
Shared Services Center

Chrome River Managing Travel 
Card Transactions





Choose Pre-
Approval from list



Enter 
Destination



Select card transaction to 
reconcile



Travel Card Transaction 
Date

Departure Date

Travel card transactions should be reconciled no later than 30 
days after the transaction date.





Add Receipt



Verify merchant 
details

Delete line items that are not being 
reconciled.



The delete button for lodging is here



Add remaining travel 
card transactions for the 
trip



Choose credit 
card

Check mark credit card 
transactions related to the trip



Notice pay me amount is 
zero because the travel 
card has already been 
charged.





End Travel Card Transactions
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