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Commercial Card Expense Reporting (CCER)

What is it?

» CCER is an internet reporting solution that allows on-line access to
Input expenses, from any location. It is accessed via Wells Fargo’s
secure Commercial Electronic Office® (CEO) portal.

Out-of-Pocket Users can:
» Add OOP (out-of-pocket expenses)

Program Administrators:
John Nevins

Lynn Henry

Christine McCaslin




Reconciliation cycle

= Statement review period

= An email will be sent out when it is time to finalize the monthly
statement.

= All statements must be finalized during a 6 calendar day period
each month. If you are on vacation or do not have access to a
computer, contact your program administrator.

Statement review period:
Six calendar day window each month, generally the 1st — 6t of
the month. This window will vary if the statement end date

falls on a weekend.



E-mail notification

Dear CCER user:

It is time to complete the input of your out-of-pocket expenses for
The previous cycle by accessing the Wells Fargo Commercial Card

Expense Reporting system.

Please complete your input in a timely manner and forward your
receipts as appropriate.

This is an automated email. Please do not reply to this message.



Logging In

WELLS

FARGO

View Your Accounts

Go to! I.&.ccoum SLIMITEHY vl

Username:

Password:

Username / Password Help

Need to set up online access?
Sign Up Now or Take a Tour

Account Services

Free* Mobile Banking - wi.com
Setup Account Alerts

Get Online Statements

More =

Find ATMs/Locations
IErrter Fip code or City & State

Fraud Prevention &
Online Security

Report Fraud
Visit Owr Frawd Information Center
Read Our Online Security Guarantee

Tegether we'll go far
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Go to https://www.wellsfargo.com

Find Locations | Customer Service | En Espaiiol

Small Business

1
|
| &

Personal

&
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Banking

Online Banking GetFree Access
Bill Pay

Checking Open In Minutes

Savings & CDs  Sawe For The Future
Credit Cards Rewards

More »

Open an Account
IChecking

Il co |

Applications
Finish Application ar Yiew Status

College Combo®

Qur account was
designed just for you

J » Learn More

Commercial Ahout Us

i Government refinance program

Get the facts and see if it applies to your situation

Loar]s

Home Mortgage Free Pregualification
Home Fouity  Low Rates

Studegt Loans  Apply Mow
Persogal Loans

Auto Lpans

fiore »

Checf Today's Rates
IMDrtga =]

I co |

Buying a house?
Find out how much you
may be able to borrow

A < e Get Started

Investing & Insurance

The Private Bank

Mutual Funds

Brokerage

Retirement Compare IRAS

Insurance Protect Vour Idenfity
More »

Debit Card Overdraft Service

MNew changes to your ATM and
Debit Card transactions

» Learn More

_—
!* Free account access

9 Manage your accounts
g with Wells Fargo Onling®

» Sign Up Now

Click on the “Commercial” tab


https://www.wellsfargo.com/

Logging In

WELLS

FARGO

CEQ® Partal Sign On | Find Locations | Contact Us

Small Business Commercial About Us

Personal

Commercial Electronic
Office® Portal

N\
Cur aard-winning business portal

gives Jou all the services you need
with a gingle sign-on.

Resetlour cEQ ® password here.

Infermation Protection
Fight Hraud

Busingss Continuity Plan

Welld Farge Recognition
Most-Respected Ranking
Barron|'s Magazine

Econppmic News
LatestiReports

Together we'll go far

A Al

Click on “Sign On”

|

Business Needs

Anti-Fraud Strategies
Protect your crucial business data.

Equipment Purchase or Lease
Getwhat vou need for vour business.

Investment Banking
Get advice on capital raising, M&A, and
mare.

Market Risk Management
Manage exposure to financial and
commodity markets.

Maore =

FX webinar

What's happening with
currency markets?

» Learn More

[Soarch

Make this your wellsfargo.com homepaage

’
| ‘ 2012 economic forecast

Products & Services

Treasury Management

Financing

International

Real Estate

Investments

Retirement and Employee Benefits
Insurance

Shareowner Services

Mare =

Streamline payments
Know whers your cash is
going next

* Learn More

How will the global economy affect
your business in the coming year?

Industry Expertise

Wells Fargo industry specialists can
provide the right financial services for
your business.

| Agribusinezs and Food

S o]

Wells Fargo and Wachovia

Wachovia is now a part of Wells Fargo
—qget answers to FAQs

» Learn More

Bonus depreciation
aa I Get a break when you buy

new capital equipment

4= » Learn More



Commercial Electronic Office sign on

= Simply enter your: ( ‘

Commercial Electronic Office®

Thank you for using the CEQE portal. You're novy signed off and can safely

u CO m pany I D close your browser.

CEP30O0
= deved026
Company ID Trouble Logging in?
u Usel’ I D = Password Reset Tutorial
. User ID »  First Tirme Sign On Tips
= Unique to user
. P d Password Additional Information
asswor «  ODnline Security

«  Systermn Reguirements

= Un Iq ue to User IEEIN roraot Password?

» Bookmark this page for future access

EMAILS OR FRAUDULENT CALLS

0 Be careful about phizhing {or fake) emailz or fraudulent calls. Wells Fargo will newver ask vou for your CEQ peral Passwaord, Token Passcodes, and PIN numbers through an
unzolicted email, a web =ite from a link in an unzolicited email, or unzolicited telephone callz. Never click en a link or rezpond to theze emailz. A Welle Fargo reprezentative
zometimez 2ends emailz when digital cerificates are about to expire, but we always azk that vou contact us. Report any phizhing or fraudulent atternptz to
ReportPhish@wellsfargo.com, or contact yvour Wells Farge reprezentative immediately if vou have inadvertenthty provided information.




Your first sign-on

Change your temporary password

Answer two “secret guestions”

Read and accept the CEO Terms of Use Agreement

Create a user profile:
= Name, title
= Telephone number
» Email address



Change password

Ly Profile

Change Password

800-289-3557), option 5.

Current Password:
Mew Passwaord:

Re-enter Mew Password:

Q All fields are required.

Enter vour Current Password. Create a new password by entering then re-entering the
password inthe fields. If you need assistance assistance, call toll free 1-800-AT-WELLS (1-

Pazzwords must contain the following:
5 to 12 characters

At least one number

m At l=ast one letter

iz alzo recommended that vour
zword =hould have at least one

it
pas
zpecial character (Examples: | * % S).

a

L

Pazzwordz cannot be the =ame as, or

include:

m “vour firgt name

m ‘Your lazt name

m Company name

m Company ID

m U=zerlD

m Previous § pazswords

m Mamez of months (Example:
march123)

m The =zame character repeated 3 times

or more (Example: 2Kaaas)




Change password

Change Your Password

O Your password has been changed. It will be valid for 60 days and will expire on DX/0E/2008. Click Contintie to go to the CECP portal home page

After selecting a new password, you will see a message box
Indicating the successful change of the password along with
the date when the password will expire
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Answer two secret questions

Edit Secret Questions

Your secret questions and answers provide an additional level of security for yaur online
hanking services. Choose guestions fram the drop-down menus below and answer in
the fields provided. Please ensure your answers contain anly letters, numhbers,

apostrophes, hwphens ar spaces. Ifvou choose the date gquestion, your answer must
read MDD

* Reguired Field

Saecret Luestion” = lwihat is your mother's maiden name? Rd
ARSwar - |Choose One:

Wihat is vour mother's hirthday?
Secret Question? - REER N o =TT T E i L=

Wihat was the last name of your favarite teacher?
AnSuer: = What was vour childhood nickname?

Wihat was vour first pet's name?

Reset your own password in CCER
» Select a question from the drop down list
» Provide an answer

» Repeat the process with a different question

= Remember the answers!
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Next steps

B

MY (ommerdial Electronic Office®

Welcome to the Commercial Electronic Office Portal

Az anew user, you'll need to complete the following steps before
heginning wwark on the CEOE portal:

Step 1: Acceptthe CEQ Terms of Lise,
Step 2: Create a User Profile.

This screen lets you know what you have left to accomplish:

Step 1: Accept the CEO Terms of Use

Step 2: Create a User Profile

12



Read and accept the CEO Terms of Use

New User Setup

To continue with your setup, you must accept the CEQ Terms of Use. Please read and click Accept. Ifyou do not agree to the
Terms of LUse, click Decline.

Terms OF Use ﬂ
You have now entered the Commetcial Electronic Gifice {CEO'E'j husiness portal at the wehsite farWells Fargo

Bank, M. A MAells Farga™. Through the CEC you will be able to use certain financial semvices the "Services") of
YWells Fargo ar its affiliates (the "Affiliates™).

A Service may be used through the CEC anly after (a) vou agree to these Terms of Use, (k) your company signs the
Online Access Agreement and the other agreements required to receive the Service, and (C) yvour Company accepts
the application farms, instruments, rules, standards, policies, instructions, and other documents and farms
required to receive and use the Services {the "Service Forms™.

TO AGREE TO THESE TERMS OF USE YOU MUST, USING YOUR MOUSE OR KEYSTROKE OR. OTHER COMPUTER j

13



Edit Profile

Flease take a few moments to update the following information. It will help us provide you
with mare personalized support, essential service status updates and an added level of
security.

* Required Fisld

First Name:” |

Middle Initial: I

Last Mame:” |

Title:” | Other =
Functional Area:” |Treasurg.r Management j
Ermail:” |

Your Phone Number:”
Choose either United States OR International, and enter your phone numkber.

% United States | | |
FArea Code Telephone Extension

" Intemational | | |
Courtry Code City Code Telephone Extension

Your Fax Humber:
Choose either United States OR International, and enter your fax number.

& United States | |
FArea Code Fax Mumber

" International | |
Country Code City Code Fax Mumber

Edit the Profile so we can offer more personalized support

14



Welcome to the CEO® Portal T j

Defend Your Company from Fraud

Watch Out for Different Types of Fraud

Phishing Emails emenatciah Elctronks Office Y

m These are fake emails, sometimes with links to fake — “o

wehsites, trving to scam you into surrendering private H.f

m Do MOT provide any infarmation to fake emails ar links o ) G
from those emails. I — _./J

infarmatian.

Fraudulemt Phone Calls

m Mevertell anyaone your CEQ portal Fassword, Token Passcode, and PIN number,
m Only give your User D and Company 1D when voud are sure the call is from a Wells
Fargo representative.

s m |tis good practice to never offer infarmation unless yvou initiate the call or are
expecting a call from a YWells Fargo representative.

Help! | might have received a fraudulent email or phone call!

m [fyou receive a fraudulent phishing email or telephione call, report the details to
ReportPhish@wellsfargo.com.

m  Contactyour relationship manager or call toll free at 1-300-AT-WELLS (1-800-289-35457).

15



CEO Home Page

WELLS
FARGO

Commercial Electronic Office™

Home T Help & Training T Resources ]

My Profile . Contact Us | Help

My Services

Commercial Card @
Expense
Reporting

Customer Suppon

m Tol-free phone numbers
Wour services
m Find a'Welz Fargao location

Learn about improvements to 4
impact your business. Please

Communication Center

You have 0 unread message

You have no unread messages

e,

Automatic Access

Automatic Access apens vour Wells Fargo service without vou having to click a link from the Ky
Services navigation karwhen you sign on to the CEQ portal. Click Yes to set your preferences to
Altomatic Access. Ifvou want to edit vour preferences later, click the My Profile button at the top of
any CEQ portal page.

Maote: When you add another CEQ portal service, Automatic Access will be disabled, and you will
needto goto the My Services navigation bar to select yaur senvices.

ves | no [PRSSICEENG

m Yiew Wells Fargo holiday
schedule

Help & Training

m Get Online Help % oy
enrolled CEQ services

m Yieww Flash Tours

m Register for free Online
Training Classes

(A r

CEO® Resources

CEC Blog

Wellz Fargo Lending Baze Rates
Interest Rate Management
Service Demos

Fraud Information Certer

Wiews All Resources

Select Commercial Card Expense Reporting from the “my

services” menu, or sign up for Automatic Access.

Click for a listing of online classes

Attend free training calls through Wells Fargo’s Treasury Management University

Calls will last no more than one hour and include ample time for your questions. You will learn

how to:

Sign on to the Commercial Electronic Office (CEO) portal and begin a CCER session
Review current and previous statements and cycle-to-date transactions
Manage your transactions (adding descriptions, reclassifying, splitting and more)

View your personal profile, reports and other information

For the best training experience, we recommend using a high-speed connection during the call

16



Out-of-Pocket Only user
experience



OOP reimbursement

» CCER has the ability to reimburse miscellaneous, out of
pocket (OOP) expenses as part of the statement reconciliation
process

= Tips, tolls, mileage, parking, and other small dollar expense

* |In addition, these OOP expenses can be sent directly to the
cardholder’s designated account (checking or savings) via
ACH

18



Direct deposit of OOP expenses

Edit Bank Information

» NManage Statements ™
Check the Authorization box, enter bank account information, and click Save.

Mote: The bank account will be used to initiate credits or dehits for out-of-pocket or personal expenses. While this
bank accountinformation is opticnal, it may be required by your company to manage expenses online. Contact your

» Reports

¥ User Information

Personal Profile program administrator for company requirements.
7\

Bank Information (%)
— -

Bank Account Information

Authorization: Upen entering the follewing Autemated Clearing House
infoermation, | hereby autherize ABC DEMO COMPANY to intiate
credit and debit entrigz to my checking or 2avings acceunt as
indicated at the depository financial ingtitution entered below to
reimburze and / or collect out-of-pocket and perzonal
expenzez. Thiz authorization iz te remain in full force and
effect until ABC DEWMO COMPANY has received notification
from me of itz termination in such time and in =uch manner az to
afford ABC DEMO COMPANY and the depositery financial
inatitution entered a reazonable opportunity to act on it

Account Type: (=) Checking () Savings

Bank Account Mumber: 1234RE78

Bank Routing & Transit Mumber: 0000ETaS4

uuuuuuuuu

» Select bank information from the left navigation menu and enter
your account information

= Only OOP only users have access to the bank information screen



Where to locate correct bank account
Information on your personal check

9-Digit Routing Number Bank Account #
Account Type: @ |Checking () Savings
L 4
Bank Account Mumber: 112345672 |

Bank Routing & Transit Number: ||].|3.|3.[;.5?35.4 |

Save

20



Coammercial Card Expense Reparting

Aote QOP Only Usar

Out-of-pocket Expenses - Manage Expenses

] Select atransaction and click a function below. Click Save or Statement Reviewed.
Review Open Statements ()
]

View o

View Previous Statements * Required Field &\ View Details

» Reports O0P User Summary

» User Information QOP User Name: KLINE, JACK Start Date: 03001720
Status: Open End Date: 0407/ 20xx
Qut-of-Pockst: 84.70 USD Reminder Period: 04/07/20xx through 04M10/20xx
Total Amount: 84.70 USD Grace Period: 04110020 through 04/13/20xx

Out-of-pocket Expenses

Viewing 110 3 of 3 tems e Add an Expense

Out-of-pocket Expenses ]

Select All| Clear All

Transaction Date & Expense Category Custom Fields GiL Code Distance / ltem Count Rate / Per Diem Status Amount
1. 02/25/20mx Tips 274210 - Tip= Pending Approval 2.00UsD
|

Description: % Bellboy tip
2. D 03/25/200x Mileage &\ 273004 - Mileage 14 .55 - IRS rate Pending Approval 770 USD

Description: #  Mileags
3 D 02/25/20mx Taxi &\ 272002 - Taxi Pending Approval 75.00 USD

Description: #  Taxifare

lect All| Clear All

Total Cut-of-pocket: 84,70 USD

Viewing 110 3 of 3 tems e Add an Expense

m Statement Reviewed

Manage Statements

» Review open statements (default) — enter expenses and
finalize the statement

21



WELLS

FarGo | commercial Gard Expense Reporting

Roie: OOP Only User

Closed Statements

¥ Manage Statements
Review Open Statements

w\
Viewing 1 to 2 of 2 ttems

Select a statement, and click View.

: " Y
Views Previous Statements () >

N
Card Number Start Date » End Date Charges oop Total
» Reports
x 10 7 OO0 -0 01/01720xx 0131420 o.00UsD 14.55 USD 14.55 USD
» User Information
2 (5 OO0 02i01/2 0% 02/28/20xx 0.00 USD 55.00USD 55.00 USD

2

Viewing 1to 2 of 2 tems

Manage Statements
» View previous statements

= 13 months of history

22



Out-of-pocket Expenses - Cycle-to-Date

¥ Manage Statements

,&amm

\\Ui ew Cycle-to-Date ))

View Previous Statements

» Reports

» User Information

Select Add an Expense, or if availahle, select expenses, and click Modify.

Reminder Pericd: 05M10/20%x - 05/13/20%x%

Grace Period: 05/14/20xx - 05/16/20xx

Out-of-pocket Expenses

Print Version

Viewing 1 to 3 of 3 kems

% Add an Expense

Select All | Clear Al

Transaction Date & Expense Category Custom Fields G/L Code Distance ! ltem Count Rate / Per Diem Status Amount
1. D Tipz I::‘ 274210 - Tipz Pending Approval 2.00 USD
Bellboy tip
2. D Nilzage I::‘ 273004 - Mileage 14 .55 - IRS rate Pending Approval 770 USD
WMileage
3 D axi I:E‘ 273002 - Taxi Pending Approval 75.00 USD
Taxi fare

Select All | Clear Al

Choary | vtes |

Total Out-of-pocket: 84,70 USD

Viewing 1to 3 of 3 tems

@ Add an Expense

Manage Statements

» View cycle-to-date — enter

expenses throughout the month

23



Out-of-pocket expenses (OOP)

Out-of-pocket Expenses

Viewing 1to 3 of 3 tems

Out-of-pocket Expenses ]

iﬂ Add an Expense

Select All| Clear All

De=cription: @) Taxi fare

Transaction Date Expense Custom GiL Distance/ltem Rate/Per
" Category Fields Code Count Diem Status Amount
1. [ 04M5E0nx Tips Dﬁk 274210 0 0.00 Pending £2.00
Approval
De=cription: Q Bellboy tip
2. [ 04NSE0ax Kileags E:L 273004 14 3524 - RS Pending £5.00
rate Approval
De=cription; EMileage
3o [ 04NsE0Ex Taxi I;‘L 273002 0 0.00 Pending E75.00
Approval

Total: 582.00

Select All| Clear All

Viewing 1to 3 of 3 Hems

E5 Add an Expense

/

Click “add an expense” to add items

24



Copier Charges

Out-of-pocket (OOP) screen

Food For Staff
< Return to Out-of-pocket Expenses — Cycle-to-Date

(Zas For Imagine Cars
Enter infarmation and description for the new expense. Click Save or Add Another. 25 rormsgne -ars

© Required Field E:‘ —— Janitorial Supplies

[eals
Cardholder Mame: KLIME, JACK

Cffice Supplies
Card Mumber: KEXE-MXXX-XXXX-8920

Qil For Imagine Cars
Out-of-pocket Transactions - New

Flane Tickets

1. Transaction Date Expense Category Distance/ltem Count Rate/Per Diem Amount Post
ostage
mm./dd. 2 et Select One 0.0 Select One g 0.00

= U

Prirting Charges

General Ledger Code Description Unit
g P o Reimburse Milsags

- Sales (F0012)
[:‘ Supplies Mot Listed
Tazis
DEPARTRENT CODE
120 ADMINISTF E:

save | i Click the icon to choose values to reallocate the transaction

-

Enter date and choose an expense category

Enter amount and add description for non-mileage OOP

For mileage, enter distance, select rate and add description

Modify the custom fields if necessary

25



Complete your review

Print Version

Out-of-pocket Expenses

Wiewing 1to 3 of 3 kems EEF Add an Expense

_[- Out-of-pocket Expenses ]

Select All| Clear All
Transaction Date & Expense Cateqory Custom Fields G/l Code Distance ! Item Count Rate / Per Diem Status Amount
1. |:| 03/25020mx Tips Q‘ 274210 - Tips Pending Approval 2.00 UsD
Description: Bellboy tip ;
| Windows Intennet Exploren ﬂ
2. D 03/2520mx Mileage .55 - RS rate Pending Approval 7.70 USD
Description: Mileage :.?/ An email will be sent to the approver. Click OK to continue,
3 |:| 032520mx Taxi Pending Approval 75.00 USD
- - [ ok i [ Cancel
Description: axi fare

Select All| Clear All

Shoay | Deioe

Total Cut-of-pocket: 84.70 USD

| save || Statement Reviewed

I

» Select statement reviewed and a message box appears indicating
that an email will be sent to your approver

» If you are requesting reimbursement for non-mileage items, please
print a copy of the statement and attached the receipts

» Submit a copy of the statement and your receipts to the Business
Office by the 10 of the month

26



CCER access via CEO Mobile

= CEO Mobile Service
= Access via the browser on your mobile device

using your Company ID, User ID and B ccomobier
Password at: https://ceomobile.wf.com

» [Phone and iPad users can go to the APP

Store and download the CEO Mobile® app

= An online tutorial can be viewed at: _
https://wellsoffice.wellsfargo.com/ceo public/
tutorial/ccer mobile/index.html

= OOP Only Users can:
» Add/edit out-of-pocket expenses

gministrater | Cardholder

Manage OOF Expenses: Open Stalements

Manage OOF Expeanses: Cycle-do-Dale

27


https://ceomobile.wf.com/
https://wellsoffice.wellsfargo.com/ceo_public/tutorial/ccer_mobile/index.html
https://wellsoffice.wellsfargo.com/ceo_public/tutorial/ccer_mobile/index.html

Thank you!
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