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Returning a PréApproval Submitted by a Delegate

Receive a Chrome River PAgpproval Request Email

If you have a delegate create your trip Pxpproval in Chrome River, once the delegate submitiet) you
will receive an email from Chrome Riveguesting action by you (the traveler).

The email providesa brief overview of the PrApprovalinformation.

x Comments and documents uploaded to the Pxpproval arenot included with the email. To view
these items, log in to Chrome River.

You must either Approve or Return the Pxpproval. This guide will review the two ways to RetarAre

Approval:-Throudh Emailand Through Chrome River.
X To Approve a PrApproval, view the guide Apprimg a PreApproval Submitted by a Delegate

Returna PreApproval-Through Email

Review the Prépproval emailand if changes are needed, clRETURN

A new email reply message will open. Enter comments to explain why th&dpreval is being returned.
ClickSend
X You and the delegate will receive an email notification that theAfyprovalwas returned. Theubject
of the email will be Chrome River Pxpproval Request Returned

x If you can’t return via email, then view the guide Fixisgues with Approving/Returning via Email.
You may also return the P#spproval by logging in to your Chrome River account.

IMPORTANT

Either thetraveler,or the delegateneed tolog in to Chrome River, make the necessary changes, and then
resubmit the amended Prépproval.Regardless of who makes the changes, traveler or delegate, the traveler
must still approve the amended P#&pproval (througtEmail or through Chrome River).
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Return a PreApproval—-Through Chrome River

The Approvals ribboappears on the Home Screein Chrome Riveif a document is pending approvdlo
see the list of PréApproval documents thaare pending approval, click RPAgpprovals

Click thePre-Approvaldocument that needs to be reviewed.

ThePreApprovalHeaderopens at the right for reviewscroll downto review
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