
Emburse 
Enterprise 
Travel Training
Emburse Enterprise Pre-Approval and Expense 
Report Best Practices



Training Resources
Training Videos

University Travel Policy

Emburse Enterprise Help Center

https://jsu.edu/controller/using-chrome-river.html
https://public.powerdms.com/JSUAL/documents/1291668
https://help.chromeriver.com/hc/en-us


Emburse Enterprise Travel 
Process

Enter pre-
approval prior 

to traveling

Travel for 
University

Complete 
expense report

Reimbursement 
processed 



Emburse Enterprise Landing Page



Prior to Travel

Direct Deposit Authorization

Prior to traveling it is important to ensure you are set 
up in Emburse Enterprise as a vendor and for direct 
deposit.

http://www.jsu.edu/ap-disbursements/images/Direct_Deposit_Auth_Form.pdf


Emburse Enterprise App

Please search for Emburse Enterprise in 
both the Play Store and Apple Store 

and look for the corresponding icon to 
download the Emburse Enterprise App

Google Play Store Apple App Store



Common Pre-Approval 
Questions/Mistakes
• Please be sure to enter the correct FOAP (Budget Line). 

• Make sure you indicate if you used a fleet vehicle or if you have pre-
paid items on the pcard or a purchase order (PO). Common situations 
where you will need to indicate these include the following:

• Using rental vehicles on a PO. Football and Men’s Basketball 
commonly do this. 

• Using a fleet vehicle van or vehicle. 

• Booking your flight or hotel through Shorts Travel                       
( Athletics)

• Booking your conference registration through a PCard.

*If items are purchased on a pcard or PO, documentation should be 
attached to the expense report*

• When you go to enter your pre-approved expenses, lines purchased 
on the PCard or on a PO should not be entered in estimated 
expenses. 

• Hotels for conferences should not be paid on a PCard unless traveling 
with a student group.

• If your travel takes place in a future fiscal year (i.e you travel in 
November but are doing your preapproval in August) please be sure to 
update the fiscal year at the bottom to ensure proper documentation.

• As a reminder, completion of your pre-approval is not the same as the 
completion of expense reports. No reimbursements will be made with 
only a completed pre-approval.



Common Expense Report Questions/Mistakes
• Please make sure to provide proper documentation for every line of your 

expense report including items purchased on a purchase order or PCard. 
• Someone should be able to open your expense report and see the 

entire story of your travel based on your documentation.

• Mileage should be entered based on the University Address (700 Pelham 
Road N) or home address. The address closer to the destination should be 
entered. 

• A specific address should always be entered not just a city. 

• Conference itinerary and registration should be attached to the expense 
report when applicable  

• If your pre-approval was done prior to fiscal year end 10/1, you will need to 
roll the date of your expense report back before submission. Emburse 
Enterprise will automatically change your Fiscal Year End date that was 
selected in your pre-approval during year end procedures. 

• Expense reports should be entered as soon as you return to ensure you 
don’t lose your receipts. Travel not submitted within 60 days upon return 
will be taxable to the employee. 



Meals
In-State Travel

-You may choose between the in-state 
and out of state travel meal rules.

-In state meal per diem is as follows per 
the Travel policy.  

Out-of-State Travel

-Must be actual expenses.

-Cannot include alcohol, souvenir cup, or 
rounding up to charity. 

-Cannot be reimbursed for meals in 
Calhoun County. 

-Each day should be entered on one line 



• If you are trying to see the status of your pre-approval or 
expense report at anytime during the process, you can use the 
tracking feature to see where the corresponding report is at in 
the queue.

• First go to View All Submitted under Expenses or Pre-approvals
• Secondly, select the report that you are trying to track down. 

• You should see the following options

• Select tracking and the following menu will appear

Tracking and Troubleshooting



Tracking and Troubleshooting (continued)

• Each step in the approval process is represented by a corresponding 
circle. These are filled in with green check marks to denote it has 
been approved by the appropriate person/process.  Beneath that you 
can see the dates and times that approvals have occurred.



Please reach out if you have 
any further questions or would 

like to request additional 
training.

Thank you!
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