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Approver Responsibilities

• Reviewing all P-Card transactions that are being charged to your operating 
budget;

• Identifying unauthorized P-Card transactions being charged to your budget;

• Initiating appropriate action, or contact the Card Program Administrator, 
for any unauthorized P-Card transactions; and

• Online approval of P-Card statements to certify that you are approving the 
P-Card transactions that are being charged to your budget



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 Statements and View 

Cycle-to-Date screens

• 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 you will be on vacation, or do not have online access, contact your Program Administrator in 

advance of your departure.



Cardholder review of statement is complete

Cardholder statement review complete

Dear Approver: 

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

Lastname, Firstname

xxxx-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.

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 xxxx-xxxx-xxxx-1234
Lastname, Firstname xxxx-xxxx-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.

E-Mail notification



Approver home page
Manage Statements – Approve Statements

▪ 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



▪ Approvers can view mid-cycle activity and submitted receipts for any user that rolls up 
to them for approval

Manage Statements
View Cycle-to-Date Transactions



Approve over-all statement
Make any necessary changes prior to approving

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

▪ Approve the card 
expenses by 
clicking “approve 
statement”
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Manage receipts  
Review receipts/view historical images tabs
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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



Statement summary report showing cardholder statements over period of time 

Reports – statement summary
Approver option – review up to 12 statement cycles



Reports – offline
Approver option – Create New Report

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

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



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:
Cherese Rucker
Debra Watson

Program Auditor:
Loretta Maguire

Program Sponsor:
Lloyd Ricketts



Thank you!
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