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STEP DETAIL 

1 
Sign in to Wells Fargo CEO Portal 
  

2 

Choose the Current statement to be reviewed. 
Click View. 
 
 
 

Process Name: Reclassifying Expenses in Wells Fargo 
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Select All Transactions 
Click Reclassify. 
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• Reclassify to COA values or POETAF 
• Add Receipts to each transaction & click checkbox for “Receipt Submitted” 
• Click Save 
 
Reclassifying to POETAF 
All fields should be 0 except the Project field – that should indicate your Grant or Faculty Fund 
Enter full POETAF string in Description box. 
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Click Save 
Click Statement Reviewed 
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