Two ways to upload receipts:

Wells Fargo CEO Mobile App Wells Fargo CEO Website
(iPhone and Android) (Desktop or Laptop)
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Wells Fargo CEO Mobile App

m You will be taken directly to Commercial Card
Expense Reporting (unless you have access to
other services through Wells Fargo.)

m [wo ways to upload receipts
- Upload Receipt

- Manage Statements
m Charges
m OOP Expenses

| .l Carrier = 10:40 AM

fo Upload Receipt >

M inage otlatement

Charges >
Out-of-pocket (OOP) Expenses  »
Available Credit >

Declines >

Go to Fuli Site >




Wells Fargo CEO Mobile App

= Tap on Upload Receipt

il Carrer 10:40 AM

| -. Camer = 10:40 AM m wr | CEO m“e E'g-._ml
Maru »
Menu v
CCER What would you like to do with
receipt?

Program Administrator m
£© Upload Receipt > _ Attach to a Posted Charge >

Attach to an OOP Expensa 3

Mar j@ Statements
Charges > Add an OOF Expense »
S S e il Upload to Statermant Only >

Available Credit >

Declines >

Go to Fuli Site >




Wells Fargo CEO Mobile App

m Tapon Attach to a Posted Charge il Cartier = __10:30 AM
- Wells Fargo will automatically match receipts to a '
specific transaction where possible based on this What would you like to do with
. receipt?
selection.
Attach to a Posted Charge >
Atftach to an OOP Expansa »
Add an OOP Expense ¥

Lipload to Statement Only >




Wells Fargo CEO Mobile App

m Select a card number (most do not have multiple cards)

m Select Statement Type (cycle to date or current statement) continue

Upload Receipt
Attach to a Posted Charge

Select

itement Type




Wells Fargo CEO Mobile App

m Select Continue

_atl Garrier 2 10040 AM
. ]
“Back  wr CEO Mobile Sign O
Manu w

Upload Receipt

Atach to a Posted Charge

Statement Type Cycle-to-Data
Statement Totals
Chargss 108.00 UsD
OOP Expensas 58.00USD
Total 158.00 USD




Wells Fargo CEO Mobile App

m To capture a receipt with your device’s camera, verify the receipt clearly displays

relevant transaction information including amount, items purchased, date and
merchant name

m For best results:

- Place receipt on a flat, uncluttered, dark surface
- Avoid glares and shadows on the receipt
- Smooth out a wrinkled receipt!

Modern Auto

11060 Bollinger Canyon
Rd,

Sagxﬁauon, CA,

94583
STORE NO: 2712

XXXXXXXXXX1010
VISA
Appt 7 :501054
Trans ; Purchase
lnv & : 94706720
Added to Queue Pump £ : 18~m[)
Add up to 3 More Images ‘ \D;)i(e 'l-“l églg79
! Total: $29.60 DATE : 01/02/%X

TINE © 07:33.04 PN
DATE : O1/02/xx 220

TIME : 07:53:04 PN

THANK YOU
‘ ASK FOR OUR SPECIALS !

THANK YOL
ASK' FOR OUR SPECIALS !




Wells Fargo CEO Mobile App

m To upload a Receipt Image from your Photo Gallery
- Select the Gallery icon




Wells Far%o CEO Mobile App

m In your photo galléry, select the photos you want to upload and tab
Done
m You can attach up to 4 images per transaction

Gallery View: Upload at Tran Level
eeeCO Verizon T 8:05 PM ) 4

<{ Albums Receipts




Wells Fargo CEO Mobile App

m Match a Receipt to a Transaction

- Possible matched transactions will be proposed by the system following a
successful receipt upload. cxic S oo -

Matching Charges
Data from Recept

Modern Auto
i I Dale D1/02/2016
Arncunt U3 300 2900
Edit #

Possible Matches: Edit receipt data to update
the list.

01/01/2018
Modem Aulo
28.00 USD

Faid for gas.

01/02/2016
Hilton Lounge
92.00USD

Invite Clients for lunch. -

01/032016
Semi Auto
42 00 USD
Paid for fuel.

J

Select from all Posted Charges »
Upload to Statement Only >

Go to CCER Home >




Wells Fargo CEO Mobile App

m Manage Charges

— Use this to view card charges, add and edit the descriptions associated with
those charges

- From the CCER - Cardholder home screen tap Charges

CCCCCC

nnnnnnnnnnnnn

Declines




m The Select Statement screen

Choose card #
Statement Type

Select Statement

Charges

Card No. Select

Statement Type

Wells Fargo CEO Mobile App

il Carrier =

Manage Charges (25)

Card No XXXX-XKXK-XXXX~-5395

Statement Type Cycle-to-Date
Pending Charges >»

Posted Charges

11/16/20%x

Hilton Lounge

42.00USD ?@

View
Description / Receipt
Invite Clients forlunch.
Modern Auto
4200USD gc
Desecripton / Upioad
Receipt
Rental Car for client vist.
Krager Wholesale
Corporation
4200USD ?{//
View
Description / Receipt

Snacks for team.

1112/20XX




Wells Fargo CEO Mobile App

m Miscellaneous info

View Pending Charges (manage charges screen)
View Available Credit (CCER Cardholder home screen)
View Declines (CCER Cardholder home screen)

Go to Full Site (CCER Cardholder home screen)
m Going to the Full Site allows you to access the Wells Fargo
website without re-signing in
m On the Full Site you are able to click on the Statement
Reviewed button
m AND approve statements

il Camrier 10:40 AM

CCER
Program Ruddminisirabor
EE» Upload Receipt »
Manage Statements
Charges >

Out-of-pocket (O0P) Expenses  »

I‘I'IIE .II\.

Available Credit >

Declinas »

Goto Full Site >




Receipt Upload via Desktop/Laptop




Receipt Upload via Desktop/Laptop

m Receipt upload via your desktop/laptop using the Wells Fargo site, Commercial Card
Expense Reporting

m Can be done under Manage Statements in either Review Open Statements (during
review/reconcilement period) or in View Cycle-to-Date (during current month.)

¥ Manage Statements

Review Open Statements

View Cycle-to-Date

View Previous Statements

View Historical Images

» Reports

» User Information

Ly A




Receipt Upload via desktop/laptop

m Images can be uploaded from the Review Open Statements or View Cycle-to-Date
pages or by choosing the transaction and clicking on the Receipt Image icon.

Wiewing 1 to 4 of 4 fems

_[ Charges T Out-of-pocket Expenses ]

Select All| Clear All

Transaction Date Posting Date & Personal Merchant GIL Code Unit Receipt Image Receipt Submitted § Amount / Original Currency
1. O 01/06/2019 01072018 No Amazon.com MbSmo3I51 CONCORDIA BUSINESS OFFICE(BUSINESS OFF) Ef;i O 25.57 USD
Amzn.com/bill, W
Description:
FUND: 110000 ORGAMIZATION: 400000 PROGRAM: &0
ACTIVITY:
2, O 011572019 0MTR2019 No Eg - 1049 Moorhead CONCORDIA BUSINESS OFFICE(BUSINESS OFF) E?i O 46.19 USD
Moorhead, MN
Description
FUND: 110000 ORGANIZATION: 400000 PROGRAM: 80
ACTIVITY:
3. |:| 01172018 011872018 No Fedex 31434056 CONCORDIA BUSINESS OFFICE(BUSINESS OFF) l:% D 18.26 USD
B00-4633339,TN
Description:
FUND: 110000 ORGANIZATION: 400000 PROGRAM: 60
ACTIVITY:
Viewing 1to 1 of 1 ltems
1. Amount /
Transaction Posting Receipt Original
Date Date Personal Merchant ReceipcImage Submitted § Currency
01/06/2019 0140772019 No Amazon.com KMbSmo3I51 O 25.57 UsSD
Amzn.com/bill WA E':i
General Ledger Code Description Unit
|- Y CONCORDIA BUSINESS OFFICE(BUSINESS OFF) |
FUND ORGANIZATION PROGRAM
110000 400000
ACTIVITY
Viewing 1 to 1 of 1 tems

LEV Cancel

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.




Receipt Upload via Desktop/Laptop

m Click on the Receipt Image

Add Receipt

@Uplnad new receipt
(O Attach receipt uploaded from maobile or desktop

m Choose Upload new receipt and browse your computer

Upload Receipt

File must be in POF, JPG, GIF, TIF, BMP, ar PMNG format and nao larger than 5 MB in size.

File Mame: | Browse.. | Mo file selected.




Receipt Upload via Desktop/Laptop

m Once you have chosen the receipt from your computer files, choose Upload

Upload Receipt

File must be in PDF, JPG, GIF, TIF, BMP, or PMG format and no larger than 5 MB in size.

File Mame: Amazon 1.6.19.pdf
Uplona oS

m The Receipt Image icon will change to:

Charges
Viewing 1 to 1 of 1 tems
1.

Amount/
Transaction Posting Receipt Original
Date Date Personal Merchant Receipt Image Submitted ¥ Currency
01/06/201% 01/07/2019 No Amazon.com MbSmo3is1 Q‘ [} 25.57 UsSD
Amzn. comibill Vs
General Ledger Code * Description # unit
7401 | - [supplies office | By Office supplies CONCORDLA BUSINESS OFFICE(BUSINESS OFF) - |
FUND ORGANIZATION PROGRAM
[110000 | 400000 [s0
ACTIVITY

Viewing 1 to 1 of 1 tems




Receipt Upload via Desktop/Laptop

Some Merchants have a link to a copy of your receipt (they are in red and
underlined.) If you are using this as your receipt please save it as a PDF and upload
it as a receipt image. The statements are only available for viewing for 13 months
whereas the images that are uploaded are available for viewing for 7 years.

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

Select All| Clear All

Transaction Date Posting Date & Personal Merchant GIL Code Unit Receipt Image Receipt Submitted
1. O 01/06/2019 0140772019 No Amazon.com Mbémo3i51 CONCORDLA BUSINESS OFFICE(BUSINESS OFF) Q‘ O
Amzn.com/bill WA
Description:
FUND: 110000 ORGANIZATION: 400000 PROGRAM: &0
ACTIVITY:
Selected Charge
Transaction Date: 01i25/2019 Posting Date: 01/28/2019
Merchant Mame: AMZN MKTP US MB3Y94D60 Werchant Type: Book Stores
Merchant City: AMZN.COM/BILL Merchant State / Province: VA
Merchant Zip / Postal 931090000 Debit / Credit: Debit
Code: GST.
Amount: 22,28 USD PST/ QST
Sales Tax: 0.00 USD
Details
Transaction |D: 684523750
Item Information
Addendum
Sequence Commodity Unit of Line Item
Number Code Description Quantity Measure Total
1. BOOG1B3YJY LD Compatible POS Ribbon C 1 PCE 14.99 USD
2. BO1BHAY Q4U LD Compatible Printer Ribb: 1 PCE 7.29 USD




Receipt Upload via Desktop/Laptop

General Information

m You will need to choose the G/L Code, add a description and click the Receipt
Submitted box for each transaction.

m Click on Save.

m During the Statement Review period, when you are finished, remember to click on
Statement Reviewed.

m You can toggle to the Wells Fargo website to approve statements from your phone
(You are not able to use the app to approve statements.)

m Receipts can be uploaded to closed statements.






