P TONJ ez

Process Name: Coding Expenses

STEP DETAIL

: Sign in to Wells Fargo — WellsOne Expense Manager

Choose Expenses

WellsOne® Expense Mar‘uay
2

Home Accounts Expenses Approvals

Click the Expense Details arrow

3 A AgentFee 25.00 usp B WF Visa 9739 (6831) 02/28/2024 Tcnj Lodge Card ( E— &
y 4
Coding, Receipt & Busness Purpose . P E——
Enter the COA/POETAF for the transaction T00USD  09p0202  WENONeVisa(7IE)(E767) R Buemess senieetrsupples
e Manually code each value or use the Expense Template Coding ueta/
e Enter Default Value (zeros) for COA fields if using POETAF values [spenawia | [ Experse gt |
Enter the Business Purpose o
Link a receipt to the transaction L™ o @
| ;\T/A Fund 100000 GENERAL FUND (]
H H e -~ iz ANCI ISINESS
Click Complete if ready for approval b S s g
4 Update if you just want to save your progress " S WSTUTONLSVCES ©
1 Program 0000 DEFAULT PROGRAM °
BLls”quS Pur-pose Activity 0000 DEFAULT ACTIVITY Q
Ca nva '-.-'earl,‘_. EU:IS':riP:'ClI" Location 0000 DEFAULT LOCATION [x]
WAAAAA -
Future 0000 DEFAULT FUTURE [}
Project +
mmmmmmmomoaes ., Supplier Details
1 i L Burchase Canva* 104096-57780222
S Business Purpose *
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Linking Receipt
Click Link receipt

Link receipt v

ails /

Click Imange Library

Image Library

Receipt Submitted? *

IFA b

Click Upload or drag and drop the file into the screen

FCCOUITTS — CAPSTISES — APPIOvars

Image Linking - Google Chrome

23 wellsoneexpensemanager.wf.com/ImageManagement/ImageLinking?transactionld=H: Dvihsaipei&transactionim

Image Linking
S| WellsOne Visa (9739): 03/20/2024 Amount: §120.00 USD

& Upload Upload via Email

/

Alternately, link a receipt from the Image Library

Image Linking - Google Chrome

=3 wellsoneexpensemanager.wf.com/ImageManagement/ImageLinking?transactionld=H8820240322vihsaipei&transactionimagesView=fal

Image Linking
WellsOne Visa (9739): 03/20/2024 Amount: §120.00 USD

& Upload Upload via Email /

e
» A VT L L P2 02000000000 0000000000

Canva 120.00 - 3-20-2024.pdf

@ Link € Delete
Canva 120.00 - 3-20-2024.pdi

s
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Transaction Details
Click the Details tab x Canva* 104096-57780222 A
e Provides Approver, posting date & Merchant info | amour: Date lssuer e
120.00 USD 03/20/2024 WellsOne Visa (9739) (9767) Bh Business Services/Supplies
Click Extended Transaction Details Coding —_— Details
e Shows Merchant provided detail of transaction
Approval rules
Transaction Amount * Amount greater than 0.00 & Pending approval
Approvers:  Heather Fehn
Expense details
Canva* 104096-57780222, Httpscanva.Co DE
5 Type Purchase
Posting date 03/21/2024
Exchange rate
Extract date
Internal reference HB820240322vihsaipei
Extended Transaction Details/
Supplier category details
Merchant category group Business Services/Supplies
Merchant category Photographic Studios (7221)
Supplier details
Viewing Transactions sent for approval
You can edit transactions prior to it being approved (Complete)
Click on Filters & change Status to Pending Approval
Click Apply
Expenses
Filers e .
6 Default = | Find Q
. Duration Status :r -------- . Expensze type
All v ‘ Todo v ‘ All expense types v
| | | "
/ qesetters
| Pending approval b v
(] ® College-O-Nj-Bkstore#75 “empleted 5.74 usb B WFVi
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Split Coding
Click the Split button

Choose how many splits & how you would like it split
Click Split

Enter COA/POETAF values for each split

Click the X on the split if not needed

Amount Late ISSUEr - -
120.00 USD 03/20/2024 WellsOne \
x Split
Coding Une
J4el |LSD 5% |
( 1( ] 60.00 50.00 |
‘ Spend Wizard H Expense template ‘
L AL J Line 2
| uso 5% |
n 60.00 50.00 |
I - + Add line
Amount incl
Aca
‘120.00 ‘ LY ‘ ©
) ) Split evenly
Tax
v
N7A ‘ Fun PP PP LSS
( Tax amount |
| 0.00 ‘ usD ‘ Org
Balance: 0.00 USD
Y Split \ Cat
1 | Split H Cancel |
Proj S ——
120,00 UsD 0372072024 WellsUne Visa (8/39)(9/67) B Business Services/Supplies

Coding Details

Amount ind

UsD ‘ Account 604720 TRAVEL ACADEMIC

60.00 ‘ STUDENT °

( Tax v

N/A Fund 100000 GENERAL FUND o

=

0o ‘ e ‘ Organization 3601 FINANCE BUSINESS o
SERVICES

Y splic Category 25 INSTITUTIONAL SERVICES @)

2 2 2 2 2 2 2220 FP L2 200Fr s srFL TR Lo

® o

CITOELE ‘ ‘ Ac 604720 TRAVEL ACADEMIC
usp count WEL Af IC
| 60.00 STUDENT °
( Tax v
N/A Fund 100000 GENERAL FUND [x]
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Multiple Coding

Expenses

Shaow
Tenj Lodge Card PV

selectall [# Code selected expenst

(]  AgentFee

Click Code Selected Expenses

Expenses

Sho

w Fi
Tenj Lodge Card

ilters.
v
Default

Clear selection 3 expenses selected  [# Code selected expenses

1 [] # AgentFee \

X  Brussels Ai
Qther Debits

X AgentFee

Enter COA/POETAF, Business Purpose
Click Complete

Code multiple transactions and enter Business Purposes at once.
e You must still enter a receipt per transaction

Note: If you hold more than one card or are a card delegate you must be viewing 1 card at a time

Check the boxes next to the transactions that will be coded the same

X [E 3 expenses selected 2T
@ )

Update your coding details

Apply coding 1o your selected expenses. Leaving any code empry will retain any existing codes in the selected expenses.

| Expense template ‘ Reset expenses with multiple coding lines 1o 2 single line |

\ | . |
A required code is missing

+

Fund

A required code is missing,
W W W W W W W W WA W AW WA W W W W W W W A
Funding Source

Business Purpose
The description will apply to all selected expenses. If you leave this field empry, the selected expenses will retain their existing descri

‘ Dispute ‘
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