
 
 

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. 
 

 
   
 
 
 
 
 
 
 
 
 
 
 

http://www.jmu.edu/


 
 
 
 
 
 
 
Enter your DUO Information 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
Enter your EMPLID and password then Click Log in.   
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You can also access the Chrome River application by the Accounts Payable webpage. 
 

  
 
 
 
 
 
 
 
 
 
 

 



 
 
 
 
This is the Welcome or Home Screen. 
 

 
 
 
 
 
 
 
 
 
 
In the upper right hand corner of the Right Side of the Screen, Click on your Name and then Click 
Settings. 
 

 
 
 
 
 
 



 
 
 
The Account Information screen appears.  From this screen, you can add an alternate email address, 
add/delete delegates and add an approval (vacation) delegate.  
 

 
 
 
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.   
 

 
 
 

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. 
 

 
 
 
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. 
 
 

 
 
 
 
 
 
 
 
 



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

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

 


