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Adding Alternative Emails

The primary email address associated with your Chrome River account is your UUID. Tap Add
Alternative Emails to enter other email addresses from which you wish to submit receipts and
approvals.

1. Click on your username located in the upper right corner.

2. Click on Account Settings
Q,  Select Another User

‘\ Account 5ettings ——

Logout

3. In the Personal Settings section, click on the Add Alternative Emails option.

Carol Lane Account Information

Password
Email Addresses

Primary Email claney@memphis.edu

<+

4. Enter the alternative email in the box that appears and click Add.
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Account Information

Password Change Password

Email Addresses

Primary Email claney@memphis.edu

@gmail com|

/

m Cance'

5. A message box will display, and a verification email will be sent to your primary email

account.

A message has been sent to
claney@memphis.edu. Please check your
email and click the link to verify your email
address.

OK

6. Return to your email program, locate the verification email from Chrome River and click

the verification link provided.

Chrome River | Please Verify Your Email

expense-noreply-c5-prod@cal.chromeriver.com
To @ Carol L Laney (claney)

Hi: Carol
This email address was added to Chrome River. To verify your email
I {@amail.com) please click the following link:

https://app.cal.chromeriver.com/verify-

email.
Chrome River

AP

G >

312 PM

email/2cB6doec1b587a5ddfd6af7aef2e57748360454aed0210c6689f2aaacdc44665f02a2fd1ef5
This Link will expire in 24 hours. If you did not request this verification, please ignore this
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7. Note: The new email address will remain in a Pending Verification status until you have
completed the step above.

Email Addresses

Primary Email

Alternative Email 1

x

8. You will receive a verification notice in your web browser alerting you of the verification

status.

Verification successfull

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

9. The new email address will now appear as your Alternative Email and can be used to
send receipts into Chrome River.

Password

Email Addresses

Primary Email

Account Information

Alternative Email 1

x

ey@memphis.edu

@gmail_com
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