Searching for Invoices that have been submitted in the last 90 days

1. Gointo Chrome River, go to the Invoice Ribbon, click on “Submitted Last 90 Days”:
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Welcome to Chrome River, Regis University's new Expense, Pcard and Invoice

Software
1 Financial Affairs is pleased to announce the phased rollout of our new software, Chrome River. The Chrome River rollout begins.

Draft today with pcard expense reconciliation for pcard users.
CONTACT

For Expense reimbursement and Invoice assistance, please contact:

& Pre-Approval Create
PCard Support US Bank 24 hour support-Credit Accounts Payable Specialist
303-458-4293 Card Support 303-964-6193
peard@regis edu 1-800-344-5696 ncapraD01@regis edu

NOTICE

REMINDER: Mobile Device access
Invoices Create The Chrome River mobile app is available for download from the Apple App Store (iPhone / iPad) or Google Play (Android).

In addition, you may also wish to download the CR Snap for iPhone or CR Snap for Android app, which provides quick and easy

2 receipt capture and upload capability to your Chrome River eWallet
Draft Submitted
REMINDER: Emailing Receipts to Your Account

2. The nextscreen is all the invoices you have entered in the last 90 days:
** Note the dates that are in the middle column are the invoice dates.**

Submitted Invoices

Staples Contract & Commercial, Inc. / STAPLES ADVANTAGE 03/31/2023 687.32
Invoice # 3534240038 usD &

ALL AMERICAN RECORDS MAMAGEMENT 03/31/2023 676.74
|Invoice # 0042578 usp @
REGIS SQUARE ASSOCIATES 03/23/2023 66,100.73
Invoice # INV 03.23.22 uspo g

ALL AMERICAN RECORDS MAMNAGEMENT 02/28/2023
Invoice # 0043043

REGIS SQUARE ASSOCIATES 01/31/2023 66,100.73
Invoice # INV 01.31.23 UsD

e



3. To check a specific invoice (circled in red), see below:

= [E chromeriver @ @ DeborahBuchanan Hudsoeth

Regis University
Images Tracking PDF ~ see

ALL AMERICAN RECORDS MANAGEMENT

03/31/2023 687.32
I
If your invoice does not have an invoice number, please contact Accounts Payable at invoice@regis.edu
03/31/2023 676.74
Inucice # 0042578
ALL AMERICAN RECORDS MANAGEMENT 02/28/2023
15580 E. Hinsdale Cir.
03/23/2023 66,100.73 Centennial, CO 80112-4225 -
v s a 676.74 USD
0048948 0500-1412-1908
02/28/2023
Invgice # 0043048 ~ Invoice Detail
01/31/2023 66.100.73 03/01/23-03/31/23 03/15/2023
Inwvoice # NV 01.21.23 A

676.74 0.00

LINE NUMBER

4. Click on “Images” which (circled in red):

Tracking PDF ~ “es

ALL AMERICAN RECORDS MANAGEMENT
If your invoice does not have an invoice number, please contact Accounts Payable at invoice@regis.edu

ALL AMERICAN RECORDS MANAGEMENT 02/28/2023
15580 E. Hinsdale Cir
Centennial, CO 80112-4225

676.74 USD
0048948 0500-1412-1908
« Invoice Detail
03/01/23-03/31/23 03/15/2023

676.74 0.00

LINE NUMBER 4+
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5. Click on the box with the arrow in it (circled in red):
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Invoice

A AARM
' \ All American 15580 €. Hinsdale Oircle
Records Management Cwler(%t GO 80112

) 373-5101
www aarmrecords com

Regis University Date
Attn: Ageounts Payable
3333 Regis Blvd

Office of Financial Affairs G-12
Denver, CO 80221

02/28/2023
Invoice # 0048948
Customer # RUU38H

Total Amount Due: 676.74
Total Enclosed

Account Balance: $676.74
SERVICE DESCRIPTION RATE QUANTITY  TAX

STORAGE
Storage Period: 03/01/2023 - 03/31/2023
Record Storage 12 of § 03932 180,00 $7078
Record Storage 24 of $03932 76560 $301.03
Record Storage 3.6 of Legal §03932 77400 $304.94
Record Storage Mon-Standard Size $ 02932 150 $059
SUB-TOTAL §676.74
TAX $0.00

INVOICE TOTAL $676.74

6. Click on the printer, and you can save it as a PDF or you can print it to a printer.



