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Process Name: Coding Expenses

Approve ‘ Edit ‘

DEFAULT ACTIVITY

DEFAULT LOCATION

DEFAULT FUTURE

STEP DETAIL
: Sign in to Wells Fargo — WellsOne Expense Manager
Choose Approvals
WellsOne® Expense Manager
2
|
Home Accounts Expenses Approvals
Click the Expense Details arrow
3 X AgentFee 4 25.00 uso B9 WF visa 9739 (6831) 02/28/2024 Tcnj Lodge Card ( ——
2 {
Approving, Editting, Sending Comments
. X Agent Fee | Tcnj Lodge Card
Check the Coding ;
Check the Receipt 2200 5D Sy WFvisa 5730 - s
Check the Business Purpose o P )
Click Approve if transaction is correct B
Edit if you want to edit the information usness supose
Sig Tau Delta - student 604720-100000-1600-100
4 Alternately, you can send a comment to the Cardholder to correct e
the COding Values Or receipt m 25.00 USD 604721 TRAVEL ACADEMIC STUDENT

| Timeline |
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Sending Comments
Click the 3 dots then Query under the Approval Rules heading

Future o000 DEFAULT FUTURE
Approve
Project _________}
Query
-| Aska question3r add a com
» Transaction Amount E Approval required | e ‘

-

Enter Comment & click Send

No comments added \

Ask 3 question or 3dd & comment i Send

Approvers: B3 Mark Mehler

check coding

238 characrers left

The transaction is sent back to the cardholder/delegate with comments

[] A AgentFee g 25.00 usp B3 WF Visa 9739 ' 02/282024 [2] ¢
A

4

Cardholder/Delegate edits, enters Comments & clicks Complete
Approval rules

Transaction Amount

check coding
Mark Mehler 03/25/2024, 20:19

Ask a question or add a comment...

this has been corrected

Complete ‘ Update ‘
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