jam 1, 2019 — Jul 7, 2019+

Upon request, you will receive the message below.
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An email will be sent out containing images from the
o selected report(s). Please check your email for the *
download link.

You will receive an email from Chrome River with a link to download the PDF images.

T oW Your Re... &= = O

Message Acrobat ' Tell me what you want to do...

expense-noreply-c5-prod@ca’l a1~ @02AM

Your Requested Report “

Dear Kristie Courtney,

Your request images report is complete. Please use
https://s3.ca-central-1l.amazonaws.com/chromeriver-bulk-
reporting-c5-prod,/7f202bb6-2fff-4673-9fcf-
940c01ade107.pdf to download the PDF.

Report code: E254M254-2019-7-7-711000000
From: 03/12/2019 - To: 03/12/2019
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Example of PDF receipt.

Repart 1D 010019235124

ReEpert Marme Receipt Demanstration

Expense Cnwmer Wu Shack

Expense Type Mirfare

Armiownt Spent 555.00 USD

Date Mar 12,2015

Funding D10252-10151 0-01620 101510: Financial Oyserationg

UNITED @]

Camtbrreation aumbar

M2FSH2

Wichila, K35, LIS (KT
to Deevenr, GO LES [DEN)

Manage rasenasan
@ ok
Purchase summary
1 imdolls {1B-84} 8535 A
Tanis o hises 50T
KT o DEN Wu Shook
Tokal 213

Creet cusd paryrerd: SE01 33

You will receive the message below if the line items are more than 50. You can adjust the number of
lines by changing the Transaction Date to fewer days. The Total Count is shown at the bottom of
the report.

Cannot request images for more than 50 line items.
Please narrow down your search or utilize filters to X
request images.
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My Delegates

List of people you have entered unsubmitted expenses for.

| Eoon |
Draq a column header and drop it here to group by that column

User Hame First Mame Last Name Unsubmitied Reports

A123B456 Test User )

My Expense Calendar

Your expenses can be reviewed in the form of a calendar. You can view the calendar by month with the
option to view all or specific expense types. By clicking onto an expense within the calendar, you can
view the details of a specific expense.

All Expense Type: All Expense Type v

Today ] June, 2019 Month

Agenda
Sunday Monday Tuesday ‘Wednesday Thursday Friday Saturday

26 27 28 29 30 31 01

Airfare 244.00 | Equipment / Software 5650 | Airfare 10.00 | Baggage Fee 2500 | Airfare 63320

‘Car Rental 58.00 Car Rental 5.00 | Equipment / Software 975.25 | Baggage Fee 13.75

02 03 04 05 06 07 08
Gasoline 35.00 | Equipment / Software 50.00 | Materials / Parts / Supplies 28.94 | Airfare 568.25 | Materials / Parls / Supplies 48.95 | Meals - Per Diem 33.00
Meals - Per Diem 64.60 Materials / Paris / Supplies 500 | Meals - Per Diem 76.00 | Conference Regisiration . 55500 Meals - Per Diem 2750 | Taxi/ Car Service 555

S
09 10 " 12 13 14 15
Confractual Fees / Services 75.00 Parking 425

Mileage / Privale Vehicle ~ 97.81

|
16 17 18 19 20 21 22
‘Conference Registration . 22500 | Meals - Per Diem 33.00 Conlractual Fees / Services100.00 | Tolls 50000
Meals - Per Diem 4125 Mileage / Privale Vehicle  565.02
I——— |
23 24 25 26 27 28 29
Parking 150
30 01 02 03 04 05 06
Airfare 2500 Maintenance / Repair / Serv. 312
Taxi / Car Service 5.00
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A second option to view expenses in the form of a list per week is also available. Click, Agenda to change
the format. Again, you can view all or a specific expense type, and, you can click each expense for more

detail.

2] ontractual Fees

a5 eage [ Private V
=¥ Single Day Per Die
[ Parking

M Conference Regis
- 4 eals - Per Dien

[@ Parking

Please note: this inquiry cannot be exported.

My Items

All Expense Type

All Expensze Type -

My Items is a listing of expense items that were created from UMB Pcard transactions. These items
will appear on this list whether they have been accounted for or not. Items not accounted for will
be indicated as No, and, items accounted for will be labeled as Yes, in the column labeled Is Used.
This tool can be used for your UMB Pcard reconciliation. You can search by Transaction Date. Once
the data is exported, you can filter on the Source column and select Pcard.

Transacton Date: | Jun 4,2019 - Jun 5, 2019w

'Drag a column header and drop i here to group by that column

ReportiD Line Number Report Name: Trans Date Tt mater Expenss Type. * VendorName.
HOLIDAY INN EXPRESS
The Home Depot
Peard Statement D10262-101610-  Materials / Parts /
ot001230652 20 omorea 0t 061042019 posss THE HOME DEPOT #2204
Spit Conference D10252-101510-
otote219164 1.0 oo 06052019 Artare Thank You For Choosing
Spit Conference D10252-101510-  Conference Regstraion
otwote219164 30 06052019 Mascot Conference
651967119 01620 ITraining

Total Count

* Soure

Peard

Email Memo

Peard

Unattached
Image

Unattached
Image

55500

Total Pay Me:
112325

Approved Curency

usp

usp

Amount Spent

072

804

2804
56825

55500

Total Amount Spent:
138585

‘Spent Currency

usD

Transacton Date s Used =
061042019 No
061042019 Yes
061042019 Yes
06052019 Yes
0610572019 Yes
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My Firm Paid Items (UMB Pcard transactions)

Itemized list of expense transactions that are paid for by the firm (WSU).

Tansactonvate: | et 2019 un 0, 2019~ | [

o Commt Tt % b T e T Iy T Jpea— ontm | emd | Onm  F| fom0 | ik | Dmctmien
et i
Vowe ceror
o B —— Hone cror
D0 At orarmensy
Sk W Pt i 00T 0 - an uo A o e — oszors
oo o ooty 4 et o o e i
G am i ot
oo
fe— e TiE
s s Howe ceror
Tievoue oy, Sememn RO ez
SwockWu  Wterals/Pars/Suples  DEFOT 0 swootdongong b sedtor Dot um v woaTAKS o "o o2 osowznis woea0
M e = Lo
. ‘maintenance 'WICHITA, KS
e o
oo EoT——
591593

My Expense Approval Items

For approvers, this inquiry provides a list of expense items, per expense owner, that are your
responsibility to approve. The inquiry includes each expense per line item along with the allocation
shown as Client Matter. The status of each expense can be found in the Action column where you
will be able to see if an expense is Pending, Returned, or Approved. Once reports are fully
approved by all approvers, the expense items will no longer appear in this report.

Action Date: Apr1, 2019 — Jun 30, 2019w

A2000-

— 5 . Peard Statement
Shock, Wu Food / Official Hospitaity 101510- A2000: GU General - 101510: Financial 010019134490 ard statemen 0512312019 051232019 Approved 5045
- Fees Fund Operations 4/10119-5/9/19
01620
Contraciual Fees / A2000- A2000 GU General 101510 Einancial Pcard Statement
Shock, Wu 101510- E 010019134490 oS 0512372019 0572312019 Approved 385.00
Services ; Fees Fund Gperations 1019-518/19
01620
A2000- . .
Shock, Wu Car Rental orere A2000: GU General 101510 Financial 010019154460 ACT 5121351811 0513072019 Pending 250,00
o Fees Fund Operations
Total Count.24 Total Aoproved

2,553.09

My Paid Expenses

This inquiry provides a list of paid expense reports only by the total amount of each report. It lists the
total UMB Pcard paid amount and the total amount due employee separately per report along with the
date that the expense report was processed for payment.
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Paid Date: Jan 1, 2019 — Jul 6, 2019 = Export

Drag a column header and drop it here to group by that column

Name * ReportID Submit Date Pay Me Cumency f Check Number ¢ Paid Dale =  Amount Curency Code : Bank Number
Tasti

esing 010019162183 051312019 usb V1234568 06/0172019 112 uUsD 0008062885
Testi

esing 010019145806 05/28/2019 usb V1234567 05/29/2019 007 USD 0003062884

My Pre-Approval Approvals

Lists all pre-approvals assigned to an approver in every stage of the approval process: approved,
returned and awaiting approval.

Action Date: | Jan1,2019 — Jul 6, 2019w Export

Drag a column header and drop it here to group by that column

i Owner = Report Name: Report ID Submit Date i Status Requested Amount Approved Amount Spent Currency
Shock, Wu ;:::':':;’;;s""'mm 010000329403 052372019 Pending 250062 250062  USD
Shock, Wu :’(;F[:::nfemce g 010000329726 0512472019 Approved 2,500.00 2,500.00 usD
Total Count12 Total Requested Amount: Total Approved Amount:
10,039.54 10,039.54

My Expense Pre-Approvals

Lists all the pre-approvals created by the logged-in user.

Action Date: Jul 1, 2019 - Jul 31, 2019 Export

Drag a column header and drop it here to group by that column

Report Name Report ID Submit Date ¢ Status Requesled Amount Approved Amount Remaining Balance i Spent Currency ¢ Creator
CRUG Conference
10/0172019-10/472019 010000339449 07/04/2019 Pending 700.00 700.00 70000 USD Shock, Wu
Total Count:1 Total Requested Amount: Total Approved Amount:
T700.00 700.00
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