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B THE UNIVERSITY of
~% NEW MEXICO

IMPORTANT REMINDERS

DO NOT ATTACH OR EMAIL SENSITIVE INFORMATION.

DO NOT PRINT - Reports route elecironically; approvers will not ask for paper copies.

Please retain all original receipis until your reimbursement is received.
UPDATE: New Expense Policy Requirements
Effective December 1, 2016, we're going green and you'l no longer submit paper receipts with reimbursement requests. Severai policies have been updated by the UNM
Policy Office
Emailing Receipts to Your Account

You have an option to email any receipt 1o expensememo@chromeriver.com Please make sure 1o send the email from the emall account that is registered online 50 the
system can recognize and siore the receipt in your account. The raceipt will then be avaiiable within your Receipt Gallery.

HELP

Full HELP is available throughout the application in the Chrome River Help Center.
» Quick Start: Creating a New Expense Report

uick Start: Vacation Delegation
uick Start: Emailing Receipts

chromeriver.unm.edu (additional UNM specific job aids, FAQs, tips, etc.)

CONTACT

For expense and invoice assistance, please contact:
Your Department Champion

Accounts Payable Accounts Payable
Contract & Grant Acctg, HSC C&G, HSC
Contract & Grant Acctg, Main C&G, Main
Unrestricted Accounting, HSC UA, HSC
Unrestricted Accounting, Main UA, Main

PCard Office PCard
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~ M Elizabeth Criger

Select another user
Under this drop-down menu are the tabs for "Settings”,
"Help", and "Logout"

Under the "Settings" tab is where you would add
additional email addresses that would enable you to
email receipts directly to your Chrome River Account.
The the details of how that works will be discussed in a
later training.

Settings

Platinum inferface

Help

Logout

T T o SULo T Consuliation of educators at Early Childhood sites based on the coniracted S ...

Travel End Date 12/02/2016 E
Personal Travel Included |}
§tudenl Payee — Select —

Non-Employee Payee — Select —

Reminder- Please check that all typical expenses are included.

Select for Special Handling [}

— Select — -




Hamburger icon
Click for menu
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Begin by filing in blank fields that apply . —
Cancel Save

Expenses For M Elizabeth Criger

Pay Me In ‘ USD - US Dollars ‘

Report Type Employee Travel hd ‘
Business Purpose Travel to Las Cruces for Center and Home based QRIS vi
Travel End Date ‘ 12/06/16 = ‘

Upisonal 1

Once the steps to the left are
complete, remember to click
“Save”



Please use proper naming convention
a .

DATE EXPENSE

Expense Report
010015333660

Total Pay Me Amount
0.00 uso

Report Name

Pay Me In

Report Type

Business Purpose

Travel End Date

Personal Travel Included

Student Payee

Non-Employee Payee

Select for Special Handling

- Select -

Expenses For M Elizabeth Criger

Please use proper naming convention

USD - US Dollars

Employee Travel

Example Purpose

12/02/2016

L M Elizabeth Criger



Criger ET 12/01/16 - 12/02/16

DATE EXPENSE

Expense Report
010015398369

To the left is the Add Expense Menu
From this menu select the type of
expense you would like to add.

The categories "Meals" and "Ground
Travel" have some exceptions that are
unique to ECSC so they will be explored
in the next couple of trainings.

0.00 usp

Add
Expenses

All
UNM PCard
& Offiine

Recycle Bin

® Receipt Gallery

=L

New

L M Elizabeth Criger
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