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STEP DETAIL 

1 
Sign in to Wells Fargo – WellsOne Expense Manager 

2 

Choose Expenses 
 
 

3 

Click the Expense Details arrow 
 

4 

Change COA values to Default (all zeros) 
Hint: Create an Expense Template for this 
 
 
 
 
 
 
 
 
 
 

Process Name: Full POETAF Coding 
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5 

Search for your Project/Grant ID 

6 

Search for each of the remaining POETAF values 
**Note: Faculty Funds will not require the Award or Funding Source values. 
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The Search will only result in the value associated with the Project/Grant 
Expenditure Type will result in the full list of values.  Choose the correct value that corresponds to the transactions. 
For complete list of Expenditure Values, refer to the PPM Expenditure Type excel list on the Treasurer’s training page. 
**Note: some values may be abbreviated 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Expenditure Types 
Note the difference between Grants & 
Faculty Funds 
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