
HOW TO ATTACH RECEIPTS TO EXPENSES 
 
 
Log into the Chrome River application on any web browser by going to the JMU 
webpage (www.jmu.edu). Choose Faculty/Staff and the IS Applications.  Choose 
Chrome River. 
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Enter your EMPLID and password then Click Log in.  
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You can also access the Chrome River application by the Accounts Payable webpage. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 
There are multiple ways to attach receipts to your expenses in Chrome River.   
 
Attaching receipts using your phone.   
 
Take a picture of your receipt and email it to receipt@chromefile.com. You must have 
the email account you are sending the email from associated with your account in 
Chrome River.  To do this follow these instructions: 
 
In the upper right had corner Click on your Name and then Click Settings. 
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The Personal Settings screen appears.  Click the Add Alternative Emails and enter 
additional email accounts.  Click Add and it will be saved. 
 

 
 

Once your email account is set up, in the Subject of your email you should enter the 
amount of the expense with no symbols 0.00.  If you neglect to put the expense 
amount in the Subject line, the amount will show 0.00 when the expense appears in 
Chrome River. 

The body of the email can contain the description of the expense. If you add a 
description to the body of your email, it will appear in the Description section of any 
PDF report expense report generated. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
Another way to enter images/receipts is from scanning.  See the Help documentation 
in Chrome River. 
 
 
Help is another great resource in Chrome River accessed the same way.  In the upper 
right had corner or the Right Side of the Screen, Click on your Name and then Click 
Help. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
The Help home screen opens.  Simply type in what help information you need, such as, 
add images in the search bar.  
 
 

 
 
 
Click the link.  Most links have step-by-step instructions, as well as video to help aid 
you. 
 



 
 
 
Use the Add Images Link above to see how to add scanned images. 


