
 

April 1,2021 

 

 

University Travelers,   
 
Now that we are using Chrome River for all travel expenses, we 
would like to offer you an opportunity to learn more about the 
system. We will cover how to navigate within the system and you 
will learn how to submit pre-approvals and expense reports for 
your trips.  
During the months of April and May, we will be offering three 
classes each week. Each class will be 90 minutes and only have five 
participants. The small classes will allow time for training and 
answering your questions. Please sign up for classes with the link 
below, using your single sign on credentials: 
https://outlook.office365.com/owa/calendar/AccountsPayablesT
rainingCalendar@uncsa.edu/bookings/ 
 
Directions on how to sign up for class are below: 
 

1. Click on the date you want to sign up for: 

 
2. Choose the date and time from “Select Time” 
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3. Put in your name and email and click “Book” under “Add 

you details”: 

 
Name and Email are required. 
 
 
 
 
 
 

 
 



If you have any questions, please contact the Travel Team. 
  
Thanks,  
 
 

Sincerely, 

 

Jarrett Bailey, CPA 

Assistant Controller  

 

 

 

Cc: Dana Dupree, MSA Controller 

       George Sills, MBA Disbursement Manager 

       Tom Long, Travel coordinator 

 
 


