WELLS
FARGO

Commercial Card Expense Reportings:
Cardholders, Reconcilers, Approvers

Wholesale Customer Training

Together we’ll go far




CCER for Cardholders, Reconcilers, Approvers
Agenda

» Getting started (activate your card)
= Commercial Electronic Office® (CEO®) access
» CCER homepage (all roles)
— Review Open Statements vs. View Cycle-to-Date
= Manhage Statements
— Add Descriptions
— Reclassify, Split (itemize), Dispute transactions
— Add Out-of-pocket Expenses option (OOP)
— Receipt Imaging option
— Submit/Approve Open Statements
= Post class resources



To get started

After receiving your card... weLLS

FARGO

WellsOne" Commercial Card

-

4000 0000 0000 0000

VISA

= Activate your card by calling the toll free number
located on the activation sticker

= Sign the back of your card

» Record the Wells Fargo Customer Service number
(800-932-0036) located on the back of your card in
your mobile device, or address book

= Sign on to the CEO and initialize your User ID



https://www.wellsfargo.com

Personal Small Business About Us

Commercial Electronic
Office® Portal

Our award-winning business portal gives
you all the services you need with a
single sign-on.

Reset your CEQ @ password here.

Information Protection

Fight Fraud Business Needs Products & Services
Business Continuity Plan

Hnti-FI‘EILId Etrategies Treasuryr Management
L Frotect your crucial business data. ] ]
Wells Fargo Recognition ] Financing
Most-Respected Ranking Equipment Purchase or Lease

Get what you need for your business. International



https://wellsoffice.wellsfargo.com

Personal Small Business Commercial About Us

Return to Commercial Senvices [

( Bookmark this page 1

-

Commercial Electronic Office®

Company ID Trouble Logging in?

« Password Reset Tutorial
UserID «  First Time Sign ©On Tips
Password Additional Information

«  Onpline Security
«  Systemn Reguirements

m Forgot Password?




CEO homepage

Access Commercial Card Expense Reporting

WELLS

canco | Commercial Electronic Office™ x | Sign OFf

_ _ Welcome Jack Kline Change Password
Home ]( Help & Training T Resources 1 ABC Company | Last Login: March 24, 20 at 4:44 PM PT

My Services

Commercial Card
Expense Reporting

Commercial Card
Expense Reporting

s (4]  Upcoming Events (0)

-

Other Services

g Trust Portfelio Reperting has a new Cash & Asset Report
02/05/2011

ClientLine

g Automated solutions will replace manual services on Feb. 5th




CCER homepage

Cardholders, Reconcilers, and Approvers



Cardholder (statement) homepage

Review Open Statements vs. View Cycle to Date

WELLS . .
ranco | Commercial Card Expense Reporting | x Close

Role: Cardholder « Welcome Jack Kline

Charges — Manage Charges

¥ Manage Statements - ~

To filter tems, select from the Charge Type drop-down menu. Select charges, and click one of the functions below.

Review Open Statements )| Click Save or Statement Reviewed.

View Cycle-to-Date

View Receipt Image | Print

View Previous statements
& View Details

View Historical Images

» Reports Cardholder Summary

p User Information Cardholder Mame: KLINE, JACK Start Date: 03701/20xx

. Card Mumber: HNHN-XNXH-Xxxx-8920 End Date: 03731720xx

Status: Open - Reminder Period: 04/01/20%x through 04/03/20xx
Charges: $4,700.50 Grace Period: 04/04/20xx through 04/05/20xx
DOut-of-pocket: $84.70
Total Amount: $4,785.20

—#Charges

Review Open Statements will become available when your company has reached the statement End Date

View Cycle-to Date (transactions) appear on your statement as they post and will be available
throughout the on-going statement cycle (from the statement Start Date up to the End Date)

You are encouraged to use Cycle-to-Date transactions throughout the expense reporting period to keep
your current statement up to date

> card charges and functions flow below — and will be covered in depth in a few slides...




Reconciler homepage

Manage Statements — Review Open Statements

WELLS . .
ranco | Commercial Card Expense Reporting | X |Close

Role: Reconciler « Welcome Susan Jones

0]

en Statements

¥ Manage Statements r

Select statements, and click Mark Complete. COr choose aone statement, and click View.

Review Open Statements ()

View Cycle-to-Date [lewing 1 b0 d of 4 Jrems
Fax Cover
. o Sheet Receipt

View Historical Images Cardholder Name « Card Number Start Date End Date Charges  DOP Total Status Printed Images
» Reports 1. ¢ BROOKS. ROGER 0oeoom-000-8101  03/01/20:xx  03/31/20xx  53000.00 30,00 $3000.00 Approved
> User Information 2. ¢ CAMPBELL. MOLLY occtcooc-oos-9799 03/01/20x¢ 03/31/20xx  52505.50 §14.55 §2520.05 CH Reviewed

3. ¢ COX MARY HO0EO0M-000-2133 0 03/01/20xx  03/31/20xx  54623.95 588050 5550445 Open

4. @ EVANS, JERRY RO0E00M-000¢-2234 03/01/20xx  03/31/20xx 54524 90 5851.90 35376.80 Open

Mark Complete

=

Cardholder statements that need to be reconciled will be in an Open status

Viewing the Cardholder statement when reconciling — looks and feels the same as what
the Cardholder would experience

Reconcilers can also access View Cycle-to-Date as charges are occurring, before the
statement closes



Approver homepage

Manage Statements — Approve Statements

WELLS
FARGO

Role: Approver « Welcome Mary Smith

Open Statements

Commercial Card Expense Reporting | x Close

¥ Manage Statements - ~
Select a statement, and click View.

Approve Statements (3]

View Cycle-to-Date

Fax Cover
. Sheet Receipt
Manage Receipts Cardholder Name & Card Number Start Date End Date Charges QopP Total Status Printed Images
» View Requests/ Status 1.  BROOKS ROGER  mxex-we-000¢8101 03/01/20xx  03/31/20xx 5300000 50.00 53000.00 Approved
» Reports o o
2. @ KLIMNE, JACK W00E000-0eee-0320 0 0301200 03/31/20:0¢ 3490423 38470 3498893 Open 04/02/2000¢  04/02/20xx
p Manage Users 235 PMPT 338 FMPT
3. ¢ MCGRAW, EMILY soooeeoeooseooos 030172000 03/31/2000 50.00 $14.55 314 55 CH Reviewed
4. ¢ WAGNER, JUDY HOOEN00E000-2T39 . 0301200 03/31/20:0¢ 3450000 570629 35206.29 Open

Cardholder statements that are ready for approval will be in a CH Reviewed status

Viewing the Cardholder statement when approving — looks and feels similar to what the
Cardholder experiences

Approvers can also access View Cycle-to-Date as on-going and accruing charges for that

expense report period are occurring
10



Manage Statements

The upcoming functions can be performed in either
Review Open Statements or View Cycle-to-Date transactions
(by Cardholders and Reconcilers)

Approvers can perform the upcoming functions in Approve
Statements or View Cycle-to-date transactions

Exception:
Receipt Images may only be uploaded in Review Open Statements/Approve Statements

11



Manage Statements

Charge functions

Charges
Charge Type: All Transactions [ P& The charge functions at the bottom are available in
viewing 1 to 3 of 3 Items both the Open Statement — and ongoing throughout
. _ the expense report period in Cycle-to-Date transactions
Charges T Out-of-pocket Expenses ]
Select All | Clear All
Amount /
Posting Custom Receipt Original
Transaction Date & Date Personal Merchant Fields G/L Code Attached Currency
1. [ 03/02/20xx 03/03/20%x | COMFUTER E& 273007 - F $2.900.00
STORE® Computers
Denver, CO
Description: Bought 1 computer server configuration for setting up database server. Ordered 4 front end machines and 2
sCanners
2. [ 03/04/20kx 03/04/2 0 | HOTEL [:R 275006 - F $1.000.50
Dallas, TX Business
Travel
Description: Hotel stay for 3-day conference in Dallas
3. [0 03/05/20xx 03/05/20xx IF] AIELINE E& 275006 - ] 3800.00
Dakland, CA Airlines
Description: Flight from Texas
Select All | Clear All

Reclassify Add Descriptions Split & Reclassify

button (which submits the
expense report to the
Approver) will only be available

. in Review Open Statements
save |

I The Statement Reviewed

12



Manage Statements

Review posted charge features

¥ Manage Statements

P

Card Mumber: [3000¢3000¢2000¢-3520 |82 |

Review Open Statements

View Cycle-to-Date (4] Charges

View Previous Statements " . .
Charge Type: All Transactions | w| E'“ View Details
View Historical Images

p Reports

_[. Charges T Out-of-pocket Expenses \|

p User Information
e - Select All| Clzar All
Amount !
Posting Custom Receipt Original
Trangaction Date & Date Personal Merchant Fields G/L Code Attached Currency
1. 03022 000 03/03/20 |:| COKMPUTER I;':‘ 273007 - |:| £2.500.00
STORE® Computers
Denver, CO
Description: ™  Bought 1 computer 2erver contiguration for 2etting up data ered 4 front end machines
and 2 zcannsers
Select All| Clear Al
Add Descriptions | Spit & Reclassity
Taotal Charges: $2,000.00

»|ndicate that a purchase was a Personal charge (if your company has this option)
*View additional Merchant details by selecting the Merchant name (red hyperlink)
sSelect the View Details icon to view Custom Fields (if your company uses them)
»Acknowledge that you have the purchase receipt ready to provide (Receipt Attached)

13



Add Descriptions

Most Program Administrators require business descriptions
Charges

Charge Type: alTransactions  |v| | Select the Description link to type a business
Viewing 1 to 3 of 3 Items description for that charge, or select multiple
charges and click Add Descriptions

J' Charges T Out-of-pocket Expenses ]

Select All | Clear All
Amount {
Posting Custom Receipt Original
Transaction Date & Date Personal Merchant Fields GI/L Code Attached Currency
1. 03/02/20:¢ 03/03/20xx A COMPUTER E: 273007 - | £2.900.00
STORE® Computers
Denver, CO
» Description Bought 1 computer server configuration for setting up database server. Ordered 4 front end machines and 2
SCANners
2. 03/04/20x0¢ 03/04/20xx¢ A HOTEL E‘ 275006 - F $1.000.50
Dallas, TX Business
Travel
Description: Hotel stay for 3-day conference in Dallas
3. [ 03/05/20xx 03/06/20xx 4 AIRLIME Q‘ 275006 - 7] $300.00
Oakland, CA Airlines
Description Flight from Texas
Select All | Clear All
Reclassify Add Descriptions Split & Reclassify
Total Charges:$4,700.50
Remember to Save below if adding Descriptions from this page

14



Add Descriptions

To multiple charges (selected on the previous screen)

< Return to Charges — Cycle to Date Descriptions can be up to 200 characters
Enter your description, and click Save. MNote: If the Apply
description to all listed transactions. Accepted special characters are the period,
Cardholder Name: KLINE, JACK comma, and hyphen (dash)
Card Mumber: OO0 - XO- XXX X- 8920
Descriptions Select the Apply to All link to apply a single
Description to all selected charges
1. Amount |
Criginal
Transaction Date Posting Date Merchant Merchant Type Currency
mim/dd/20:xx mim/dd/20xx COMPUTER STORE COMPUTER STORE $2900.00
Denver, CO
Description: Type in a business description here
» Apply to Al
2. Amount {
Criginal
Transaction Date Posting Date Merchant IMerchant Type Currency
mim/dd/ 20 mimy/dd/ 20 HOTEL HOTEL 5100050
Dallas, Tx
Description:




Reclassify

Allocate an entire charge to another General Ledger Code

Charges

Charge Type: All Transactions ||

Viewing 1 to 3 of 3 Items

_[' Charges T Out-of-pocket Expenses 1

Select All | Clear All
Amount {
Posting Custom Receipt Original
Transaction Date &« Date Personal Lerchant Fields GI/L Code Attached Currency
1. 03/02/20xx 03/03/20xx Ll COMPUTER E'* 273007 - L $2.900.00
STORE® Computers
Denver, CO
Description: Bought 1 computer server configuration for setting up database server. Ordered 4 front end machines and 2
SCanners
2. [ 03/04/20:xx 03/04/20x¢ F HOTEL [:“ 275006 - O 51.000.50
Dallas, TX Business
Travel
Description: Hotel stay for 3-day conference in Dallas
3. [ 03/05/20xx 03/05/20xx ] AIRLINE [:k 275006 - IF] 5500.00
Oakland, CA Airlines
Description: Flight fram Texas
Select All | Clzar All
Add Descriptions [l Split & Reclassify
Total Charges: $4,700.50

16



Select General Ledger Code

General Ledger Code (View Details icon) | ™ |

|4 4 Viewing 111 = of 11 items ki

Code « Description
22 Sales Project b
= Return to Charges — Cycle to Date ]
32 Implementation
Enter your description, and click Save. Note: If the Apply to All link is available, youcan | |, Marksting
% Required Field [s; View Details 45 Operations Improvement
50 Development
Cardholder Mame: KLINE, JACK 6351 Office Supplies
Card Number: XA - XHHNK-XXXX- 8920 273005 Stationary
273007 Computers
Charges A 211450 Phone 3
Viewing 1to 1 of 1 ltems / 4 4 Viewing 111 * of 11 items »»]
1. Amount f
Receipt Original
Transaction Date PostingDate lMerchgg Artached Currency
04/02/2050¢ 04/03/2050¢ AMIFUTER STORE ] 32900.00
Denver, CO
General Ledger Code % Description Unit

|2?3IJD? |-|C0mputers | [;; Bought 1 computer server IA| |SALES (70012} w |

configuration for setting up
datahase server. Ordered 4 b |

Project 1D
& [« & Update Custom Fields if needed




Split & Reclassify

Itemize and split a charge out to multiple GL Codes

Charges

Charge Type: All Transactions ||

Yiewing 1 to 3 of 3 Items

_f Charges T Out-of-pocket Expenses 1

Select All | Clear All
Amount /
Posting Custom Receipt Original
Transaction Date &« Date Personal Lerchant Fields G/L Code Attached Currency
1. [ 03/02/20xx 03/03/20xx Ll COMPUTER D& 273007 - L $2.900.00
STORE® Computers
Denver, CO
Description: Bought 1 computer server configuration for setting up database server. Ordered 4 front end machines and 2
SCanners
2. 03/04/2020x 03/04/20x¢ F HOTEL |-_;'|~ 275006 - O 51.000.50
Dallas, TX Business
Travel
Description: Hotel stay for 3-day conference in Dallas
3. [ 03/05/20mx 03/05/20xx ] AIRLINE [:k 275006 - IF] 550000
Oakland, CA Airlines
Description: Flight fram Texas
Select All | Clear All
w Add Descriptions Split & Reclassify Dispute
Total Charges:$4,700.50

18



Split & Reclassify

Choose Split Type (Amount or Percentage) and Add a Split

< Return to Charges — Cycle to Date

Check a Split Type. and enter the required information for both portions of the split. The total amount must equal the
ariginal transaction. Click $Save when you are done.

* Required Field E:“'..-’iev-xDetails

Cardholder Name: KLINE, JACK
Card Mumber: XXKX-XXKX-XXXX-8920
Split Type: @ Amount ¢ Percentage -
Selected Charge
Transaction Date: 03/04/20xx Posting Date: 03/04/20xx
MMerchant Mame: HOTEL FPersanal: No
Receipt Attached: No General Ledger Code: 275001 - Business Travel
Amount / Original $1000.50
Currency:
Unit: SALES (7T0012)
Description: Room Charges

Split and Reclassify by Amount

@ Add a Split

19



Split & Reclassify — finalize splits

Split and Reclassify by Amount

Add a Split

1. Personal General Ledger Code %
[ |2?5EIEIE | |BL|siness Travel ||:'.,~

Split Description %

Unit Amount *
[SALES (70012) v 500.00

Stayed at Comfart for the 3-day Conference at Dallas.

N

\ Enter an Amount

Update the GL Code

Dept. # Project 1D

2z & e R

Enter a Split Description
Update Custom Fields (if needed)

2. Personal General Ledger Code %
[ |22 | |Sa|es Froject | E'*
Split Description %

Unit
| SALES (70012)

Conference room/business suite rental charges |

Dept. # Project ID

2 R &

Continue to Add Splits until the
Remaining Amount equals “$0.00”

Remaining Amount: $0.00

Delete Cancel

& Add a Split

20



Dispute

Dispute posted transactions

Charges

If your card has been lost or stolen, contact
Wells Fargo immediately at 1-800-932-0036
(Do not use the online Dispute feature)

Charge Type: All Transactions ||

Viewing 1 to 3 of 3 Ttems

J' Charges T Out-of-pocket Expenses ]

Contact the Merchant FIRST to get a refund
or correction (before filing an online dispute)

Select All | Clear All

Posting Custom Receipt Original
Transaction Date &« Date Personal Lerchant Fields GI/L Code Attached Currency
1. [ 03/02720xx 03/03/20xx Ll COMPUTER Q‘ 273007 - L $2.900.00
STORE® Computers
Denver, CO
Description Bought 1 computer server configuration for setting up database server. Ordered 4 front end machines and 2
SCanners
2. [ 03/04/20:xx 03/04/20x¢ HOTEL E:‘ 275006 - ] 51.000.50
Dallas, TX Business
Travel
Description: Hotel stay for 3-day conference in Dallas
3. 03/05/20xx 03/05/20xx ] AIRLINE Q 275006 - IF] 5500.00
Oakland. CA Airlines
Description Flight fram Texas
Select All | Clzar All
| Reclassify [l Add Descriptions [l Split & Reclassify
Total Charges: $4,700.50

21



Dispute Detalls

You can dispute a charge up to 60 days after it has posted

Dispute Type: - Unauthorized

| certify that the disputed transaction was not made by me or the person
authorized by me to use the card. nor were the goods or services represented
by this transaction received by me or a person authorized by me.

- Duplicate Processing

| have been charged multiple times for the same transaction.

i Paid By Other Means

| already paid for the above transaction by: | Select One ~

B e i i i i e e i i e e i i i i i i i i i e il e i el

‘ @ Credit Not Posted

| have in my possession a credit memo that has not posted to my account
OR was listed as a purchase on my statement/activity report.

Contact Information

Please enter a phone number so that we may contact you in case we have any questions about this dispute.

Phaone Number: | -

Reason for Dispute

Briefly describe the reason far this dispute, and include what steps you took to resolve this matter. If the
dispute is a hotel or auto rental charge, please provide the Merchant Cancellation Number.

</

Dispute Description:

Make sure to notify your
Program Administrator if
you file an online dispute

Charges will be taken off
your statement until the
dispute is resolved

22



Out-of-pocket Expenses (tab)

Click Add an Expense to enter cash items

¥ Manage Statements |

Review Open Statements Select Add an Expense

If the Out-of-pocket (OOP) option is used by
View Previous Statements * reuredfel ) your company, Cardholders can enter their

View Historical Images - | cash items for reimbursement
ard Mumber:

View Cycle-to-Date

» Reports

Out-of-pocket Expenses

p User Information

WViewing 1to0 3 o

1 Out-of-pocket Expenses 7 i‘l Add an Expense

. Charges

Selact All | Cleadl s
Transaction Expense Custom GIL Distance [ Rate [
Date & Category Fields Code Item Count Per Diem Status Amount
1. [ 03/26/20xx Tips E’s 274210 50.00 Pending 52.00
Approval
Description: % Bellboy tip
2. [ 03/25/20xx Mileage E:“ 273004 14 B5-IRS Pending §7.70
rate Approval
Description: ®  Mileage
3. [ 03/25/20xx Taxi E:. 273002 50.00 Pending §75.00
Appraoval
Description: ™ Taxi fare
Selact All | Clear All
oty
Total Out-of-pocket: $84.70

WViewing 1to 3 of 3 ltems e Add an Expense

Csave Qo




Out-of-pocket Transactions - New

Choose an Expense Category

< Return to Qut-of-pocket Expenses — Cycle-to-Date

Enter information and description for the new expense. Click Save or Add Another.

% Required Field E,~ Wiew Details ‘Select One
Miscellaneous
Stationa
Cardholder Mame: KLINE, JACK Tips v
Card Number: KRNH-HEKK-XKKX-8920 Taxi
Telephone
Out-of-pocket Transactions — New Meals
ﬁ— Miles
1. Distance | Rate /
Transaction Date % Expense Category ltem Count Per Diem Amount %
|Se|ect0ne V{ | | |Se|ect0ne v | 75.00]
General Ledger Code % Description % Unit
| -| | & | SALES (70012) v |

Dept. # Project ID

22 & [ &

The General Ledger Code will auto-populate according to
the selected Expense Category, but can be modified here

-m Add Another )
[ —

For the Mileage expense, enter the Distance traveled and
select a Rate to auto-calculate the reimbursement Amount




Direct deposit of OOP expenses (optional)

User Information — Bank Information

ot e Bla L 1f your company has the ACH reimbursement option,
Cardholders (only) will see the Bank Information

fole Cardholder link under the User Information section

Edit Bank Information

* Manage Statements
* Reports

check the authorizatl  Adree to the ACH terms and add your checking or
Note' The bank accou]  S@vings account that should receive Out-of-pocket

) While this bank accou - credits (and/or Personal debits)
Personal Profile online. Contact your p

I Bank Information Q ‘

¥ User Information

Bank Account Information

Authorization: » Upon entering the following Automated Clearing House
information, | hereby authorize ABC DEMO COMPANY to
initiate credit and debit entries to my checking or savings
account as indicated at the depository financial institution
entered below to reimburse and / or collect out-of-pocket
and personal expenses. This authorization is to remain in
full farce and effect until ABC DEMO COMPARNY has
received notification fram me of its termination in such
time and in such manner as to afford ABC DEMO
COMPAMY and the depository financial institution
entered a reasonable opportunity to act on it

Account Type: ) Checking & Savings

Bank Account Number: |14325545335

Bank Routing & Transit |-|23347433

Mumber:
| save |

25



Review Open Statements — Receipt Imaging

Print Cover Sheet

¥ Manage Statements

. . < Return to Open Statements
| Review Open Statements (3 I

To filter items, select from the Charge Type drop-down menu. Select charges, and click one of the functions below. Click Save

or Statement Reviewed.
View Previous Statements View Receipt Image I
View Historical Images E-\* View Details Print Statement
Eeanars Print Cover Sheet
[ 3 User Information Cardholder sl'mmary
Cardholder Name: KLINE, JACK Start Date: 03/01/20xx
Card Number: XXXX-XXXX-XXXX-8920 End Date: 03/31/20xx
Status: Open Reminder Period: 04/01/20xx through 04/03/20xx
Charges: $4,700.50 Grace Period: 04/04/20xx through 04/05/20xx
Out-of-Pocket: $84.70 Approval Period: 04/06/20xx through 04/09/20xx
Total Amount: $4,785.20
Charges

If your company has the Receipt Imaging option , you will have to image your
receipts before you complete your statement review (fax or scan/email PDFs)

From the upper right hand corner of the Review Open Statements homepage,
select Print, then Print Cover Sheet

Please note, all CCER customers including those without Receipt Imaging will have
the option to Print Statement here

26



Receipt Imaging - Cover Sheet

Fax or scan/email (PDF files only)

Statement Image ID: 952430

IO OO AT A

39000370000000%

*#052430N*
CAUTIOMN: Please blank out any confidential information such &8 credit card numbers on the receipts before sending.

*

Cover Sheet

From: Kline, Jack 8920

To: Receipt Image Archive

Fax: B800-300-3000 Cardhold 2r Phone:

E-mail: wf_ccard_receipts@mail2image.com

Date:

04/30,/20XX

Company: ABC Company
Statement Ending Date: 03/31/20XX

Number of Pages Including Cover Sheet:

Comments:

2 options:

Fax the Cover Sheet and receipts for
the statement period to the Fax
number provided

OR

Scan the Cover Sheet followed by
the receipts for the statement period
and email them to the E-mail
address provided (PDF files only)

For a list of email best practices, see
the Additional Topics section of
today’s provided handout

27



Cardholder/Reconciler view

Manage Statements — Review Open Statements homepage

Charges Ensure all updates are made to both

Charge Type: All Transactions | w| Charges and Out-of-pocket Expenses

Viewing 1 to 3 of 3 Ttems

. Charges T QOut-of-pocket Expenses ]

Cardholders (and Reconcilers) will

select Statement Reviewed to
elect A gar - .
submit the statement for approval
Posting Custom Receipt Criginal
Transaction Date & Date Personal Merchant Fields G/L Code Attached Currency
1. [ 03/02/20:x 03/03/20xx | COMPUTER [:k 273007 - | $2.900.00
STORE® Computers
Denver, CO
Description: Bought 1 computer server configuration for setting up database server. Orderad 4 front end machines and 2
SCanners
2. [ 03/04/20xx 03/04/20xx ] HOTEL [:k 275006 - L $1,000.50
Dallas. TX Business
Travel
Description: Hotel stay for 3-day conference in Dallas
3. [ 03/05/20:xx 03/05/20xx | AIRLINE E'* 275006 - | $800.00
Oakland, CA Airlines
Description: Flight from Texas
Select All | Clear All
w Add Descriptions Split & Reclassi o _
An email will be sent to the approver. Click QK. ||
to continue.
. B0
Save Statement Reviewed m Cancel




Approver view

Manage Statements — Approve Statements homepage

WELLS
FARGO

Role: Approver

Open Statements

Commercial Card Expense Reporting

x Close

Welcome Mary Smith

¥ Manage Statements

Approve Statements

o

View Previous Statements

lManage Receipts
p View Requests/ Status

» Reports

p Manage Users

Viewing 1 to 4 of 4 Ttems

Select a statement, and click View.

Fax Cover
Sheet Receipt
Cardholder Name & Card Number Start Date End Date Charges ooP Total Status Printed Images
1. ¢ BROOKS. ROGER SOOCE000E00e-B101 03/01/20: 03/31/20x¢ 53000.00 $0.00 $300000 Approved
7. (@ KLINE, JACK JOOK-000000-8920  03/01/20xx 03/31/20xx 54904 23 58470 S$49858 B CH Reviewed #02/20x¢  04/02/20%x%
235PMPT 338 FMPT
3. ¢ MCGRAW, EMILY o0enoo-eeeeoons 03/01/20: 03/31/20:xx 30.00 $14.55 314
4. ¢ WAGNER, JUDY ooeoeo-ooe-2739 0301200 03/31/20:0¢ 5450000 $706.29 5$5206.29 Open

1‘ Print »

Approvers will select a Cardholder profile (in CH Reviewed Status) and click View

Approvers can also review faxed or emailed Receipt Images from this page
(Receipt Images link)
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Approve OOP Expenses

(Separate from regular card transactions)

Qut-of-pocket Transactions

Viewing 1to 3 of 3 ltems

i Charges

| Out-of-pocket Expenses ]

Select All | Clear A

If an Approver fails to approve Out-of-pocket
Expenses before the Approver deadline, the
expenses will not be submitted for
reimbursement and will re-appear on the
Cardholder statement next month

Transaction Expense Custom
Date & Category Fields G/L Code ltem Count Per Diem Status Amount
1. 03267200 Tips E“* 274210 - Pending 2.00 UsD
Tips Approval
Description Bellboy Tips
2. 0325/ 20xx Mileage Q‘ 273004 - 14 AS5-IRS  Pending 7.70 USD
Mileage rate Approval
Description: Wileage
3. 0325/ 200 Taxi E‘* 273001 - Fending T5.00 USD
Taxi Approval
Description Taxi fare

Select All | Clear All

Modify Pending || Decline |

Total Out-of-pocket: 84.70 USD

Viewing 1to 3 of 3 ltems

m Approve Statement

%‘- Add an Expense

30



Approve overall statement

Approvers will select (Approve Statement)

Charges

Charge Type: All Transactions |»|

Approvers should make sure that submitted

Viewing 1 to 3 of 3 Items

( Charges T Out-of-pocket Expenses ]

statements are in compliance with company
policy for both Charges and OOP Expenses

Amount /
Posting Custom Receipt Criginal
Transaction Date & Date Personal Merchant Fields G/L Code Attached Currency
1. [ 03/02/20:x 03/03/20xx | COMPUTER Q" 273007 - | $2.900.00
STORE® Computers
Denver, CO
Description: Bought 1 computer server configuration for setting up database server. Ordered 4 front end machines and 2
SCanners
2. [ 03/04/20x¢ 03/04/2 0 O HOTEL Q’. 275006 - O $1,000.50
Dallas. TX Business
Travel
Description: Hotel stay for 3-day conference in Dallas
3o [ 03/05720xx 03/05/20xx ] AIRLINE Qg 275006 - ] F800.00
Oakland, CA Airlines
Description: Flight from Texas
Select All | Clear All
| Reclassify [l Add Descriptions [l Split & Reclassify
Total Charges: $4,700.50

Save Approve Statement
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Cardholder reminders

= Collect receipts to verify purchases

= Keep your card in a secure location and keep your
card number confidential

» Use the Cycle-To-Date transactions statement to
keep your expense report current and to watch
for unauthorized transactions

= Complete your statement review by the due date



CEO Mobile®

Access CEO portal services on your mobile device

Parao | CEO Mobile®

FARGO

Home
Mobile ACH Fraud Filter
Mohile ACH Payments

Mohile Basic Banking

Mohile Commercial Card
Expense Reporting

Mobile Credit Management

Mobile Cyberlnguiry

IMobile CyberSure
lMobile Deposit

Mobile Image Positive Pay
Mobile One Time Code

Mobile Self Administration

Mohile TradeXchange

Mobile Treasury Information
Reporting

Mohile Wire Transfer

Install BlackBerry Shortcut
Install iPhone App

CEQ Mobile Resources

Welcome to the CEO Mobile® service resources page. The CEQC Mobie service provides quick
and easy access to your Commercial Electronic Office® (CED’E') portal services when you're

away from your desk or office.

For information about a specific product, select a link on the left
navigation bar.

Access CEQ Mobile on your weh enabled mobile device at
https://ceomobile.wf.com.

Access this CEO Mobile resources
website by clicking here

Once on this site, learn more about
using a specific mobile service by
clicking its link in the left menu
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https://wellsoffice.wellsfargo.com/ceo_public/upgrade/ceomobile/index.jsp�

Help & Training tab

WELLS . : N . :

: _ Welcome WellsDemo Change Password
Home I Help & Training I Resources 1 WellsDemo Company | Last Legin: March 24, 20X at 4:44 PM PT

i 't
i Site Help Mere Training
| Frequently Asked Questions about the CEC® _ s are quick overviews of the main
[ functions of your application
o Sign on — using IDs and passwords . L _
o System and browser requirements Online Training Classes are instructor-led
User access. authorization and enrollment webinars or r@orded classes.
Online security
- CEQ portal Welcome Tour
General
i View all site Help

Register for free online
= CEO product training

s o ACH Payments
s Freguently Asked Questions

Access the full catalog of
e T available instructor-led

w User Guide (PDF)T
and recorded classes here

Self Administration

Freguently Asked Questions

Group Management User Guide (PDF) T

- Guia de Consulta Rapida (PDF) T

Multiple Product Copy User Guide (PDF) T

Take a free online class

Tutorial

User Guide (PDF)T




CCER for Cardholders, Reconcilers, Approvers

Post class resources

* Product guestions?
— CEO portal online help
— Wells Fargo Business Purchasing Service Center:
1-800-932-0036
= Call immediately if your card is lost, stolen, or missing

= To obtain immediate decline information

» To access the automated voice response system for current
balance and available credit

— Credit limit increase, card ordering, or internal process
questions; contact your Program Administrator

* Training feedback or questions?
— Send an email to: customer.training@wellsfargo.com

© 2012 Wells Fargo Bank, N.A. All rights reserved. For public use. 35



Additional topics

These additional topics are introduced here for future reference
— see the CCER Quick Reference Guides (available to
download from the "Help & Training" tab in your CEO portal)
for more comprehensive information on these topics
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Review periods

CCER issues automatic statement notifications via emaill
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Cardholder review period

Review your company’s uniqgue CCER statement cycle, and Reminder
and Grace Periods within the Cardholder Summary located at the
top of the Review Open Statements and View Cycle-to-Date screens

Cardholder Summary

Cardholder Mame KLIME, JACK - Start Date 03/01720xx

Card Mumber XXX N-XXNH-XXN-BI20 End Date 03/31/20xx

Status Open Reminder Period 04/01720xx through 04/03/20xx
Charges $4904.23 Grace Period 04/04720xx through 04/05/20xx
Out-of-Focket $84.70 Appraval Period 04/06/20xx through 04/09/20xx
Total Amount $4988.93

An email will be sent out to Cardholders (and Reconcilers) when the current
statement cycle has ended, indicating that the statement can be submitted
for approval (Statement Reviewed). An email will be issued, even if the
Cardholder doesn’t have any transactions for that statement cycle.

If the Cardholder (or Reconciler) has not reviewed and submitted the
statement after X calendar days, a reminder email will be sent out.

Cardholders and Reconcilers will have an additional X days grace to complete
the review.

If you are on vacation or do not have online access, contact your PA.



Approver review period

Review your company’s unique CCER statement cycle, and Approval
Period within the Cardholder Summary located at the top of the
Review Open Statements and View Cycle-to-Date screens

Cardholder Summary

Cardholder Mame KLIME, JACK Start Date 03/01720xx

Card Mumber MM -X XX -B920 End Date 03731720 x

Status Open Reminder Period 04/01720xx through 04/03/20xx
Charges $4904.23 Grace Period 04/04720xx through 04/05/20xx
Out-of-Pocket $84.70 - Approval Period 04/06/20xx through 04/09/20xx
Total Amount $4988.93

An email will be sent to the Approver once Cardholders have submitted their
statements for approval (Statement Reviewed). An additional email will also
be sent listing any Cardholders that failed to submit their statements by the
grace period end date.

Approvers must approve all statements by X calendar days after the end of
the Cardholder period.

If an Approver fails to approve Out-of-pocket Expenses before the Approver
deadline, the expenses will not be submitted for reimbursement, and will
reappear on the Cardholder’s next statement cycle.

If you are on vacation, or do not have online access, contact your PA so a
secondary Approver can be assigned to your Cardholders.



Personal Profile



User Information

Personal Profile — Update your name and email address

Personal Profile

p Manage Statements

» Reports

¥ Userinformation

Personal Profile

Bank Information

If you change your name here,
a new card with your new
name (same card number) will
be sent to your Program

Admin. for distribution to you

Your existing card is
deactivated immediately — it is
recommended that you check
with your Program Admin.
regarding name changes first

SAVE any changes at the
bottom of this screen

i

If you have multiple cards, select from the Card Number drop-down menu.
Edit your information, and click Save.

B View Details

% Required Field

Card Mumber:

| 000000000000-8920 | v |

Last Changed: 0B8/15/20xx 14:23:25

User Information

Company Name: ABC Company

Division: EASTERN (7001)

Unit: CUSTOMER SUPPORT (75002)

First Name: * |JACK

Middle Name: ||:|

Last Name: % |KLINE

Email: %

|klinej@abccompany.ca|

Unique ID: XXX¥x6788
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Personal Profile - continued

Card Information (billing address)

Roles, Privileges and Assignments

Cardholder

Privileges:

Approver
Privileges:

Assignments:

Card Information

Reclassify - Custom Field
Reclassify - G/IL Code

Cancel Card

Credit Limit Change

GL Download

New Card Request
Reclassify - Custom Field
Reclassify - GIL Code
Reclassify - Unit

Update Receipts

&

Mailing
Address Type:

Address Line 1:

Address Line 2:

City

State:
ZIP Code:

Embossing

Mame Line1:

Mame LineZ:

US Domestic

355 17th ST

SAN FRANCISCO
CA

94103-2919

JACKIKLINE
ABC MANUFACTURING

The Card Information section
provides the card billing address that
you will need to provide when making
online purchases

Some retailers may also ask for the
first five digits of the zip code

This is often the default address of
your company’s main office or
headquarters — although it can be
customized by your Program Admin.
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Personal Profile - continued

Account Parameters (Limits and Available Credit)

Custom Fields
Dept. #
Project ID

Account Parameters

24
09

Templates

Selected Template:

Limits

Daily Number of Transactions:

Maonthly Number of Transactions:

Daily Dollar Limit:
Monthly Credit Limit:

Single Purchase Limit:

Available Credit as of 01/31/20xx :

CH level Template

10

100

$500
$5.000.00
$500.00
$200.00

Selected Groups:

Declining Balance: Yes
Mumber of Months Active: 10

MCC Strategy

Select Strategy: Inclusion

Travel, Lodging

The Limits section provides transaction
limits currently in place on your card,
including your Monthly Credit Limit

Click the Available Credit link to
retrieve your current available credit (or
remaining credit balance for the month)

You can also contact the Business
Purchasing Service Center at any time
to obtain your available credit
(1-800-932-0036)
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Credit Limit Change Request

The Program Administrator must grant user rights to
access this function



User Information
Credit Limit Change Request

gﬁ&; Commercial Card Expense Reporting (| Help | x Close

Role: Cardholder

Credit Limit — Request Limit Change Welcome Jack Kline

» Manage Statements

» Reports

¥ User Information

Personal Profile

Bank Information

Credit Limit Change
Request

9]

-~

Enter the Requested Monthly Limit and Click Submit,

Q) Required Field

Card Number: | w8920 v |

Current Limit: $ 5000

Requested Monthly Limit @ | 6000

Enter your new desired limit into the Requested Monthly Limit field and Submit

If a credit limit change is needed immediately contact your Program Admin.
(limit changes can be made/approved in real time)
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View Previous Statements



Manage Statements

View Previous Statements — 13 month history

WELLS

rarGo | Commercial Card Expense Reporting | X | Close

role: Cardholder Welcome Jack Kline

Closed Statements

¥ Manage Statements - ~
Select a statement, and click View.

Review Open Statements

View Previous Statements ()

Wiewing 1to 3 of 3 ltems

Fax Cover
View Historical Images Sheet Receipt
Card Number Start Date * End Date Charges oP Total Printed Images

» Reports e
P 1. (@ H00e000-ons-8920 09/25/20xx% 10/01/20xx 55603.73 $82.00  §5685.73 10/03/20xx¢ 10/03/20:x
p User Information J46PMPT 449 PMPT

2.7 H0O-00C00e-E921 09/25/20%x% 10/01/20xx $500.00  $130.00 5630.00

3. ¢ oooemocoooc-8102 09/25/20%x 10/01/205x 51000.00 30,00 $1000.00




View Previous Statements

View Transactions, Descriptions, and Receipt Images

Cardholder Summary ‘ View Receipt Image |
Cardhaolder Mame: KLINE, JACK Start Date: 02/01/20xx Print statement
Card Mumber: KXXH-XKXx -XXKX-8920 End Date: 02/28/20xx
Status: Clused_ Reminder Period : 03/01/20xx through 03/03/20xx Print Cover Sheet
Charges: $4,700.50 Grace Period : 03/04720xx through 03/05/20xx
Out-of-Pocket: 584.70
Tatal Amount: $4,785.20
Charges
Charge Type: All Transactions || You can change/update transaction
Vising ko 3 of 3 trems Descriptions here up to 60 days after the
J' Charges T Out-of-pocket Expenses ] end Of the statement per|od
Select All | Clear All
Amount
Posting Custom Receipt Original
Transaction Date & Date Personal Merchant Fields GI/L Code Attached Currency
1. [ 03/02/20xx 03/03/20:x O COMPUTER E: 273007 - O $2.900.00
STORE® Computers
Denver, CO
Description Bought 1 computer server configuration for setting up database server. Ordered 4 front end machines and 2
sCanners
2. [ 03/04/20xx 03/04/200x F HOTEL E: 275006 - O $1.000.50
Dallas, TX Business
Travel
Description: Hotel stay for 3-day conference in Dallas
3. [ 03/05/20xx 03/05/20:0x O AIRLINE E: 275006 - O £300.00
Oakland, CA Airlines
Description Flight from Texas
Fiad P

Total Charges:$4,700.50
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Recelpt Imaging option

Email Best Practices



Review Open Statements — Receipt Imaging

Print Cover Sheet

¥ Manage Statements ”
. — < Return to Open Statements
Review Open Statements (3
To filter items, select from the Charge Type drop-down menu. Select charges, and click one of the functions below. Click Save
or Statement Reviewed.
View Previous Statements View Receigt Image I
View Historical Images E-\* View Details Print statement
Eeahors Print Cover Sheet
p User Information Cardholder Summary
Cardholder Name: KLINE, JACK Start Date: 03/01/20xx
Card Number: XXXH-XHHX-XXXX-8920 End Date: 03/31/20xx
Status: Open Reminder Period: 04/01/20xx through 04/03/20xx
Charges: $4,700.50 Grace Period: 04/04/20xx through 04/05/20xx
Out-of-Pocket: $84.70 Approval Period: 04/06/20xx through 04/09/20xx
Total Amount: $4,785.20
Charges

If your company has the Receipt Imaging option you will have to image your
receipts before you complete your statement review(fax or scan/email PDFs)

From the upper right hand corner of the Review Open Statements homepage,
select Print, then Print Cover Sheet
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Receipt Imaging — Email Best Practices

Scan the Cover Sheet followed by the receipts for the statement
period and save as a PDF file. Then, email them to the E-mail address
provided on the Cover Sheet.

The cover sheet printed from the system should be the

first page of the PDF and the bar codes on the cover
Statement Image ID: 952430 sheet should be clear and easy to read.

0 O OO AT
All attachments must be in the required PDF file format.

*#3739000370000000%*
"I ||”|II"|"|| |I|| Make sure that there are no other non PDF attachments

LAl in the email, i.e. signatures, pictures, email footers, etc.
Attachments that are forwarded without opening the
original e-mail will not be processed; they must be re-
To: Receipt Image Archive From: Kline, Jack 8920 Sent as a new emall Wlth the PDF attaChment_

Cover Sheet

Multiple PDF file attachments in a single email are ok, but
each PDF must begin with a unique cover sheet followed
Company: ABC Company by the receipts for that statement.

Statement Ending Date: 03/31/20XX

Date: 04/30/20XX

Number of Pages Including Cover Sheet:

For the best quality, scan receipts in black and white only.
Scanning receipts in color or using a scanner with
software set to grayscale may alter the quality of the
images during processing.

We recommend total attachment size under 5 megabytes

o1



View Historical Images



Manage Statements

View Historical Images — 7 year history

% Close

WELLS : .
rarGo | Commercial Card Expense Reporting

role: Cardholder Welcome Jack Kline

View Historical Images — Select

¥ Manage Statements -

Select a statement period, and click View or Download.

Review Open Statements
View Cycle-to-Date

Division: ABC MANUFACTURING (7000) ||

I View Historical Images Q ABC MANUFACTURING (7000) Statement Periods

» Reports .
Wiewing 1to 3 of 3 ltems
» User Information Start Date * End Date
1. @ 030120 03/31/20xx
2. ¢ 02/01/20:xx 02/28/20xx
3. 01/01/20:x 01/31/20:x

Wiewing 1to 3 of 3 ltems

Use View Historical Images to look up receipts that you faxed or emailed in for
particular statement cycle
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View Historical Images

View the Cover Sheet and associated receipt images

< Return to Manage RBeceipts — Select

Division:

Statement Period:

IMake your selections, and click View Receipts.

EASTERN (7001)

03/01/20xx through 03/31/20xx

Fax Cover Sheet
Printed:

Receipt Images
Available:

e recee

User Mame: KLINE, JACK

Card Number: XXKX-XKXK-XXXX-8920
Historical Images

Charges: $4,904.23

QO0P: $82.00

Total: $4,986.23

04/02/20xx 2:35 PM PT

04/02/20xx 3:38 PM PT

Statement Image ID: 952430

*3739000370000000%*

*952430N

*

CAUTION: Please blank out any confidential information such &s credit card numbers on the receipts before sending.

Cover Sheet

To: Receipt Image 4

THANK YOU
Fax: B800-800-8000
E-mail: wf_ccard_
12/19/08 12:00PM MEG 462 SALE
pate: o4/30/20x% (| - siao 2 B B89
2807 CLR CLEARER 12,98
Company: ABC Com
Statement Ending D{
SUB-TOTAL: 13.88  TAX: 70
Number of Pages Ing TOTAL: 14,68
! BC AMT: §14.68

L OBK CARDH: XXXKXOO0MKZ211

L ID: DGOBDOUGTO43

| AUTH: 011638

| Host reference #:139243 Batgli7
SHIPED

Comments:

AR

© sz JRALAX9243 e
CUST 4 *5

THANE YOU
FOR YOUR PATRONAGE

fame: X __

1 agree to pay above total amount
according to card issuer agreement
(merchant agreement if credit voucher)

Customer Copy

| ChRy Eis — BRI

¢ a3320014271

T1Z/23/08 1%

CASHIER: BRYANT

GROCERY

0322001427 AW ESS SHERT |
TR 410,00 A . %260

0332000427 AW ESS SHEET -
1@ 4710.00 A 2.50

AW ESE SHEET
TR 4710 00 R 2
AH ESS SHEE\—
/10,00 8 2.60

0

03320014271
%

snze TRY 50 RAL 10.50

DORMENNANHARRN 2210

VS APPROVAL OB6TOG

I VF ' 10 50

CHANGE 00
YOUR TOTAL SAVIMGS 1.9
TOTRL NUMBER DF 1TEMS - 4

KA B TR

PPY LBE L[B! @17 5K5 @47

RECEIPTY 04997 122308 010 T3se1 -

10 BM 4297 10 TI68 0079
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Reports

Create Transaction Report/Transaction Summary

View Declines
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Create Transaction Report

Run transactions reports with various filters — 36 month history

Commercial Card Expense Reporting x |Close

Role: Cardholder

Welcome Jack Kline

Transaction Detail Report — Create Report

Manage Statements

¥ Reports

Create Transaction Report ()|

View Declines

p User Information

L

i

Enter all required information, and click Submit You will receive an email when your report is ready.

% Required Fields

Card Number: %

Date Type: *

Date Range:

Amount Range:

GIL Status: *

All
300e00o-een-5920
X00-00e-0e-0921

Al v

@ Transaction Date & Posting Date

MNote: The starting date cannot be more than 36 months before today
11/15/20x¢ through | 11/16/20x (mmiddiyyyy)

Start Amount($0000.00) End Amount($0000.00)

> 1] | [< =] |

All b

If you have multiple cards, use the dropdown menu to select the appropriate card

You’'ll receive an email when the report is ready to retrieve in Transaction Summary
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Transaction Summary

View & Print PDF or Download to Excel

WELLS : .
rarGo | Commercial Card Expense Reporting | % Close

rRole: Cardholder Welcome Jack Kline

Offline Reports — Summary

p Manage Statements - ~
Reports requested within the last six weeks are displayed. If availahle, select a print or download function.

¥ Reports

Create Transaction Report

Transaction Summary Q'

Transaction Detail Report View & Print
Download Excel

View Ueclines

Viewing 1to & of & tems

» User Information
I |

Date Requested + Selection Criteria Date Generated Report Status

1. 00620 11:39:30 AM PT 02/M12/205x - 05/23/205x 0727120000 09:19:33 AM PT Ready View & F'rint‘
Download Excel

2. O07/27/20x 09:19:33 AM PT 01/23/20s0 - 0F/23720%x 0919200 11:39:30 AM PT Ready View & Print
Download Excel

3. 0714200 10:20:08 AM PT 30240200 - 0814720000 02/27/200¢ 01:03:01 AM PT Ready View & Print
Download Excel

4. 07/09/20xx 01:03:01 PM PT 05/23/205¢ - 12/31/20xx 06/23/20x0¢ 07:25:00 AM PT Ready Wiew & Print
Download Excel

5. O7/05/20xx 07:25:00 FM PT 017017205 - 07/04/20x% Pending
Viewing 1to & of & tems

Transaction Summary displays the last six weeks of requested Transaction Detail Reports
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Transaction Detail Report — example

Page 1 ‘ Download Print

Transaction Detail Report

WELLS
ey ~BC MANUFACTUING

All Divisions & Company

Charges
Cardholder Card Transaction Posting Merchant
Name Number Date Date Name City, State
Kline. Jack ...8920 01/23/20XX 01/25/20XX Computer Denver,
Store (010]
Kline. Jack 8920 03/27/20XX 03/29/20XX  Hotel Dallas.
TX
Kline. Jack 8920 04/05/20XX 04/06/20XX  Airline Dakland,
CA
Out-of-pocket Expenses
Cardholder Card Transaction o Expense
Name Number Date Description Category GIL Code
Kiine, Jack ~8920 020120XX 15 Fare Taxi 273002
Kiine, Jack -8920  02002120XX  grogyrast Meals 273003

Reporting Period Based On: Paosting Date

GI/L Code
273007

275001

SPLIT

Distance Rate/

[ tems
Count

0

0

Page 1 of 1
Run Date: 09/06/20XX at 11:39 AM IPT

Reporting Period: 01/01/20XX - 04/30/20XX

Amount/Original
Personal Currency

2900.00

950.50

(150.50)

3700.00

+ Approved +++Pending X Declined

Per Amount/Original

Diem Currency Status

0 10.00 v

0 4.55 see
14.55
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View Declines

See Decline Reason

WELLS : :
rarco | Commercial Card Expense Reporting x |Close

Role: Cardholder Welcome Jack Kline

View Declines

» [anage Statements .

¥ Reports The declines are displayed. For those with multiple cards who want to view the declines for another card, select
P from the Card Number drop-down menu.

Create Transaction
Report

Card Number: YOOX-000¢-3000¢- 8920 v|_
Transaction Summa

| View Declines @ Declines
k > User Information | Viewing 1to 1 of 1 ltems
T ction Dat Merchant MCC
'ransa 10n Ual€  erchant Name Type Code Amount Decline Reason
1. 03/31/20xx GEMERAL STORE  Retall 1053 5050 USD Merchant excluded
2. 03/31/200x COMPUTER Retail 1053 2038.76 USD Exceeds single
STORE transaction limit for
account

View declined transactions (by card) to determine the reason for the decline
Declines do not appear online in real time, they will be displayed within 48 hours

Contact the Business Purchasing Service Center at any time to obtain
iImmediate decline information (1-800-932-0036)

59



Copy Request function

Request a copy of a purchase receipt



From the Charges tab — Copy Request

Requests a copy of a transaction receipt

Charges

Charge Type:

Viewing 1 to 3 of 3 [tems

All Transactions || Only use Copy Request if you are unable to

obtain a copy of the purchase receipt from

the Merchant and you are not going to use

Jf Charges T Qut-of-pocket Expenses ]

the online Dispute feature

Select All | Clear All

Description

2. [ 03/04/20xx

Description:
3. 0 03/05/20mx

Description

Select All | Clear All

Amount [
Posting Custom Receipt Original
Transaction Date & Date Personal Merchant Fields G/L Code Attached Currency
1. 03/02/20m0¢ 03/03/20mx o COMPUTER I}* 273007 - o 52.900.00
STORE® Computers
Denver, CO

Bought 1 computer server configuration for setting up database server. Ordered 4 front end machines and 2
scanners

03047200 F HOTEL I}* E?EE_JUE - F 51,000.50
Dallas. TX Business
Travel

Hotel stay for 3-day conference in Dallas

03/05/20mx F] ARLINE E: E?E.DDG - F] 5800.00
Oakland, CA Airlines

Flight from Texas

w Add Descriptions Split & Reclassify Dispute Copy Request

Total Charges$4,700.50
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(Receipt) Copy Request

Enter Phone Number and Reason for Request

=< Return to Charges — Reclassi

Enter the required information, and click Submit. If you request a copy, you cannot initiate a dispute.

Mote: Your company may be charged for this request. You may want to contact the merchant directly for a copy of your transaction.

* Al fields are required.

Cardholder Name: KLINE, JACK

Card Mumber: XXXX-XXXX-XXXx-8920

Selected Charge

Transaction Date: mm/dd/20xx Paosting Date: mm/dd/20xx
Merchant: COMPUTER STORE Merchant Type: Retail Store
Merchant Reference Number: mm/dd/20xx General Ledger Code: 273007
Amount/Original Currency: $199.99

Contact Information

Please enter a phone number so that we may contact you in case we have any questions about this request.

Phone Mumber: || | -

Reason for Request

Briefly describe why you are requesting a copy for this transaction.

Reason: -




Approver role options

(some options depend on access rights
granted by your Program Administrator)

View Previous Statements

Reports overview

Manage Receipts (similar to View Historical Images)
View Requests/Status

Manage Users

See the Approver Quick Reference Guide (available to download from
the "Help & Training” tab in your CEO portal) for more comprehensive
information on these topics
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Manage Statements — View Previous Statements
Select the Cardholder profile first — 13 month history

Welcome Mary Smith

Role: Approver -

Closed Statements

¥ Manage Statements

Approve Statements

View Previous Statements

v anage H ecelp
» View Requests/ Status

p Reports

p» Manage Users

-

Select a Card Status and statement, and click View.

Card Status:

Viewing 1to 10 of 10 ltems

Active Cards ||

Fax Cover

Cardholder Card End Sheet Receipt

Name Number Date Charges QoP Total Erinted Images
1. ¢ WAGHNER, JUDY HO0E000E000-2 T390 100027200 10/08/20:0c B62.000.00 54 40000 $6.400.00
2. MCGRAW. EMILY HOOOE-HO00I000 09/26/20xx  10/02/20x0¢ BE1.700.00 5200000 §3.700.00

3. KLINE, JACK HOOE000C000-89208 09/26/200c 10/01/20x¢ B61.400.00 §1.600.00 $3.000.00 10/03/20xx  10/03/200¢

F46 PMPT 449 PM PT
4. ¢~ KING, TOM HOOE000E000-203TH 0918/2 00 09/24/20x0¢ B61.100.00  $1.40000 %2 60000
5 ¢ HOWELL, CAMNDI HOOE000E000-24 368 09/04/200c 09/10/20:0¢ 6100000 $1.200.00 $2.200.00
6. ¢ GORDON, ANDREW ooccewoomoeoe233508] 08/28/20:c  09/03/20xx 546000 $1.00000 $1.45000
.  EVANS JERRY HHHH-HO000K-22 348 08/21/200x 08427720000 5300.00 5400.00 5700.00
8. COX MARY HOOOE0000000c-2 1330 08/08/20:x: 0811472000 £110.00 £230.00 £340.00
9. ¢ CAMPBELL, MOLLY soooeooo-:oco-9T998 08/07/20xx  08/13/20x¢ 54500 $46.00 $91.00
10. ¢ BROOKS ROGER HRHH-0000ek-8 1018 07731720 08/05/20x0¢ $22.00 $45.00 $67.00
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View Previous Statements

Approver view (same view as Cardholder/Reconciler)

Cardholder Summary ‘ View RECEiEt Imaqe |
Cardhaolder Mame: KLINE, JACK Start Date: 02/01/20xx Print statement
Card Mumber: KXXH-XKXx -XXKX-8920 End Date: 02/28/20xx
Status: Clused_ Reminder Period : 03/01/20xx through 03/03/20xx Print Cover Sheet
Charges: $4,700.50 Grace Period : 03/04720xx through 03/05/20xx
Out-of-Pocket: 584.70
Tatal Amount: $4,785.20
Charges
Charge Type: All Transactions | v Approvers can change/update transaction
Viewing 1 to 3 of 3 Items Descriptions here up to 60 days after the
J' Charges T Out-of-pocket Expenses ] end Of the Statement peI’IOd
Select All | Clear All
Amount
Posting Custom Receipt Original
Transaction Date & Date Personal Merchant Fields GI/L Code Attached Currency
1. [ 03/02/20xx 03/03/20:x O COMPUTER E: 273007 - O $2.900.00
STORE® Computers
Denver, CO
Description Bought 1 computer server configuration for setting up database server. Ordered 4 front end machines and 2
sCanners
2. [ 03/04/20xx 03/04/200x F HOTEL E: 275006 - O $1.000.50
Dallas, TX Business
Travel
Description: Hotel stay for 3-day conference in Dallas
3. [ 03/05/20xx 03/05/20:0x O AIRLINE E: 275006 - O £300.00
Oakland, CA Airlines
Description Flight from Texas
Fad A

Total Charges:$4,700.50
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Reports — Reporting Download
Report Template (tab) — Create New Template

WELLS : .
rarco | Commercial Card Expense Reporting

Role: Approver

Report Template — Manage Templates

p Manage Statements

» View Requests/ Status
¥ Reports

Reporting Download

Statement Summary

Offline

p Manage Users

(3]

Choose a report template from the Templates column, and click Copy. Madify_or Delete.

ﬁ Create Hew Template

To create a new template, select Create New Template,

Report Templates

WViewing 110 2 of 2 ltems

1. ¢ Travel & Expense

2. @ Vendor Analysis

WViewing 110 2 of 2 ltems
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Report Template — Create Template

Approver option

r Download Report |/ Report Template w

< Return to Reporting Template — Manage Templates

To create a template, enter a name in the New Template Name field.

Highlight columns in the Available Columns box, and click the right arrow to move them to the Selected Columns
box. Use the vertical arrows to move the columns up and down.

Ta change the width of a column, highlight it, and click Change Width.
Click Save to complete your template.

* At least one selection for each section is required.

MNew Template Name: |TEMPLATE NAME | -

Report Template Columns

Available Columns Selected Columns

Select All | Clear All Select All | Clear All

Width Mame Width Mame

5 | Source Currency Code ~ 25 Cardholder Name 1

13 | Source Currency Amount B 8 | Transaction Date

13 | Sales Tax Amount 13 | Amount

13 | GST Amount 1 | Debit/Credit Indicator
13 | PST /OST Amount 16 | Merchant ID

108 | Card Address,City,State/ Prov- 60 | Cardholder Email

8 | Card Expiration Date

1 | Persocnal Flag
15 | Mps Id
3

4 | Merchant Type

60 | MCC Description

40 | Accounting Unit

16 | Card Number

3 | Currency

1 | Clesing Status

8 | Clesing date

20 | G/L Account v

. gar All Select All | Clear All
[save S OB




Reporting Download - Download Report (tab)

Approver option

¥ Close

WELLS : .
rarGo | Commercial Card Expense Reporting

Role: Approver Welcome Mary Smith

Reporting — Download Report

p Manage Statements

» View Requests/ Status Download Report ' Report Template ]

Enter or select report criteria, and click Download.

Q'
% Required Fields
Oifline
» Manage Users User Name: | Select One vl
S -~ | Template Name: % | Select One v -
Delimiter Option: % [SelectOne  +|
Date Type: O Transaction Date & Posting Date

Date Range: |:| through l:l (mm/ddiyyyy)

Download reports (by User — or ALL Users) and the saved Template Name
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Reports - Statement Summary

Approver option — review up to 12 statement cycles

Statement Summary Report

p Manage Statements

» View Requests/ Status

¥ Reports

p Manage Users

-
< Return to Statement Summary Report - Select

Below are the statement summaries for up to twelve cycles. Use the scrollbars on the right and on the bottom to view all the

information.

Company: ABC MANUFAC TURING(7000)

Statement Summaries

Viewing 1to 8 of 8 ltems

Use the Statement Summary report to show Cardholder

statement totals over a period of time (up to 12 months)
7. KING, TOM  ooceooo- SALES (70012) 526645  52586.90 5134580 535497 5412000 3456.90
Ko-2537
8. KLINE, HORHK-HOK- SALES (70012) 57.365.00 5586.57  51,532.80 $1,237.00 $632.00 $329.67
JACK Xxxx-8920
Total: | $9,305.25  $7,765.59  §6,621.07 $11.691.46  $8,139.31  $6,928.67
< >

1201 20xx 11701 20xx  10/01 20xx  09/01 20xx 08/01 20xx 07/01 20xx

to to to to to to

Name & Card Mumber Unit 12731 20xx 11730 20xx 10731 20xx 09730 20xx  08/31 20xx 07/31 20xx

1. BROOKS KO- MK DEVELOFMENT 534290 5110900 $1.246.83  $1.298.90 3678.20 $1.246.83
ROGER )onek-8101 (70010)

2. CAMPBELL, xx-xo0d- MARKETING 512.00 515099 56799 5220190 51245567 $345 89
MOLLY KHx-9799 (70008)

3. COX, MARY  oou-000- DEVELOFMENT 512390  §$1.246.83  $1.109.00 5342.90 310594 5123.90
ooo-2133 (70010)

4. EVANS, KK MARKETING 542000 5600.00 $12.00 $500.00 5213.00 §3219.23
JERRY 3000-2 2 34 (70003

p
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Reports - Offline

Approver option — Create New Report

Offline Reports — Summary

p Manage Statements -

L LR T R T click Create New Report.

¥ Reports

Reporting Download

Statement Summa

Offline Reports

Reports requested within the last six weeks are displayed. If available, select a print or download function. To generate a new report,

@Create Hew Report

WViewing 1to 6 of 6 tems

Report Hame

Date Requested &

Selection Criteria

Date Generated

1. Account Spending Analysis
Report

2. Cash Advance Account
Summary Report

3. Merchant Transaction Summary
Report

4. Top 10 Carrier Summary Report

5. Transaction Detail Report

6. Top 25 Lodging Chain Summary
Report

09/06/20:¢ 11:39:30
AMPT

07/27720x¢ 09:19:33
AM PT

09/06/20xx 04:37:55
PM PT

08/31/20xx 10-04-44
PM PT

08/01/20x% 02:00-37
PM PT

08/29/20xx 01:19-14
PM PT

03/06/20xx -
09/06/20:x

08/31/20:x -
09/06/20:x

04701720 -
09/06/20:x

08/01/20:x -
09/06/20:x

08/22720xx -
09/06/20:xx

017017205 -
08/20/20:x

09/07/20x 11:30:11
AMPT

07127720 09:21:34
AM PT

09/06/20xx 05:30:45
AMPT

09/01/20:¢ 11:39:30
AM PT

08/03/20xx 10:20:06
AMPT

09/01/20:x¢ 11:30:48
AMPT

Wiew & Print
Cownload Excel

View & Print
Download Excel

WView & Print
Cownload Excel

View & Print
Download Excel

WView & Print
Cownload Excel

View & Print
Cownload Excel

Wiewing 1to 6 of 6 ltems

The Offline link displays the last six weeks of requested reports

View & Print (PDF) or Download report data to Excel
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Offline — Create New Report

Select Report Type (Transaction Detail Report example)

WELLS

ranco | Commercial Card Expense Reporting X | Close
Role: Approver Welcome Mary Smith
Offline Report — Select —
elect One
p Manage Statements - Account Spending Analysis Report B
- < Return to Offline Reports — Summary Cash Advance Account Summary Report
p View Requests/ Status Merchant Transaction Summary Report
Make a selection, and click Continue. Top 10 Carrier Summary Repaort
¥ Reports Top 10 Vehicle Chain Summary Report

% Required Field

IS SRR - - Bl -

R / Transaction Detail Report

Offline Report Type: * | Select One

cel
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Offline — Create New Report

Transaction Detail Report setup

WELLS : .
rarGo | Commercial Card Expense Reporting

Role: Approver

Welcome Mary Smith

Transaction Detail Report — Create Report

p Manage Statements -

» View Requests/ Status

Reporting Download
Report Type:

Statement Summary

p— - ‘ Date Type:

p Manage Users

Date Range:

G/L Status:

Cardholder Mame:

Amount Range:

< Return to Offline Report — Select

Enter all required information, and click Submit. You will receive an email when your report is ready.
¥ Reports

Transaction Detail Report

A v < —

¢ Transaction Date & Paosting Date

l:l through |:| (mmi/dd/yyyy)

Start Amount (0000.00) End Amount (0000.00)
> i+ | | [« |
All he

The Approver will receive an email when the report is ready to retrieve on the Offline homepage
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Manage Statements - Manage Receipts

Expanded Approver access to View Historical Images

WELLS

rarGo | Commercial Card Expense Reporting | x Close

Role: Approver

The Review Receipts tab stores the

Manage Receipts — Select

¥ Manage Statements

Approve Statements

View Cycle-to-Date

I llanage Receipts

» View Requests/ Status

View Previous Statements

(3]

p Reports

» Manage Users

last 12 months of receipt images

e

Select a statement period, and ¢

The View Historical Images tab
stores the last 7 years

Company: ABC

Division: Select One ||

EASTERN(7001) Statement Periods

Start Date = End Date
1. @ 03/01/20xx 03731720
2. ¢ 020120 02728720
oo 0101/20xx 017317205
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Manage Receipts

Approvers can view each Cardholder within the selected statement

¥ Manage Statements

Approve Statements
View Cycle-to-Date

» View Requests/ Status

» Reports

» Manage Users

To manage your receipts, select from the Card Status drop-down menu. Click Save when you are done entering your
information.

Divisian: EASTERN (7001)

Statement Period: 03/01/20xx through 03/31/20xx
Receipts

Card Status: Al |

WViewing 1 to 10 of 10 ltems

Statement Receipt Receipts Approved
User Name & Card Number Total Revie Images Received evi By

1. BROOKS SO0 -0 5300000 Mo 04/04/20%x
ROGER 8101 10:31 AM
PT
Comments:
2. CAMPBELL,
MOLLY Approvers can:
Comments: View the Cover Sheet and associated receipt
iImages by selecting the Receipt Images link
3. COX, MARY i . . .
Check the Receipts Received box to indicate and
Comments: track that receipts have been received

‘ Add Comments (if needed)
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View Requests/Status — Credit Limit Change

Approvers can Approve or Deny Pending Requests

Credit Limit Change Request Queue — Pending Requests

p Manage Statements

¥ View Requests/ Status ' Pending Requests i Closed Requests

Credit Limit Change Pending requests for credit limit changes are displayed. To approve requests, select records, and click Approve.
» Reports E’:zﬁli?gr] 11Ut|0%|fnefn1128 IT;;EEEIE € Previous Page [‘-Jex:j ;2391 é
> Manage Users Select All | Clear All
Request Date & Unit User Name Card Number Current Limit Requested Limit Granted Limit
1. [ 09/02/20xx CUSTOMER SUFPPORT (75002} BROOKS, ROGER  xoo-xoo-ooe-8101 52000.00 52700.00
2. [ 09/02/20xx¢ RESEARCH (70011) CAMPBELL. MOLLY  sooo-xsx-00e-9799 5500.00 5800.00
3.0 [ 0912/20xx CUSTOMER SUPFORT (75002} COX, MARY ORI 000K-2133 52800.00 53000.00
4. [ 0912/20xx RESEARCH (70011) EVANS, JERRY SO -2 2 34 5100.00 51000.00
5.0 [ 0922/20xx SALES (T0012) GORDON, ANDREW  xooo-xeoo-one-2335 55000.00 56000.00
6. [ 10/02/20xx¢ RESEARCH (70011) HOWELL. CAMDI HOOH-OOE--24 36 52500.00 $3000.00
. [ 10/14/20xx SALES (T0012) KING, TOM O HKA 000K -28 3T $3850.00 56000.00
8. [ 10M15/20xx CUSTOMER SUFPPORT (75002) KLIME, JACK HOO=OOO00-0920 54500.00 57000.00
9. [ 10/22720xx SALES (T0012) MCGRAW, EMILY ORI OO 55000.00 55500.00
10. [ 10/28/20xx DEVELORPMENT (70010) WAGNER, JUDY HOOH-OOER-2T 39 $500.00 $3000.00
=3

e Fage 12
Viewing 1to 10 of 12 ltems 0 Previous Page  Mext Page @

Decisioned requests move from Pending Requests to the Closed Requests tab
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View Requests/Status — Request Status

Approver option

WELLS : .
rarco | Commercial Card Expense Reporting | x ' Close

Role: Approver Welcome Mary Smith
Request Status — Select

p Manage Statements

T Select a field from the Field Type drop-down menu, and click Select.

Erri % Required Field 7‘
. Address Lingl
I Request Status (S]] I Field Type: % |Se|ectOne | fiddress Line]

p» Reports Cancel Card

m Card Activation

» Manage Users City/State

C 3 Daily Dollar Limit

Daily Mumber of Transactions
MCC Inclusions/Exclusions re—
Manthly Mumber of Transactions
Mumber Of Cycle Transactions
Requested Maonthly Credit Limit
Single Furchase Limit

Zip

£ 4

&

Approvers can use the Request Status option to determine if there have been recent
requests to change certain Cardholder profile information, such as addresses or credit limits



Manage Users — Manage Cards

Approver option

WELLS
FARGO

Commercial Card Expense Reporting

Role: Approver

Manage Cards — Search

p Manage Statements -

o View Requeste] Status Enter search criteria, and click Search.

Reports

Last Name: | |
¥ Manage Users
Manage Cards First Name: | |
AELLELET LA b Unigue 1D | |
Fetsonal Frofile Offline Cardholders: 0

Authorized Approvers can search
for a specific Cardholder, or select
Search to pull up a full list of
their assigned Cardholders

By Cardholder, the Approver can:

Request a new Card,
Change a Credit Limit, or
Cancel a Card

(if it’s no longer needed)

(=) 4

Search Criteria

Mew Search | Befine Search

Viewing 1to 2 of 2 ltems

User Hame & Unit

Card Humber

Credit Limit BReconciler Details

KING, TOM SALES (T0012)

1.r~

FOOO-000-000-2 3345

2. o KLIMNE. JACK.  CUSTOMER SUPPORT (75002  oooeooeoo-a920

$10.000.00

$2,500.00

¥

Request Card Change Credit Limit | Cancel Card

Eg—
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Manage Users — Create New User

Approver option — also places a card order

Role: Approver

Welcome Mary Smith

Create New User

p Manage Statements

» View Requests/ Status

p Reports

¥ Manage Users

Enter information for the user and the card, and click Save.

After your request has been submitted, you can manage your new user's card by selecting
Manage Cards from the left navigation bar.

% Required Field E:‘ Custom Field Information

Cardholder Information

First Name: %
Middle Mame:
Last Name: %
Email: *

Unique ID: %

Offline Cardholder: |— l

The Create New User process continues on this page prompting the card shipping address,

embossing instructions, and card limits/parameters...
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Manage Users — Personal Profile

Provides the Approvers own CCER profile information

p Manage Statements -

» View Requests/ Status Edit your information, and click Save.

» Reports * Requied Field &)  View Details

¥ Manage Users

Last Changed: 01/25/20xx 18:22:16

lManage Cards

User Information

I Personal Profile o Company Name: ABC MANUFACTURING

First Name: % IMARY |

Middle Name: | |

Last Name: % SMITH |
Email- % |smithm@abcmanuf.corr|
Receive Statement E-mails:

Unigue |D: XXxxx6789

Roles, Privileges and Assignments

Approver

Privileges: Cancel Card
Credit Limit Change
GL Download
MNew Card Request
Reclassify - Custom Field
Reclassify - G/L Free Form
Reclassify - G/L List Box
Reclassify Unit
Run Reports
Uncheck Personal Expenses
Update Receipts

Assignments: Q‘*

@ P
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