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):

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

Charges — Manage Charges
¥ Manage Statements
Review Open Statements ) | | To fileritems, select rom the Charge Type drop-down menu. Select charges, and click one of he functions below: Click Save or Statement Reviewed
View -to-Dat Print Version
View Previous Statements * Required Fieid
» Reports
|7 userntormation | e
PersonalProle Cardholder isme Start Date: OTHI2085
ank normation 4 | OME-Time SetUp Tpproved MM ﬂgli through G841
505D Grace Pernd 08052015 through 0808015
Credit Limit Change Request Out-of-pocket: 000050
Total Amoenit H50USD
Charges
Charge Tipe: Ml Transactions |

*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.

ot ]

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 reguired by your company. Contact your administrator
for company requirements.

Authorization: V] Upon entering the following Automated Clearing House Information, |
hereby authorize CARLETON COLLEGE to initiate credit and debit entries
to my checking or savings account as indicated atthe 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: * Checkin Savings " "
L @ 2 2 Enter Checking / Savings

Account Number, % Account Number &
Routing Number

Routing / Transit Mumber; *

| Remember to Save |
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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.

Charges — Manage Charges
¥ Manage Statements
Review Open Statements " " res, and click one of fhe functions below Click Save o Statement Reviewed.
% Select "Review Open Statements” during the ’ ——
Yo byele-to-lute review period, Select "View Cycle-To-Date" Pt Versian
Visw Previ men to enter expenses prior to the review period.
= Reports
» User nformation Ey —
— Cardheider Hams: Start Date: 072015
Card Number. End Date: 0F32015
Status: Reminder Period: DRO1U20M5 through OB
Charges 50 USD Graca Pariad: DE0S015 throusgh 0BDAMME
Out-of-pocket 0.00 UsD
Total Amgunt HEUED
Charges
Charge Type: MlTransadions ~ |w Click on "Qut-of-Pocket" Expenses
to electronically record expenses
Viewng 110 1 0f 1 bams / and receive reimbursement
J Charges | Outaf-pocket Expenses I
Select Al Clear A1
TrnsactionDate  PostingDate s Personal  Merchant GIL Code Unit Receipt Attached nt / Original Cyrr
1. [] OTHEaENs TR0 o Paypal Alecipholn 5401 - Eqwp Repair Mant  BUSNESS OFFICE(1142) i 50050
4029357723, CA
Description: *  equipment lens repair for Art and Ar History
FUND: 10 SOURCE: 0000 DEPT: 5107
Select 1] Clear A1
Add Descriptions
Tatal Charges: 31.50 USD
Viewing 140 1 of 1 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 Qut-of-pocket Expenses — Cycle-fo-Date
Enter information and description for the new expense. Click Save or Add Another.

* Required Fisld l:‘ View Details

Cardnolder Mame

Card Number:

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

Out-of-pocket Transactions — New Mileage rate
can be
1. Distance | Rate | selected from
Transaction Date * Expense Category ® ltem Count Per Diem drop down Amount *
O&OIZ015 H Employes Travel - 0.0 0.5600 - Misage Rale - menu and 448 USD
" - amount will be
General Ledger Coda Description calculated
5801 - Employes Travel - Higher Education Conference Travel to Mankatg. MN on &//15
General Ledger
L Code will default Appby 1o Al
r based on Expense
FUND #* Category SOURCE * DEPT *
10 0000 "% 1142 7Y
e Distance / Rate /
Transaction Date * Expense Category * Item Count Per Diem Amount *
08032015 @ Employee Travel - Sedect One Enterin § Amount 1000 usp
incurred for all
General Ledger Code * Description * other expenses
5801 - Employes Trawel - Parking at Higher Education Conference Magkatg, MN on &315
FUND * SOURCE * DEPT
10 B 0000 Y 1142 -}

Select "Add Another” to keep adding expenses.
Select " Save” when you are done.

Il rr—

m—
1

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.

*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.
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