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New Top Navigation Bar

As of November 3, 2021 Chrome River will introduce an all-new top navigation bar that
prioritizes key information and streamlines the user interface.

The + CREATE buttons used to create new expenses will be relocated to the EXPENSE
and PRE-APPROVAL ribbons.
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They have also added PLUS buttons to the Draft, Returned and Submitted lists, giving
users another easy option for starting new reports.
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If users have no draft items, they will see a large plus button in the center of the Draft
pane that allows them to quickly create a new one.
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You currently have no drafts.
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Additionally, they have enhanced the top navigation bar with new dedicated buttons for
quick access to the Chrome River Help Center and the Admin Settings menu.
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Welcome to Chrome River

Chrome River is a madem, flexible, comprehensive cloud-based expense reporting
system, available 1o faculty and staff It increases productivity while enforcing policy
Approvais Needed compliance and maintaining accountability
10 Expense Reporls
5 Pre-Approvals .
' Notices/Updates

1 0 River Expense Reimbursement

Draft Employse expense reimbursements will be reviewed and processed utilizing our nor-
mal procedures. Payment will be issued weekly providing the individual participates
in payment via Direct Deposit. Payment may be delayed If paid via paper check

All employees receiving a paper check are once again strongly encouraged to sign-

U up for direct deposit. a safe. secure and reliable way of receiving your reimbursa-
© Pre-Approval Create ment timely

2. Sign up for Direct Deposit.
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The User menu has been streamlined, but all functionality remains except the Last
Login information, which now appears in the lower left of the app.
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Notices/Updates

1. COVID-19 (Coronavirus) Update: Chrome
River Expense Reimbursement

Employee expense reimbursements will be reviewsd and processed utilizing cur nor
mal procedures. Payment will be issued weekly providing the individual participates
in payment via Direct Deposit Payment may be delayed i paid via paper chack

All employees recaiving a paper chack are once again strongly encouraged to sign-
up for direct deposit, a safe. secure and refable way of receiving your reimburse
ment timedy

2. Sign up for Direct Deposit.

For more information, review Chrome River’s Quick-Start video found on your front

page of Chrome River.

» Approval — Learn how to approve an Expense Report
o Via Chrome River application (video - 3:43 | Guide)
o Via approval email

Quick Start Videos/Guides

Below are tutorials to assist you in the navigation and utilization of Chrome River:

+ Quick-Start Video (video - 433 | uide) — Get up and running with Chrome River; learn how to navigate, create a new re-
port, and where to find your expenses, receipts and transactions.

s Create New Report (video - 14:50 | cuide) — Learn how fo create New Report, Add Expenses, Add
Location, Check Boxes, Preview Expenses, Comments, Attach Images, Close or Submit

Additional tutorials can be found by clicking your name in the top right corner of this application and selecting Help.

FAQs



https://pt.chromeriver.com/help/hg_user_en/Content/A_Getting_Started/Quick_Start_Video.htm

