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UPLOAD AND ATTACH RECEIPTS

There are multiple ways to attach receipts and images in Chrome River. Receipts can be emailed,
scanned or faxed and uploaded directly to the report header, to an expense, or to the Receipt Gallery.
From the Receipt Gallery, images can be dragged and attached to line items within the report. Only JPG,
PDF, PNG, and TIFF files can be accepted when an image is attached via the Chrome River SNAP app, and
no file may be greater than 10 MB. Images attached via email, scanning, or faxing may not exceed a
combined total of 100 MB. See the CR0002 Introduction to Receipts document, Receipt Image Specs
section for complete details.

Attach Via Email

Before emailing a receipt or image, you will want to make sure that the email address you are using is
associated to your Chrome River account. You can check your email information by going to your name
located in the upper right corner of the Navigation Bar, selecting Settings and then Personal Settings.
You will see your wichita.edu email address listed. If you would like to add a personal email so you can
upload images from other accounts or from your mobile devices, you will need to click Add Alternative
Emails. Please note that an email address can only be associated to one account.
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L Wu Shock

Wu Shock Account Information

Personal Settings o p— Passward

Email Addreszses

Primary Email wushock@wichita.edu

EMAIL TO RECEIPT GALLERY:

To email a receipt to your Receipt Gallery, simply attach the images to an email message, include the
amount of the expense in the subject line, and email from an email address associated with your
Chrome River account device to receipt@cal.chromeriver.com. You can also take a photo with your
mobile device and email directly from your phone as long as you’ve set up the appropriate email
address in your Personal Settings in Chrome River.
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H © O

File Message

2162 - Message (HT... &= O
Q

Format Text Review Acrobat Tell me..

receipt@ca 1. chromeriver.com;

Tou.
L.
Send
Subject 21.62
Attached

Gas Receipt - Mascot Cunference|

Whu Shock

Wichita State University

Gas Receipt Examplejpg

The images will appear in the Receipt Gallery and/or the Offline section of the eWallet.

Each image will appear as its own item, complete with the corresponding information about the
expense. If you attach a multipage PDF containing only images, each image will be created as a separate
expense item. If the multipage PDF contains text, a single item will be created.

EMAIL TO EXPENSE REPORT:

If you know the ID of the expense report to which you'd like to attach an image, enter the Report ID into
the subject line of an email you've composed (instead of the currency, as shown in the Email to Receipt
Gallery example, above). Remove everything from the body of the email, including any email signatures.
Send the email to receipt@cal.chromeriver.com.
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sk = 0100192191... &= O

Insert Options Format Text Review Acrobat ¢ Tell me...

Ta... receipti@cal.chromeriver.com: .
= : Chrome River
Ce. Expense Report
Send Number
Subject 010019219164

Attached @ §1ET{:ECEipt Examnplejpg

This method works even if you have multiple images attached to the email you're sending, as long as

they all apply to the same expense report. The total combined size of all images may not exceed 100
MB.

Images will be attached to the report header.

See the Receipt Transactions and Optical Character Recognition section below for more information on
emailing receipts to create transactions.

Back to Top
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Attach Via Scanning

SCAN AND ATTACH TO RECEIPT GALLERY:

You may wish to scan receipts or images directly to your computer. Once you have scanned, you can
upload to the Receipt Gallery by going into your Chrome River eReceipts, choosing Receipt Gallery, and
clicking the Upload button. The receipt image will appear in your Receipt Gallery with the date you
uploaded the expense. See more detail below in the Upload to the Receipt Gallery section.

Add =
y
Expenses
Sort -
All
@ File Upload b
Credit Card
M <« Train.. » Sample Receipts » v O Search Sample Receipts R
Offline
Organize v New folder == M @

Recycle Bin X ~

J’! Music G MName Type

=] Pictures Uploaded File f

B videos & Gas Receipt Example JPGH
Receipt Gallery . | .

== Greenphire_Share (B: WU Airfare Ado

25 Windows (C:) Wu Hotel Ado

= AP (\ad.wichita.edu WU Registration Ado

= Warrants Madwichit ¥ € >

File name: | v| | AlFiles v
:. Open | Cancel
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Add =
Expenses
Sort - [ ]
B Create Ne
0
=
All -
® Credit Card —
Lo =ty
* Offline
Recycle Bin

* Receipt Gallery

To EXPENSE REPORT:

To scan to a specific report, click the PDF button in the preview of the expense report you want to
attach images to. When you select Cover Page, the page will open in a new window so that you can
print it or save it. Scan the cover page with the images you wish to attach to
expense@cal.chromeriver.com - the unique barcode will direct it to the correct report.

N
Expenses For Wu Shock

Expenses For —
€ WuShock = ®

Expense Report Demonstration

a

DWMTE EXPENSE SPENT PAY ME B A Report Name Expense Report Demonstration

555
onss T Aifare see e 55500 @ v

Business Purpose

Expense Report Demonstration

import frem Pre-App o . REPORT

Expense Report Total Pay Me Amount “
010019234056 555.00 uso Comments (0)
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Cover Page . ————

Full Report

Full Report with Notes & Re-
ceipts

Full Report with Receipts

View Receiptz

Expense Report Report ID: 0100-1923-4056
Repart Narme Expense Repart Demenstratian

Expense Owner Wu Shack I

Expense Owner D Wusheock

i s LR NELD
Date Jun 22, 2019 Iml I I

To Be Paid In usD

Please place this cover sheet in frant of hardcopy receipt pages and then scan or fax to:
Email: expense@cal chromeriver.cam Fax: (BBB) 323-1591

Financial Summary
Tatal Expenses Reported 555.00
Amaunt Due Expense Owner 555.00

Expense Summary

Expensa Type Amount [USD)
Airfare 555 .00
Tatal 555.00

Allocation Summary

Allocatiaons Charged Amount [USD)

AQDD3-101614-2045 AQDD3: GU State General Fund 101614: Regents Press of 555 .00

Tatal 555.00
Back to Top
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Attach Via Faxing — only available for report header attachment

FAX TO EXPENSE REPORT:

Similar to the method for attaching a scanned image directly to a specific report, you will need to print
the PDF cover page of the report in order to get the unique barcode for the report (see instructions
above). The cover page and images will then need to be faxed to (888) 323-1591. Faxed receipts can
only be attached to a specific report.

NOTE: Any images already attached to the report will be overwritten by the images you send in.

Back to Top
Uploading Images

UPLOAD TO THE REPORT HEADER:

Once you have entered the header information for a new expense, click the Add Attachments button in
the lower right corner to browse for an image on your device. This will attach a receipt to the report but
does not tie it to a specific expense line. You will have the opportunity to assign this to a line item later.

e Expenses For -

Wu Shock

Receipt Demonstration

Expenses For Wu Shock

Report Name Receipt Demonstration

Business Purpose Receipt Demonstration

ﬁ‘“\_/_\“ “\_/_\Eﬁ -

@IS

Expense Report Total Pay Me Amount

010019239124 0.00 usc

You may also choose a receipt in a file first and drag it to the Drag image here to upload section.
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Receipt Demonstration

Expenses For Wu Shock

Report Name Receipt Demonstration

Business Purpose Receipt Demonstration

@ File Upload =
4 o Train.. » Sample Receipts » v & Search Sample Receipts y=
B 3D Objects A Name -
I Desktop Uploaded
%| Documents & Gas Receipt Example
Expense & Downloads =) wu airfare
0100192 & Music %) Wu Hotel
= Pictures (2 Wu Registration
File name: [| ~] |anFiles -

=

UPLOADING DIRECTLY TO A LINE ITEM:

Receipts can be uploaded directly to a line item if you have the image already available on your
computer or device. After you have created a line item, you will click on the Add Attachments button in
the lower right corner of the expense detail. This can be done before the expense is saved or after.
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-

3¢ Airfare
Date 03H12/2019 =2
Spent 555.00 [ | usp
Business Purpose Receipt Demonstration

Attachments (0) =

Add Attachments - <SS

Once the image is attached, it will appear on the bottom of the expense detail when the line is selected.
You can also use the Drag and Drop method shown in the Upload to the Report Header section above.

Document No. CRO004 July 27,2019 Page 10 of 25



=& \WICHITA STATE

ulsu : UNIVERSITY

{ FINANCIAL OPERATIONS
AND BUSINESS TECHNOLOGY

Chrome River User Manual

- ' :
~ % Airfare
Date 031212019 n
Spent s55.00 [ | uso
Business Purpose Receipt Demonstration
Attachments (3) =]
=

You will also be able to view a larger image of the receipt by clicking the thumbnail image. The receipt
will be visible on the left side of the screen. Note, if you would like to detach the receipt from this

expense, you can click on the paperclip in the upper left corner. The receipt will go to the Receipt
Gallery in your eWallet.
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UNITED

Thank you for choosing United

M2FSH2

Purchase summary

Airfare 0322019
Amount: 5550000SD Pay Me: 555.00 USD

Location?
Funding

D10252-101510-01620

Comments (0)

Attachments (3)

D10252: RU Controller's Office
101510: Financial Operations
2572-Employee Out-of-State Transportation

10of1

NOTE: You will see the expense report name and the number of images attached on the left side of the
screen. Beneath will be the list of expenses on the report. By clicking the report title, you will see the

receipts associated with the report

Receipt Demonstration
= |

DATE EXPENSE

e T Aifare

List of expenses that
have been added to
the report.

Expense Report
010019239124

Total Pay Me Amount

555.00 uso

Report Name

Business Purpose

Attachments (3)

area

m

Expenses For Wu Shock

Receipt Demonstration

Receipt Demonstration

e e

All receipts associated
with the report will
display here.

The receipts that are attached to the report header AND to specific line items will be visible on this page.
A paperclip on the expenses attached to lines will help you identify where on the report they are

attached.
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Attachments (4) =3

Aftached at header oe here to upoad R P Alached o 2
specific expense ling

_ = S—— L a:

UPLOAD TO THE RECEIPT GALLERY:

The Receipt Gallery is part of your Chrome River eWallet. It can be accessed by clicking the three line
icon on the navigation bar and selecting eWallet.

Dashboard

Expense Report 4

Pre-Approval 2

elWallet ®

eReceipts ®
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The Receipt Gallery can also be accessed from within a report by clicking on the icon and selecting
Receipt Gallery from the eWallet.

Add
Expenses

Sort ~

Receipt Demonstration

Tue

=
Ty W Airfare =50 55500 @ . All

® Credit Card
050172018
® Offine

Recycle Bin

#» Receipt Gallery —

Once in the Receipt Gallery, you can click Upload to upload new images that are saved on your
computer or device.

Add = :
Expenses
Sot
=

All

® Credit Card —
05012019

® Offline

Recycle Bin

» Receipt Gallery

Back to Top
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Attaching Images from Receipt Gallery

A green dot next to the Receipt Gallery indicates that there are receipts that are unused and available to
attach to a report or line item.

Add

Expenses
Sort -
=
All
Credit Card —_
05012019
Offline
Recycle Bin

-ﬁeceipt Gallery

ATTACH IMAGE TO REPORT HEADER OR LINE ITEM:

You can attach an image from the Receipt Gallery directly to the report header or line item by dragging
and dropping from the Receipt Gallery.

Access the Receipt Gallery from within a report by clicking on the icon to bring up the E-Wallet and
select Receipt Gallery. Choose the receipt from the gallery you want to add. Click on the image but do
not release until you’ve dragged the image to the report header. When you’ve dragged it to the correct
spot, Chrome River will prompt to Drop to attach to report header.
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Add
Expenses

o

=
All

® Credit Card
050172013

® Offline

Recycle Bin

» Receipt Gallery

The same method can be applied to line items. If there is a line item created available, Chrome River
will prompt you to drop the image on the line. When there are multiple line items created, drag the
image to the left of the expense screen. Chrome River will highlight the expense line the image will be
attached to. Move the image up or down until the correct line item is highlighted and release the
image.

NOTE: Multiple receipts and images can be attached to a single expense.

Add =
Expenses

T4 Airfare

500 55500 @ . Al

® Credit Card
]

., e Offline

Recycle Bin

# Receipt Gallery

MOVING RECEIPTS AND IMAGES FROM REPORT HEADER TO LINE ITEM:

If you decide you want to move a receipt from the header to the line item, you can drag the receipt from
the header view to the line item.

Click the report header to view the receipts attached. As mentioned in the Uploading Directly to a Line
Item section above, you will be able to identify the receipts that are attached only to the report header

by the absence of a blue paperclip icon. You can select one of these images, click, drag, and drop to the
line item of your choice.
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Receipt Demonstration
a

ATE EXPENSE & ME B A
T """""'""""""""[ {' T 1
s [ Gasoine e */1227 v
’\/\\

b
b

Expense Report Total Pay Me Amount

S EE

Departure Date 03/12/2019

Return Date 03/15/2018

Destination United States / Colorado / ...

/W\J

Drag image here to upload Add Attachments

010019239124 567.27 usp

Back to Top
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Detach and Delete Receipts

If the receipt has already been attached to a report header or line item, you can detach it by clicking on
the receipt thumbnail at the bottom of the right hand screen to bring up the larger receipt image on the
left. Click on the paperclip in the upper left corner. This will remove the receipt from the report. The
receipt will go into the Receipt Gallery.

Are you attending a No
Conference?

Will there be personal

time during this trip?

Import from Pre-Approval

Comments (0)

Attachments (4) [x]

To delete a receipt from the Receipt Gallery, check the receipt(s) you wish to delete and then click the
Delete button. A confirmation message will appear and the receipt will go into the Recycle Bin. The
receipt will no longer appear in the Receipt Gallery.
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Expenses '
Sort - / 1
Create Mew
=
All
#® Credit Card —
Q60172018
& Offline
Recycle Bin
» Receipt Gallery o ‘Elfli:nnur receipt has been moved to the Recycle Undo X
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Receipts that have been sent to the Recycle Bin can be restored to the Receipt Gallery if you wish.
Choose the receipt you wish to send back to the Receipt Gallery and click Restore.

Add

Expenses :
Sort - 1
A Receipt s
Mizcellaneous / Other
® o40n019 57-&%
r Amazon
All
#® Credit Card Receipt &
Gasoline
® Offl Eﬂ 05/06/2019 21-&%
ine ¢ Thank “ou For Shopping At
Recycle Bin
Receipt & ™
Gazoline
iﬁ 05/06/2019 21 Uﬁ-g%

¢ Thank “ou For Shopping At
» Receipt Gallery

If you click on the Empty button, you will permanently remove all of the receipts in the Recycle Bin,
whether it is checked or not. Do not click this unless you would like to delete all of the receipts from
your e-Wallet Recycle Bin.
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Add

Expenses
SDI‘I - 1
Receipt é;
‘- Mizcellaneous / Other 5?- 83
® o4ron019 59
b Amazon
Al Clicking Empty
Credit Card EEEEiFt .dEt"?tES AL|I_ Itsmls Y
asoline In the recyclie pin!
Offline Eﬁ 05/06/2019 31" 21 :552':
¢ Thank You For
Recycle Bin
Receipt é}
Gazoline
iﬁ 05/06/2019 21 :552':

¢ Thank “ou For Shopping At
Receipt Gallery

Back to Top

Receipt Transactions and Optical Character Recognition

When a receipt or group of receipts is emailed, scanned, or uploaded to the Receipt Gallery, Optical
Character Recognition (OCR) will attempt to create a transaction based on the information it can pull
from the receipt(s), which may include the amount, vendor and expense type. Any information pulled by
OCR from the receipt can be manually adjusted, if required, once applied to a report.

NOTE: OCR only works when a receipt is emailed, scanned, or uploaded into the Receipt Gallery.
Receipts that are attached directly to reports will not be read by OCR; however, if there is more than
one receipt on the page, the system will attempt to crop the receipts to form separate receipt images,
regardless of the manner it is sent, unless uploaded directly to a line item.

MERGING CREDIT CARD TRANSACTIONS AND RECEIPTS:

If OCR recognizes that the receipt corresponds with an unapplied UMB Pcard Expense transaction, it will
attempt to merge the UMB Pcard Expense transaction and receipt together to form one transaction.
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You can identify when these transactions merge, as the UMB Pcard Expense transaction will show
Merged Details and have a drop down arrow which you can click on to expand the details of the
transaction.

Three lines will appear for the expense:

1. the newly created merged transaction will appear first,
2. the UMB Pcard Expense transaction second (identified as Primary)
3. the receipt, third

Expenses
Sort = Group by: None -
UMB PCard Expense + Receipt
H 06/04/2019
" 204.72
a + Merged Details usD
All
Credit Card | UMB PCard Expense Expenses
-’ Airfare p
Offi -~ ¢ ‘ 03/05/2019 Sort = Group by: None =
ine L » DELTA AIR
UMB PCard Expense + Receipt
:ﬁ: 05/04/2015 1 204.72
= Merged Detailz uso
All
Credit Card - :I‘."ItBIPCarcI Expense
ole
O :I: 06/04/2019 2 204.?:2
ine » HOLIDAY INN EXPRESS uso
Recycle Bin
Receipt (@
H Hotel
n_n
mfls osromo10 3 204.?:2
~ Marriott usD

Receipt Gallery

Note: If OCR identifies a receipt as belonging to a UMB Pcard Expense transaction in error, you can

unmerge by clicking on the paperclip outline on either the primary or receipt transaction. The receipt
will go back to the Receipt Gallery.
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Add
Expenses

All
Credit Card
Offline

Recycle Bin

Receipt Gallery

Group by: Mone -

UMB PCard Expense + Receipt
05/04/2015

* KMerged Details

UMB PCard Expense
Hotel
06042019

¥ HOLIDAY INM EXPRESS

Receipt
Hotel
06102019
- Marriott

204.72

UsSD

204.72

uso

204.72

UsSD

For information on applying UMB Pcard Expense transactions, please see the CR0014 Creating a Pcard
Reconciliation Report help document.

OFFLINE TRANSACTIONS:

If OCR does not recognize that the receipt emailed, scanned or uploaded to the Receipt Gallery is
related to a UMB Pcard Expense transaction, the system will create an offline transaction that you can
later apply to an expense report as an out of pocket expense.

You can apply the expense to a report by checking the box next to the expense and clicking Add.
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Add N
Expenses '

Sot - 1

Receipt Demonstration

Receipt @*v‘-

ntm Hotel 307.08
alls  osmzois e
+ Holiday Inn
Tue e T4 Arfare 500 55500 @ . All
® Credit Card
Tue 1227
03/12/2018 iﬂ Gasoline UsD 1227
» Offline

,\/\"’R%Em\/\/

Expense Report Total Pay Me Amount
010019239124 567.27 uso

You can also drag and drop the expense directly into the expense report.

Add
Expenses
Sort -
B Cieate Ne
Receipt @
H Hotel
VTt o . :I: 06/01/2019 307.95%

-y * Holiday Inn

All
® Credit Card
® Offline

Recycle Bin

® Receipt Gallery

For more information on expensing an out of pocket expense, please view the CRO006 Create a Pre-
Approval Report - Employee, or CR0011 Creating a Travel Expense Report - Employee help document.

NOTE: If the receipt connected to the offline transaction is applied to an expense, the offline transaction
will no longer be available.

EMAIL MEMO:
If you have an expense, such as a tip, that does not require a receipt, you can email a memo as a

reminder to your eWallet as an offline receipt. This will create a transaction in your Offline expenses of
your eWallet and no image will be sent to the Receipt Gallery.

Document No. CR0O004 July 27, 2019 Page 24 of 25



"t WICHITA STATE

: UNIVERSITY

{ FINANCIAL OPERATIONS
: AND BUSINESS TECHNOLOGY

Chrome River User Manual

To email, enter the amount of the expense in the email subject and send the email to
receipt@cal.chromeriver.com just as with a regular receipt. However, instead of the receipt attached in
the body of the email, you will enter a description of the expense.

H 5 1221-Mes.. @

O
File Message Insert Options Format Tet Review  Acrobat 2 Tell me...

To.. receipt@ca 1. chromeriver.com;

Subject 12.21

Taxi fare from hotel to airport. No receipt was available.

Mascot Conference

To access this expense, go to your eWallet and select Offline. The amount will show in your Offline
transactions and can be applied to a report in the same way described above for other offline
transactions.

Expenses
Sort -
— Receipt @
e Hotel
alls osoizo1e 307'&80
» Holiday Inn
All
® Credit Card gf:eipt
H H er
: : | 06/22/2019 12.U231
b T i = Taxi fare from hotel to airport. Mo receipt was ava...
Details: Taxi fare from hotel to airport. No receipt was available.
Recycle Bin

® Receipt Gallery

Back to Top
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