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Welcome to Chrome River! 

Here is the beginning of your trip request – you’ll need to fill in the Title of Event, Dates, and 

Business Purpose to get started!  

Then, Start and End Time for your trip (24 hour clock or Military Time) and what Fiscal Year 

you are going to be traveling.  

 

 

Next, where are you going? Are you taking a trip in the United States? If so, your trip type is 

Domestic. If you are going to France, it’s International and I want to go with you.  

Will students be going? Will this go to the Board for approval before you travel? Are you using 

a District Vehicle? All these things must be answered. Also important, the money. How is your 

trip being funded?  Choose your FOAP by putting in the first 5 numbers of the FOAP followed 

by a space – OR – put in the name of the FOAP.  

Then, in the first drop down box, please choose the Dean/Director/Executive Director/VP that 

is appropriate. If you do not report directly to a Dean/Director/Executive Director then please 

choose your VP. 

In the second drop down box, please choose the VP/President that is appropriate.  
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Are you flying? Driving? Both? Need a room? How about meals? Conference fees? Yep. It’s all 

here, but now it looks different.  

Each Tile specifically works for each travel need you will have. Click on each tile individually to 

fill out the necessary information.  

 

 

         These are tiles. 

 

 

Save each Tile after you have provided the requested information.  
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When you have saved all the Tiles, click the + sign and you will see a combination of your 

anticipated expenses on the left and your basic travel information on the right. 

 

Want to print this information? Click PDF and you can print your full report. 

Are you ready to submit your Pre Approval?? 

NO. 

No you are not. 

Now you need to upload your quotes. Yep. All of them. 

Go to the bottom of the Title Page, on the right –  upload everything here! You can drag and 

drop or upload and attach! 
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Like this: 

 

 

 

NOW, are you ready to submit for approval? Yep, you are.  
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BUT first, did you print and/or save your Pre-Approval? If not, you don’t get another chance!! 

SUBMIT!!!! 

 

And here’s what you’ll see: 

 

 

Verify and submit again!   



6 
 

Any errors will be addressed in red – these are hard stops for the trip. Meaning, you cannot 

submit until the issue is corrected. In this example, there’s not enough money in the budget to 

support the trip. 

Anything that needs an explanation will be addressed in orange – this is a warning, not a hard 

stop! In this example, the hotel cost exceeds GSA allowable dollar amounts. Enter the reason it 

exceeds once you’ve corrected any hard stops that prevent the trip from going forward.  

 

 

Once the hard stop is corrected and a response is entered, submit your Pre Approval. 

 

When your trip has been submitted, you will see your Pre Approval move from Draft to 

Submitted! 
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Click on your submitted request to track the approval process! 

 

 

 

Here’s the tracking page! Click on number 2 and see who is next in line to approve your Pre 

Approval. 
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If you are an approver, you will see that a trip needs your approval here: 

 

 

 

Here are the trips that need to be approved: 
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Choose the trip you want to look at and approve and all the appropriate data will show – this 

is where you verify that all the documentation meets the District Policy and Procedures.  
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As an approver, once you see the required documents are uploaded you can approve the 

travel by hitting “approve” in the top right corner.  

If you have determined that documents are missing or you’ve determined the trip will not be 

approved, hit the “return” option in the top right corner. 

Once your Pre Approval has been fully approved by all areas, the travel team will send a virtual 

credit card to you for you to book your room, flight, shuttle, etc. As noted in the new Policy 

and Procedure, the traveler is will be responsible for booking their own travel. Antelope Valley 

College will no longer utilize a travel agent. 

 

 

 

 

 

Here is the data you will see when you select the trip you want to approve: 
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