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INTRODUCTION

This application is an online reporting tool that allows you to access your Wellesley College ProCard
Business Credit Card transactions securely over the Internet. It can help you expedite expense reporting
by allowing you to review transactions, reallocate account codes, enter —business purpose descriptions,
and run reports—all online and at your convenience.

This manual will highlight some of the basic functions of Wells Fargo Commercial Card Expense
Reporting (CCER), provide first steps to take when initially logging into the system, explain how to view
transactions, update account codes, enter —business purpose descriptions, and run and schedule
reports. In addition, there is an on-line help feature and access to additional documentation available
within the system after you have logged in using your Company ID, User ID, and Password.

The process for setting up your Approver account is identical to the process used to set up Cardholder
accounts. Approver/Supervisor access is very much the same as the Cardholders. The added
functionality is that you can review and approve the transaction activity on a card accounts that have
been assigned to you in the CCER system.

GETTING STARTED

Login

To log into CCER go to https://wellsoffice.wellsfargo.com/ceoportal/signon/

1. Enter your Company ID, User ID, and Password.
a. Company ID = welle356

Commercial Electronic Office®

Thank you for using the CEO#E portal. You're now signed off and can safely
close your hrovwser,

CEPa00
Company ID Trouble Logging in?
‘ | « Password Reset Tutarial
User ID = First Time Sign On Tips
Password Adiditional Information

‘ | » Dnline Security
«  Systern Reduirements

m Forgot Password?

2. Click Sign On. If this is your first time logging in, you will be prompted to change your initial
temporary password. You will also be prompted to answer two secret questions, read and accept
the CEO Terms of Use Agreement, and create a User Profile.
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Creating a New Password

Change Your Password

Your password will expire in 10 days. To change your password, hegin by entering your Current Password. Enter then re-
enter your news password, and click Save.

% Allfields are required.

Current Passwaord: I Pazzwoards must contain the following:
m Gio12 characters
Mew Password: I m At least one number

m At least one letter
It iz alzo recommended that your password alzo
contain one special character.

m Cancel Pazawards cannat be the same as, of include:
Your first name

“our last name

Company name

cCompany 1D

Lizer IO

Previous B passwords

Mames of months (Example: march123)

The zame character repeated 3 times or more
(Example: 2Wazas)

Fe-enter Mew Passward: |

Your new password will expire in 120 days. After selecting a new password, you will see a message box
indicating the successful change of the password along with the date when the password will expire (see
below).

Change Your Password

Your passward has been changed. It will be valid for 120 days and will expire on 11/02/2011. Click Continue to go
ta the cEQ® portal home page.

Continue
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Answering Two Secret Questions

Edit Secret Questions

Your secret questions and answers provide an additional level of security for wour anline
banking services. Choose guestions from the drop-down menus below and answer in
the fields provided. Please ensure your answers cantain only letters, numbers,
apostrophes, hwphens or spaces. [fyou choose the date guestion, yvour answer must
read MDD,

* Reguired Field

Secret Question? = lwkat is vour mother's maiden name? |
ARt - [Choose One:

What is your mother's bidhday?
T A e ey ihat is vour mother's maiden name?

Wihat was the last name of your favarite teacher?
Answer = [What was your childhood nickname?

What was vour first pet's name*?

You will only be asked your secret questions in order to reset your own password in CCER. Select a
qguestion from the drop down list, provide an answer, and repeat the process with a second question.

The next screen (see below) will let you know what you have left to accomplish:

0 Accept the CEO Terms of Use
0 Create a User Profile

L Commercial Electronic Office”

Welcome to the Commercial Electronic Office Portal

As anew user, you'll need to complete the following steps before
heginning work on the CEQS portal:

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

@ Copyright 1299-200% Wiallz Fango. Al dghts reserved.

CCER Approver’s Guide.doc, Updated August 8th, 2016 Page 5



Accepting the CEO Terms of Use Agreement

Read and accept the CEO Terms of Use.

New User Setup

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

Terms Of Use i’
You have now entered the Cormmercial Elsctronic Office (CEC™ business portal at the website for'wells Fargo

Bank, M. A ™Mells Fargo"). Through the CEC you will he ahle to use cerain financial services (the "Services") of

VWells Farga orits affiliates {the "Affiliates").

A Service may be used through the CEC only after {3) you agree to these Terms of Use, (k) your company signs the
Online Access Agreement and the other agreements required to receive the Service, and (¢) your Campany accepts
the application farms, instruments, rules, standards, policies, instructions, and other documents and forms
required to receive and use the Senvices (the "Sewice Farms").

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

Creating a New User Profile

In order to create a new user profile you will need to provide your:
e Name & Title
e Telephone number
e Email address

Edit Profile
FPlease take a few morments to update the following information. [twill help us provide you

weith more personalized support, essential service status updates and an added level of
SRCUrity.

* Required Field

First Mame.” |

Middle Initial: I

Last Mame.” |

Title:” [other =l
Functional Area;” |Treasuw Managernent j
Email” I

Your Phone Number:*
Chaonse either United States OR International, and enter your phone number.

& United States | | |
Frea Code Telephone Extension
" International | | |
Country Code City Code Telephone Extension

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

& United States |
Prea Code Fax MNumber
 International | |
Couritry Code City Code Fax Humber
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HOME PAGE

The home page is your starting place once you have successfully logged in to the application. You can
read important news information or link to other resources.

My Services
Learn about improvements to your CED services and helpful tips for using the site. You'll alzo find information about banking issues that
Commercial Card @ impact your buziness. Please dont show this messade aosin
Expense
Reporting R
Communication Center ?
Customer Support ‘fou have 0 unread messages
You have No Unread messages Goto Communication Center =
= Tall-free phone numbers for \
YOUE SEtvices \

Find & 'Wells Fargo location
Wiesy Wills Fargo holiday.
schedule

Help & Training

m Get Online Help for your
enrolled CED services
iew Flash Tours
Register for free Onling
Training Classes

CEO® Resources

CEQBlog

Wigls Fargo Lending Baze Retes
Interest Rete Manacement
Service Demos

Fraud Infarmation Center

Select Commercial Card Expense Reporting from the “my services” menu

Wiew All Resources

To access CCER and approve ProCard transactions, click on the “Commercial Card Expense Reporting”
on the left hand side under “My Services”.
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FINANCIAL

Approve Statements

The CCER homepage defaults to “Approve Statements”. You will see a statement approval queue (if the
cycle is ready for review). The list contains the Cardholder’s name, card number, start and end date of

the current billing cycle, charges, total, and status.

The status will either read “Open”, “CH Reviewed”, or “Approved”. If itis “Open”, then the Cardholder
has not yet reviewed the statement. If it is “CH Reviewed”, it means that the Cardholder has reviewed
the statement and submitted it for approval. If it reads “Approved”, then both you and the Cardholder

have reviewed the statement.

Commercial Card Expense Reporting

(Heio ) x |Ciose
Role: Approver ‘Welcome Mary Smith
Open Statements
lanage Swle?n?ﬁfg‘\
Approve Statements g Select a statement, and click View.
SRS Wigwing 1 to 10 of 10 tems
View Previous Statements
e — Fax Cover
Manage Receipts Cardholder Card Start End Sheet Receipt
Hame & Humber Date Date Charges 0oP Total Status Printed Images
2 Viow. Reousstsl Status 1. ¢ BROOKS, ROGER o00ex000-3000-5101 034017200 03317200 53000.00 S0.00  S3000.00 Approved
» Reports
2. ¢ CAMPBELL, MOLLY 300020006 3000-57 58 034017200 03/31/200c 52505.50 $1455  S2520.05 CH Reviewed
» Manage Users
3. ¢ COX MARY KX 000621 33 03/01/200x 03/31/200x $880.50 $5504.45 Open
4. ¢~ EVANS, JERRY KA =XHH=XHKHKK-22 34 03/21/20xx 5452490 $851.30 $5376.80 Open
5. (¢~ GORDON, ANDREW KON =XHKHKK-2 235 03/01/20%x 03/31/20xx 54420.85 $822.13 §5247.98 Open
6. HOWELL, CANDI HOCH-XHK-XKK-24 36 03/01/20%x 03/31/20xx $4326.80 §782.17 §5118.97 CH Reviewed
7. KNG, TOM KO- KK KKK 25 2T 02401/20%x 03/31/20%¢ $300.00  S7E4.21 5106421 CH Reviewed
8. & KLINE JACK 000K K0K- KKK B2 03401/20%x 03/31/20%x 5490423 SB470  54988.93 Open 04/02120x% 04/02120%x
2:35PM PT 3:38 PM PT
9. ¢~ MCGRAW, EMILY O FRKNK- KRR KK 03401/20%x 03/31/20xx 5320273 S14.85  S321828 CH Reviewed
10. (~ WAGNER, JUDY o080 20008- 2728 03/01/20%x 03/31/20xx 54500.00  S70828  SS20829 Open
[“Prni~ |
Viewing 1 to 10 of 10 tems

As an Approver, you will be able to view transaction details for all of your Cardholders and make any

changes if necessary to the business purpose description and budget number.

=< Return to Charges — Cycle-to-Date

Enter your description, and click Save. Note: Ifthe Apply to All link is available, you can copy this description to all listed transactions.

&, view Detais

Card Number: XKXX-XXXX-XXXX-8046

Charges

Cardhalder Name KUSCHER, BRIAN Enter a bUSineSS de5Cr|pt|0n

e

Viewing 1to 1 of 1 ltems /

ORG FUND

m— N Co—

[

G — Y

AcTmy Click the icon to choose values to reallocate the transaction

1.
Transaction Posting ceipt
Date Date Merchant Attached
08/30/201 100201 Hannaferd #0285 O
Lewisten, ME
Description Unit
|PER3- CONTEST MANAGEMENT(7751) A

Amount |
Original
Currency

20,73 USD /20,73

ACCOuNT
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After reviewing all the transaction details, descriptions, budget numbers, and making sure

everything is in compliance with Wellesley College policies, you can approve the card expenses by

clicking “Approve Statement”.

_{I Charges T Out-of-pocket Expenses ]

Select All| Clear Al

Transaction Date

Posting Date & Merchant

Custom Fields

Split

Receipt Attached

Amount { Original Currency

T/28/2011

ription

0012011 Cvs Pharmacy #0362 Q02

Wellesley, MA

&

a

2385UsD

Select All| Clear Al

Add Descriptions [ Spit&Reclassity | Dispute [l CopyRequest

Total Charges: 23.85 USD

Running Reports

Approve Statement

Under the “Reports” list on the left side menu, Approvers can run a “Statement Summary”. A

statement summary report shows all Cardholder statements over period of time.

Statement Summary Report

» Manage Statements

» View Requests/ Status
¥ Reports
Reporting Download

<’S=;t-e—|;ant Sunmmm

T ———
Offline

» Manage Users

< Return to Statement Summary Report - Select

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

Division. ABC MANUFACTURING

Statement Summaries

Print Version

Viewing 1 to 8 of & tems

1201 20xx 11i01 20xx 10/01 20xx  09/01 20xx  0Z/01 20xx  07/01 20:0c  06/01 20xx  05/01 20xx  04/01 20xx
to to to to to to to to to
Hame & Card Number Unit 12031 200 11030 20xx 10731 20xx  09/30 20xx  08/31 20xx  07/31 20xx  06/30 20xx  05/31 20xx  04/30 20xx
1. BROOKS, ROGER 2000C-X000-X0006-8101 DEVELOPMENT (70010 $34230 $110300 3124683 $1,29850 S67820 8124683 810594 s0.00 g0.00
2. CAMPBELL, MOLLY  ooot-xoox-xooc-8798  MARKETING (70008) §12.00 §150.99 $67.99 52,201.90 $§1,24567 $345.89 §12.00 50.00 50.00
3. COX, MARY HOOK-X000K-X00%-2133 - DEVELOPMENT (70010) §$123.80 §124683 $1,108.00 $342.80 $105.94 $123.80 $0.00 s0.00 so0.00
4. EVANS, JERRY ooot-ooa-xoce-2234 MARKETING (T0008) £420.00 $500.00 g12.00 $500.00 $213.00 %3,219.23 $5.90 20.00 £0.00
6. GORDOMN, ANDREW  oxxx-xxkx-®xxxx-2335  MARKETING (70008} s0.00 30.00
6. HOWELL, CANDI J000-000C-0006-2436  DEVELOPMENT (70010) $512.00 $77555 $30025 345889 $330.00 $285.00 s0.00 g0.00
7. KNG, TOM HH-HHXKK-HOHK-253T  SALES (T00MZ) $354.57  84,120.00 54 s0.00 s0.00 50.00
8. KLINE, JACK H0OK-0OK-X00x-8820  SALES (70012) §7,365.00 $586.57 $1,53280 §1,237.00 $632.00 $320.67 $526.90 s0.00 s0.00
Total 5930625 §7,766.69 $6,621.07 S11,601.46 5513931 $6,928.67 §1,390.70 $0.00 50.00

(&1 I ] [
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Other standard reports like a “Transaction Detail Report” can be found under “Offline”.

Offline Report — Select

¥ Manage Stalements -

< Bl 1o Offlins Beports — SunMuary
Select from the Offline Repot Type drop-down menu, and click Contime
&) Recurad Fisid

Ofline Repor Type: © | Selact One

W

» Manage Users

Select One

Account Spending Anasl: Repod
Cach Advance Accourd Summany Repoit
Meichant Tiansaction Summasy Report
Tiop 10 Caunier Suerenany Repo

Top 10 Vehiche Chan Summany Repot
Tep 25 Lodging Chain S s Flepat

*Create Hew Report

Transaction Detail Report — Create Report

¥ Manage Statements
Approve Statements
View Cycle-to-Date

View Previous Statements

¥ Reports

Reporting Download
Statement Summary

Offline

» Manage Users

, ",

-

< Return to Offline Report — Select

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

© Required Field

Report Type:

Cardholder Name: @ | Select One

Card Number:
Date Type: @

Transaction Detail Report

v] |

Select Cardholder |

O Transaction Date

(O Puosting Date

Note: The starting date cannot be more than 36 months before today.

Date Range:

Amount Range:

GIL Status: @

through |

Start Amount {(0000.00)

> .vl
.Selel:tﬂne|v|

IETI cancel

~ End Amount (0000.00)

<]

_ (mmidddyyyy)
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CYCLE PERIOD CALENDAR

Statement End Date: 3/27/2017
e Reminder Period (3 days): 3/28/17 through 3/30/17
e Grace Period (3 days): 3/31/17 through 4/2/17
e Approval Period (3 days): 4/3/17 through 4/5/17

Statement End Date: 4/27/2017
e Reminder Period (3 days): 4/28/17 through 4/30/17
e Grace Period (3 days): 5/1/17 through 5/3/17
e Approval Period (3 days): 5/4/17 through 5/6/17

Statement End Date: 5/27/2017
e Reminder Period (3 days): 5/30/17 through 6/1/17
e Grace Period (3 days): 6/2/17 through 6/4/17
e Approval Period (3 days): 6/5/17 through 6/7/17

Statement End Date: 6/27/2017
e Reminder Period (3 days): 6/28/2017 through 6/30/2017
e Grace Period (3 days): 7/1/2017 through 7/3/2017
e Approval Period (3 days): 7/4/2017 through 7/6/2017

Statement End Date: 7/27/2017
e Reminder Period (3 days): 7/28/2017 through 7/30/2017
e Grace Period (3 days): 7/31/2017 through 8/2/2017
e Approval Period (3 days): 8/3/2017 through 8/5/2017

Statement End Date: 8/27/2017
e Reminder Period (3 days): 8/29/2017 through 8/31/2017
e Grace Period (3 days): 9/1/2017 through 9/3/2017
e Approval Period (3 days): 9/4/2017 through 9/6/2017

Statement End Date: 9/27/2017
e Reminder Period (3 days): 9/28/17 through 9/30/17
e Grace Period (3 days): 10/1/17 through 10/3/17
e Approval Period (3 days): 10/4/17 through 10/6/17

Statement End Date: 10/27/2017
e Reminder Period (3 days): 10/28/17 through 10/30/17
e Grace Period (3 days): 10/31/17 through 11/2/17
e Approval Period (3 days): 11/3/17 through 11/5/17
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APPROVER RESPONSIBILITY

As an Approver, you are responsible for logging into CCER each month to review and approve the
appropriate “business purpose” and budget numbers of all the Cardholder’s ProCard transactions. You
are also responsible for ensuring that your Cardholder is in compliance with all Wellesley College
policies.

CCER ACCESS VIA CEO MOBILE

The CEO Mobile Service includes:
e Access via the browser on your mobile device using your Company ID, User ID and Password at:
https://ceomobile.wf.com
e |Phone and iPad users can go to the APP Store and download the CEO Mobile app
e Anonline tutorial can be viewed at:
https://wellsoffice.wellsfargo.com/ceo public/tutorial/ccer mobile/index.html

CONTACT INFORMATION

Wells Fargo Team Service Center : 1-800-932-0036

Call the above number immediately if your card is lost, stolen or suspected missing, for immediate
decline information, or to access the automated voice response system for information regarding the
card’s current balance and available credit.

Tina Dolan : cdolan@wellesley.edu ; 781-283-3501
Jackie Cheng : jcheng2@wellesley.edu ; 781-283-2471

Contact a program administrator if you have questions about your card, need to increase your credit
limit, change jobs, or need to order new cards for other employees.
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