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Quick Reference

Chrome River - Logging In & Adding Alternate Email

- myWSU

BeBaly 2 0m

= Students: view classes, financial aid, grades
» Faculty/Advisors: teaching and advising info

< myWSU

o1

Log into myWSU.

~

=

| Search wichita.edu

Usermname: ||

Password: |

= [Faculty/5taff: finance and employze info
Manage your password

_

Proceed with the DUO authentication. Note: If you
do not select the “Remember me for 10 hours”
check box, you will have to re-authenticate (see
step 9).

: UNIVERSITY

{ WICHITA STATE I
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Device: 05 DO v

Choose an authentication method

AT =
o DUO PUS REGOMMENDED

Wi
UNIVERS! Send Me a Push

What s this? 0§

Add a new device

My Settings & Devices

Need heip? [ Passcode

@ call Me

Enter a Passcode

Powered by Duo Securly =
¥ _Remember me for 10 hours

3. Locate the Travel and Expense Management (TEM)
Links section. This will be found in the far right
column of the dashboard.

{ WICHITA STATE
{ UNIVERSITY cochiomass | 3

Travel and Expense
stowe ovee] Management (TEM) Links

) Travel and Expense Management (TEM) Links

304 pesrd reconciton “nevw

rrome e

oon

Chvome Siver Logn (Peard and Tl system)

4. Click on the Chrome River Login (Pcard and Travel
system) link.

D Travel and Expense Management (TEM) Links

Chrome River: Travel Documents and Pcard reconciliation *new*

Chrome River Login (Pcard and Travel system) '—

Chrome River Guides

TEM and Workflow: replaced soon by Chrome River (links to be
used only for viewing and approving existing documents)

Banner Workflow Login
TEM Login
TEM & Workflow Guides
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5. You will be redirected to the following sign on page. 10. You will be taken to the Chrome River landing page.
s Wichita State University I -
i m SITESTING
2 Pedopros * 4l SYSTEM
c Welcome to Chrome River - The Travel, Pcard and Invoice Software
S A i = 26 3 52
T | 0 E)ﬁs Draft Returne Submitted
B o Last 90 Days
A o 7 1 29 | G -
Rouned  sumie [ S ener el
o Last 90 days /

Username format is: your myWSUID@wichita.edu
K Password: your myWsU Password J

6. Enter your user name in the following format:
myWSUID@wichita.edu Add Alternate Email

7. Enter your myWSU password.

11. Click on your user name located in the upper right

8. Click the Sign in button. corner.
chel DA% R
0 N o 2lCVYSTEM

e25am254@vichitaedu (6

Welcome to Chrome River - The Travel, Pcard and Invoice Software

=

Username format is: your myWSUID@wichita edu
Password: your myWSU Password

Accounts Payable Support Email Us
Pcard Non-Travel Support Email Us
. Pcard Travel Support Email Us
9. If you did not select the “Remember me for 10 Travel support Email Us
. . Vendor Maintenance Support Email Us
hours” check box, in step 2, you will be asked to re- wcoums Payable Manager Email Us /

authenticate through DUO.
12. Click on settings.

Wichita State University \

c Rg + New & Wu Sha
Nelcome AD\e254m254
A Wu Shocker

Last login
08/08/2019 at 10:25 AM

Kristie Courtney

Sonya Emmart

Settings

Help

Logout
& /
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Page |3
13. In the Personal Settings section, click on the Add 16. Return to your email program, locate the
Alternative Emails option. verification email from Chrome River and click the
verification link provided.
= CHROME + New L WuShocker
Wu Shocker Account Information
v o Eﬁ = Chrome River | Pleas... =
Personal Settings Fassword Change passwers Message Acrobat '.;‘ Tell me what you want to do...
e Emall Addresses H expense-noreply-c5-ga@calchromeriver.com a1~ 5:41 PM
Delegate Settings ) 3 )
7 — Wosho ek Buichits ey Chrome River | Please Verify Your Email -
Notification SE“\HQS
\‘o Add Alternative Emails Hi:
Py rele This email address was added to Chrome River. To verify your
Qautchrume River / email (vu.shock@niar.wichita.edy) please click the following link:
https://ga-app.cal.chromeriver.com/verify-
email/00bf8f2ba578925d477bf0a2453d086206388a64a43a7f21d4950
14. Enter the alternative email in the box that appears, This Link will expire in 24 hours. If you did not request this
i verification, please ignore this email.
and C|ICk Add. Chrome River
[l Djys
fWu Shocker Account Information \ .
Feraonal Sﬂﬁngs Password C hange d
Preterences Serings Ema Adresses 17. Note: The new email address will remain in a
Delegate Setings Pending Verification status until you have
Primary Email wu.shock@wichita.edu r
e s completed the step above.
‘wu_shock@niar wichita edu Cancel
inacy Policy m J

acount Information \
15. An verification email will be sent to your primary
email account. Password Change Password

Email Addresses

Verify Email

Brimary Email wu.shock@wichita.edu

A message has been sent to Alternative Email i~ % wu.shock@niar.wichita.edu ’
Pending Verification | Resend Verification Email
wu.shock@wichita.edu. Please check
your email and click the link to ‘u’EFif‘y’ your
) Add Altemative Emails
email address. c A .

Ok
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- 18. You will receive a verification notice in your web
$ browser alerting you of the verification status.

: m
<

: Verification successful!

Congratulations, you have successfully verified your email
address. You can now send receipts from your email
address.

N %

- 19. Log out of Chrome River and log back into the
) software using the Chrome River Login (Pcard and
< Travel system) link in myWSU.

51 Travel and Expense Management (TEM) Links

Chrome River: Travel Documents and Pcard reconciliation *new*

¢ Chrome River Login (Pcard and Travel system) —

Chrome River Guides

< TEM and Workflow: replaced soon by Chrome River (links to be
% used only for viewing and approving existing documents)

Banner Workflow Login
TEM Login
< TEM & Workflow Guides

20. Repeat steps 11-12 to verify the status of your
¢ alternative email.

<
/Wu Shocker Account Information \

> ) Password
Personal Settings

< Email Addresses

A

Primary Email

Alternative Email 1

X

wu.shock@wichita.edu

wu.shock@niar.wichita.edu

%
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