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1. Purpose:  The purpose of this Standard Operating Procedure is to outline what Chrome River Analytics is, definitions of the different reports and the 2 levels of access to view/modify reports within Chrome River Analytics.  

2. Security Access Needed:   all employees have access to basic access automatically
3. Procedures: 
Chrome River/Emburse Analytics is a reporting tool that captures past and current expenses that have been charged against different divisions, departments and/or FOAPS.  This tool is an excellent resource for identifying spending trends, monitoring approvals and preparing/monitoring department/division budgets.
How do I find Chrome River Analytics?

Once you have been granted access to Chrome River Analytics (see below section on How do I Request Access to Chrome River Analytics), click on the “hamburger” icon in the upper left-hand corner on the Chrome River main screen.
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Scroll down to Emburse Analytics
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Click on All
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Double-Click on East Carolina University
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All Dashboards will appear in the below section.  (Note:  your list of reports may look a little different from the list below).
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What access do I need to use Chrome River Analytics?
There are two kinds of access for Chrome River Analytics – Basic and Advanced.  A Team Dynamix ticket is required to be granted either type of access.

Basic Access – this is view only.  Allows you to view all dashboards but only for your home org.

Advanced Access – this is view/modify access.  Allows you to view all dashboards for your home org and any additional orgs you as given access to, based on Team Dynamix ticket request.  This access is typically for those individuals that are responsible for a department or divisions financial budget/information.
Regardless of Basic or Advanced access, if you are a supervisor, you will see all activity for you, your direct reports, and all activity down to 15 levels of your organizational chart.

How do I request access to Chrome River Analytics?

A link to the Team Dynamix Support Ticket page is at the bottom of the Information Section of the Chrome River home screen.  This same link is also listed below.
· Chrome River Team Dynamix Support ticket link
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Below are the steps to submit a Team Dynamix request for access to Chrome River Analytics.
· Click on Chrome River Service Request
· Click on Request Service
· Go down to Service Request Type and click the drop down.  Click on Chrome River Reporting Access
· Enter Basic or Advanced access in the Description of the Problem section
· Complete all the other required fields
· If you are responsible for multiple orgs, please attach a list of those orgs.
· If you are responsible for an entire division, please enter that division in Description of the Problem section.
· Click Submit
What are the different types of dashboards?
Below is an example of some of the dashboards that are available:

· Administrator’s Folder Dashboard

· Departmental Reports Dashboard

· VC/AVC Reports & Dashboards
· Credit Card Reconciliation Dashboard

There may be the same, or similar, reports on each of these dashboards, but we tried to streamline the reports to fit the anticipated need of the dashboard recipient.
Note:  Being that these reports are pulling from a very large database, sometimes it takes a little while to run a report.  Please be patient.

To help you to determine which reports are more beneficial to you, or your team, than others, a report definitions document has been created.  Below is a link to this document:
· Chrome River Analytics Report Definitions
Below are examples of some of the dashboards and some of the reports on these dashboards:
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Note:  There may be times when you, or your department, need a specific report that is not on this list.  When those come up, please contact the Chrome River team and we will work with you to tweak, or create a new report, to meet your needs.
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