
IMPORTA.!\T REJ\111'"DERS 

DO NOT ATTACH OR EMAIL SENSmVE INFORMATION. 
DO NOT PRINT - Reports route electronically; approvers wil not ask. fOI' paper copies. 
Please retain all original receipts until your reimbursement is received. 

UPDATE: New Expense Policy Requirements 
Ell"ectiYe December 1, 2016, we're P'lg green and you'll no longer submit paper ~ts IMll'I reimbursement requests. 5ev8f3I policies have been updatad by the UNM 

~ 

Emailing Receipts to Your Account 
Yau have an option IO email any~ to exoenscmemo@'chromerivcr.com Please make sure to send lhe ernal rrom the email acaiunt ttrat ls tegislered online so the 
system can recognize and aore the reoeiJ)( In your acaJU'lt The receiptwll lhen be available within your Receipt Gallery. 

Full HE.LP Is availab l• throughout t h• application in the Chrome River H•lp Center. 
» Quick Start: C~ating a N"ew Expense Reoort 
» Quick Start: Entering and Submitting an Invoice 
» Quick Start: Expense Approvals 
» Quick Start: Vacation Ddq:ation 
» Quick Start: Emailing Reuiph 

cbromeriver.unm.edu. (additional UNM specific job aids, FAQs, lips, etc.) 

For •xpenae and Invoice assistance, please contact: 
Your Department Champion 
Accounts Payabl• 
Contract & Grant Aectg, HSC 
Contract & Grant Aectg, Main 
Unrestricted Accounting, HSC 
Unrestricted Accounting, Main 
PCardOfflc:• 

Accounts Pavabl• 
C&G HSC 
C&G Main 
UA HSC 
UA Main 

PC•'" 



IMPORTANT REMTh"DERS 

DO NOT ATTACH OR EMAIL SENSITTVE INFORMATION 
DO NOT PRINT - Reports route electrooically; approvers win not ask for paper copies 
Please retain al original receipts until YOU" reimbursement is received. 

UPDATE: New Expense Policy Requiremerts 
Elfectrve December 1. 2016. we're going green andyouil no longer submit paper receipts Wl1tl reimbursement requests Several policies have been updated by the 
UNM Policy omce 

Ema~ing Receipts to Your Acc ount 
You have an ophon lo email any receipt lo •xpen~memo.'i'.'chromuinr.com Please make sure to send lhe email from the email account that is registered 
on~ne so the system can recognize and store lhe receipt in your account The receipt will then be available wrltlin your Receipt Gallery_ 

Full HELP is available throughout the appltc.ation in the Chrome River Help Center. 
» Quick Sb.rt: Cre01.ting" New Expense Report 
» Quick Sb.rt: Ent.ring nd Submitting H Inrnice 

» Quick St<1rt: Emen,se Aooro~ls 
» Quick St<1rt: \'audon De~ation 

» Quick Start: Emailing Receipts 

chromerinr.unm..edu (additional UNM specific JOb aids. FAOs, tips, etc.) 

fOf expense and invoke asststance, please cont&ct: 
Your Department Champion 
Accounts Payable 
COfltract & Grant Acctg, HSC 
COfltract & Grant Acctg, Main 
Unrestricted Accounling, HSC 
Unresiricted Accounting. Main 
PCard Office 

Accounts Payable 
C&G HSC 
C&G Main 
UA HSC 
UA Ualn 
PC a rd 



• 

-- Total~U.Amull 

0.00 USO 

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 . 

Travel End Date 12102/2016 c:;i 

Persooal Travel Included 0 

Student Payee -select-o.-· 
Non-Emp!Oyee Payee o.-· - select -

Remmder Please cheek that all typieal expenses are inclUded 

select for Special Handling 0 

~ l 

J M Elizabeth Coger 



IMPORTANT REJ\111'"DERS 

DO NOT ATTACH OR EMAIL SENSmVE INFORMATION. 
DO NOT PRINT - Reports route electronically; approvers wil not ask fOI' paper copies. 
Please retain all original receipts until your reimbursement is received. 

UPDATE: New Expense Policy Requirements 
Ell"ectiYe December 1, 2016, we'rep'lg green and you'll no longersubmil.paper~ts IMll'I reimbursement requests. 5ev8r.llpolicies have been updated by the UNM 

~ 

Emailing Receipts to Your Account 
You have an opticn to email any~ to exoensememo@'chromemrer.com Please make sure to send lhe emal rrom the email m nt ttral ls regislered on1ne so the 
system can recogniZe and Sb'e the reoeiPI In your aooooot The receil)(Wil lhen be available within your Receipt Gallery. 

Full HELP is availabl• throughout th• applic.tion in the Chrome River H•lp Center. 
» Quic.k Start: C~ating a N"ew Expense Reoort 
» Quick Start: Entering and Submitting an Invoke 
» Quic.k Start: Expense Approvals 
» Ouic.k Start: Vacation Delq:;ation 
» Quic.k Start: Emailing Reuiph 

cbromeriver.unm.edu. (additional UNM specific job aids, FAQs, lips, etc.) 

For •xpenae and Invoice assistance, plHse contact: 
Your Oepartmenl Champion 
Accounts Payable 
Contract & Gnint Aectg, HSC 
Contract & Gnint Acctg, Main 
Unrestricted Accounting, HSC 
Unrestricted Accounting, Main 
PCardOfflc• 

Accounts Pavabl• 
C&G HSC 
C&G Main 
UA HSC 
UA Main 
PC•nl 
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Il\fPORTAA'T REMII\-OERS 

DO NOT ATTACH OR EMAIL SENSITIVE INFORMATION. 
DO NOT PRINT - Reports route electronically; approvers will not ask for paper copies. 
Please retain al original receipts until your reimbursement is received. 

UPDATE: New Expense Policy Requirements 
ElrecUYe Decembel' 1. 2016, -·reo<*'ig gmenand yolJ'I no longersubmitpaperreceiptswith relrnbtJrsement requests. 5eYeral poli:ies haYe been Ypdated bylhe UNM 

~ 

Emailing Receipts to Your Account 
You have an option IO email any rec:eipl to CIJ>!".DK'-m t'mo@chromcrin r.com Please make sure to send the email frQm the email aocount that is regisU!f'ed onlne so the 
system can remgnlleand slDre the recetpl: lnyouraaxuit The receiptwil then be avaitlblewi'lhrl ~ ReceiptGallery. 

Full HELP is • vaitable throughout the application in the Chrome Rivet' Help Center. 
» Q uick Start: Creating a >"lew Ei:ocnse Rcoort 
» Q uid: St1rt: Entering and Submitting an l nl·olu 
lt Q uick St1rt: EIOCDK Approv&Js 
» Q uick Start: Vacation Dclttatlon 
» Q uick St1rt: Emalline Rttdptl 

cbromcri~r.unm.nlu {addltiooa UNM specific job aids, FAQs, tips, etc.) 

FOf" U:po9RM and invoice aaaistlnce, ptease contact: 
Your Department Champion 
Accounts Payable 
Contract & Grant Acctg, HSC 
Contract & Grant Acc:tg, Main 
Unrestricted Accounting, HSC 
Unrestricted Accounting, Main 
PCardOffice 

Accounts Pavable 
C&G HSC 
C&G Main 
UA HSC 
UA Main pe,,. 
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ATE: New Expense Policy Requirements 
Ell"ective Dec:ambet 1, 2016, we'ra gcinggteen and you'I no longer Slbmitpap&r receipts with reimbursement requests. 5ever.ilpolicies have bem"I updated bylhe UNM 

~ 

Emailing Receipts to Your Account 
You have an option 10 email any reoeipl: ID exocnscmemoli'cbromeriver.com Please make sure ID seod 1118 emal from the email aooount lhal is regis1ered or*1e so 1118 
system can recognize and store lhe receipt in youraooouiL ThereceiptwilttWI be availabtewithin yourReceiptGalllfy. 

Full HELP is avai1ab'9 throughout the application In the Chrome RivlK Help Center. 
• Quick Start: Crn ting • N"cw Expense Report 
» Quick Stert: Entering e nd Submitting an Invoice 
• Quick Start: Expense A pprovals 
• Quick Start: Vacation Delmtkln 
» Quick Start: Emailing Receipts 

chromerlver.11nm.cdu {additional UNM specific job aids, FAQs, tips, etc.) 

FOf" expense and invoice assistance, please contact: 
Your Department Champion 
Accounts Payable 
Contract & Grant Acctg, HSC 
Contract & Grant Acctg, Main 
Unrestricted Accounting, HSC 
Unrestricted Accounting, Main 
PCard Offiu 

Accounts Payable 



Begin by filing in blank fields that apply 

Expenses For M Elizabeth Criger 
When creating a new report make sure to use the 

Naming Convention that applied to your unit. For most 
purposes It will be the Employee Travel (ET). The 

•Report Name• Is be an example of this. 

Total Pay Me Amount 

0.CJO USO 

Select •Report Type• from drop down 

Enter a ·eus1ness Purpose• 

Enter a -Yravel End Date• 

Report Name 

Pay Me In 

Business Purpose 

Travel End Date 
Optional 

Criger ET 12106/16 - 12/07/16 

I USO - us Doll~rs _ J 

Employee Travel 

Travel to Las Cruces for Center and Home based ORIS vi t 

12106/16 

Once the steps to the left are 
complete, remember to click 

"Save" 

Acceptable Business 
Purpose Examples:

“The travel is to support 
consultation of educators at Early 
Childhood sites based on the 
contracted Scope of Work”
OR
“To attend Early Childhood  
training event in Las Cruces as 
part of professional development”
OR
“To provide training events for 
PreK staff based on the 
contracted Scope of Work”



._....._. 
010015333560 

Total Pay Me Amou-.t 

0 .00 USO 

--
Expenses For M Elizabeth Criger 

Report Name Please use proper naming convention 

Pay Me In USC - US Dolars 

Report Type Employee Travel 

Example Purpose 

Travel End Date 12/02/2016 

Personal Travel Included D 

Non-EmplOyee Payee 

s.ct tor Special Handling D 

-- Select--

Comments (0) 

L """ Comment 



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. 

Total Pay Me Amount 

0.00 USO 

: :. 

All 

UNM PCard 

• om1ne 

Recycle Bin 

• Receipt Gallery 
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