GENERAL ACCOUNT INFORMATION

Log into the Chrome River application on any web browser by going to the JMU webpage
(www.jmu.edu). Choose Faculty/Staff and then IS Applications. Choose Chrome River.
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Enter your EMPLID and password then Click Log in.
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For help, contact the JMU IT Help Desk. 540-568-3555




You can also access the Chrome River application by the Accounts Payable webpage.
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FINANCIAL The Finance Office has partnered with Chrome River to provide campus with an electronic travel management solution which
PROCEDURES replaces the paper Travel Expense Reimbursement Voucher (TERV) and the paper International Travel Authorization Form (TA).
MANUAL

Travel incurred after July 1, 2017 is required to be processed through the Chrome River system, and paper TERVs and TAs will
no longer be accepied.
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This is the Welcome or Home Screen.

+ New L Tinawells

Approvals Needed
4 Expense Reports 2 Pre-Approvals
TRAVEL PROGRAM
James Madison University will reimburse individuals traveling on official business of the University. The University expects individuals to exercise prudent

judgment when arranging travel and making travel payments. Travel expense accounts are open to the public and must sustain the test of public review. The
University relies on the honesty and integrity of those fraveling to prevent excessive travel payments. Any falsification of payments is fraud and the University

1 3 1 1 O must treat it as such. Please contact the Accounts Payable Office with questions concerning travel request procedures.
EXPENSES Returned Submitted
- Last 90 Days
TRAVEL TEAM
For assistance, please contact:
9 1 4 Gray Team -Bonnie Knight (Academic Affairs - excluding College of Visual & Performing Arts and College of Education) - X33713 — knightbs@jmu. edu
-~ Purple Team — Karen Hoover-Maddox (Administrati i , Universi , Student Affairs, President's Office, Board of Visitors,
ERECTEEEL Returned Submitted College of Visual & Performing Arts and College of Education) - X86694 — hooverka@jmu.edu

Last 90 days

Gold Team - Jayne Sorel (Athletics) - X88019 — sorelij@jmu.edu
Blue Team — Janet Marston (Grants) - X87060 — marstojs@jmu.edu
Pink Team — Pam Cahil (Locals i 1o Indivi X83714 — cahillpv@jmu.edu

Manager— Tina Wells - X86231 — wells2tm@jmu edu

USEFUL LINKS
Al ployees must be enrolled in Chrome River to receive reimbursements. The Enrollment Form can be found here:
hitp:ww jmu ing-operations-di iver-forms.shimi

The Financial Procedures for travel can be found here: http /www jmu eduffinancemanual/procedures/4215 shtml

The Financial Procedures for expenditures can be found here: http:/fwww.jmu.edu/ffinancemanual/procedures/4205. shtml

In the upper right hand corner of the Right Side of the Screen, Click on your Name and then Click
Settings.
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The Account Information screen appears. From this screen, you can add an alternate email address,
add/delete delegates and add an approval (vacation) delegate.
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Preferences Settings Email Addresses
Delegate Settings

Primary Email

Nofification Settings

Note: Preferences Settings and Notification Settings are two areas that do not have any relevance.
There is no need to access them.



To add an additional email address click Add Alternative Emails, click in the box and type an email
address. Then click Add.
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By adding an alternative email to your account, Chrome River makes it possible for you to
email receipt images directly to another user's account and to have other users email
receipts directly to your account.

Simply enter another Chrome River user's email address as the Subject of the email. The
sender will receive an email confirmation that details who the image was sent to. The
recipient will see the receipt in their account the next time they log into Chrome River.

NOTE: The receipt must be sent from a user’s primary or alternate email address stored in
Chrome River and the subject line must contain an address that is the other user’s primary
or alternate email address in Chrome River.

For instructions in Delegate Settings see:

HOW TO BECOME A DELEGATE
HOW TO GIVE APPROVAL DELEGATION TO ANOTHER PERSON

***These training documents can be found under the Accounts Payable website in the Chrome River
folder under Chrome River Training and Help.



Help is another great resource in Chrome River accessed the same way. In the upper right had
corner or the Right Side of the Screen, Click on your Name and then Click Help.
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This is the Help home screen. Simply type in what help information you are researching, such as,
add images in the search bar or use the Menu.

Getting Started
EXPENSE

Weicome to the Chrome River Help Center
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Admin

Getting Started Create A Report Email Receipts




Click the link you want. Most links have step-by-step instructions as well as video to help aid you.

Getting Started

EXPENS

PRE-APPROVAL

INVOICE

ANALYTICS

Admin

Your search for "add images" returned 23 result(s).

Add Invoice Images

“You may attach images to an invoice while you are ereating it or after it has been created. You may also create  new invoice by faxing or seanning and emailing an invoice image with a cover page. Only JPG, PDF, and PNG files can be accepted when an image is attached via the Chrome
River app, and ...

E_INVOICE/Add_Invoice_Images htm

Add Images

“You can attach images to an expense while you are creating it or after it has been created. Images may be uploaded ditectly through the application or emailed from your device. Only JPG, PDF, PNG, and TIFF files can be accepted when an image is attached via the Chrome River app. No
file may be

B_Create_Expense Report/Add_Images htm

Invoice Image Specs

Tnvoice Image Specifications Chrome River gives users multiple options for attaching images to an invoice. Users can submit invoice images directly from the application or by email or fax. Each image file must meet the following requirements. Attaching Images via Chrome River
INVOICE The Chrome .

E_INVOICE Tavoice Image Spece htm

Linking to Images and PDF Reports
With ad hoc reports, a single link to an image or one version of the expense report PDF can be added directly to any report column. However, it is also possible to add links to multiple versions of the PDF (ie., cover page and full report with notes), as well as receipt images, by creating
View

F_ANALYTICS/Ad_Hoc_ Reports/Linking Images PDF_Reports htm

Receipt Gallery

‘The Receipt Gallery is accessible from the main menu (via the eRECETPTS button), the Add Expenses panel, and via the ADD ATTACHMENTS button on the Fxpense Entry Screen. Tt contains all the receipt images uploaded directly to the gallery via the Chrome River app. The
‘maximum file size for indivi

B_Create_Expense Report/Receipt_Gallery htm

Email Notifications

Chrome River users can opt into firm-specific Chrome River email i should be sure to add the following IP address to the gateway so that Chrome River's emails can be received by your organization. Chrome River Mail Server IP: 173.203.134.182 Email
aotification preferences ..

G_Admin/Email_Notifications/Email_Notifications_Admin htm

Receipts

Chrome River EXPENSE allows you to create aew expense items via email (Saap & Sead) for later attachment to an the online appl £ ple, when you have saapped a receipt photo with your mobile device on the go. Emailed images appear in the Receipt
Gallery , while plain .

B_Create_Expense.Report/Receipts htm

“reate Invoice

Each inveice from a vendor or supplier is eatered into its own unique inveice record. From the Dashboard, tap the “NETW button in the upper right comer and select NEW INVOICE from the drop-down meav. On wide-screen devices, it is recommended to frst scroll dovwn to the
Attachments section and ...

E_INVOICE/Create_Iavoice.htm

CR SNAP for Android

Chrome River SNAP App for Android (Beta Testing) This feature i currently in beta testing. Follow News & Release Notes in the Chrome River Help Desk to be notified when it is live for all customers. Chrome Rivers free SNAP app enables EXPENSE users to quickly and easily
«apture and upload -

B_Create_Expense_Report/CR_SNAP_Android kim

CR SNAP for i0S
Chrome River SNAP App for iPhone (Beta Testing) This feature is currently in beta testing. Follow News & Release Notes in the Chrome River Help Desk to be notified when it s live for all customers. Chrome River's free SNAP app enables EXPENSE users to quickly and easily capture

To log out of the system, Click your name and then Click Logout.

+" Tina Wells

Select another user

Settings

Help

Logout

tinum Interface




