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Wells Fargo Commercial Card Expense Reporting (CCER) User Guide:

Introduction:

After attending the cardholder training you will receive your purchasing card which will be sent to you via
campus mail. Each Cardholder has been assigned a Unique ID, which is your Carleton Employee ID. This number
can be found on your pay advice on the HUB or on the Campus Services OneCard Dashboard. Employees hired
after 5/16/2012 will also find their ID printed on the back of their OneCard. You must know this number for
card activation and customer service calls.

New cardholders will receive a Welcome Email from Wells Fargo with instructions about accessing the Wells
Fargo Commercial Card Expense Report (CCER) site. CCER is an internet reporting solution that allows on-line
access to your Carleton Purchasing Card transactions at any time, from any location. It is accessed via Wells
Fargo’s secure Commercial Electronic Office (CEO) portal.

New User Login Steps:

If you are a new user and this is your first time signing onto the CEO portal, you will need to take the following
steps to successfully sign on:

e Login to www.wellsfargo.com (Tip: Internet Explorer and Safari browsers work best with this site).

e Click on the “Commercial” tab.

Sign Up  Customer Service ATMs/Locations  Espafiol £ Q

WELLS
FARGO = -
Personal Small Business Commercial h Financial Education  About Wells Fargo

Go to www.wellsfargo.com
Banking Loans and Credit Insurance Investing and Retirement Wealth Management

Click on "Commercial” tab
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e  Click Sign On under the Commercial Electronic Office Portal.
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e Enter your login information received through the welcome email. Carleton’s Company ID is Carle057.
Bookmark this page for future use.
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e Upon successful login, follow the steps to create a new password.

Change password

My Profile

Change Password

Enter your Current Password. Create a new password by entering then re-entering the
password in the fields. If you need assistance assistance, call toll free 1-800-AT-WELLS (1-
800-282-3557), option 5.

0 All fields are required.
Current Password:

Mew Password:

Re-enter Mew Password:

our first name
our last name

Company name

Lompany L

e You will receive notification indicating the successful change of the password along with the date that
the password will expire (password valid for 120 days).

i b

Change Your Password

@ Your password has been changed. itwill be valid for 60 days and will expire on 0910672009, Click Continue to 9o to the CECP portal hame page.
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e Next answer two secret questions that will allow you to reset your own password in CCER. You will be
prompted to answer these questions if you incorrectly enter your password twice in the same session.

Answer two secret questions

O

Edit Secret Questions

Your secret questions and answers provide an additional level of security for your online
bhanking services. Choose questions from the drop-down menus below and answer in
the fields provided. Please ensure your answers contain only letters, numbers,
apostrophes, hyphens or spaces. Ifyou choose the date question, your answer must
read MWMIDDAYYYY.

* Required Field

Secret Question? = [What is your mother's maiden name? EI
Answer: »|Choose One: ‘
What is your mother's hirthday?

What is your mother's maiden narme?
What was the last name of yvour favorite teacher?
Answer: = I'"WWhat was your childhood nicknarne?

m What was your first pet's name?

Secret Question? =

Reset your own password in CCER
» Select a question from the drop down list
* Provide an answer
» Repeat the process with a different question

» Remember the answers!

e You will receive a welcome message that indicates the next steps you have left to complete:

Next steps

FARGO B = Commercial Electronic Office

Welcome to the Commercial Electronic Office Portal

As a new user, you'll need to complete the following steps before
beginning work on the CEC® portal:

Step 1: Acceptthe CEO Terms of Use.
Step 2: Create a User Profile.

Continue Cancel
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e Read and accept the CEO Terms of Use.

r

New User Setup

,

To continue with your setup, you must accept the CEQ Terms of Use. Please read and click Accept. If you do not agree to the
Terms of Use, click Decline.

Terms Of Use fl

You have now entered the Commercial Electronic Office (CEQP) business portal at the website for Wells Fargo
Bank, M. A ("Wells Fargo®). Through the CEOyou will be able to use cerain financial services (the "Senices") of
Wells Fargo or its affiliates {the "Affiliates").

A Service may be used through the CEQ only after (a) you agree to these Terms of Use, (h) your company signs the
Online Access Agreement and the other agreements required to receive the Senvice, and (c) your Company accepts
the application forms, instruments, rules, standards, policies, instructions, and other documents and forms
required to receive and use the Services (the "Service Forms").

TO AGREE TO THESE TERMS OF USE YOU MUST, USING YOUR MOUSE OR KEYSTROKE OR OTHER COMPUTER LI

e Edit the Profile ensuring that an accurate Carleton email address and daytime phone number are
provided.

Edit Profile
Please take a few maoments to update the fallowing infarmation. it will help us provide you

with rmore personalized support, essential service status updates and an added level of
security.

* Required Field

First Narme:" |

Middle Initial; I

Last Name: |

Title:" [other |
Functional Area’” ITre asury Management EI
Ermail:” |

Your Phone Number:"
Choose either United States OR International, and enter your phone number,

@ United States | | |
Frea Code Telephone Extenzion
T |nternational | I I I
Country Code City Code Telephone Extension

Your Fax Number:
Choose either United States OR International, and enter your fax number.

& United States | |
#Frea Code Fax Humber
" International | | |
Country Code City Code Fax Mumber

[“Save [ Cancer |
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e Once you have successfully signed on you will see the CEO Home Page.
e You can view your profile and edit your account information by clicking on your name at the top of the
page. The Sign Off button is located in the upper right hand corner of the page.

CEQO®Home ~ Support @

\Welcome Kara Lloyd, GARLETON COLLEGE |You have 1 unread message. ) About the CEO Portal
' Click on your name to view your Sign Off after you have
oyd@carleton.edu profile and edit your account completed your CCER review
-V information Support
. Help
User Profile portal will help make it even easier for you o do
Resources
Change Password Contact Us
[ e CEO portal on the upper right side of this page
Edit Secret Questions Locations
Holiday Schedule
Preferences

CEOQ Expert Community

Commercial Card Expense Reporting

e To review your monthly statement, select Commercial Card Expense Reporting (CCER) by clicking on
one of the two links provided on the CEO Home page. A separate browser window will open.

WELLS
CEO®Home ~ Support Sign Off

CEOQ® Home
el About the CEQ Portal
ommercial Card Expense Reporting
- " Support

Help

The updated layout and desigh of the CEQ portal will help make it even easier for you to do

business online Resources
Contact Us

Discover what's new by selectingWbout the CEO portal on the upper right side of this page.
Locations

Use the CEO Home drop down ‘
Menu Holiday Schedule
CEO Expert Community
OR
Commercial Card Expense Reporting
Use the link at the bottom to sign
into
Commercial Card Expense
Reporting (CCER)
Privacy, Security and Legal  TermsofUse  Sitemap  Commercial Services  Service Descriptions
€ 1999 - 2014 Wells Fargo. All rights reserved
7

Modified: June 2016



Cardholder: Responsibilities and Monthly Timeline

As a Carleton Purchasing Cardholder you have the responsibility to:

Follow College policy and procedures

Review your statement to verify that the charges are correct

Collect and submit receipts for all purchases

Complete your reconciliation by the due date

Submit statement with corresponding receipts to your Approver

Dispute any incorrect charges with the vendor directly prior to initiating an online dispute
Keep the card (and card number) confidential

e Report lost or stolen cards immediately to Wells Fargo

To complete the online review of transactions on CCER follow these steps:

1) Receive Email Notification from Wells Fargo

2) Login to the CCER website www.wellsfargo.com

3) View your transactions by accessing Review Open Statements

4) Reclassify transactions by assigning the correct account codes to each transaction

5) Add informative descriptions to all of your charges

6) Mark the check box indicating that you are submitting a receipt for each transaction

7) Save any changes and mark your Statement as Reviewed

8) Print Statement and staple your receipts to the back of the page

9) Sign and Date front of statement

10) Forward your receipts to your Approver by the due date

Monthly Timeline for Cardholders and Approvers:
The following timetable for reviewing monthly statements must be followed:

e  First Cardholder Reminder = 4 calendar days

e Second Cardholder Reminder (grace period) = 4 calendar days

e Approver Reminder = 4 calendar days

e Download of Transactions completed by the 15" of the month

Month Statement | Cardholder Reminder | Cardholder Grace Approver Period:

End Date Period Period:
April 3/31/2016 | 4/1/2016-4/4/2016 4/5/2016 - 4/8/2016 4/9/2016 - 4/12/2016
May 4/30/2016 | 5/3/2016-5/6/2016 5/7/2016 - 5/10/2016 5/11/2016 - 5/14/2016
June 5/31/2016 | 6/1/2016-6/4/2016 6/5/2016 - 6/8/2016 6/9/2016 - 6/12/2016
July 6/30/2016 | 7/1/2016-7/4/2016 7/5/2016 - 7/8/2016 7/9/2016 - 7/12/2016
August 7/31/2016 | 8/2/2016 - 8/5/2016 8/6/2016 - 8/9/2016 8/10/2016 - 8/13/2016
September | 8/31/2016 | 9/1/2016-9/4/2016 9/5/2016 - 9/8/2016 9/9/2016 - 9/12/2016
October 9/30/2016 | 10/1/2016 - 10/4/2016 | 10/5/2016 - 10/8/2016 | 10/9/2016 - 10/12/2016
November | 10/31/2016 | 11/1/2016-11/4/2016 | 11/5/2016-11/8/2016 | 11/9/2016 - 11/12/2016
December 11/30/2016 | 12/1/2016 - 12/4/2016 | 12/5/2016 -12/8/2016 | 12/9/2016 - 12/12/2016
January 12/31/2016 | 1/3/2017 -1/6/2017 1/7/2017 - 1/10/2017 1/11/2017 - 1/14/2017
February 1/31/2017 | 2/1/2017 - 2/4/2017 2/5/2017 - 2/8/2017 2/9/2017 - 2/10/2017
March 2/28/2017 | 3/1/2017 - 3/4/2017 3/5/2017 - 3/8/2017 3/9/2017 - 3/12/2017
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Cardholder: Email Notifications

You will be prompted through a series of email communications to complete your review each month:

e At the End of a statement period, you will be notified by email that it is time to review your statement.
Here is a sample email message that you will receive when a statement is ready for review:

E-Mail notification

Cardholder statement ready for review

Statement review for 05/31/20XX

Dear Cardholder:

Your most recent statement is ready for review by accessing the Wells
zg:g?s()::ommercial Card Expense Reporting system for the following

HHHH—HHHH KK X X-1 234

Please complete your review in a timely manner and forward your
receipts as appropriate.

This is an automated email. Please do not reply to this message.

e You will have 8 calendar days to review your charges. If you have not reviewed your statement within 4
days of the first notification, you will have an additional 4 days (called the grace period) to complete
the review and will receive a second notification as a reminder.

e Please note, if you do not complete this review within the 8 calendar days, a notification will be sent
to your Approver. At this point the Approver may review the transactions on the cardholder’s behalf. If
you are out of the office during the review period, make arrangements to review your charges ahead of
time.

e Here is a sample of the second email message that you will receive if you have not reviewed your
statement within the first 4 days:

From: CCER @welsfargo.com Sent: Wed 6/5/2013 4:31 AN
ITa: Cardholder

o

Fubjed: Reminder: Statement Review due for 05/31/2013

_E""L"l"u.""'LE""|_"'E'L""'|.'4"'L'"'5|'.""L'5"L""L""L"5"|.""'|AI°§

Dear Cardholder:
Your most recent statement has not been reviewed for the following card(s):
KXEX-KEXE-XRxx-4911

Fleaze review it az scon as possible by acceszing the Wells Fargo Commercial Card Expense Eeporting system.
If you do not review the statement your approver will be notified.

This is an automated email. Please do not reply to this message.
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Cardholder: CCER Login

e Login to CCER through www.wellsfargo.com using the secure CEO Portal found under the Commercial
tab.
e Enter your login information received through the welcome email. Carleton’s Company ID is Carle057.

Bookmark this page for future use.

Commercial Electronic Office sign on

= Simply enter your: s

Commercial Electronic Office™

= Company ID

Protect your accounts from

= Carle057 sranen
= User ID T
= Unique to user ——

= Password

(==

Services

Forgot Passwora?

= Unique to User e

System Requirenm,
Fraud Prewvention

o
cower the power of the CEC®
SINESS Bortal oday.

Wiew Cur Cnline Solutions |
Contact Us

et

= Bookmark this page for future access

e Select CCER (Commercial Card Expense Reporting) from the main menu.

CEOQO® Home ~ Support Sign Off

@
Welc(l CEOQ"” Home

Commercial Card Expense Reporting
- ™ Support

Help

About the CEQ Portal

The updated layout and desigiof the CEO portal will help make it even easier for you to do

- business online. Resources
Contact Us

. - Discover what's new by selecting§About the CEO portal on the upper right side of this page.

Locations
= Use the CEQ Home drop down
Menu Holiday Schedule
CEO Expert Community
OR
Commercial Card Expense Reporting
Use the link at the battom to sign
into

Commercial Card Expense
Reporting (CCER)

Privacy, Security and Legal ~ Termsof Use  Sitemap  Commercial Services  Service Descriptions

© 1999 - 2014 Wells Fargo. All rights reserved

Choose your Role:
e If you have more than one role, such as approver, cardholder, or reconciler, you can switch to a different

role by clicking on the link. The role that is selected will appear in Black.

WEITLIT.=S
FARCCD)

Commercial Card Expense Reporting

Role: Approver | Reconciler | Cardholder
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Cardholder: Manage Statements

e To review an Open Statement, select Manage Statements >Review Open Statements in the navigation
bar. You will click on this link during the review period (8 calendar day window after cycle has ended).

Commercial Card Expense Reporting

Role: Program Administrator | Cardholder Welcome Kara Lloyd

Charges — Manage Charges

¥ Manage

Review Open Statements Ta or Statement Reviewed

A statement can only be approved by the cardholder after the cycle has
ended during the 8 calendar day period. You will receive an email
notification indicating that there is a statement ready for your approval.

View Cycle-to-Date Print Version

View Previous Statements ‘r

» Reports
» User Information
Cardholder Name: LLOYD, KARA Start Date: 04/29/2013
Card Number. MK -HHKK-KHNK End Date: 0613172013
Status: Open Time-line of Cardholder Reminder Period: 06/01/2013 through 06/04/2013
Charges. '995.20 USD N N Grace Period 06/05/2013 through 06/08/2013 =
Out-of-pocket: 0.00 USD Review Period
Total Amount '995.20 USD
Charges
Charge Type All Transactions \V\

Viewing 1to 6 of 6 tems

[ onarzs

Select All| Clear All

I ion Date Posting Date & Custom Fields  GIL Code Receipt Amount / Original Currency

1. ] 0sM22013 05/03/2013 Target 00012112 m 5302 - Office Supplies 1.97 USD
Morthfield, MN

e You do not have to wait for the month to end to review your charges in CCER. If you would like to view
current charges as they are posted through the VISA system select Manage Statements > View Cycle-to-
Date in the navigation bar.

e To view charges that are authorized, but not yet posted to your account click on View Pending Charges
on the right hand corner of the “View-Cycle-to-Date” screen.

Commercial Card Expense Reporting

FARGO

Role: Program Administrator | Cardholder \Welcome Kara Lloyd

Charges — Cycle-to-Date

¥ Manage Statements

Review Open Statements Tofitter items, select from the Charge Type drop-down menu. Select charge transactions, and click a function. Click Save to continue.

Print Version

View Cycle-to-Date Q

Click on View-Cycle-To-Date to see current
transactions as they are posted to your

account. This enables you to reconcile
your charges prior to the review period.

Charges View Pending Charges
Click on View Pending Charges to | 7‘
Charge Ty i . . .
e e ArTrnsacions_ | view a list of transactions that have

been authorized, but have not yet
posted to your account. i

View Previous Statements

» Reports

» User Information

Card Nu

’J Charges T Qut-of-pocket Expenses ]

| There are no results.

Home | About Wells Farge | Security Guarantee | Privacy, Security & Legal

11
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Cardholder: Transaction Reconciliation Features

e When reviewing charges for an open statement or viewing charges within cycle-to-date you can select
one or more transactions by checking each box (or use the Select All) and then click on one of the red
function buttons at the bottom of the screen to modify your transactions.

e |f a vendor transmits additional details with the transaction, the merchant name is red and underlined.
You can click on the Merchant Name to see additional detail about the transaction.

e There is a Receipt Attached column for you to check a box indicating that you have a paper receipt that
you will attach to your paper statement and submit to your approver.

Cardholder Summary
Cardhokier Name: Start Date: arm2016
Card Humber: End Date: aTI342016
Status: Open Reminder Perod 08/01/2015 through 0S/04/2015
Charges: 665.57 USD Grace Period: 08/05/2015 through 08082015
Qut-of-pocket 0.00 USD
Tolal Amaunt: BE5.57 USD
Charges
Charge Type: All Transackions hod
Viswing 110 4 of 4 Rems
Cha s r Out-of-pocket Expenses ] e e B Check thix hou -"
- | o E 1 ExpensecCode | you have a receipt
Salect AL| Clegr A1 ~
Transaction Date Posting Date & Personal Merchant GIL Code Unit ngggua Attached Amount | Original Curréemn
L 0714720158 0TNE201S Tavern Of Northfield S800 - Travel VP AND TREASURER{1125) | s3s0ug
Morthfasid, MN
Descrption: *
FUND: 10 SOURCE: 0000 DEPT: 1125
2 OTr212015 07222015 Tau Bookstore #2314 5302 - Office Supples WP AND TREASURER(1125} 36,87 Uy
heville, TH
Descrigtion: * Additional Detail
Available
FUNHD: 10 \ SOURCE: 0000 DEPT: 1125
3. 0722015 DT24r2015 nled 0182457720333 SB00 - Travel WP AND TREASURER(1125} ] 275.20 Uy
BO0-932-2732, TX
Description: *
FUND: 10 SOURCE: 0000 DEPT: 125
4. OT2E2015 Check the box for one Aashe #3. Conference S2B1 - Professional Services VP AND TREASURER(1125) 300.00 Ug
or more charges OR BE8-247-9997, P&
Select All to modify all
charges
SOURCE: 0000 DEPT: 1125
i e

Total Charges: 665.57 US

There are four main functions that you can choose from on the main page:
(1) Reclassify: Use this feature to update account codes and add transaction notes.

(2) Add Descriptions : Use this feature when providing transaction notes (used only when all of your
account codes are correct).

(3) Split & Reclassify: Use this feature if you need to divide and reallocate a transaction to multiple
account codes.

(4) Dispute: Use this feature if you need to dispute a transaction.

12
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Cardholder: (1) Reclassify

e Select the transactions you wish to review from the transaction list and click on Reclassify. This function
allows you to change the general ledger account codes and add transaction notes.
o Helpful Tip: The Expense Code is the General Ledger Code. It is listed just above the fund, source, and
department fields. Please note the general ledger expense code defaults by Merchant Category Code

(MCQ).

e You can mark an expense as personal by checking the “personal”
authorizing Wells Fargo to debit your bank account for the personal amount after the monthly

reconciliation is complete. To use this feature, you must supply your individual bank account
information on the Wells Fargo Portal: User Information>Bank Information.

box. By checking this box, you are

< Return to Charges — Manage Charges
Enter your description, and click Sawve. Note: If the Apply to All link is available, you can copy this description to all listed transactions
% Required Field By, view Detais
Cardholder Name:
Card Mumber:
Char = i ifiti
-3 The General Ledger Code is the Expense 2hee°r';:|:::| l;‘;x":r:ts:: Check the box if
Wiewin| Code. Click on the magnifying glass icon to P P you have a receipt
1 make a change. r———
FOSTNG Receipt Original
Date Date Personal rMerchant Attached Currency
07/21/2015 07220201 = Tsu Bookstore %231 = 2887 UsD
MNashwille, TN
General Ledger Code * Descriptiom ¥ Unit
5302 - Office Supplies books for professional development WP AND TREASURER(1125)
Apphy to All
FunD # SOURCE * DEPT *
10 =% o000 "% 1125 c-Y
=2 Amount
Transaction Posting Enter Informative Description in the Original
Date Date Fersonal Description Field box. Avoid special Currency
07/22/2015 072412015 = characters other than a period or a 27s.20 USD
General Ledger Code Description # T
5800 - Travel & airfare to attend Higher Ed Conference, August WP AND TREASURER(1125)
24-28th. Houston, Texas|
FUND SOURCE ¥ DEPT ¥
10 (=% i) B 1125 By
Viewsing 1 to Z of 2 ltems
BTN cance

e To change an account code you can click on the icon that looks like a magnifying glass. You will see this
icon next to the Fund, Source, Department and General Ledger Code (Expense code).

0 When you click on one of the magnifying glass icons you can reallocate the transaction to a

different account code. You will see a pop up where you can use the filter box to type in the
account description/number or scroll through the list to select a new number.

Receipt

Attached

[ Scroll

Select DEPT

| - “wiewing|[1 - 38[> ] of 38 tems » =1

Malue Malue Mame

112z BUSINESS OFFICE

pes BREAK PROGRLSI I IMNG:

Z2Tve BADMINTOM - CLUB SPORT
sS410 BIOLOGY

sa1s BIOLOG» o Es supPLIES

G RESOH — F.laRamiLLo
BIOLOGY RESOH - S_SINGER
BIOLOGY START UP — R, MITELS

war

LAY

BIOLOGY START UP - M. HENDERSH

»

| - “wiewing|[1 - 38[> ] of 38 tems » =1
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e Enter a description indicating the business purpose of the charge. If you have selected multiple
transactions you can use the Apply to All feature to copy the same description to all charges. The text
of your description should avoid special characters other than a period or a comma. CCER will not allow
use of the following characters-<>%; () & +\ #? {} "~ [1“"

Viewing 1 to 2 of 2 tems

1.
Transaction
Date

08/07/2013

General Ledger Code #

5314 - Advertising
FUND
10 B

Add Informative

Posting Transaction Note Receipt
Date Attached
08102013 Nazpa-skipjack

202-265-7500, DC

Description Unit

&

»  |HUMAN RESOURCES(1143)

'

S0URCE
oooo

DEPT

Y 4421 Y

Amount
Original
Currency

200.00 USD

e Be sure to check the box indicating that you have a receipt.

e Once you have completed changing your account codes and have added transaction notes click on the
Save button. You will receive confirmation that your changes have been saved, indicated by the green
“OK” icon at the top of the page. Please note the system will timeout after 15 minutes of inactivity so

save often! You will receive a warning message shortly before the session is set to expire.

e You can return to your transaction list by clicking on the menu item at the top left corner.

%* Required Field Q\ View Details

"< Return to Charges — Cycle to-Date ) After saving your work
Enter your description, and click Save. Mote: If p you can return to the

transaction list by
clicking on Return to

description to all listed fransactions

Charges
@ Your changes have been saved. 9
Cardholder Name:
Card Number.
Charges
Viewing 1 to 1 of 1 tems
1. Amount /
Transaction Posting Receipt Original
Date Date Merchant Attached Currency
064/05/2013 06406/2013 Amazon Mktplace Pmts 3594 USD
Amzn.com/bil, WA
General Ledger Code * Description Unit
5402 - Equip purchases I::k Expedition Service Kit. - |CAMPUS ACTIVITIES(2237)
FUHD SOURCE DEPT
61 B 0000 B 9155 Ty

Viewing 1 to 1 of 1 tems

Modified: June 2016
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Cardholder: (2) Add Descriptions

e Select the transactions you wish to review from the transaction list and click on Add Descriptions. You

would use this feature only if you have already corrected your account codes or if your account codes do

not need modification.

e Enter a description indicating the business purpose of the charge. If you have selected multiple

transactions you can use the Apply to All feature to copy the same description to all charges. The text

of your description should avoid special characters other than a period or a comma. CCER will not allow
use of the following characters-<>%; () & +\#?{} ~~[1“"

e Itis the cardholder’s responsibility to add an informative description for each transaction, including:

what the purchase is, the business purpose, and if it is a meal, the attendees. Remember to save any

changes.

Descriptions

Viewing 1 to 2 of 2 ltems

Add Informative
2| Transaction Note

Modified: June 2016

1 Amount [
Tranzaction Posting chan QOriginal
Date Date Merchant pe GIL Code Currency
06/07/2013 06M02013 Naspa-skipjack (Organizations Charitable and Social Service 5314 - Advertising 200.00 USD
202-265-7500, DC
Description: .
Apoply to Al
k. " i
2 Amount [
Transaction Posting Merchant (Original
Date Date Merchant Type GIL Code Currency
08/07/2013 06102013 MNaspa-skipjack Organizations Charitable and Social Service 5314 - Advertizing 200.00 UsD
202-285-7500, DC
Description: &
Viewing 11to 2 of 2 ltemsz
m Cancel
15




Cardholder: (3) Split & Reclassify

e Select the transaction you wish to review from the transaction list and click on Split & Reclassify.

ruie Cardholder Welcome Kara Lioyd Cmulating Elisabeth Hoase Egéé Eggg gég

Charges — Cycle-to-Date

-
B T re i To fiter tems. select from the Charge Type drop-down menu. Select charge transactions, and click a Tunction. Click Save to continue
Erint Version
View Cycie-to-Date =]
T T Y > Besuirod Pk B wicw Dotas
Wimee Brmvious Statements [} .
= Reports
= User information
L
Charges
Charge Type: Al Transactions b
Wmwing 1t 4 of 4 Rems
| Cnarges |
Select A | Claar a8
Tranzaction Dote Eoatina Dats - Merchant Custom Fiekds Gl Code Becoint Attechesd Amsunt ! Oriainel Curransy
3. Prery=reesy e Eromations How [ £307 - Oifics Suppies 31870 uar

Maarnprams, 1
Cescxiotion: *

£, oBaTOTS OEMNZOT3 Monorgs 2167 ) 53032 - Office Supplos THT UL
Dundas, MH

DRescription: =

[[#]] oBrszo13 08202013 Uagovt Print Ofc 32 = 5201 - Professional Services 67.00 USC
Select a et (] 202-512-1065, BC =
Transaction Description: *
a onrzoza1 o203 5902 . Office Supphas 21 95 Ut

Minnanstas Baokatars
B 1.IHTI000. MM

7

Cremcintion

Select Split & Select AN| Clear A%

Reclassity [ Reciossity W Add Descriptions

{ _Solit & Ruclassify }] Dispute |
——t

Total Charges: 437.62 USD

Vieweing 1 o 4 of 4 Hems

e To create additional splits, click Add a Split.

e You can choose to split a charge by % or by $ amount.

e Enter a description for the split. If you are splitting a charge between two departments, include
information about authorization to use the code within your transaction notes.

o Check the “Personal” Box if a portion of the charge is personal. By checking this box, you are authorizing
Wells Fargo to debit your bank account for the personal amount after the monthly reconciliation is
complete. To use this feature, you must supply your individual bank account information on the Wells
Fargo Portal: User Information>Bank Information.

e If there are more than two splits and you want to delete a split, click the X icon at the upper left corner.

e To delete all splits, click Delete

= Fmtun b Sharees oo Manaas Sharaes Return to Transaction
Check a Split Type, and anter the required infor| List I amount must squal the orginal transaction, Click Save when you are done

Gardnaider ame Split by % or $ Amount I
Cara Numbar

Spit Type By Amoun . By Percentage

Check this box ifa
peortion of the charge is

personal W AOda Bolin
-~ T unm T
Temvad =, VP AND TREASURER( 1285) - 10.00  UBe
FuND W souRcE w DERT w
o ("% oooo w, 11zas (-
= Perscna ' Seneral Ledger Code * Wi Amount
5800 - Traval = VP AND TREASURER(T 125) - 43 50 USE
tn, mttanding: |
Fune & souRcE & saer *
10 &, sooe @, Tizs Y
Ramainin 8 Amcunt: 0.00 USD

Remember to

BN conce) Save

Modified: June 2016



Cardholder: (4) Dispute

e If avendor is unresponsive to correct a transaction error, you can initiate a dispute by selecting the
transaction you wish to review from the transaction list and click on Dispute.
e Disputes musts be initiated within 60 days of the transaction.
e Enter information for the dispute
0 Select the dispute type
0 Enter your contact information
0 Provide reason for the dispute including any steps you’ve taken to resolve the dispute with the
merchant.
0 When finished click submit
e Notify the Program Administrator of the dispute

Dispute transaction screen

Cispute Details

Unssshasrized

= Please try to contact the
vendor FIRST to get a
refund or correction

Duplicate Frocessing

Paikd By Othar Lieass

Iecesract Amaurn

= If unresolved after

e ——— working directly with the
e vendor, complete the online

s N = Notify program
—— administrator of dispute

e R = You have 60 days from the
o ——————— post date to dispute a
transaction

Unrecognized

17
Modified: June 2016



Cardholder: Approval and Printing of Statement During the Review Period

o The last step to complete your review is to mark your statement as reviewed. You can only do this step
during the review period (8 calendar day window after cycle has ended). You will receive an email

notification from Wells Fargo when it is time to review your statement.

e Please note: If you have Out-of-Pocket Expenses you must add these prior to completing the online
review. See pages 26-29 for detail on how to add out-of-pocket expenses to your statement.

e To mark your open statement as reviewed select Manage Statements > Review Open Statements.

e After confirming all account codes and transaction notes are correct, and all out-of-pocket expenses
have been added, click on Statement Reviewed. A confirming message appears indicating that an email
will be sent to your approver. Note: Once you click Statement Reviewed, you can no longer modify

account codes or add additional out-of-pocket expenses.

e Click on Print Version to print your statement. Staple your corresponding receipts to the back of your
statement and sign and date the front of the document indicating your approval. Submit your reviewed

statement and receipts to your Approver by the deadline.

Complete your review

J’ Charges [

Select Al | Clear A1
Transaction Date &  Posting Date  Personal Merchant Custom Fields GL Code Receipt Attached Amount | Original Currency
1 ™ 03027200 0303720 r COMPUTER STORE* I;"‘ 273007 - Computers r $2,900.00
Deqiwer, CO
Descriptionr )  Bought 1 comguter server c:onligl] r— , . : ‘i machines and 2 scanners
PR S B TETIE L EXRLOTET, ’
2 ™ 03047200 03/04/200ce r IT r $1,000.50
?|/‘ An emal vl be sent o the spprawer. Ohdk OF 1o contrue.
Description: Huotel stay for 3-day conference i e —
ezcription: Q) ay 3y Co ] [
3 0307200 03407 20nce - AT r $600.00
Oakland, CA

Descriptiorr ) Flight from Texas

Save Statement Reviewed

» Select statement reviewed and a message box appears indicating

that an email will be sent to your approver

» Print completed statement and attach receipts

» Submit statement and receipts to your approver

Modified: June 2016
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Cardholder: Statement Sample

To print your statement click on the printer icon in the right hand corner. Please note that account codes and
transaction notes are visible on the printed page.

Commercial Card Expense Reporting

x |Close

08/07/2015 02:28 PM PT
Requested By: FOTH KONYN, JENNIFER

Statement Expenses

Print Statement

Cardholder Summary

Cardholder Name: i 3 i 07101/2015

Car rumper Printing your statement is tr]e last step of the oTi32015

Status: cardholder review. 08/01/2015 through 08/04/2015
Charges: 205.84 USD 08i06/20156 through 08/08/2015
Qut-of-pocket: 2.41 USD iei

SR et Note that the account codes & notes are visible on

the printed page. Out-of-Pocket Expenses will print
at the bottom of the page.

Charges
1. Transaction Date Posting Date Personal Merchant Receipt Attached General Ledger Code Unit Amount | Original Currency
06/30/2015 071022015 Mo Tavern On France ves 5800 - Travel PLANNED GIVING(2540} 18.25 USD /1825
Edina, MN
Description -Lunch-Edina, MN- June 30, 2015-Donor/Prospect Cuttivation Travel
FUND 10 SOURCE 0000 DEPT 3540
2. Transaction Date Posting Date Personal Merchant Receipt Attached General Ledger Code Unit Amount / Original Currency
07202015 072202015 No Hiltongardeninn3760 ves 5811 - Travel-prof devel PLANNED GIVING(3540) 187.58 USD 4 167.5%
Mettawa, IL
Description -Hotel-Mettawa, IL-July 19,2015-Conference/Employee Professional Development
FUND 10 SOURCE 0000 DEPT 3540

Total Charges: 205.84 USD

Out-of-pocket Expenses

1. Transaction Date Expense Category Distance / Item Count Rate ! Per Diem Status General Ledger Code Unit Amount
07132015 Employee Travel 1.0 0.5600 - Mileage Rate Approved 5801 - Employee Travel PLANNED GIVING(3540) 0.56 USD
Description -Mileage-July 13 2015-DonorFrospect Cultivation Travel
FUND 10 SOURCE 0000 DEPT 3540

2. Transaction Date Expense Category Distance / ltem Count Rate / Per Diem Status General Ledger Code Unit Amount
077282015 Employee Travel 15.8 0.5600 - Mileage Rate Approved 5801 - Employee Travel PLANNED GIVING(3540) 8.85 USD
Description -Mileage-July 23,2015-Donor/Prospect Cultivation Travel
FUND 10 SOURCE 0000 DEPT 3540

Total Qut-of-pocket Expenses: 9.41 USD

—-End of Report-—

Below is a sample of a printed statement. Note that Out-of-Pocket Expenses print at the bottom of the page:

WELLS

FARGO

Statement Expenses 08M1OWV2015 1158 AMPT

Requested By:
— Sample Statement —
Cardholder Summary
Cardholder Name: Start Date 07/01/2015
Card Mumber: End Date: 07/31/2015
Status: Approved Reminder Penod:- 08/01/2015 through 08/04/2015
Charges: 205.84 USD ‘Grace Period: 08/05/2015 through 08/08/2015
Out-of-pocket: 9.41 USD
Total Amount: 21525 USD

Description

Hotel-Mettawa, IL-July 19,2015-Conference/Employee Professional Dewvelopment

Charges
1. Amount f
Transaction Posting Receipt General Original
Date Date Personal Merchant Attached Ledger Code Umnit Currency
06/30/2015 0O7M2/2015 No Tavem On France Yes 5800 - Travel PLANNED 18 25 USD /
Edina, MM G ING(3540) 18 25
Description Lunch-Edina, MN- June 30, 2015-Donor/Prospect Cultivation Trawvel
FUND 10 SOURCE 0000 DEPT 3540
2. Amount f
Transaction Posting Receipt General Original
Date Date Personal Merchant Attached Ledger Code Unit Currency
o7 20/2015 07/22/2015 No Hiltongardeninn3760 Yes 5811 - PLANNED 187.59 USD /
Mettawa, | Travel-prof GNWING(3540) 187.59
devel

Description
FUND 10

Mileage-July 13 2015-Donor/Prospect Cultivation Travel
SOURCE 0000

DEPT

3540

FUND 10 SOURCE o000 DEPT 3540
Total Charges: 205.84 USD
Out-of-pocket Expenses
1. Transacti Expense Distance / General
Date Category Item Count Rate / Per Diem Status Ledger Code Unit Amount
07M13/2015 Employee 1.0 0.5600 - Mileage Approved 5801 - PLANNED 0.56 USD
Trawvel Rate Employee Travel GMNING(3540)

Modified: June 2016
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Cardholder: Accessing Previous Statements

e Toview a closed statement, select Manage Statements > View Previous Statements in the navigation
bar. You can view up to 13 months of history.

Role: Cardholder

Previcus Statements

¥ Manage Statements

Review Open Siatements Select a statement. and dick View.

Viewy Cach o
Wiewing 1 to 2 of 3 kems

Views Previous 573:emen(s)

[~ Card Number a Start Date End Date Charges [=1e] 4 Total
= Reports 1. F  I00o-000e-moc-BI20 2012000 B2 000 SE2.00
- .
13w SOOI BEsos, e T ——- 02/0 1720 YT — S120.00
3. oOo-ooo-aeoo-8102 02401420000 02282000k s0.00
|_print—_|

Manage Statements
= View previous statements

= 13 months of history

e When viewing a previous statement you can add or edit descriptions (available up to 60 days after the
end of the statement period).
e You can also indicate that a receipt is attached (available up to 60 days after the end of the statement

period).

Cardholder: Reports

e If you want to view a transaction activity report you can do this by selecting Reports>Create Transaction
Report in the navigation bar.
e Enter the required information, and click submit. You will receive an email when your report is ready.

Reports

Transaction Detail Report — Create Report
= M S s
¥ Repoits
Create Transaction Report L)

Eniter all raquired information, and click Submit Youw will receive an email when your reportis ready.

Q Retuired Fields

= Run transaction

Trans acticn Summnmary

View Declines

Card Number. @

All -

reports with various

= User Information Date Type: @ @& Transaction Date Posting Date filters

Date Range: Mobe: The starting date cannot be more than 38 monkhs & bod ]c d

157200 B through [T77767200 BB (mmicciyyyy) .. You ar? notifie
via e-mail when the

Amount Range: ! . .

umount Range S‘l}all ﬁl[lwllﬂﬁﬂwﬂ 00y E:Itlﬁll“[‘tllﬂﬁﬂﬂ'[mﬂm report is ready

GiL Status: @ Al =
N

Modified: June 2016
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Cardholder: Personal Profile

e Select User information > Personal Profile in the navigation bar.

e Most of the information in your profile is for display only, however you can make changes to the name

and email fields. After making any changes, click Save.

e You can view the Billing Address on your account and Available Credit. Please note that the billing

address for all cardholders is One North College Street, Northfield, MN 55057-4001, which is used for

verification by VISA. If you are placing an order online, be sure to include your Ship To address on the

order so that the goods will be delivered to the correct location.

e  Click the refresh button to view the current available balance on your card.

Personal profile

¥ lanage Statements

Review Open Statements

Card Information

Mailing
Add Type

View Cycle-to-Date
View Previous Statements

» Reports

¥ User Information

=
Personal Profile )
T ——

You can also
contact the
Business
Purchasing
Service Center
24/7 at
1-800-932-0036
to obtain available
credit.

Must provide
Unique ID to
obtain any
information

Available credit field is the remaining balance of the cardholder’s existing credit limit

Address Line 1
Address Line 2
City.

State

Zip Code

Account Parameters

Templates

Selected Template:

Limits

Daily Number of Transactions
Monthly Number of Transactions
Daily Dollar Limit

Monthly Credit Limit

Single Purchase Limit:

Available Credit

Declining Balance

Number of Months Active

Billing
address for
ush / online and
OME NORTH COLLEGE STREET phone Drders
MORTHFIELD
MM
55057 -4001
0.00 USD
5,000.00 USD Click to
5,000.00 USD retrieve
4,179.80 USD as of 05/07/2013 12.59 PM P current
o available
credit

]

Modified: June 2016
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Approver: Monthly Timeline and Email Notifications

Approvers have the additional responsibility of reviewing and approving the transactions of the cardholders

that have been assigned to them.

e An email will be sent to the approver once the cardholder has finished reviewing the statement. The

statement is now ready to be approved.

o Approvers must have all statements approved by 4 calendar days after the end of the cardholder

period. The approver deadline is generally the 12* of the month, unless the statement end date falls on

a weekend. See the Monthly Timeline Grid on Page 8 for details regarding due dates.

e A secondary approver can be assigned for cardholders. Secondary approvers will have access to approve

statement in the event that the primary approver is unavailable to complete this monthly task. This

ensures that the approvals are completed by the deadline in an absence.

Below is a sample email notification indicating that the cardholder review is complete and statement is now

ready for approval.

E-Mail notification

Cardholder review of statement is complete
Cardholder statement review complete

Dear Approwver:

The most recent statement has been reviewed for the following
cardholder:

Lastname, Firstname

b o & O £ & & & L0 & & & o B dc - )
HHHH—HHH K- KN XX -5678

The statement(s) are ready for vour review by accessing the
Wells Fargo Commercial Card Expense Reporting system

Please complete yvour review in a timely manner.
This is an automated email. Please do not reply to this message.

Below is a sample email to notify the approver that the cardholder failed to review their charges during the

Review Period:

E-Mail notification

Approver mail (after grace period end date)
Cardholder statement review overdue for O5/31/20XX
Dear Approwver:

The following cardholder(s) have not reviewed their most recent
statement:

Lastname, Firstname X>xXXX—XXXX—-XXxxXx—1234
Lastname, Firstname XxXXX—XXXX—XXXX-S5678

Notifications have been sent to each cardholder but they have still
failed to review their statement. If you choose, vou may review the
statement on the cardholder’'s behalf by accessing the Wells Fargo
Commercial Card Expense Reporting system.

This is an automated email. Please do not reply to this message.

Modified: June 2016
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Approver: Review and Approve Statements

Upon receiving an email notification from Wells Fargo, login to CCER to Approve Open Statements.
Note: The Approver can also login at any time to view posted transactions for their cardholders by
selecting View Cycle-To-Date.

To Approve an open statement, select Manage Statements > Approve Statements in the navigation bar
and select the cardholder you wish to approve. You can see the status of each statement in the right
hand column.

LLS q -
| Commercial Card Expense Reporting ’ x |Close
Role: Approver | Reconciler | Cardholder ‘Welcome Kara Lloyd Emulating Susan Streefland Exit Emulation
Open Statements
¥ Manage
Kpprove Statements . @ | | SSect @ statement and click View View Statement Status of Each
Cardholder
View Cycle-to-Date
View Cycle-fo-Nate Display 10| 25 ltems Per Page Page 12
I L Viewing 11 to 15 of 15 fems 0 Fravi e MNextPage@
Manage Receipts Cardholder Name & Card Number Start Date End Date Charges 00P Total | Status
» View Requests / Status 11. RUSTAD, DANIEL FOOH-XOK-20006-3T T2 04/28/2013 05/31/2013 0.00 USD 0.00 USD 0.00 USD | Open
» Reports 12 )  SCHULZ SHANNON 0000034 0412812013 05/31/2013 0.00 USD 0.00 USD 0.00 USD | Open
» Manage Users 13. THOMAS, CARLA OO0 20006 3293 04/29/2013 053172013 0.00 USD 0.00 USD 0.00 USD | Open
, THOWPSON, PATRICK FOOOK-X00EK-20006-3319 04/28/2013 0513172013 0.00 USD 0.00 USD 0.00 USD | Open
g
Select 7 15, @  WILMOT, LYNNE 00061000100 3152 0412612013 0543172013 11.00 USD 0.00 USD 11.00 USD | Approved
Cardholder to .
View e o]
Transactions Viewing 11 to 15 of 15 tems O Frevious Page  Next Page @
_ Display 10| 25 ltems Per Page Page12
or Print
Statement
Home | About Wells Fargo | Security Guarantee | Privacy, Security & Legal
@ Copyright 2000 - 2013 Wells Fargo. Al rights reserved.
e To View charges as they post prior to the end of the statement period, select Manage Statements>

View Cycle to Date in the navigation bar, then select your cardholder to view from the drop down

menu. You can switch between users by using the User Name drop down menu.

Select View Cycle-To-Date to view Wetcome Kara Lioyd Emulating Susan Streefland Exit Emulation

Charges — Cycle-to-Date transactions as they post '
¥ Manage Statements
R e ter itams, selact from the Charge Type drap-down menu, Select charge ransactions, and click 3 function. Click Save to continue.
- Print Veraion
View Cycle-to-Date o
B, Wiew Detain
Viow Previous Slements & r/ Switch to different
St Heiepeds User Mams ANDERSON, JULIE s cardholder
> View Reguests | Status a0 NUmMDe-
Reports
s Period 070272013 through 07052013
= Manage Users
2 Grace Perod D03 thraugh 07092013
Charges for ANDERSON, JULIE
Charge Type: All Transactions |
Viwing 150 2 of 2 Rema
[ crarges |
| sisloct a3 Cloar A3
|
| Transaciien. Oate Poxting Oate = Mzrchant Custom Fields G Code Bessiot Attached Amaount ! Oriainal Currency
1 o] [t TE Assocation Of Advancamen - 5911 - Faes 49.00 USD
312-981-5798, L
Descrotion:
| 2 | oE1AZND [ Ei-CiE] Assocation Of Advancemen B, 5011 - Faes | 350.00 USD
| 31T-061.8708, L
Total Charges: 399.00 USD
Viewing 1102 of 2 Rems
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e Approvers have access to the same functionality in CCER as cardholders. You can see all of the

cardholder’s transaction notes and codes at the top level.

e If changes are necessary you can select the transactions you wish to reclassify and edit the transaction

and save your changes (see p. 13-14).

o If there are Out-of-Pocket (OOP) expenses, approvers must complete the transaction approval on the

Out-of-Pocket tab before clicking on “Approve Statement.” See p. 29 for details.

e Once all of the account codes and descriptions have been updated and are in compliance with College

policy you will then click on Approve Statement. You can only click on Approve Statement during the
review period (Generally from 9™-12% of the month). Note: Once you click Statement Approved, you

can no longer modify account codes.

Selecs AN | Claar AN

Statement approval

| Chasges

Transastion Date - Eosting Dae Esrsonal Merchont

e —
Save I Approwve Statement '

= Review transaction detail, descriptions, receipts, and make
sure all are in compliance with company policy for charges

Custom Fields  GL Code i Becoipt §
(- TINOT - Compiters [

You can see transaction
notes and account
numbers at the top level

1. r OS0220x O30 320 . Mo
Cescrigtion Buought 1 computer Sarver Configuration for seting up detabase server. Critred & front end machines srd T scanhers
FR Y RO o HOTEL sPuT r
Ddin, T
[ Hotel stay for 3-day conderence in Cnlas
3 [ 0307 OB 200 No AFLINE SPLT r
Coaklannct, C8,
Cescrieticn Flight Trom Texss
£ o3OS OS2 Mo CAR REMTAL COMEP, L:~
Precenix, AT
Doarergtery Rented a car
[ R T DR o COMPUTER STORE® Y ITIOT - Computers r
San Ramon, CA
Cescrphon: COMgaitiar COMpOnnts
L 030 OO0 o COMPUTER STORE L: DiSEUTE r
Pitsburgh, P&
Description: Softewane program
To [T O3A2moc O3 2020 Mo GAS STATION Y 273001 - Business Travel r
Frowo, UT
Dezcription: Gasolng
. [ 03520k« 035200k Ho GENERAL STORE® 'Y ZTI005 - Stationary r
Vancoures, BC
Dascripton Supples Tor meeting
Solect AN | Cloor AR
Souw & Reciossy | Diepuas | copy Roauest |

T

$1 000 .50

$192.90 /15025

3295

(G 49 7 910,000

Total Charges: $4.904.23

= Approve the card expenses by clicking “"approve statement”

o The last step is to sign and date the front of the cardholder statement and forward the documentation
to the Business Office.

Modified: June 2016

24




Approver Review: Reporting

Approvers have access to create various reports. One helpful report is the Statement Summary which will show

cardholder statement activity over a period of time. To Print this report click on Report>Statement Summary

then click on Print Version to print the report.

Statement summary report

Statement Summary Report

= Manage Slatemants
AR\ Eauesiaf Status. s
¥ Reports

ing Doy

= Baturn 1o Statement Summary Repor . Sabect

Dision: ABC MANUFACTURING

C tatoment Summery ™ ©
S r—

» Manage Users

Statement Summaries

Balow arg e statément Summanies for up 10 twabve cycles. Use the scrallbars on the fght and on the bafiom to viaw all the information

=

Wiewing 1 1o & of 8 kems

A

1201 200 1101 20mx 10041 2000 0904 200 OB 200k OT01 20xx E01 H0xx 0501 F0xx 0401 Hnx

o to ] to o to 0 w0 10

Harme & Card Bymber Lnét 12701 20mx 11700 20x 1004 20 0930 20xx  0B31 2o 0701 20xx (630 A0wx 0534 Mhxx 04030 Mowx

1. BROOKS. ROGER oo =oo-000-8101  DEVELOPUENT (70010 $34280 S1.108.00 S124583 S§1.296.50 SETE.20 5124683 S105 94 5000 soo0
2. CAMPBELL, MOLL’ MOOCOOOOEETEY  MARKETING (70008 s1zm 315058 50789 SINE0 5124567 §345.89 200 =oo 3o
3. COX MAR K- 000002133 DEVELOPMENT (70010 512350 5124683 51,108.00 §M250 §105.54 123 850 3000 200 000
4. EVANS, JERR) MOOOOONOREE3E  MARKETING (70008 Moo ¥|00.00 oo 5500.00 1300 5321923 0 oo oo
6 GORDOW ANDREW  woot-0006-x0006-2335  MARKETMNG (70008 526360 7087 H .40 5228850 §698.55 567525 545256 000 Qo0
6. HOWELL, CAND 0000002438 DEVELOPUENT (70010 =20 ST1555 5025 5345589 544585 33000 sz 00 000 oo
7. KNG TOM k=000 F5 37 SALES (TO0MZ S266.45 525859 §1,245.8 §I48T 402000 S456 80 3000 00 000
8 KLME JACK 000008920 SALES (TO01Z) §7.385.00 S5BEST E1SXLED 5123700 s832.00 532067 552690 oo o
Total  §9,305.25 ST76559 SEEZIOT SI1EM46  $8,130.31  S692867  $1390.70 $0.00 $0.00

There are other Standard Reports which you can run by clicking on Reports>Offline. Click Create New Report
and then select the report type from the list. Click Continue. Enter the report criteria and click submit. The

system will send you an email when the report is ready.

Standard reports - offline reports

Offline Report — Select

w _mManage
JP——

< Betum fo OMine Repors — Summars

tatement
Make 3 Selection, and click Continuwe.

Wiewy Cwcle-to-Date

s Pre, sormeny

Mansne Beceints

= Wiew Requests | Status

Transaction Detail Report — Create Report

==

Create Hew Report

T Manage Statements
Apps ove Statenments
Miens Cycle to Date

WView Prewvious Staterments

oIt Select

irect Fieicl

v Reports
B orting Dovwrload

Report Type:
Cardholder Mame:

Select One
Statenuent Suraneary

Card MumbDern:
e =)

Date Type: &

> Transaction Date

= Manage Users

Ciate Range:

Arnount Range:
>

G Status: @ Setect One ]

ST cance

Starn_ Amount (0000.00)

Transaction Detall Report

~] [Seilect Caraiotder |

O Posting Date

Piote: The starting dats Cannot Be Mors than 36 months betons tocday

™ through

<

End Amount {0000.00}

quired information, and click Subimit. Wou will receive an email when your report is resdy
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CCER: Out-Of-Pocket (OOP) Expense Reporting

Out-of-Pocket (OOP) Expense Reporting allows an employee or their administrative support professional to
report Out-Of-Pocket (OOP) expenditures electronically through CCER and receive reimbursement by direct
deposit to the employee authorized bank account of record on a monthly basis. This feature is intended for
miscellaneous items such as tips, tolls, mileage, parking and other small dollar expenses.

Getting Started (One-time set-up): Note: Bank information must be supplied through the cardholder login for
security purposes. Reconcilers and Approvers will not have access to this information.

*Select User Information>Bank information from the left navigation menu in CCER

Charges — Manage Charges
¥ Manage Statements

Review Open Statements ) | | Tofileritems, selectfomthe Charge Type drop-down menu. Select charges, and dick one of fe functions below: Click Save or Statement Reviewed.

View Cycle-to-Date Print Version
View Previous Statements % Required Field
» Reports
- Cardholder Summary
| User information | |
— T "
Dereoral Profle Cardhoider Name: Esr:znolia;e. 3:2312
L !
Sonk Information 4 | One-Time Set-Up Rpproved Reminder Perod: O8U2015 through 3042015
50050 Grace Period: 081052015 through 080672015
Credit Limit Change Request QOut-pi-pociet 0,00 USD
Total Amount: H50USD
Charges
Chearge Type: MiTeansackions |

*Check the Authorization checkbox to allow payments to your account

*Select the account type and enter your Routing Number and Bank Account Number into the required fields
and click Save.

Check the Authorization box, enter your account information, and click Save:

Mote: This account will be debited or credited for your out-of-pocket or personal expenses. While this information is optional, it may be required by your company. Contact your administrator
for company requirements.

% Required Fieid

Authorization: ¥ Upon entering the following Automated Clearing House Information, |
hereby authorize CARLETOMN COLLEGE 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 force and effect

=] until CARLETON COLLEGE has received notification from me of its =}

termination in such time and in such manner as to afford CARLETON

COLLEGE and the depository financial institution entered a reasonable

opportunity to act on it

Account Type: ¥ @ Checking @) Savings Enter Checking / Savings
Account Number. * Account Number &

Routing Number
Routing / Transit Mumber, *

| Remember to Save |

Modified: June 2016
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Using Out-of-Pocket (OOP) Reimbursement:

*To utilize this feature login to Wells Fargo CCER.

* Select either of the following:

*Review Open Statements — Use this during the Cardholder Review Period (generally 1-8% of each

month)

*View Cycle-to-Date — Use this to enter your out of pocket expenses prior to the review period. You can
enter transactions as they occur or save them for monthly reporting.

*Locate the tab for “Out-of-Pocket” (OOP) and enter your expenses for the month. In the tab you may enter any
out-of-pocket expenses you have incurred that are eligible for reimbursement.

bh:rgn— Manage Charges

Modified: June 2016

¥ Manage Statements
Review Open Statements (T rges, and click one of e functions below Click Save or Statement Reviewed
ﬁ: Select "Review Open Statements” during the ' .
e review period. Select "View Cycle-To-Date" Bur bt
View Previ ment *| to enter expenses prior to the review period.
» Rapors
. Cardholder Summary
¥ User Information
Cardholdar Hams: ‘Start Diab: 072016
Card Number: End Date: OFI2015
Stabus Reminder Period OBAI2015 heough OBUMZ0IS
Charges 500D Graca Perisd 080572016 throwgh 0BABMS
Out-pf-pociet 000050
Total Amsu HEUSD
Charges
Charge Typs: Ml Transations v Click on "Qut-of-Pocket” Expenses
to electronically record expenses
Viewing 1101 0f 1 e ‘/ and receive reimbursement
J Charges T Qut-of pocket Expenses l
Select Al Clear A1
TnngictionDale  PostingDate a  Personal  Merchant G Code Unit Receipt Attached  Amount  Original Cyrri
1. [ 07neR015 OTTR015 Ho Paypal ABsdpholo 5401 . Equip Repak Maint  BUSMESS OFFICE(1142) i@ HEHUSD
029057733, CA
Descrption: *  equipment lens repair for Art and Ar History
Fulite 10 SOURCE: 0000 DEPT: 5107
Salect AT Clear A1
Add Descriptions
Totl Charges: 31,50 USD
:u'gwng'l'.:l o1 bems
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*Click “Add an Expense” to add items

*Enter date and choose an expense category

*enter amount and add description

*for mileage, enter distance, select rate and add description
*modify the default account codes if necessary

*click “Add another” to add more expenses

*save

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

% Required Fisld L; View Detaids

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

Cardholder Name

Card Number.

Enter information in the highlighted fields to
record an out of pocket expense.

rr— Select "Add Another” to keep adding expenses.

Out-of-pocket Transactions — New Mileage rate
can be
1. Distance / Rate | selected from
Transaction Date * Expense Category * tem Count Per Diem drop down Amount *
0802015 Employse Travel - B0.0 0.5600 - Misage Aate - menu and 448 usD
amount will be
Ganaral Ledger Code * Description ¥ calculated
53801 - Employes Travel - Higher Educaticn Conference Travel to kankata. MN on &15
General Ledger
Il Code will default A All
M based on Expense
FUND * Category SOURCE * DEPT *
10 0000 "% 1142 'Y
z Distance / Rate /
Transaction Date * Expense Category * Item Count Per Diem Amount *
0810322015 [0 Employee Travel = Select One Enter in $ Amount 1000 usD
incurred for all
General Ledger Code * Description % other expenses
5801 - Employes Travel - Parking at Higher Education Conference Mankatg, MN on 87015
FUND * SOURCE * DEPT *
10 & 0000 & 1142 &

Select "Save” when you are done.

L=l

Final Steps and Things to Note:

*Make sure you have added all of your Out-of-Pocket items prior to clicking the “Statement Reviewed” button

during the monthly review period.

*Qut-Of-Pocket items print at the bottom of your purchasing card statement and the receipts for both

transaction types should be stapled to the printed statement to give to your approver.

* A receipt is required for ALL Out-Of-Pocket expenses. Map Quest or Google Map documentation should be
supplied for mileage reimbursement. Tips do not require a receipt, but a detailed description must be provided.

*If an Approver does not approve or decline the out-of-pocket charge, the charge will not be reimbursed that
month, but remains open for approval the next month.

Modified: June 2016
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Approver Role: Approving Out-Of-Pocket (OOP) Expenses

*Approvers must complete the approval of Out-Of-Pocket Expenses on the Out-Of-Pocket tab before clicking on

“Approve Statement.” If there are no out-of-pocket expenses for the month, then you can skip this step.

*Approvers are able to make corrections to out-of-pocket expenses and add additional expenses before

approving the statement.

*If an Approver declines an expense, it will not be reimbursed. The employee will not be notified of a decline;

therefore it must be communicated personally to the requestor if an expense is declined for any reason.

*If an Approver does not approve or decline the out-of-pocket charge, the charge will not be reimbursed that

month, but remains open for approval the next month.

Cardholdar Summary
Cardhalder Hame: Start Date 072G
Card Huibsar End Dale 071412045
Status: Cardholder Reviewed Reminder Period: 0B/2015 trough DBA42015
Chatges BASAR USD Gracs Parigd OBAORME Ihisugh OBO2016
Out-of-packet 591.49 USD Approval Period 0810312015 (nrough 0BM2i2015
Total Amaunt: 1,456.96 USD

Out-of-pocket Expenses

Viewing 11a § of 5 lama

" Charges ] Out-of-pocket Expenses |

& Add anExpenss

Solnct A1 G A8
N [g) OMNGENS  EvobyeeTravel  SO11-ProfessinalTravel  PLANNED GIVIG(3540) “Pending Aoproval 1482050
Deacripion: * Car RentakJuly 10 2015-Amhaorst Ma-Prafessanal Developmant
FUME: 10 SOURCE: 0000 DEPT: 2540
2 [J] 07NAE0S Employes Travel 5811 = Professional Travel  PLANNED GIVING{I540) Pending Approval 4. 75 USD
[escription: ® Tols=July 13, 2015-Amharst Ma-Professional Development Conference
FUND: 10 SOURCE: 0000 DEPT; 3540
3 [ oInva0is Professional Travel 5811 - Professional Travel  PLANNED GNVING(3540) Pending Appraval 34,38 UST
Degcriptan: * Dinner-July 13, 201 5-Amherat MA-Professional Developmeni-Conference
FUMD: 10 SOURCE: 0000 DEPT: 2540
4, |y 0742015 Emplayan Travel 5801 - Employea Traval PLANNED GIVING(3540) Ponding Approval 13,84 USD
Reacrign: * Dinnar-July 24, 201551 PaukDonarProapac Cultivation Travel
FUND: 10 SOURCE: 0000 DEPT: 3540
Select 2801 < Employes Travel PLANKED GVING(3540) 6220 0.5600 = Mieage Rate  Pending Approval 38382 USD
Transactions to
Mr AE prove 2015-DanoriProspect Cufvation Travel
or Decling SOURCE: 0000 DEPT: 3540
Modify m Decling Approvers may
eSS Add An Expense | you) outof-pocket 591,48 USD
Viewing 1to § of § tamz SnEws el
Cardholder &

Modified: June 2016
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CCER: Other Helpful Information & Tips

1) If you need assistance with your Wells Fargo Purchasing Card you can obtain help by using the
following Contact Information:

Contact information

= Wells Fargo - 1-800-932-0036
From outside of the United States call 1-612-332-2224

Call immediately if your card is lost, stolen or suspected missing
For immediate decline information

To access the automated voice response system for the
following information:

- Current balance
- Available credit

= Contact a program administrator if:
= You have questions about your card
= Need to increase your credit limit
= Change jobs
= Need to order cards for other employees

Primary Program Administrator:
Kara Lloyd

Alternate Program Administrators:
Randie Johnson, Amy Swenson

2) If you choose you may access CCER for View only Mobile Access:

CCER accessvia CEO Mobile

= CEO Mobile Service

= Access via the browser on your mobile device
using your Company ID, User ID and
Password at: https://ceomobile.wf.com

= iPhone users can go to the APP Store and
download the CEO Mobile® app

= An online tutorial can be viewed at: -

https://wellsoffice.wellsfargo.com/ceo public/
tutorial/ccer _mobile/index.html

m CEQ Mebile™
—

ser I

Passward

= Cardholders can: _
= View available credit jecmesiie
- Vlew DOStEd card Charges :ﬁ:’::f:j-'—'.:“'i'isz's::ﬂCardhnlder
= View declines

View Available Credit

Wiew Charges

View Dechnes

39
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3) Wells Fargo will not contact you to solicit personal information. If you receive a suspicious email or
phone call you can report that using the following information:

Welcome to the CEO® Portal i J

Defend Your Company from Fraud

Watch Out for Different Types of Fraud

Phishing Emails
= These are fake emails, sometimes with links to fake
websites, trying to scam you into surrendering private
information.
= Do NOT provide any information to fake emails or links
from those emails.

Fraudulent Phone Calls
= Never tell anyone your CEQ portal Password, Token Passcode, and PIN number.
= Only give your User ID and Company ID when you are sure the call is from a Wells
Fargo representative.
= Itis good practice to never offer infarmation unless you initiate the call or are
expecting a call from a Wells Fargo representative.

Help! | might have received a fraudulent email or phone call!
= [fyou receive a fraudulent phishing email or telephone call, report the details to
Repor tPhish-jc_'r»wellsi.‘u go.com.
= Contactyour relationship manager or call toll free at 1-800-AT-WELLS (1-800-289-3557).

4) Chip and PIN cards are now being issued to ALL cardholders.

To enhance the security of your credit card purchases, the new commercial card features chip and personal
identification number (PIN) technology, in addition to a magnetic stripe. With this card, cardholders will have
added identity verification and more flexibility at chip enabled and traditional magnetic strip terminals. Below is
important information below about chip-enabled cards:

e Increasingly, chip technology is being used by U.S. merchants and abroad to make credit card
transactions more secure.

e The card can be used at both chip-enabled and traditional magnetic stripe terminals. Cardholders will be
prompted to insert your card and enter your PIN to complete transactions at chip-enabled terminals, or
to swipe your card at the point of sale, just as you do today.

5) Verified By Visa

Cardholders may be prompted to enroll in Verified by Visa when making online purchases. Offered at no
additional cost, the Verified by Visa service requires you to enter a self-selected password before completing
purchases with participating online merchants, helping to ensure that only you can complete such transactions.

To register you will need to know the last four digits of your Unique ID (Employee ID), your monthly credit limit,
and the zip code associated with your Carleton card (55057).

31
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6) Pending Transaction Monitoring

Wells Fargo has provided access to features that will help cardholders keep track of pending transactions and

determine available credit.

View Pending Charges: Transactions that have not yet posted to your account will be available for viewing in the
CCER online service. To see a list of pending transactions, select “View Cycle-To-Date” and click on “View
Pending Charges.” Cardholders, Reconcilers and Approvers all have access to this feature.

NELLS
FARGO

ole: Cardholder

Commercial Card Expense Reporting

Welcome Kara Lloyd

Charges — Cycle-to-Date

x Close

r Exit Emulation

¥ Manage Stat

Review Open Statements

To filter items, select from the Charge Type drop-down menu. Select charge transactions, and dlick a function. Click Save to continue

View Cycle-to-Date Q
-

View Previous Slaten’le‘lh.~

» Reports

Select View Cycle-To-Date to view
pending transactions

» User Information

Reminder Period: 0210212016 through 02/05/2016

Click on "View Pending
Charges” to see detail

Print Version

Grace Period: 021062016 through 02/09/2016
Charges View Pending Charges
Charge Type AlTransactions ||

'_[ Charges T Out-of pocket Expenses W

| There are no results.

A pop-up box will

display pending charges.

ICard Mumber:
Reminder Period:

[Zrace Period:

Charges

o filter items, select fram the CII Pending Charges

Ag of 01122016 02:31 pm PT

ICTharge Type:

1 Charges bl Out-of-pock 11:42 am PT

There are no results.

OO
0210212 2 itemns
Tl Transaction Amount §
Date/Time = Merchamt original Currency
1 01M2Z2016 INMONATIE OFFICE SOLUTI 34.89 USD
AT 01:53 pm PT MM
2 0nMzZz2016 INMONATNE OFFICE SOLUTI 34.99 USD
MM
Total Pending Charges 59.98 USD

e [=cise ] |

to continue.

Modified: June 2016
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Email & Text Alerts: Cardholders may choose to receive email or text alerts for transactions that are authorized

or posted to their accounts. To enroll, you must select your alert preferences on the CCER website.

o launch the enrollment page, select “User Information>Personal Profile
Tol h th I t lect “User Inf tion>P | Profile”

Charges — Manage Charges

¥ Manage Stats

Review Open Statements ()

View Cycle-to-Date

Tofilter 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

Select User Information/

Print Version

» Reports
Personal Profile from the
¥ Useriniormationt ] Menu Strt D 12012015
PersonalProfie & 1 End Date: 123112015
— Reminder Period 010172016 through 01/04/2016
Bank Information Charges: 0.00UsSD Grace Period: 01/05/2016 through 01/08/2016
Out-of-pocket: 0.00USD
Credit Limit Change Request Total Amount: 0,00 USD
Charges
Charge Type: All Transactions v
’_[I Charges T Out-of-pocket Expenses ]
]
‘There are no results,
Click on “Manage Alerts.”
Personal Profile
¥ Manage Statements
Review Open Statements Edit your information, and click Save.
View Cycle-to-Date *  Required Field E& View Detais
View Previous Statements
Card Number. KXKX-KKKK-XXHX-
» Reports
v User Information Last Changed: 110312015 11:39 AN PT
: _ Select Manage
Personal Profile @ | | LastChanged User Name:
| Aerts
Bank Information Text and Email Ales: Manage Alerts
Credit Limit Change Request User Information

Company Name:
Division
Unit

First Name: *
Middle Name:
LastName: *

Email *

CARLETON COLLEGE
CARLETON COLLEGE PCARDS{10001)
BUSINESS OFFICE{1142)

KARA

LLOYD

klloyd@carleton.edu

Modified: June 2016
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Select your alert preferences and then click “Submit” to complete your enrollment.

*Required

Cardholder Information

Mobile 952- Enter Contact
Email klloyd@carieton.edu Information

Company Mame CARLETON COLLEGE

Card Information

Card Number XXXX-XMXXX-XXXX
Division CARLETON COLLEGE PCARDS (10001)

Cardholder Mame LLOYD, KARA

Alert Information

Change your alerts for card NUMDETr J00-000-)0000- below.
Purchases
Select your
Alert by Text and Email - Alerts &
Thresholds
* Purchase Threshold 200 UsD

Online Purchases

Alert by Text and Email -

Available Credit

Alert Mone -

Click Submit I
Edit Contact Information Disenroll

Modified: June 2016
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Cardholders may change their contact information or dis-enroll at any time. If you have questions about this

new service, please contact the Wells One Service Center at 800-932-0036.

*Required

Mobile
Email

Company Name

Card Information

Card Number

Division

Cardholder Mame

Alert Information

Cardholder Information

952-
klloyd@carleton.edu

CARLETON COLLEGE

O = -0 N
CARLETON COLLEGE PCARDS (10001)

LLOYD, KARA

Change your alerts for card number xo-soo-K00- below.
Purchases

Alert by Text and Email -
* Purchase Threshold 200 UsD
Online Purchases

Alert by Text and Email -
Available Credit

Alert  None -

Edit Contact

Edit Contact Information

Information or
Dis-enroll as
needed

Disenroll

Modified: June 2016
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An email notification will be sent to you when you have successfully enrolled in the program:

Wed 12/16/2015 9:13 AM

Wells Fargo Event Messaging Admin <ofsrep.ceasmuigw@wellsfargo.com>
Alerts Settings Confirmation - CEO Portal Commercial Card Event

To kKloyd@carleton.edu

ﬂIf there are problems with how this message is displayed, click here to view it in a web browser.

Click here to downlead pictures. To help protect your privacy, Outlock prevented automatic download of some pictures in this message.

WELLS

FARGO

CEO Portal Commercial Card Event: Alerts Settings Confirmation

Dear KARA LLOYD,

This confirms your current Commercial Card alert selections for your card ending in

- Purchases over $500.00 via Text And Email
- Online Purchases via Text And Email

If you feel this is in error, or if you have any questions regarding Wells Fargo Commercial Card Alerts, please call 1-800-832-0036 for assistance. Thank you.

Sincerely,
‘Wells Fargo Business Purchasing Service Center

* Message and data rates may apply. You are responsible for any charges from your wireless carrier.

Event Message ID: S350-15358508
Date/Time Stamp: 1216/2015 0712 am PT

Please do not reply to this email; this mailbox is only for delivery of Event Messaging notices. To ensure you receive these notices, add ofsrep ceosmuigwi@wellsfargo.com to
your address book.
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	*Select User Information>Bank information from the left navigation menu in CCER
	*Check the Authorization checkbox to allow payments to your account
	*Select the account type and enter your Routing Number and Bank Account Number into the required fields and click Save.
	*To utilize this feature login to Wells Fargo CCER.
	* Select either of the following:
	*Review Open Statements – Use this during the Cardholder Review Period (generally 1-8th of each month)
	*View Cycle-to-Date – Use this to enter your out of pocket expenses prior to the review period. You can enter transactions as they occur or save them for monthly reporting.
	*Locate the tab for “Out-of-Pocket” (OOP) and enter your expenses for the month. In the tab you may enter any out-of-pocket expenses you have incurred that are eligible for reimbursement.
	*Click “Add an Expense” to add items
	*Enter date and choose an expense category
	*enter amount and add description
	*for mileage, enter distance, select rate and add description
	*modify the default account codes if necessary
	*click “Add another” to add more expenses
	*save
	*Out-Of-Pocket items print at the bottom of your purchasing card statement and the receipts for both transaction types should be stapled to the printed statement to give to your approver.
	* A receipt is required for ALL Out-Of-Pocket expenses. Map Quest or Google Map documentation should be supplied for mileage reimbursement. Tips do not require a receipt, but a detailed description must be provided.
	*If an Approver does not approve or decline the out-of-pocket charge, the charge will not be reimbursed that month, but remains open for approval the next month.
	Approver Role: Approving Out-Of-Pocket (OOP) Expenses
	*Approvers must complete the approval of Out-Of-Pocket Expenses on the Out-Of-Pocket tab before clicking on “Approve Statement.” If there are no out-of-pocket expenses for the month, then you can skip this step.
	*Approvers are able to make corrections to out-of-pocket expenses and add additional expenses before approving the statement.
	*If an Approver declines an expense, it will not be reimbursed. The employee will not be notified of a decline; therefore it must be communicated personally to the requestor if an expense is declined for any reason.
	*If an Approver does not approve or decline the out-of-pocket charge, the charge will not be reimbursed that month, but remains open for approval the next month.

