TONJ B

Process Name: Creating Expense Templates

A

4

STEP DETAIL
Sign in to Wells Fargo
1
Choose Expenses
WellsOne® Expense Manager /
2 I
Home Accounts Expenses Approvals
Expenses Expenses
Click the Expense Details arrow
3 A Agent Fee £ 25.00 usp = WF Visa 9739 (6831) 02/28/2024 Tcnj Lodge Card f ——i ¥

Click Expense Template

= Agent Fee

Tenj Lodge Card
Amount Date Issuer Merchant category group
25.00 UsD 02/28/2024 WellsOne Visa (9739) (6831) A Airlines

Coding

4 ‘ Spend Wizard H Expensetemplatei\

Amountinel ‘ UsD ‘ Account 604710

25,00

Details

TRAVEL FACULTY STAFF

=

Link receipt v

o
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Click Create expense template

x Select an expense template

P My templates Tcnj Lodge Card

Find Q

© Create expense template

Create the Template
e Name the Template Create expense template

e Provide Template COAs or POETAFs E
Click Done 1]

5

:;’5*"‘55& ‘ Account 604280 SUPPLIES
Tax N Fund 100000 GEMERAL FUND
No default tax code
Organization 3601 FINANCE BUSINESS SERVICES
5
Category 325 INSTITUTIONAL SERVICES
5 Program 0000 DEFAULT PROGRAM
6 Activity 0000 DEFAULT ACTIVITY
B
Location 0000 DEFAULT LOCATION
5 Future 0000 DEFAULT FUTURE
Project +
B
Org +
c Expenditure Type +
Task +
B
Award +

S
.. [

© 06 0 0 0 0 © o
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Editting a Template
Click Expense Template

x Agent Fee
Tenj Lodge Card
Amount Date Issuer Merchant category group
25.00USD 02/28/2024 WellsOne Visa (9739) (6831) A Airlines
Coding
| Spend Wizard ‘ | Expense template,
Amounting! Account 604710

| 25.00 usp ‘

Click Edit

b Select an expense template

My templates Tcnj Lodge Card

Find Q ‘

© Create expense template

\Edit

604280 - 3601

Link receipt ¥

Details

TRAVELFACULTY STAFF @

Change the name or Budget Values
Click Done

Note: you can delete a
template from this screen.

Back

Edit expense template - 604280 - 3601

Template name
S | 604280-3601

Perce cou
[ ‘ p— coizs0
s
Tax v Fund 100000
No default tax code

Organization 3601

Category 225

Program 0000

Activity 0000

Location 0000

Project

Org

Expenditure Type

Task

A\

IR T
B o

SUPPLIES

GE

FINANCE BUSINESS SERVICES

INSTITUTIONAL SERVICES

DE

DE

DE

DE

+

NERAL FUND

FAULT PROGRAM

FAULT ACTIVITY

FAULT LOCATION

FAULT FUTURE
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Using an Expense Template
Click Expense Template

x Agent Fee
Tenj Lodge Card
Amount Date Issuer Merchant category group
25.00USD 02/28/2024 WellsOne Visa (9739) (6831) A Airlines
Coding

| Spend Wizard H Expense template,

Amount incl Account 604710
= |

Choose the template from the list

’I ——

® Select an expense template

My templates Tcnj Lodge Card

‘ Find Q

© Create expense template

604280 - 3601 Edit

Link receipt ¥

Details

TRAVELFACULTY STAFF @

Add your receipt, Business Purpose
Click Complete

Agent Fee

Tenj Lodge Card [%],

Merchant category group

Amount Date Issuer

25.00 USD 02/28/2024 WellsOne Visa (9739) (6831) X Airlines
Link receipt %
.
Coding Details
A~
‘ Spend Wizard H Expense template |
ggw“m‘ | UsD Account 604280 SUPPLIES [x]
Lol = S S S S e v S T N N W A A Y S Y S Y A N S N S A W
[T
Business Purpose *
#
200 characters left
v
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, | Update |
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