Getting Started with Chrome River

Log in to MyU (myu.umn.edu)

Navigate to: Key Links > U Travel / Chrome River > Chrome River Login

Chrome River (CR) is used by faculty and staff with active employment records to reconcile Travel Card and out-of-pocket business expenses, track pre-approvals for business trips, and request
cash advances when applicable. Contact your local Chrome River expert for guidance (see directory listing).
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¢ Via Email: Send image of the receipt to receipt@chromefile.com from University email.
¢ Via CR SNAP (see job aid pdf): Take a picture using the CR SNAP smartphone app.
¢ Via Computer: Upload image file from computer to CR.

Most receipts are converted to expense transactions based on receipt date, amount, and
supplier name.

+ New Expense Reports (see job aid pdf) are created to account for Travel Card purchases, out-of-
pocket business expenses, and for requesting cash advances when applicable.

* New Pre-Approval Reports (see job aid pdf) are created for tracking pre-approvals for business
trips. Certain units may require Pre-Approval Reports.
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