Cardholder / Reconciler Instructions

After you have successfully signed on to the Wells Fargo Web site,
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Click on (My Services) “Commercial Card Expense Reporting” on the left navigation bar.
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Choosing your Role

If you have multiple roles such as approver, cardholder or reconciler, you need to let the
system know which role you want for this session so it knows which screens to create.
The role that is selected will appear in Black.
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If you have told the system you are an Approver or a Reconciler, you will need to use
the pull down to select which statement you want to work on. Once you make the
selectionythe statement will appear.
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Cardholder Review

To review an open statement, select Manage Statements > Review Open Statements in
the navigation bar on the left. (or select View Cycle-to-Date if the period is still open)

As a St. Olaf Visa cardholder, you have the responsibility to
= Review your statement to verify that the charges are correct
* Add “meaningful” descriptions to all of your charges
= State the business purpose
You may also
» Change the Unit &/or Account, add an activity(99) and category code (####)
= Split a charge
* Dispute a charge
For all of these functions, just click the box of the transaction you would like to adjust (or
use the Select All) and click on the appropriate fungtion button. o
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Cardholder Review - Reclassify (Unit or Account Numbers)

Put the correct Unit in the box labeled UNIT and the correct Account in the box labeled

General Ledger Code. Click on the m

gnify glass to select the correct code. You can
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Cardholder Review — Add Descriptions
It is the cardholder’s responsibility to add an informative description for each transaction.

The description should include:
= Business Purpose
= What the purchase is (be as specific as you can)
= If for a meal, who was in attendance (visiting lectur
donors, etc.)

1, ski team, job candidate,

)
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Cardholder Review — Split & Reclassify

Select the Split Type to indicate whether to specify By Amount or By Percentage. Put
the correct Units that you want to “split” the charges with in the boxes labeled UNIT and
the correct Accounts in the boxes labeled General Ledger Code. Enter the anfount or

().

Note: You may split the charge between more than two units, to do thig, click on the Add
a Split button.

-,| Commercial Card Expense Reporting ' x [Close |
Role: Approver | Reconciler | Cardholder Welcome Margha Erickson Emulating Jody Greenslade Exit Emulatior,
/ 7 1
Charges — Split and Reclassify / / |
¥ Manage / /

< Beturn to Charges — Cyele-to-Date

Review Open

o Check a Split Type, and enter the required informyation for hoth portions of the split. The total amount must equal the original transaction. Click Save

View Cyecle-to-Date
when you are dane

View Previous Statements

* Required Fisld Q\ Viewe Details
» Reports

» User Information Cardholder Name: GREENSLADE, JOI

Card Mumber: JHOOKHO X0 3807

¢’W © ByAmour}/f‘ By Percentage
[ —
Selected Charge / / I

Transaction Date: 080220 Posting Date: 09/032010

Merchant hame: Public Slorage 08304 General Ledger Code: 64100 - Courier delivery shipping

Receipt Aftached: Ho UMIT: 16106

Amourt £ Original 189.0§ USD co: w010

Currency

Unit: Tl SURERS OFFICE(16146)

Description:
Split and ReclasiiyJAmounl / & Add a Split
1. General Ledger Code * Unit Amount *

54100 _ | Courier deffery shi QL ITF\EASUF\EHS OFFICE[1E10E) = =D —
Split Description| *
T co ACTIVITY
[1ei0E 0010
CATEGORY TAX PAID
v
2 eneral Ledger Code * Unit Amount *

I 4100 _ |Courier delivery shi QL ITF\EASUF\EHS OFFICE[1E108] =l usD

Splif Description *

=
v [=
uNIT co ACTIVITY
16106 o010

CATEGORY TAX PAID

I

Remaining amourt: 189.00 USD

&5 Add a Split
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Cardholder Review — Dispute

If you disagree with a charge on your statement, first contact the provider to see if you
can resolve the issue. If not, select the appropriate Dispute Details and select the
button.
—
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0 For all disputs types sxcept for those that are Unauthorized or Unrecognized, you must first contact ths merchant and
try to resolve the problem before filng & dispuds with Wells Fargo

Pispute Type ' Unauthorized
| cerify 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 represerted by
this transaction received by me or a person authorized by me
e Duplicate Processing

| have besn charged multipls times for the same transaction,

sl Paid By Other Means

| already paid for the abowe transaction by:
Select One

C Incorrect Amount

My sales slip indicates an amount of but tt sppeared on my

statement a= the amount ahove

s Service Not Rendered

| dief ot receive this service. | contacted the merchant, and they did not resolve
this clspute

(8 Merchandise Not Received

| dict not receive the service andfor merchandise. | contacted the merchant, and
they did not resolve my dispute. | expected to receive the merchandisefservices
an

o Partial Amount Dispute

Although | engaged in the above transaction, | sm disputing the ertirs charge, o &
portion thereof, in the amount of

| contacted the merchant and reguested that & credit be made to my account for
the reason belov

sl Cancellation

Although | engaged in the transaction above, | cancelled the reservation, service,
or merchandise with the merchant an

s Credit Not Posted

I have in my possession a credit memo that has not posted to my sceount OR was
listed &5 & purchase on my statement/activity report

(ol Unrecognized

I do not recognizs this transaction and would ke to requsst a copy of the charge.
If, ater review, | determine this is nat my charge | may dispute it ot a later date.

Contact Informati
Please enter a phone number so thatwe may contact you in case we have any questions about this dispute

Phane Mumber:

Reason for Dispute

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

Dispute Description.
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Complete Review

*  When you have made all the changes to your statement, select the
REUENEHEENIIGG. You will get a pop-up message that an email will’be sent to
your approver.
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Receipt Amount / Original
Date Posting Date » Merchant Custom Fields G Code Attached Currency.
1. [] cemzcm0 0910372010 Public Storage 08304 B 79600 - Rent lease exp for use opffop 189,00 USD
&00-567-0759, WK
Desciption; Art Storage
2. [] oo0sR010 9MmBIZ010 Dept Of Public Safety B TEE0D - Licenses 28300 USD
651-2054080, N
Descrigtion; Registration Tabs
3. [] 0Imseoio 03/06/2010 Dept ©f Public Safety B 76600 - Licpflses 26300 USD
651-2054080, Ml
Descrigtior: Registration Tabs
4[] oeMDEmo 09110/201 sllanecus expenses 18820 USD
An email will be sent to the pfforover. Click
Desctistiors Driver Licenst Ok to continue.
5[] 08432010 091157201 L sllaneous expenses 250,00 USD
m Cance
Desoriptior Auto Accidery

6. [ om0 09/2772010 Faizon Off Produ Wi Spit O 32447 USD
B00-5524774,
Descrigtion; Otfice Supplies

Select All| Clear Al

Add Descriptions Split % Reclassify m Copy Request

Total Charges: 1,517.67 USD

iewing 1 1o 6 of 6§ tems
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= Print a copy of your Wells Fargo Credit Card Statement and attach all of your
receipts. If you are missing any receipts, fill out the receipt template.

= The Cardholder’s statement and receipts needs to be sent (by the Cardholder,
Reconciler or Approver) to the Accounts Payable Office — Admin 225



