Accessing Chrome River

A. Go to the Microsoft Office 365 home screen:
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B. Click onthe 9 dots in the upper left-hand corner:
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C. Thisis the screen that will populate:
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D. Click on Chrome River (A Chrome River bookmark can be created by dragging and dropping
the Chrome River App onto the bookmark toolbar in the browser being used):
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E. That will bring up the Chrome River Home Page:
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Welcome to Chrome River, Regis University's Expense, Pcard and Invoice Software
CONTACT

For Expense relmbursement and Invalce assistance, please contact

US Bank 24 hour support Credit

Accounts Pay:

NOTICE

REMINDER:
The Chroma River mobile ap is available far downkaad fram tha Appls App Store (IPhona / iPad) ar Googie Play (Android)

bile Device access

In addition, you may alsa wish 1o download the CR Saap for iPhane or CR Saap for Ant
pabilty ta your Chrome River elilfallet

app, which provides quick and easy receipt caplure and upload ea-

REMINDER: Emailing Receipts 10 Your Account

Use the ‘Snap and Send feature to quickly laad recsipt images to your sccount. Simply take 8 phota of ane or more recipts and smal them to
receipt@cal chromeriver.cam . The receipts willthen be avadlable within your Receipt Gallery. Be sure to send the emall from an email account that s regis-
tared with Chrome River. Your company email atdress is already ragistared and you can easily add other addresses via the Preferencas menu

HELP
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Reports”, “Submitling and
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Full Gniine HELP & atso available throughout the application in the Chroms River Help Centar.

Getting Started

o

Creating a New Expense Report Add Receipt Images Approve Expenses.



