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Commercial Card Expense Reporting (CCER)

What is it?

CCER is an internet reporting solution that allows on-line access to your
card transactions at any time, from any location. It is accessed via
Wells Fargo’s secure Commercial Electronic Office® (CEO®) portal.

Cardholders can:

Review/reclassify transactions

Input a business description for all transactions

Split transactions

Add OOP (out-of-pocket expenses)

Email, fax, or upload receipts via desktop or CEO mobile

Approvers can:

Approve individual "OOP” transactions
Review/approve cardholder statements
View receipts and statement summary reports



To get started
After receiving your card... FARGO

WELLSONE"®
COMMERCIAL

CARD

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

= During activation you will need your Unique Identification Number (ID) -
if you do not know your Unique ID, please contact your internal Program
Administrator to obtain

= During activation you will be asked to create a customized Personal
Identification Number (PIN)

= Sign the back of your card

= Record the Wells Fargo Customer Service number (1-800-932-0036) located
on the back of your card in your mobile device, or address book

= Sign on to the CEO and initialize your CEO User ID



Chip and PIN Cards ™

Card security il

To enhance the security of your credit card purchases, your new commercial card
will feature chip and personal identification number (PIN) technology, in addition to
a magnetic stripe. With this card, you will have added identity verification and more
flexibility at chip-enabled and traditional magnetic stripe terminals.

About chip-enabled cards

Most U.S. merchants use terminals that accept chip-enabled credit cards (cards that contain
an integrated “circuit chip” that stores encrypted information). If you encounter a merchant
that doesn’t, you may use your card by swiping at the point of sale.

Chip-enabled terminals are used internationally. You may use your card to complete chip-
enabled transactions in Europe, Asia, South America, and Canada.

When you activate your card (by calling the provided number on the activation sticker), you
will select a customized Personal Identification Number (PIN). Use this PIN for all chip-
enabled transactions, as well as for cash advances, if you are authorized to make them.

Whether in the U.S. or abroad, the first time you use your card to complete a chip-enabled
transaction, you may be prompted to provide your signature instead of your PIN. After the
first use, you will only need your PIN to complete chip-enabled transactions.

If you forget or need to change your PIN, call the WellsOne Service Center at 1-800-932-
0036.



New User Sign On

Sequence of steps

= Sign on to the Commercial Electronic Office® (CEO®) using
your temporary password

= Change your password

= Set up your secret questions

= Read and accept the CEO Terms of Use

= Confirm your profile information



Wells Fargo home page

wellsfargo.com

Customer Service

WELLS

FARGO

Personal Small Business Commercial

Products and Services Industry Expertise Insights

Commercial Electronic
Office® Portal

Sign On

Locations

Search O

About Wells Fargo

Helping you stay
competitive

At Wells Fargo, we help businesses by really
getting to know their people and their plans

Learn More




CEO portal sign-on website

https://wellsoffice.wellsfargo.com

Small Business Commercial

Commercial Electronic Office®

Sign On
Company ID

User ID

Password

Forgot Password?

Password Reset Tutorial
Sign on Help

System Requirements
Fraud Prevention

Fight online and mobile fraud
Help keep your
accounts secure
Learn more
Wells Fargo Bank, N.A
Member FDIC.

CEO Mobile®
Submitting receipts just
got easier

Learn More

Wells Fargo Bank, N.A

Member FDIC.

Not yet enrolled in our
commercial Internet services?
Discover the power of the CEC®
business portal today.

View Our Online Solutions |

Contact Us

Enter your:

= Company ID
= UNIVE186

= UserID

= Unique to user
= Password
= Unique to User

Company ID, User ID and Password
are not case sensitive

To change or reset
your password,
click the Forgot
Password? link

If you incorrectly
enter your
password twice in
the same session,
you will
automatically be
taken to the
Change Your
Password page



Change your password

WELLS . R &
Commercial Electronic Office

New User Setup

Change
Password

* All fields required

CurrentPassword | o @ @ 00000 O
New Password | o @ @ @O OO O
Re-enter New Password | o @ @O0 O O @

Create

Password Requirements

Must Contain:

v/ 8to 14 characters

v/ At least one letter

v/ At least one number

v/ At least one of the following special characters: ! @ #$ % & * ()

Cannot Contain:

Your first or last name, company name, company |D, user ID
Your previous six passwords

Names of months (ex. march123)

Three or more repeating characters (ex. XYZ000)




Set up your secret questions

Commercial Electronic Office®

New User Setup

Secret
Questions

@ Password Changed. Your password will be valid for 120 days and will expire on 09/17/20 X,

* All fields required

Answers Guidelines
« Answers are not case sensitive

Secret Question 1 |What was your first pet's name?

Answer 1 | Baron - Use only lefters, numbers, apostrophes, hyphens, or spaces

+ Capitalize proper names only

Secret Question 2 | What was the model of your first car? « Create simple but meaningful answers

Answer2 g2




Read and accept the CEO Terms of Use

WELLS

. . -
ey Commercial Electronic Office

New User Setup

Terms of Use

@ Secret Questions saved.

@ You must accept the Terms of Use to complete your New User Setup. To print the Terms of Use, select the Terms of Use link from the footer on the
Sign on Page or the CEO Homepage.

CEO Portal Terms of Use

You have now entered the Commercial Electronic Office (CEQ®) business portal at the website for Wells Fargo Bank, N. A_("Wells Fargo"). Through the
CEO portal you will be able to use certain financial services (the "Services") of Wells Fargo or its affiliates (the "Affiliates"). The term "Affiliate” means the

parent company of Wells Fargo, Wells Fargo & Company, and any present or future company that controls, is controlled by, or is under commaon control
with Wells Fargo Bank N.A.

A Service may be used through the CEO portal only after: (a) you agree to these Terms of Use, (b) you or your company accepts an online access
agreement and/or other agreement(s) required to receive the Service, and (c) you or 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").

¥OU MUST AGREE TO THESE TERMS OF USE BEFORE USING THE CEO PORTAL. To agree to these Terms of Use, you must, using your mouse,
keystroke, or other device, select the | Accept button at the end of these Terms of Use. Selecting | Accept will be deemed the legal equivalent of your
handwritten signature and will constitute your agreement with Wells Fargo and its Affiliates to these Terms of Use, to any other terms and conditions v

annaarinn an ame ecrean an thiz waheita whan anrnllinn foar o nginn ane Af the Qanvicee and ta the nilee nnliciase nrncadnres and nnticras that annbs tn thic

| Accept -
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Confirm your profile Contact Information
Enter your email and phone information; Save, then Continue...

Confirmation

@ Your changes have been saved. «

Contact Information

Name Kilgore Trout
UseriD KTROUT1
Email ktrout@example.org

Fax

Phone Number 123-987-6540

Landiine Phone Number 123-456-7890

Continue to CEO «




Welcome to the CEQ® Portal T

Defend Your Company from Fraud

Watch Out for Different Types of Fraud

Phishing Emails {Comamarciak Eiecinonic Office® ™
m These are fake emails, sometimes with links to fake —— “o

wehsites, trying to scam you into surrendering private H

infarrmation. ’SH'FNG
m Do MNOT provide any information to fake emails or links -

frorm those emails. Wl -

Fraudulent Phone Calls

m Mevertell anyone your CEQ portal Password, Token Passcode, and PIN number.

m Cnly give yvour User 1D and Company D when you are sure the call is fram a Wells
Fargo representative.

’ m |tis good practice to never offer information unless you initiate the call ar are
expecting a call from a Wells Fargo representative.

Help! | might have received a fraudulent email or phone call!

m [fyou receive a fraudulent phishing email or telephone call, report the details to
ReportPhishi@wellsfargo.com.

m Contactyour relationship manager ar call tall free at 1-800-AT-WELLS (1-800-285-35457).

12



CEO® Home

Access the Commercial Card Expense Reporting service

WELLS
CEO® Home w

Welcome  MOLLY CAMPBELL w , DEMO COMPANY SIX | You have 4

Commercial Card Expense Reporting

ead messages.

nobody@wellsfargo.com

— User Profile
Change Password

Edit Secret Questions

Preferences

C Lastlogin: October 07, 2016 at 1

Welcome| MOLLY CAMPBELL w| DEMO COMPANY SIX | You have 4

=3
=3
T
(W}

Preferences

Automatic Access No

Edit

Support Sign Off

= Click the link for
Commercial Card
Expense Reporting.
A separate browser
window opens and
Support displays the CCER
service

= Click on Help to
register for free online
Resources CEO product training
and to download Quick
Contact Us Reference and User

Locations Guides.

Help

Holiday Schedule
CEQO Expert Community

If CCER is the only service that you will
access, you can choose to automatically
open CCER each time you sign on -
bypassing the CEO home page (Edit
Automatic Access / turn on and Save)

13



Cardholder experience



Cardholder review period

Unique to your program

Review your company’s unique 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 Name: BARTOLATZ, JANICE Start Date: 03/01/2017

Card Mumber: X - -0 K -54 50 End Date: 081312017

Status: Closed Reminder Pericd: 09/0172017 through 09/04/2017
Charges: 297.30 USD Grace Period: 09052017 through 09/07/2017
Qut-of-pocket: 0.00 USD

Total Amount: 297.30 USD

= 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 sent, even if the Cardholder
doesn’t have any transactions for that statement cycle. If the statement end date
falls on a weekend, the email will be sent the following Tuesday.

= If the Cardholder (or Reconciler) has not reviewed and submitted the statement
after 4 calendar days, a reminder email will be sent out. Cardholders and
Reconcilers will have an additional 3 days grace to complete the review.

= If you are on vacation or do not have online access, contact your Program
Administrator.

15



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 Fargo
Commercial Card Expense Reporting system for the following card(s):

XXX =-XXXX-XXXX-1234

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.

16



Cardholder home page

Manage Statements — Review Open Statements

WELLS - .
ranco | Commercial Card Expense Reporting

Role: Cardholder

| x Close

Welcome Molly Campbell

Charges — Manage Charg

View Cycle-to-Date

View Previous Statements

View Historical Images

¥ Manage Statements
Review Open Statements O

» Reports

p User Information

= Review open
statements
(default screen
for cardholders)
will become
available when
your company
has reached the
statement End
Date

= Finalize the
statement during
the review period

L9 s

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.

% Required Field [y Add Receipt

Statement Receipt Actions -~ | Print

Cardholder Summary
Cardholder Name: CAMFBELL, MOLLY Start Date: 08/26/20°%
Card Number: XXX-KKAX-XXKX-43T 2 End Date: 09/25120+
Status: Open Reminder Period: 09/27/20"" through 10/01/20 &
Charges: 9,969.48 USD Grace Period: 10/02/20°% through 10/05/20
Out-of-pocket: 2,260.00 USD
Total Amount: 12,229.48 USD
Charges
Charge Ty All Transactions
Display 25 | s Per Page

Viewing 1 to Z5 of 50 Items
Charges T Out-of-pocket Expenses ‘]

Page12
O Previous Page  NextPage O

Select All | Clear All

Transaction Date Posting Date « Personal

1. ] 09/01/20 09/02/20

Description; #*

Statement Reviewed ﬁw

The Statement Reviewed
button (which submits the
expense report to the

Approver) will only be available
in Review Open Statements

17



Manage Statements

View Previous Statements — 13 month history

WELLS
FARGO

Role: Cardholder

Commercial Card Expense Reporting

Welcome Molly Campbell

Closed Statements

¥ Manage Statements

Review Open Statements
View Cycle-to-Date

View Historical Images

View Previous Statements ()

» Reports

p User Information

-

Select a statement, and click View.

Display 10 | 25 Items Per Page Page12
Viewing 11to 10 of 12 liems Q Previous Page  Next Page
Cover Sheet Receipt
Card Number Start Date v  End Date Charges Q0P Total Printed Images
1. (@ 000C000C000-4372 07/26/20 08/25/20 10,346,115 USD  0.00 USD 10,346.15 USD
2. O HOOC-XIOK-K00K- 4372 06/26/20 07/25/20 10,307.24 USD  0.00 USD 10,307.24 USD  07/29/2016
09:52 AM PT
5 (D) X0-RKGGC000-4372 05/26/20 06/25/20 991017 USD  0.00USD 9,910.17 USD
4 () X00EXO0E00X-4372 04/26/20 05/25/20° 10,147.30 USD  0.00 USD 10,147.30 USD
5. O HXRHA-HK-K0OH- 4372 03/26/20 04/25/20 9989.03UsSD  0.00USD 9,985.03 USD
B. () 000C000C000-4372 02/26/20 03/25/20 10,262.20 USD  0.00 USD 10,262.20 USD
7. () 000CX00C000-4372 01/26/20 02/25/20 000USD 0.00USD 0.00 UsSD
B. () 000C000C000-4372 12/26/201 01/25/20 10,23429 USD  0.00 USD 10,234.29 USD
9. (D) 000E000000-4372 11/26/20 12425020 10,103.61 USD  0.00 USD 10,102.81 USD
10. O HXRHK-KHKK-KKH- 4372 10/26/20+ 11/25/20+ 0.00uUsSD 0.00USD 0.00UsSD
m | Printv ||
Viewing 1to 10 of 12 ltems O Previous Page  Next Page @
Display 10 | 25 Items Per Page Page12
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Manage Statements
View Cycle-to-Date Transactions

¥ Manage Statements

Review Open Statements

View Cycle-to-Date Q

View Historical Images

» Reports
» User Information

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

Statement Receipt Actions . | Print .

* Required Field

Card Number. JOO-XXXX-XXXXA-5459

Reminder Period: 10/03/2017 through 10/06/2017

Grace Period: 10/07/2017 through 10/09/2017

Charges I View Pending Charges
L

Charge Type: All Transactions ||

Wiewing 1 to 3 of 3 ltems

[I Charges T Out-of-pocket Expenses ]

Select All | Clear Al

Transaction Date Posting Date « Personal Merchant GIL Code Unit Receipt Imape Receipt Submitted § Amount [ Original Currency
1. O 091872017 09182017 O Office Depot #1078 81015 - Office Supplies FINANCE OFFICE OF(T101) O 484 13D
200-463-3788 WA
Description: Small Rubberiands for Raob
PUGETSOUND 1D: 004000472 SPEEDCHART: 107101 CHARTFIELD1:
FISCAL YEAR: FY2017-18 SALES TXON RCPT YIN: Y USETAXYMN: N
2 O 09182017 09/202017 O Office Depot #1078 61015 - Office Supplies FINANCE OFFICE OF(T101) O 59.59 USD
800-463-3768 WA
Description: Large rubber bands, 1-box paper. 2-lg markers for Procurement
PUGETSOUND ID: 004000472 SPEEDCHART: 107101 CHARTFIELD1:
FISCAL YEAR: FY2017-18 SALES TXON RCPT Y/IN: Y USETAXYN: N
3 | 09/2712017 09/29/2017 | Office Depot #1078 61010 - Instruct and Resource Materials FINANCE OFFICE OF(T101) | 5520 USD
800-463-3768 WA
Description:
PUGETSOUND 1D: SPEEDCHART: CHARTFIELD1:
FISCAL YEAR: FY2017-18 SALES TXON RCPT Y/N: USE TAX YIN:

Select All | Clzar All

| Reclassity | Add Descriptions [ Spiit& Reclassify [ Dispute i Copy Request

= Transactions appear on your statement as they are posted through the system

= To view Real-Time Authorizations, click on the View Pending Charges link

19



View Pending Charges

Within Cycle-to-Date (only)

¥ Manage Statements

View Cycle-to-Date Q

View Previous Statements

View Historical Images

» Reports

p User Information

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

Statement Receipt Actions . | Print

* Required Field Add Receipt

Card Number: K-

Reminder Period: 10/26/20 » thr
Grace Period: 10/31/20 % thr:
Charges

Charge Type: All Transacti

Viewing 1 to 3 of 3 tems

[ charges [ out-ot-pocket Expe

Select All | Clear All

Transaction Date Posting
1. ] 10/03/20 10/04/201

Description: *
AU AREA: MRKT

2. ] 10/03/20 10/04/201

Description: *
AU AREA: MRKT

3. O 10/03/20 10/04/201

Description: #*
AU AREA: MRKT

Select All | Clear All

Add Descriptions

Viewing 1 to 3 of 3 ltems

Pending Charges

Card Number:
As of 10/05/20XX 11:16 AM PT

XXXX-XXXX-XXXX-4372

View Pending Charges

Transaction
Date /Time «

10/05/20XX
11:05 AM PT

10/05/20XX
11:05 AM PT

10/05/20XX
11:05 AM PT

10/05/20XX
11:05 AM PT

10/05/20XX
11:05 AM PT

Merchant

ABC HOTEL

ABC HOTEL

XYZ PAPER CO.

COMPUTER STORE #2

AIRLINE 22

Total Pending Charges:

5 items
Amount/
Original Currency
i Amount / Original
250.00 / @ I Currency
I 22.98 USD
250.00 /
55956
49.95/ 1 200.93 USD
2345/ Earo56
1 132.80 USD
376.22/
58956
949.62 /
Total Charges: 356.71 USD

I - Select the Receipt Submitted checkbox if you submitted a receipt by fax or email, at the statement level, or using a system other than the Commercial Card Expense Reporting service.

20



_[- Charges T Out-of-pocket Expenses ]

Select All | Clear All
Amount /
Posting Original
Transaction Date & Date Personal Merchant G/L Code Receipt Submitted Currency
1. [ 0302720« 030320 [} COMPUTER 273007 - [l 2,500.00 USD
STORE® Computers
Denver, CO
Description: Bought 1 computer server cghfiguration for setting up database server. Ordered 4 front end machines and 2
SCanners
2. 7] 0304200 03/04/20xx ] HOTEL View Split l 1,000.50 USD
Dallas, TX
Description: Hotel stay for 3-day conjerence in Dallas
3.0 O] 030720k 0307720 AIRLINE View Split [l 800.00 USD
Oakland, CA
Description: Flight from Texas
4[] 0305200 03105720 o CAR RENTAL [l 100.28 USD
COMPANY®
Phoenix, AZ
Description: Rented a car

Select th

If a vendor transmits
additional details with
the transaction, the
merchant name is
red and underlined

e merchant name

to access the detail screen

Selected Charge Selected Charge
Tranzaction Date: mmiddi20xx  Posting Date: mimidd/20xx Transaction Date: mm/ddi20xx Posting Date: mim/dd/20xx
Y . - . Merchant Name: AIRLINE Merchant Type: Airline
Merchant Mame: Computer Storélerchant Type: Computers o o OAKLAND Merchant State: cA
Merchant city: DENVER Merchant State: Co Merchant Zip: 04501 Debit / Credit. Debit
LB P Lel B - 12l Passenger Name: JACK KLINE Ticket Number: CP1234GA
Amount: 5 2900.00 Sales Tax Amount: 5232.45 P — $699.55 e $100.45
Travel Agency Code: HK3452 Travel Agency Mame: AGENCY NAME
Trawvel Autherization PROJECT NHUNMBER
R Number:
Details
Commaodity Code  Description  Quantity  Unit Of Measure  Line ltem Total Details
123-0% tterm 1 210 - £5.00
433-CP ftem 2 7= - 22000 Departure Stopover Carrier Service Originating Destination
853-P tem 3 50 - S7.00 Travel Date Code Code Class Airport Code Airport Code
mméddi2 0 D CP BU OAK OFwW
mmidd/2 0o D 24 BU i QAK
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_[‘ Charges | Out-of-pocket Expenses |

Select All | Clear All
Receipt Receipt Amount / Original
Transaction Date Posting Date « Personal Merchant GIL Code Unit Image Submitted Currency
1. [] 100320 10/04/20 m gf;:r‘s)ﬁg'mp_nes 724 - Office Supplies (r;t;gg;N RESOURCES [& v, 2298 USD
Description: * Purchased replacement headset .. xyz description
AU AREA: MRKT PROJECT #: 4456563 ACCOUNTING CODE: 588956
2. O 10/03/20 ¢ 10/04/20 0 ggﬁm,m View Spiit :;L;?OM;N RESOURCES &\ M 200.93 USD
Description: * Fall CA Conference...
AU AREA: MRKT PROJECT#: 4456563 ACCOUNTING CODE: 588956
3. 0O 10703720 10/04/20 ] Airdines 738 - Travel Costs -  HUMAN RESOURCES & v, 132.80 USD
Sfo,CA Alrfare (8810)
Description: * Flight from home office to San Fran.. Imnop description..
AU AREA: MRKT PROJECT #: 4456563 ACCOUNTING CODE: 588956

‘ Add Descriptions [l Split & Reclassify | Dispute |

Total Charges: 356.71 USD

Available functionality includes:
» Reclassify - allocate an entire transaction and add a description
= Add Descriptions - provide transaction details

» Split and Reclassify - divide a transaction multiple ways and add descriptions

» Dispute - dispute a transaction

22



Reclassify screen

Click the icon to reclassify
the general ledger code

P

Amount f

Trangaction Posting Receipt Original
Date Date Personal Merchant F Submitted 1 Currency
DGMe2017 BT D Office Depot #1078 D 484 15D
200-463-3768 WA
General Ledger Code * Description * Unit
61015 | - |Offce Supplies | & Small Rubberbands for Rob [FINANCE OFFICE OF(7101) |
< Enter a
business
description
PUGETSOUNDID #* SPEEDCHART #* CHARTFIELDM
004000472 & 107101 R
FISCAL YEAR * SALESTXONRCPTYN * USETAXYIN *
Fr0T7-18 & & &
XN cancel Click the icon(s) to choose values to allocate the transaction

= Avoid special characters - < > % ; ()& +\#?{}I~ "~ ] ™"

Please note the system will timeout after 15 minutes of inactivity. You will
receive a warning message shortly before the session is set to expire.

If-”" Your CEO portal session will expire in 30 seconds.
1 Press any key. or click anywhere on the screen to continue

23



Reclassify screen

Select General Ledger Code ! Select PUGETSOUND 1D
[Fitter | |Fitter |
E
|4 « Viewing|1- 156 of 156 items » »| |4 4 Viewing of 475 items » w|
Code o Description Value o Value Name
12040 Personal Charges to Wells Card 00oD00021
13200 Imventory ~ (00000203 ~
14000 Prepaid Dept Exp (00000400
14031 Cash Advances on Wells Card Q00001014
22320 Agency Fund/Project Transactions 0oDoD1827
25060 Perking Collection Costs Skips 000002173
222311 403b Plan Expenses (00004660
55513 WIC - Safety Program 000064670
&0011 Consultants W 1 | 0001158159
"""{‘" oo s > (00139879 v
|4 « Viewing |1- 156 | of 156 items » p| |4 « Viewing of 475 items B




Add Descriptions

To multiple charges (selected on the main statement screen)

Amaount |
Transaction Posting Merchant Receipt Original
Date Date Merchant Type GIL Code Receipt Image Submitted £ Currency
Dere2M7 Dena2017 Office Depot #1075 Direct Marketing - Combination Catalog and Retail 61015 - Office Supplies No 484 1D
B00-463-27658 WA
Description:
—
I Apply to All I
Amaount |
Transaction Posting Merchant Receipt Original
Date Date Merchant Type GIL Code Receipt Image Submitted £ Currency
Dera2m7 De/20/2017 Office Depot #1075 Direct Marketing - Combination Catalog and Retail 61015 - Office Supplies No 39.59 UsSD
B00-463-27658 WA
Description:

Save

= Add a transaction description (can be up to 200 characters)

= (Click the Apply to All link to apply the same description to all selected charges
= Provide name of guests entertained (if applicable)

= Adhere to company policy

= Avoid special characters - < > % ; ()& +\#?{}I "~ ] "




Split and Reclassify

Itemize a charge out to multiple GL Codes (by amount or %)

Split Description %

Split Type: I @ Amount () Percentage I I W Add a Split I

. Personal General Ledger Code * Unit Amount *
0 6105 |- Offce Supples & [FINANCE OFFICE ORITI) [ wo
Splt Description %
PUGETSOUNDID SPEDCHART # CHARTFIELDY
7Y fom 1R
FISCAL YEAR SALESTKONRCPT YN * USETAKYN *
s |} IR IR

. Persondl  General Ledger Code * Unit Amount %
0 6105 - {OficeSupples & [FINANCE FFICE OFFT101) [ Ju

PUGETSOUNDID * SPEEDCHART * CHARTFIELDY
b ] ]
FISCAL YEAR # SALES TXONRCPT YN % USETAXYN &
I r— C—
Remaining Amount: 4.4 USD

T

= Divide and
reallocate a
transaction into
multiple entries

= Split by amount
or by percentage

= Select add to

create a new row
and begin the split

process
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Dispute

< Return to Charges — Cycle-to-Date

Select the Dispute Type, and enter the information. Enter the reason for the dispute and any steps you have taken to resolve the situation with the merchant
in the Dispute Description box. Click Submit. Note: You can dispute a charge only up to 80 days after a transaction has been posted.

Cardholder Name:
Card Number:

CAMPBELL, MOLLY
XXXX-XXXX-XXXX-4372

Selected Charge

Transaction Date: 10/03/20 © Posting Date: 10/04/20' %
Merchant, Airlines Merchant Type Crown Air
SFO,CA
Merchant Reference Number: 950921473902361883 General Ledger Code: 738 - Travel Costs - Airfare
Amount / Original Currency: 132.80 USD

Dispute Details

{ ' If your card has been compromised due to fraud, or has been lost or stolen and you have not yet reported it, please contact the WellsOne® Service
Center at 1-800-932-0036 immediately.

For all dispute types except Unauthorized, you must first contact the merchant and try to resolve the problem before filing a dispute with Wells Fargo.

Dispute Type: () Unauthorized Transaction

| 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 fransaction received by me or a person authorized by me.

@) Duplicate Transaction

A single transaction has posted more than once

()  Cancelled Transaction
I cancelled the fransaction on

() Incorrect Amount

A transaction for l:l posted on my statement as above.

() Unrecognized Transaction

I do not recognize the transaction.

Contact Information

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

L 1

Phone Number

Reason for Dispute

Briefly describe the reason for 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:

suomit [

= Contact the vendor FIRST to
try and get a refund or
correction

» If unresolved after working
directly with the vendor,
complete the online (or paper)
form

= Notify program administrator
of dispute

= You have 60 days from the
posting date to dispute a
transaction

= Additional supporting
information may be requested

= Call the service center if there

are unrecognized transactions
or suspected fraud
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OOP reimbursement

= CCER has the ability to reimburse miscellaneous, out of pocket
(OOP) expenses as part of the statement reconciliation process

= Tips, tolls, mileage, parking

= Any small dollar expense that cannot go on the card

= In addition, these OOP expenses can be sent directly to the
cardholder’s designated account (checking or savings) via ACH

28



User Information - Bank Information
Account debited or credited for out-of-pocket or personal exp.

WELLS . .
ranco | Commercial Card Expense Reporting

Role: Cardholder Welcome Melly Campbell
Edit Bank Information
» Manage Statements . ~
» Reports 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
¥ User Information optional, it may be required by your company. Contact your administrator for company requirements.
Personal Profile # Reguired Field
Bank Information Q ‘
Authaorization: [+/] Upon entering the following Automated Clearing House Information, |
hereby authorize DEMO COMPANY SIX to initiate credit and debit entries
to my checking or savings account as indicated at the depositary 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 DEMO COMPANY SIX has received notification from me of its
termination in such time and in such manner as to afford DEMO
COMPANY SIX and the depositary financial institution entered a
reasonable opportunity to act on it.
Account Type: * ® Checkingo Savings
Account Number: % ‘1122334455 ‘
Routing / Transit Number: # |123456789 |

» Select bank information from the left navigation menu and enter account information

= Only cardholders and OOP only users have access to the bank information screen 59



Out-of-Pocket expenses (OOP)

Select Add an Expense to enter mileage or cash items

¥ Manage Statements

Review Open Statements Select Add an Expense, or if available, select expenses, and click Modify.

View Cycle-to-Date Q

View Previous Statements * Required Fiekd [y Add Receipt

View Historical Images Card Number HRNH-HAAK-XNXX-43T2

» Reports Reminder Period: 10/26/20 % through 10/30/201%

p User Information

Grace Period: 10/31/20 % through 11/03/20/%

Qut-of-pocket Expenses

Statement Receipt Actions . | Print

= Enter date and
choose an expense
category

» Enter amount and
add description for
non-mileage OOP

Select One ~

Viewing 1 to 1 e " * For mileage, enter
( Charge' ] Out-of-packet Expenses | @ Add an Expense .
i | distance, select rate
Select Al | Cldlmia . .
Transaction Expense Distance / Item Rate/Per Receipt Receipt a n d a d d d esc rl ptl 0 n
Date & Category GIL Code Unit Count Diem Status Image Submitted £ Amount
1 [] 101120 Mileage 1138135 - Mileage HUMAN 0.5000 - Pending EY O 25.00 USD L] M od |fy th e Cu Sto m
Reimbursement RESOURCES(8810) Miles/IRS Approval i
Description” *  Traveled rent-a-car...point A to point B, XX miles.. fields and genera |
AU AREA: MRKT PROJECT#: 4456563 ACCOUNTING CODE: 538956 |ed g er co d e |f
Select All | Clear All n ecessa ry
viewing 1t 1|| Out-of-pocket Transactions — New
1.
1 - Selectthe ~ B
SR— Distance / Rate / Receipt
Transaction Date * Expense Category * Item Count Per Diem Submitted 1 Amount *

0

Unit

10/12/20 Mileage I—I
Taxi
General Ledger Code * $_°”5 Description *
DS
[543614 |- [misc Y Valet.
AU AREA PROJECT #

e & CER | Y

ACCOUNTING CODE

E—

[HUMAN RESOURCES(8810) V|

Add Another Cancel

1 - Select the Receipt Submitted checkbox if you submitted a receipt by fax or email, at the statement level, or using a system other than the Commercial Card Expense Reporting service.
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Complete your review

Staternent Receipt Actions . Print -

Charges

Charge Type: All Transactions |+ " Stat ‘R 'ptsl
anage Statement Recei

Wigwing 1 to 8 of 8 ltems View All Receipts (PDF)

[' Charges T Out-of-pocket Expenses \|

Select All | Clear All

Posting Custom ) ) Amount [ Original
Transaction Date & Date Personal Merchant Fields GIL Code Receipt Submitted Curren
1. ] O3D2r20:0 0303205 ] COMPUTER STORE®
Denver, CO
Description: %  Bought 1 computer server configuration for setting up datab An email will be sent to the approver. Click OK
2. D D3/D420xx 0304200 D HOTEL t|:| |:|:||'|ti|'||_|e_ 0.20 UsSD
Dallag, TX ™

Description; %  Hotel stay for 3-day conference in Dallas

Select All | Clear All

w Add Descriptions 5plit & Reclassify m Copy Request

Total Charges: 4,904.23 USD

Yiewing 1 o 8 of 2 ltems

‘m Statement Reviewed =]
|

» Select statement reviewed and a message box appears indicating that an email will be
sent to your approver

» Upload receipts via desktop or CEO mobile. To email or fax, select cover sheet option
on the “print” drop-down menu to print the cover sheet for this statement.
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Desktop Receipt Imaging option

Upload receipt images to individual transactions (Add Receipt)

To filter items, select from the Charge Type drop-down menu. Select charge transactions, and click a function. Click Save to continue.
Statement Receipt Actions . | Print .

Review Open Statements

View Cycle-to-Date

View Previous Statements * Required Field EG Add Receipt

View Historical Images Card Number: OONN-DOO-XANN-4 37 2
» Reports Reminder Period: 10/26/20 * through 10/30/20°%
p User Information Grace Period: 10/31/20 # through 11/03/20/ %
1 Charges View Pending Charges
Charge Type: All Transactions
Miawingelebondanisdeite

_f Charges | Out-of-pocket Expenses |

Select All | Clear All

Receipt Receipt Amount/ Original
Transaction Date Posting Date « Pe . Image Submitted £ Currency
— Add Receipt —
1. [ 10/0320% 10/04/20 S & ] 22,98 USD

Description: #
AU AREA: MRKT

® Upload new receipt

ACGCOUNTING CODE: 535956
O Attach receipt uploaded from mobile or desktop

b, D 10/03/20 10/04/20 S & [l 200.93 USD
Description: * m Cancel
AU AREA: MRKT ACCOUNTING CODE: 588956

O [ eceseEs [, 0 13260 USD

Upload Receipt

ACCOUNTING CODE: 558956

| File must be in PDF, JPG, GIF, TIF, BMP, or PNG format and no larger than 5 MB in size.
Select All | ¢

MI File Name: Browse...
($JLELI Cancel Total Charges: 356.71 USD
Viewing 1 to

1 - Select the Receipt Submitted checkbox if you submitted a receipt by fax or email, at the statement level, or using a system other than the Commercial Card Expense Reporting service




Desktop Receipt Imaging

View/Detach uploaded receipt images (View Details)

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

Statement Receipt Actions . | Print .

Review Open Statements

View Cycle-to-Date

View Previous Statements Required Field Q‘ View Details I} Add Receipt

View Historical Images Card Number: XH-IOOOC-XAXK-437 2

» Reports Reminder Period: 10/26/20 » through 10/30/20'%

» User Information Grace Period: 10/31/20 % through 11/03/20/%
Charges View Pending Charges
Charge Type: All Transactions
Miasin it ounpiadelie

_[' Charges | Out-of-pocket Expenses |

Select All | Clear All

. . - Receipt Receipt Amount / Original
Transac| View Receipt Image Submitted T Currency

<
1. D U Review the details of the receipt and any transactions. N Qg @ 22.88USD
Select Detach fo remove the receipt from the transactions.
Descript§ For receipts that contain multiple images, use the arrows to view additional pages. I} Add Receipt
AL Receipt Upload Date:  10/21/20'% 09:46 am PT ACCOUNTING CODE: 3588356
28 D 10/03/208 S L—G [l 200.93 USD
| > View Attached Transactions
Descri
AU Al Office Supplies Inc ACCOUNTING CODE: 538956
11060 Beollinger Canyon
3. D 10/03/20 Rd . S L—G [l 132.80 USD
Sags[\;amon, CA,
i) 2203
s STORE NO: 2712
AU ARE| BT N ACCOUNTING CODE: 558956

XXXXXXXXXX1010
Select All | Clear All VISA

._?ppr H 12010?4

: rans : Purchase
WO oo
Total: $22.98

DATE : 10/03/20
TIME : 07:53:04 PM

THANK YNl

1 - Select the Receipt 1 than the Commercial Card Expense Reporting service

Total Charges: 356.71 USD

Viewing 1 to 3 of 3 It




Desktop Receipt Imaging

Upload receipt images to statement (attach to transactions later)

Review Open Statements To filter items, select from the Charge Type drop-down menu. Select charge transactions, and click a function. Click Save to conti
Statement Receipt Actions . |§Print -
View Cycle-to-Date
View Previous Statements Required Field Q View Details I} Add Receipt
View Historical Images Card Number: AN HHHX-XAKK-437 2 : I
— Manage Statement Receipts
» Repo Reminder Period: 10/26/20 % through 10/30/20"% " .
: g View All Receipts (PDF) |
p- User Information Grace Period: 10/31/20 * through 11/03/20'%
1 Charges View Fenamyg Charges
Charge Type: All Transactions
Viewing 1 to 3 of 3 ltems
_[' Charges | Out-of-pocket Expenses |
Select All | Clear All
Receipt Receipt Amount / Original
Transaction Date Posting Date « Personal Merchant GIL Code Unit Image Submitted Currency
1. D 10/03/20 10/04/20 D Office Supplies 724 - Office Supplies  HUMAN RESOURCES Q‘ @ 2298 UsD
Cameron,LA (8810)
Description: *
AU AREA: MRKT PROJECT#: 4456563 ACCOUNTING CODE: 3588956
2. D 10/03/20 10/04/20¢ D Hotels 739 - Travel Costs -  HUMAN RESOURCES L’G [l 200.93 USD
Cameron,LA Lodging (8810)
Description: *
AU AREA: MRKT PROJECT#: 4456563 ACCOUNTING CODE: 538956
8. [ 10/03/20 10/04/20 O Airlines 738 - Travel Costs -  HUMAN RESOURCES I;—G | 132.80 USD
Sfo,CA Airfare (8810)
Description: *
AU AREA: MRKT PROJECT#: 4456563 ACCOUNTING CODE: 588956
Select All | Clear All
Add Descriptions [l Split & Reclassify [l Dispute |
Total Charges: 356.71 USD
Viewing 1 to 3 of 3 ltems
I - Select the Receipt Submitted checkbox if you submitted a receipt by fax or email, at the statement level, or using a system other than the Commercial Card Expense Reporting service




Desktop Receipt Imaging

Upload receipt images (to statement), View, Attach, or Delete

< Return to Charges — Cycle-to-Date

Choose a receipt and then select View, Attach to Transaction, or Delete from Statement fo continue.
Note: Some receipts may contain multiple images.

Card Number: XOOKK-XXXX-XXXX-4372

Reminder Period: 10/26/20 = through 10/30/20

Grace Period: 10/31/20 % through 11/03/20/%

Uploaded Receipts

~

View All Receipts (PDF

&5 Upload Receipt

Amount [
Original Currency

22.98 USD

18.75 USD

132.80 USD
-

Aftach to Posted Charge |

Attach to OOP Expense |

B items

Receipt Attached to Transaction | | Amount /

Uploaded _  Transaction Date Merchant GIL Code Description Original Currency
1 () 10/21/20 Yes 10/10/20

1126 am PT Attach Receipt to Posted Charge
2 () A0/21/20 Yes 10/03/20 Airlines

11-25 am PT Sfo,CA Filter By: MerchanfﬂrA.mum

Transaction Receip_t

3 (O 1072120 Yes 10/03/20 Cross Bord Date Merchant GIL Code Description Count

09:47 am PT Trans Fee 1 @ 10/03/20 Office Supplies 724 - Office 0
4 () 10/21/20 Yes 10/03/20 Foreign Cameron.LA Supplies

09:46 am PT IMerchant 2 10/03/20 Café 742 - Travel 0

London, UK Sfo,CA Costs - Meals

5 @ 10/21/20 No XKL R E KO E GRS RO X IO R R R

07:14 am PT 9 10/03/2016 Airlines 738 - Travel 0
6 ) 10/21/20 NO Sio.CA Costs - Airfare

07:12 am PT

| TN Cance
Attach to Transaction * I Delete from Statement | J
| |
| |
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Receipt Imaging — Print Cover Sheet option
Fax or email receipt images (statement-level only)

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

Statement Receipt Actions . §j] Print .

Review Open Statements

View Cycle-to-Date

% Required Field I_—i Add Receipt

View Historical Images - I
» Reports Statement Image ID: 53478592 & eant Print Statement

p User Information

0000601Z*

*3739000

60

JNTRIRDERIMEN

#534785920% If emailing:

“ “ I“H“Il“mm““‘ “‘H“ » Individual attachments must be in the following
formats: PDF, JPG, GIF, TIF, BMP, or PNG

*20160925P*

= If you email a single attachment combining the
Cover Sheet and receipts, it must be a PDF

Cover Sheet Receipts submitted using this method:
i T S From: MOLLY CAMPBELL 4372 » Cannot be attached to individual transactions
Fax: 544-87 95000 Cardholder Phone:
E-mail: receipts @ccis wellsfargo.com = Remain statement-level
“Date: Tt 20
Company: DEMO COMPANY SIX = Can be accessed in the Statement Receipt

Actions dropdown, “View All Receipts (PDF)"”

Statement Ending Date:  09/25/20

Number of Pages Including Cover Sheet:

This message is intended only for the use of the individual or entity to which it is addressed and may contain information that is p
exempt from disclosure under applicable law. If the reader of this message is not the intended recipient or the employee vou are hf
dissemination, distribution or copying of this communication is strictly prohibited. If vou received this communication in error orf
support, please contact the WellsOne® Service Center toll-free at 1-800-932-0036.

Total Charges: 3586.71 USD

Comments:

I, or using a system other than the Commercial Card Expense Reporling service.




Mobile Receipt Imaging option

Upload pictures of receipts using your mobile device

Via your mobile browser: Carrier 10:40 AM —

Go to https://ceomobile.wellsfargo.com or
download the free Wells Fargo CEO Mobile
app for iPhone/iPad or Android CEO" Sign On

Company |D

Mobile Cardholders can: User 1D

= Add and edit Out-of-Pocket expenses

= View pending and posted card charges —

= Add and edit descriptions m Trousle Ioaging _m,;
= View available credit

u View declines Security and Privacy Palicy

= Upload receipts

& Dawnlosd on tha ) GET IT OH
& Appstore P> Google play



https://ceomobile.wellsfargo.com/

Mobile Receipt Imaging

wr| CEO Mobile®™ . Sign Off '

Menuw /

What would you like to do with
receipt?

Getting started...
‘Back | wr CEOMobile®  [Signofr
\ Menu v f
CCER
[ Pragram Administrator
4
[E@ Upload Receipt pJ ‘
-
Manage Statements
|
Charges >
Out-of-pocket (OOP) Expenses %
A
View
|
Available Credit >
Declines >
A
4
[Go to Full Site > J

“Back wr| CEOMobile®  Signoff

\
Menu v /

Upload Receipt
Attach to a Posted Charge

) 4 Card No. XXXX-XXXX-XXXX-2345
Attach to a Posted Charge > Statement Type [ Cycle-to-Date v ]
Attach to an OOP Expense > Statement Totals
Upload to Statement Only > Charges 109.00 USD

i 1 OOP Expenses 59.00 USD

‘ Total 159.00 USD ’
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Mobile Receipt Imaging

Take a photo or select receipt images from your gallery

Modern Auto (i
: eI Lally 11060 Bollinger Canyon
Rd. -
San Ramon, CA i 3
94583 ' San Ramon, CA,
STORE NO: 2712 94583

STORE NO: 2712

XXXXXXXXXX1010
VISA

Appr # :501054
Center receipt in frame Trans : Purchase
Inv # : 94706720
Pump # : 18-MID
Vol : 14.781G
Price/G: $2.679
Total: $39.60

DATE : 01/02/
TIME ; 07:53:04 PN

Pire T uriastvg vl

THANK YOU
ASK FOR OUR SPECIALS !

THANK YOU
ASK FOR OUR SPECIALS !




Auto-matching

CCER Mobile will attempt to match receipt images with expenses

wr CEO Mobile® éign off

Matching Expenses

Data from Receipt
Amount (USD)  39.60

D Edit / < m—

Date 01/02/20++

Possible Match. Edit receipt data to update the list.

01/02/20

39.60 USD
Modern Auto

Select from all OOP Expenses >
Upload to Statement Only >
Go to CCER Home >

wr CEO Mobile®

Verify Receipt Upload

Statement Cycle-to-Date
Total 39.60 USD
D Receipt 1 Accepted @

Selected Expense

01/02120
39.60 USD

wr CEO Mobile® Sign Off

Verify Receipt Upload
Statement Cycle-to-Date
Total 39.60 USD

D Receipt 1 >

Selected Expense

01102120
39.60 USD

Email confirmation ) NO_

molly.campbell@company.com
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Upload through Manage Charges/Expenses

Use if not leveraging auto-matching

wr| CEO Mobile® f Sign Off ]

“Back |

“Back | Sign Off

wr| CEO Mobile®
\ Menu v / \ Menuw /

CCER Select Statement

Charges
[ Program Administrator

Card No. OO XXXX-XXXX-2345
4 ~
| E& Upload Receipt > | Statement Type Cycle-to-Date v |
~ .

Manage Statements
k

Charges

Out-of-pocket (OOP) Expenses

.

View

. -
Available Credit 3
Declines >

. vy

. ™

Lso to Full Site >

A

Statement Totals

h,

v

¢ ™
Charges 109.00 USD
OOP Expenses 59.00 USD

‘ Total 158.00 USD |

wr CEO Mobile®

Menu ¥

Manage Charges (6)

Card No. XHOOC-XXXX-XXXX-2345

Statement Cycle-to-Date
Pending Charges »

Posted Charges

01M2/20XX

LMNOP Gas Station#88 Co
38.00 USD

Add Description /

01/11/20XX

Post Master 2334 CA
9.07 USD

Add Description /

Upload
Receipt
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Add a new Out-of-Pocket (OOP) expense

Mobile receipt information is used to create a new expense

wr CEOMobile®  “signo#

Add an OOP Expense

Card No. MOOCK-XOOOC- XXX - 2345
Statement Type Cycle-to-Date
Unit Autem (123)

Expense Details

Expense*

Category Select v

k]
Transaction Date | 01/01/20XX

Distance / ltem
Count

Rate / Per Diem |Select v

Amount I[ZUSIIJ}T|r 42.00

wr CEOMobile®  "signof

Verify Receipt Upload

Card No. MOOO-XOOO- XXX X-2345
Statement Cycle-to-Date
Total 159.00 USD

Receipt 1 >

Selected Charge

01/01720XX
42.00 USD

Meals
Invite Clients for lunch.

Email confirmation NO

Descriptiun"‘|r

last.first@company.com

cmon ] s —

wr CEOMobile®  ‘signow

Upload Status

Card No. OO XHHX-XXXX-2345
Statement Cycle-to-Date
Total 159.00 USD

Receipt 1 Accepted @

Selected Charge

01/01/20XX

42.00 USD

Meals

Invite Clients for lunch.
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Receipt Imaging

Viewing Images

AN A SLAEMIen1s

- lanage StatementReceipts _L

View All Receipts (PDF)

To filter ems, select from the Charge Type drop-dewn menu. Select charge iransactions, and chick a function. Click Save 1o confinue
Staterment Receipt Actions . | Print .

% Required Fleid E:,\ Wiew Details |_‘"’ Add Rieceipt
Card Number: HIHH-HMHK-NAAN-SIT 2
Reminder Pericd: 10/26/20 & through 10/30/20°%
p User Information Grace Periad: 10031120 % through 11/03/2008
1 Charges

NIEWFRIRATG Chargss

Select a statement period, and click View or Download.
Division: ABC DEMO COMPANY (7000)  |w|

ABC DEMO COMPANY (7000) Statement Periods

Division:
Staterment Period:

User Name:

Viewing 1 0 3 of 3 ltems

Card Number:

Make your selections, and click View Receipts.

EASTERN (7001)
03/01/20xx through 03/31/20xx
KLINE, JACK

HO0OC-XANX-XXXX-8920

» View images by clicking the “view all receipts (PDF)” link found under
Statement Receipt Actions on the open statements, cycle-to-date, and previous
statement screens

» Print cover sheets for prior statements on the view previous statement screen

= View historical images for up to seven years via “view historical images”

Receipt Images
Available:

View Receipts

Start Date + Historical Images
= 7, [31/2
1. @ 030120 O3R12000 | charges: 4,906.23 USD
Fo ™y DUDR20k 0173120 Total: 4,986.23 USD
————
Fax Cover Sheet 04/02720xx 2:35 PM PT
[ View | Printea:

04/02/20xx 3:38 PM PT
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Reports

Transaction Detail Report — Create Report

= Run transaction
Manage Statements -

¥ Reports Enter all required information, and click Submit You will receive an email when your report is ready. re pO rtS W|th
Create Transaction Report ()| various fl |te rs
k" % Required Fields

Transaction Summary

View Declines Card Number: % X v = You are notified
p User Information Date Type: * @ Transaction Date () Posting Date Via e-ma || When
1 I .
Date Range: Mote: The starting date cannot be more than 36 maonths before taday the report IS
11/15/200¢ through [11/16/200x (mm/ddlyyyy) ready
Amount Range: Start Amount($0000.00) End Amount({$0000.00)
[> [~ | [< ¥ |
GIL Status: % All v
View Declines u View declined
> Manage Statements transactions to
¥ 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. determ|ne the
Create Transaction
Report
mepett Card Number  [mooesamorooncd920 v reason for the
. decline
View Declines Q Declines
L »> User Information ] Viewing 1to 1 of 1 ltems .
e = Declines do not
T tion Dat Merchant MCC
w Merchant Name Type ode Amount Decline Reason appear |n real
1. 03731720 GENERAL STORE  Retail 1053 5050 USD Merchant excluded . h . ”
2. 03731720 COMPUTER Retail 1053 2038.76 USD Exceeds single tlmel t ey Wi
STORE transaction limit for :
account be dlsplayed

within 48 hours
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Personal profile

Text and Email Alerts: Manage Alerts
p» Manage Statements
b _Reports | Lnigue 10 XXXxxG789
¥ User Information
.
Card Information
Mailing
Address Type: Usa

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

Must provide
Unique ID to
obtain any
information

Address Line 1:

1500 N WARNER ST

Address Line 2: <
City: TACOMA
State: WA
Zip Code: 93416-5000
Account Parameters
Templates
Selected Template:
Limits
Daily Mumber of Transactions:
Meanthly Mumber of Transactions:
Daily Dallar Limit: 0.00 USD
Manthly Credit Limit: 5,000.00 USD
Single Purchase Limit: 0.00 USD

Available Credit:

Declining Balance:

Mumber of Months Active:

3,553.10 USD as of 09132012 01:38 PM PT

Mo

0

Click on link to

Manage Alerts

Billing
address for
online and
phone orders

Click to
retrieve
current
available
credit
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Commercial Card Account Services
Contact Information (mobile # and email address for alerts)

WELLS : .
ey Commercial Card Account Services

@ Contact Information

I Contact Information

Manage Aleris

Hote: Alerts cannot be sent to international phone numbers.

Maobile | mo=no-o0

Email | jkline@abccompany.com

Either a mahbile phone number ar email address is required. Enter both to receive text and email alernts.

When managing alerts, you’ll be brought to the Commercial Card Account Services page (CCAS)

In the Contact Information menu on the left, identify either your mobile phone number or
email address. Enter both to receive both text and email alerts

Alerts cannot be sent to international phone numbers

Submit when finished
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Commercial Card Account Services
Alerts offered for purchases and available credit

Contact Information )
Alert Information

Manage Alerts

Change your alerts for card NUMBbEr J000-X00x-X0x- 8920 below.
g—

A Purchase Threshold is Purchases
required for general Purchase
alerts (alerts are sent when this Alert | by Text W
threshold is exceeded)
* Purchase Threshold | $1.00 usD

Online Purchase alerts are
issued on all online card activity oOnline Purchases

Alert | by Email b
The Available Credit alert is
requested by texting “Avail” to _ )
93236 (amount of available Available Credit
credit is be received back via — :
selected delivery channels) Alert | by Text and Emai v

m ‘ Edit Contact Information

During first time enrollment, if alerts are set to "by Text”, you will receive an Opt-In
text message on your mobile device (reply “"YES” or "START")

Email alerts do not have an opt-in process so they will begin immediately



3D Secure

Industry name for Verified by Visa or MasterCard SecureCode

3-D Secure technology secures online transactions using an additional level of
cardholder authentication. International and now U.S. internet merchants are
beginning to require 3-D Secure to complete transactions.

How it works

= Cardholders must register their card online prior to completing their purchase at a 3-D Secure
enabled merchant.

= As part of the registration process, you will need to provide correct answers to 3 identity
authentication questions. You will then create a personal passcode to be used for future
purchases.

= Once enrolled, you will be prompted to input your personal passcode during the checkout
process at 3-D Secure enabled merchants.

How to enroll

= In order to enroll in this free, online security service, cardholders must register their card at:

- https://www.wellsfargo.com/com/fraud/payments-fraud/ (click on the Commercial Card
Fraud tab and then on either the Visa or MasterCard link)

- During the registration process you will be asked to provide the last four digits of your
Unique ID, your monthly credit limit, and the zip code tied to your card to verify your
identity (this information can be found in your CEO CCER Personal Profile). Once this
information has been provided, you will create a personal passcode to be used when making
online purchases with participating merchants.

- If you are having any trouble, please call the WellsOne Service Center at 800-932-0036,
option 2.



https://www.wellsfargo.com/com/fraud/payments-fraud/

Cardholder Responsibility

= Collect receipts to verify purchases for auditing

= Watch for unauthorized transactions on your statement and
report/dispute them immediately

= Dispute any incorrect charges with the vendor directly before filing
an online or paper dispute form

= Complete your reconciliation by the due date

= Keep the card (and card number) confidential
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Contact information

= WellsOne Service Center - 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
= Reset PIN

= 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

Program Administrators:
Jan Bartolatz 253-879-3224
jbartolatz@pugetsound.edu
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Approver experience



Approver review period

Unique to your program

Review your company’s unique CCER statement cycle, and Approval period
within the Cardholder Summary located at the top of the Review Open

Cycle Information

Division: PUGET SOUND{10001)
Cycle Frequency: Monthly
Statement End Date: 09/30/2017T

Statements and View Cycle-to-Date screens
Reminder Period: 4 days
Grace Period: 3 days
» Approval Period: 5 days
Download Peniod: 16 days

= 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 5 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 next statement cycle.

= If you are on vacation, or do not have online access, contact your Program
Administrator so a secondary Approver can be assigned to your Cardholders.
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E-Mail notification

Cardholder review of statement is complete
Cardholder statement review complete

Dear Approver:

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

Lastname, Firsthame

XXX =XXXX-XXXX-1234
XXXX=-XXXX-XXXX-5678

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

Please complete your review in a timely manner.
This is an automated email. Please do not reply to this message.
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E-Mail notification

Approver mail (after grace period end date)

Cardholder statement review overdue for 05/31/20XX
Dear Approver:
The following cardholder(s) have not reviewed their most recent statement:

Lastname, Firstname xXxxx-xxxx-xxxx-1234
Lastname, Firstname XxXxXxX-XxXxx-xxxx-5678

Notifications have been sent to each cardholder but they have still failed to
review their statement. If you choose, you 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.
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Approver home page
Manage Statements — Approve Statements

WELLS

Commercial Card Expense Reporting _ | x [Close

Welcome William Fargo

Role: Approver

¥ Manage Statements

Select a statement, and click View.
Approve Statements '

Q

View Cycle-to-Date
Viewing 1 to 8 of 8 ltems

View Previous Statements It
Manage Receipts Cover Sheet  Receipt
Cardholder Name & Card Number Start Date End Date Charges OOP Total Status Printed Images

S AC IS SRS 1. @ CAMPBELL MOLLY  Xxooxcooxoocdd72 0826120 092520 9.96948USD 230300USD 12,27248USD Cardholder Reviewed [10/13/20%  10/13/20
» Reports 09:18 AMPT  11.30 AM P

2. () CARDHOLDERZ CAD  X00C0COCO0-3486 0812620 D3/25/20 991983 CAD 230950 CAD 12,229.33 CAD Open
p» Manage Users

3. () CAULFIELD, JOHN XOO000-00T217  DBI26/20° D9I25/20 DODUSD  16400USD  16400USD Cardholder Reviewed

4. () CONTROLCARD, AP  XOXXOOKOOG7381 08/2620 092520 9.969.48USD 192400USD 1189348 USD Open

5. () COX MARY 000000005708 0B/26/20  DI25/20 ¢ 9,959.48USD  1,932.00USD  11,901.48 USD Cardholder Reviewed

6. () EVANS, JERRY 0000000005461 0B/26/20°  DI/25/20  9,969.48 USD 2,180.00 USD  12,149.48 USD Open

7. () GORDON,ANDREW  xoxxxocxoo-1131 08/25120 09/25/20  9,969.48USD 2439.00USD  12,408.48USD Open

8. () KLINE JACK 000000009993 08/26/20  D9/25/20 DODUSD  22200USD  22200USD Open

[ P |

Viewing 1to § of & ltems

= Statement approval queue (if the cycle is ready for review)
= View a statement-level PDF of all images by clicking the link in the receipt images column

= Select the statement and click View to see all transactions and transaction level images if
available.

= Notify program administrator if a secondary approver is needed cc



Manage Statements

View Cycle-to-Date Transactions

Charges — Cycle-to-Date

¥ Manage Statements

Approve Statements

View Cycle-to-Date Q

View Previous Statements

Manage Receipts
p View Requests/ Status

» Reports

» Manage Users

N .

-~

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

& View Details

User Name:
Card Number:

Grace Period:

Approval Period:
Charges

BROOKS, ROGER ||

KLINE, JACK

WRIGHT, JosH PO I+l

04704120%x through b~ v cnna

04/06/20xx through 04/07/20xx

statsment Recsipt Actions - | Bomt -

Manage Statement Receipts
View All Receipts (PDF)

Charge Type

All Transactions v

Viewing 1to 3 of 3 kems

_' Charges | Out-of-pocket Expenses |

Rescoption: * Fall CA Conference

Seici All | Clear A%
Receipt L
Transaction Date Posting Date « Personal Merchant G/ Coce Unat image Submitted ¢ Currency
1. [ 100320 100420 [] Offce Supphes 724 - Offce Supplies  HUMAN RESOURCES [‘:\ & 2298 USD
' ' Cameron A (8810) o
Descrption * Purchased replacement headset | xyz descnption
AU AREA: MRKT PROJECT#: 4456553 AECOUNTINGICODE: 588956
2. [ 1003200 100420 M Howels View Spit HUMAN RESOURCES 20093 USD |
] ' CameronLA (8810) & ~

= Approvers can view mid-cycle activity and submitted receipts for any user
that rolls up to them for approval
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Approve OOP Expenses

Select transactions

(separately)

¥ Manage Statements

Approve Statements

o |

View Cycle-to-Date
View Previous Statements

Manage Receipts

-

< Return to Open Statements

Select a transaction, and click a function below.

* Required Field

&, ViewDetails [y Add Receipt

Statement Receipt Actions . | Print

p» View Requests [ Status

» Reports

» Manage Users

Click to Out-of-
Pocket Expenses
tab to view and
approve OOP
expenses

Approve the OOP
expenses
independent of the
transactions to
ensure the
cardholders get
reimbursed

If an approver fails
to approve out-of-
pocket expenses by
the approver
deadline, the
expenses will not be
paid out and will re-
appear on the next
statement

Cardholder Summary

Cardholder Name:

Card Number:

Siatus: Open
Charges: 356.71 USD
Out-of-pocket: 43.00 USD
Total Amount: 399.71 USD

CAMPBELL, MOLLY
JOOOX-IO0-XOX-4 3T 2

Start Date:
End Date:

Reminder Period:

Grace Period:
Approval Period:

08/26/20°%
09/25/20%
09/27120'% through 10/01/20 &
10/02/20'% through 10/05/20 &
10/06/20 % through 10/10/20"%

Qut-of-pocket Expenses

Viewing 1 to 2 of 2 tems

|
[ charges | Out-of-pocket Expenses |
|

& Add an Expense

Description:
AU AREA: MRKT

Traveled rent-a-car...point A to point B... XX miles...

PROJECT #. 4456563

Select All | CleSPAT p—

Transaction Expense Distance / Item Rate/Per Receipt Receipt

Date a Category GIL Code Unit Count Diem Status Image Submitted Amount
1. 7| 1010/2016 Tips 943614 - Misc HUMAN Pending 18.00 USD

RESOURCES(8510) Approval Q‘ M

Description: % Valet tips description...

AU AREA: MRKT PROJECT#: 4456563 ACCOUNTIN ODE: 538§956
2. 10/ 1/2016 Mileage 11368135 - Mileage HUMAN 500 0.5000 - Pending Qk @ 25.00 USD

Reimbursement RESOURCES(8510) Miles/IRS Approval

ACCOUNTING CODE: 588936

Select All | Clear All

Chioai | Aoorove J|_Penaing J_becine JJ]|
|

Total Out-of-pocket: 43.00 USD

Viewing 1 to 2 of 2 tems

m Approve Statement REeEhE=

I - Select the Receipt Submitted checkbox if you submitted a receipt by fax or email, at the statement level, or using a system other than the Commercial Card Expense Reporting service.

&5 Add an Expense
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Approve over-all statement
Make any necessary changes prior to approving

¥ Manage Statements

Approve Statements

View Previous Statements

Manage Receipts

» View Requests | Status

» Reports

» Manage Users

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

Approve the
card expenses
by clicking
“approve
statement”

Tao filter items, select from the Charge Type drop-down menu. Select charges, and click one of the functions below. Click Save or Approve Statement
Statement Receipt Actions . |JPrint .

* Required Field Q‘ View Details @ Add Receipt

Cardholder Summary l
Cardholder Name: CAMPBELL, MOLLY Start Date: . :
Card Number: AXXK-XXHX-XXXX-43T 2 End Date 09 View All ReCEIPtS (PDF)
Status: Open Reminder Period: 09
Charges: 356.71USD Grace Period: 10!02]
Out-of-pocket: 43.00 USD Approval Period: 10/06/20'% through 10/10/204%
Total Amount: 399.71USD
Charges
Charge Type: All Transactions ||
Viewing 1 to 3 of 3 tems
_[' Charges | Out-of-pocket Expenses |
Select All | Clear All
Receipt Receipt Amount / Original
Transaction Date Posting Date « Personal Merchant GIL Code Unit Image Submitted § Currency
1. ] 10/03/20 10/04/20 | Office Supplies 724 - Office Supplies HUMAN RESOURCES Q‘ @ 2298UsD
Cameron,LA (8810)
Description: * Purchased replacement headset. . xyz description. ..
AU AREA: MRKT PROJECT#: 4456563 ACCOUNTINGICODE: 585956
2. [ 1003120 10/D4/20' n Hotels View Split HUMAN RESOURCES El ! 200.93 USD
Cameron,LA (8810)
Description: * Fall CA Conference...
AU AREA: MRKT PROJECT#: 4456563 ACCOUNTINGICODE: 5858956
3. D 10/03/20 10/04/20° D Alrlines 735 - Travel Costs - HUMAN RESOURCES E‘:‘ i 132.80 USD
Sfo,CA Airfare (8510)
Description: * Flight from home office to San Fran___Imnop description...
AU AREA: MRKT PROJECT#: 4456563 ACCOUNTING CODE: 5858956
Total Charges: 356.71 USD

ncel

you submitted a receipt by fax or email, at the statement level, or using a system other than the Commercial Card Expense Reporting service.
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Manage receipts

Review receipts/view historical images tabs

Role: Approver

< Return to Manage Receipts — Select

Manage Receipts — Select

Make your selecticns, and click View Receipts.

¥ Manage Statements

Approve Statements

Select a statement period, and click View or Download.

Division: EASTERHN (7001}
View Cycle-to-Date .
Company: ABC DEMO COMPANY Statement Pericd: 03/01/20xx through 03/31/20%x
View Previcus Statements o
Division: Select One  |»] User Mame: EROOKS ROGER [v]
Manage Receipts (3] !
» View Requests/ Status Card Mumhber: KEMM-XEMH-XXXX-BO20
EASTERN(7001) Statement Periods
» Reports
—>
» Manage Users Viewing 1103 of 3 Hems / i .
Histerical Images
_[' Review Receipts T View Historical Images 1/7
\ Charges: $4,904.23
\ Start Date »
1. O] 0301205 03031720y QoF. $82.00
2 ) 0201720 0228200 1Ol §4,886.23
Receipts Fax Cover Sheet 04/02/20xx% 2:35 PM PT
Printed:
Card Status: Al v
Viewing 10 10 of 10 Homs ReceiptImages 04/02/20%x 3:38 PM PT
Ayailakle:
Receipt Receipts
User Name & Card Number Statement Total Reviewed Images Received Reviewed By Approved By
1. BROOKS, ROGER - -oo-5101 300000 USD N 04/04/20: _
R ’ 1031 AMPT View Receipts
Comments:

Contains two tabs that allow the approver to select a particular statement
period and view receipts:

= Review receipts tab contains data for the last twelve months
= View historical images tab contains data for the last seven years
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Reports — statement summary

Approver option — review up to 12 statement cycles

Statement Summary Report

p Manage Statements -

< Return to Statement Summary Report - Select

p» View Requests/ Status

p Manage Users

Statement Summaries

¥ Reports Below are the statement summaries for up to twelve cycles. Use the scrollbars on the right and on the bottom to view all the
infarmation.
Reporting Download
Print Version
‘ Statement Summary (3]
Offline Company: ABC MANUFAC TURING(7000)

Viewing 1to 8 of 8 ltems

12001 2022 11701 20xx 10/01 20xx 09701 20xx 08701 20%x  07/01 20xx

to to to to to to

Name & Card Number Unit 12731 20xx 11730 20xx  10/31 20xx  09/30 20xx  08/31 20xx 07/31 20xx

1. BROOKS, KM DEVELOPMEMNT 534290 5110900 5124683 5129390 567820 5124683
ROGER son-8101 (70010)

2. CAMPBELL, xooex-o0x- MARKETING §12.00 $150.99 §6799 5220190 §1.24567 5345 89
MOLLY Kux-9799 (70008)

3. COX, MARY  sooo-oo- DEVELOPMEMNT 512390 5124683  $1,109.00 5342 90 510594 312390
woo-2133 (70010)

4. EVANS, KM MARKETING 5420.00 5600.00 512.00 5500.00 5213.00 $3.219.23
JERRY oo-2234 (70008)

5. GORDON, OO0 MARKETIMNG 5263.60 5709.75 5100640  $2.298.90 5698.55 3876.25
ANDREW KHnx-2335 (70008)

6. HOWELL, KM DEVELOPMEMNT 5512.00 577555 530025  $3.456.89 544595 3330.00
CANDI woo-2436 (70010)

7. KING, TOM  oo-000- SALES (70012) 5266.45 3258690  §1.345.80 53564.97  34120.00 3456.90

Konx-2537
8. KLINE, KM SALES (70012) 57.365.00 5586.57 5153280 $1.237.00 5632.00 332967
JACK soo-8920
Total-  $9,305.25  §7,765.59  $6,621.07 $11,691.46 $8,139.31  $6,928.67

Statement summary report showing cardholder statements over period of time
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Reports — offline

Approver option — Create New Report

Offline Reports — Summary

» Manage

» View Requests/ Status

¥ Reports

Reporting Download

Statement Summary

Repors requested within the 1ast six weeks are displayed. If available, select a print or download function. To generate a new report, click Create New Report.

Offline Reports

I &5 Create New Report I

Viewing 110 6 of 6 tems

\ J

Report Name Date Requested & Selection Criteria Date Generated Report Status

1. Account Spending Analysis Report 09/08/20cx 11:39:30 AM PT 03706200 - 09/06/2 0 09/0720x¢ 11:30:11 AW PT Ready

2. Cash Advance Account Summary Report 07/27/2000x 09:19:33 AM PT 08/31/200x - 09/06/200x 07/27/20xx 09:21:34 AW PT Ready Vigw & Print
Download Excel

3. Merchant Transaction Summary Report 09/06/20hcx 04:37:55 PM PT D4/071/200x - 09/06/200x 09/06/20xx 05:30:45 AW PT Ready Migw & Print

4. Top 10 Carrier Summary Report 08/31/20xx 10:04:44 PN PT 0&/01/20xx - 09/06/20x0¢ 09/01/20x 11:39:30 AW PT Ready Wiew & Print
Downioad Excel

5. Transaction Detail Report 08/01/20xx 02:00:37 PM PT 0S/2242000¢ - 09061200 08/03/20:x 10:20:06 AW PT Ready
Downioad Excel

6. Top 25 Lodging Chain Summary Report 08/20/20xx 01:19:14 PM PT 01701200 - 0B/20/2000¢ 09/01/20x 11:30:48 AWM PT Ready Wi Print

nioad Excel

Viewing 1to 6 of 6 ftems.

A

Transaction Detail Report — Create Report

» Manage Statements

» View Requests/ Status

< Return to Offline Report — Select

¥ Reports

Reporting Download

Statement Summary

Offline

» Manage Users

@ Posting Date

Report Type: Transaction Detail Repo
Cardholder Name: Al v

Q
Date Type: () Transaction Date
Date Range: through

Amount Range:
> [l

GIL Status: A =]

I “Suomit R I

Start Amount (0000.00)

(mmid

End Amount (0000.00)

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

View & Print
(PDF) or
Download
report data to
Excel

Approver will
receive an
email when
the report is
ready to view
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Thank you!

© 2017 Wells Fargo Bank, N.A. All rights reserved. Confidential.



