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 Receipt Management 

Chrome River provides three methods of uploading a receipt to a user’s eWallet.  

1. Email 
2. Upload 
3. CR SNAP application 

This overview will provide a summary for all three of these approaches. 

Email a Receipt to the user’s eWallet: 

 

When emailing a receipt, the user can send the image(s) to their own or another traveler’s 
dashboard. The receipt will be sent to that user’s eWallet based on the email address being 
used (as long as that email address is associated with their Chrome River account i.e. their VT 
email or another alternative email added through the Personal Settings tab). The user can 
upload multiple receipts via single email.  

A user can upload a receipt that is associated with a delegate by inserting their email 
(associated with their Chrome River login) in the subject line. A student or non-employee can 
upload a receipt via email by placing the user’s email in the subject line who is authorized to 
create Expense Reports in Chrome River.  

1. The email needs to be sent to travelreceipts@vt.edu 
2. Subject Line: If this receipt is being sent to another user’s dashboard, insert their email 

address here; otherwise, whatever is in the subject line is irrelevant.  

mailto:travelreceipts@vt.edu
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3. Attach an image(s) of the receipt to the email. Note: Multiple receipts can be uploaded 
at the same time and they must be in PDF, JPG, PNG, or TIFF format.  

4. Enter the description that should be associated with this parking expense (Note: this is 
optional and descriptions are not required for all expenses) 

Note: If there is a specific Expense Report that is associated with these receipts, the user can 
enter in the 12 digit Expense Report ID into the Subject Line of the email. It will automatically 
be sent and attached to that specific Expense Report.  

 

The user will receive an automated email notification that their receipt has been received and 
ready to expense in Chrome River.  

 

5. To verify that the receipt has been uploaded to the user’s eWallet, select the button 
with the three lines in the top left-hand corner. 
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6. Select the eWallet tab. 

 

7. The parking expense receipt has been uploaded with the total and date of the receipt as 
well as the image.  
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Upload a Receipt to a User’s eReceipts: 

 

1. On the user’s dashboard, select the button with the three lines in the top left-hand 
corner. Choose the eReceipts tab.  

 

2. Upload: Select a PDF, JPG, PNG, or TIFF receipt image that is on the user’s computer. 
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3. The image of the receipt has now been uploaded to the user’s eReceipts.  
4. Offline: Select this tab to see the expense created by this receipt. 

 

5. The receipt has created an expense line item in their eWallet that can be used in an 
Expense Report. 
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Uploading a Receipt using the CR SNAP application: 

This application can be downloaded onto a smart phone via the app store.  

Here are the following steps to use the app after download (Note: these steps were done on an 
iPhone.) 

1. Insert your VT Email that is used to login to Chrome River 
2. A verification code will be sent to your email and you must enter the code into the app. 

This will be used to verify that the correct user is signing into CR SNAP. 
3. You can now begin uploading receipts to your Chrome River account. 

The steps for uploading a receipt to Chrome River via CR SNAP: 

1. Take a clear picture of the receipt by lining it up with the camera on your smart phone 
and pressing the Upload button (it is big and gray) at the bottom of the screen. 

2. You have the option to upload the receipt or retake the picture.  
3. After selecting the Upload button, the receipt will be entered into a queue that can 

viewed by selecting the List button on the bottom right-hand corner of the screen. 
(Note: it should take just a few seconds to leave the queue and upload to your Chrome 
River account.) 

 

As long as the date and total amount are clearly labeled, this information should auto import 
into your eWallet as well as the image of the receipt.  

 


