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INTRODUCTION

Commercial Card Expense Reporting (CCER) is an online reporting tool that allows you to access your Roger
Williams University corporate card transactions securely over the internet. This manual will highlight some
of the basic approver functions of the Wells Fargo Commercial Card Expense Reporting (CCER). In addition,
there is an on-line help feature and access to additional documentation available within the system after you
have logged into your account using your Company ID, User ID and Password.

‘ APPROVER RESPONSIBILITY

As an Approver, you are responsible for logging into CCER to review and approve the monthly statement for
appropriate business purpose and general ledger accounting as well as ensure all receipts are attached over
$25 for all of the cardholder's corporate card transactions for whom you have supervisory and budget
responsibility within ten (10) days after month end. You are also responsible for ensuring that the cardholder
is in compliance with all Roger Williams University policies.

| GETTING STARTED

Login

To log into CCER go to: https://www.wellsfargo.com/com/

Enter the Company ID, User ID and Password. The Company ID = RWUNI809

e .

Commercial Electronic Office®
Thank you for using the CEOE portal. vou're now =signed off and can
zafely close ywour browvwser.
CEPSOO
Company |ID Trouble Logging in?
|| | = Password Reset Tutarial
|User 18] | = First Time Sign ©n Tips
Password Additional Information
| | = Online Fraud Protection
= Svstem Requirements
m Forgot Passwvord?
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CEO HOME PAGE

The home page is your starting place once you have successfully logged into the CCER. You can read
important news information or link to other resources. To access CCER and review your corporate card
transactions, click on “Commercial Card Expense Reporting” on the upper left hand side of the screen
under “My Services.”

CEQ® Home - Support Sign OF

ROGER WILLIAME LINIVEREITY | You have 1 unmud message About the CEO Ponal

Widcorme
Commercial Card Expense Reperting

Help
REesoUrces
Contact Us
Locations

Haolidz

Please note that when you open this screen, your role is that of Approver and that the CCER homepage
defaults to “Approve Statement” (see below). Cardholders for whom you have supervisory/budget
responsibility will be listed. You will see a statement approval queue (if the cycle is ready for review). The
screen lists the cardholder's name, start and end date of the current billing cycle, charges, total and status.

The status will read Open, CH Reviewed or Approved.
e Open - Cardholder has not yet reviewed the statement.
e CH Reviewed - Cardholder has reviewed the statement and submitted it for approval.
e Approved - Both you and cardholder have reviewed the statement.

FINANCIAL

Manage Statements

Open Statements

v Manage

Approve Statements Select a statement, and click View.

View Cycle-to-Date
View Previous Statements Viewing 1to 4 of 4 tems

Cover Sheet Receipt

Cardholder Hame & Card Number Start Date End Date Charges oop Total Status Printed Images

» View Reguests / Status 1 O

02/01/2015 02/28/2015 0.00 USD 0.00 USD 0.00USD Open

» Reports

2, 020012015 0212812015 57,737.15 USD 0.00 USD 57,737.15USD Open 0200512015
: 01:44 PM PT

3. . 02/01/2015 0212812015 0.00 USD 0.00 USD 0.00USD GQpen

4, 02i01/2015 0202802015 52.99 USD 0.00 USD 52.99USD Cardholder R ed 03/02/2015 03022015
- 09:37 AMPT  09:37 AM PT

WIEWTTG 1 to 4 of 4 ems.

As an approver, you will be able to select a cardholder, view the transaction details and make any changes
if necessary to the business purpose description or general ledger account numbers and then approve the
statement.
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The approver can view images by clicking the View Receipt Images link on the approve statements and the
view previous statements pages. Please ensure that your pop-up blocker is disabled.

¥ Masage

Apwigve Sutements o
View Cche-to-Date

Mimvw Previcus Statements

Viaw

< Beturn to Ogen SsMements

To finer lems, saléc ¥om ma Charge Type crop-down menu. Selec charges, and click ong of he funchons Below, Click Save or Approve Stiament.

m.

= Viow Requests | States
= Reparts

Carmholder Ssmenary
o TURMIER, BICOLE Start Date: IS
o000 6381 £nd Duce: WRRBAG
[r— ] 16 Mrough SLDATON
Charges: 5249 US0 Grace Period BISAS inrough SIANTHE
et ot pechnt .00 usD Approus Bared IO 22018
otsl Amoust 5299 U0
Charges
Charge Trpe Al Trans chons  |w
Wiewing 1101 of 1 ems
[ charges )
Eaimct.A0) Cien 2
Dals Eoating Delg = Meichand Sl Uil Amgunt ! Jrigingl Cyrrgecy
1 n2eTEms 208015 Ediie Lrrargementy FIANCE AND ADUNISTRATION(D002) i 299050

77363740, T
p— Furchase of bereavement gif for Kate Brady
UNIT: £320100 D 10
LOCATION: 1

DBJECT CODE: 61050

Total Charges. 52.05 USD

You may also view cycle-to-date transactions for any cardholder for whom you have budget/supervisory

responsibility.

¥ Manage

Approes Statsments

Verw Cycle-1o-Uate ]
Veew Previous Statements
igw Hitorical imaces

= View Requests | Suius
» Repons

Ta Bitir emes. Select from B Charge Type drop-down menu. Select charge ransacions. and cick 2 funclion. CIck Save 10 contnue.
User Mama

Cand Numb

Reminder Period Q40172015 theowgh 04032015

Grace Penod GA04/2015 theough 4072015

Charges for KANE, THOMAS

|_°

Charge Typt Al Transacions |

Wiewing 110 2 of 2 ems

[ chasges |

Swbect AN | Cheae A8

Leansaction Date EBosting Date « Merchant
. [T oamzaNs Carrote Chevreiat Duick G
88 TH14300 WA
Draciston
UNIT: £320400 FUND: 10
LOCATION: 1

0 RTINS AR5 Cerrome Chevreiet Buick G

South AMeto, WA
DRescroton
UNIT: 5320400 FunD: 12
LOCATION: 1

Splt Yot
FIRANCE AND ADMNS TRATION(S00Z)

OBJECT CODE: E10%1

FIRANCE AND ADMNSTRATION(S00Z)

ORJECT COOE: 81051

1,005.00 U50

71080 UsD

Smwct A1| Cinge 48

Tekal Charges. 1,795.00 USD

As an approver, you will be able to select a cardholder, view the transaction details and make any changes
if necessary to the business purpose or general ledger numbers.

After reviewing all transaction details, including business purpose, general ledger numbers, receipt images,

as well as verifying compliance with the Roger Williams University policies, you can approve the card
expenses by clicking IEEEIEIEEN
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Running Reports

Under the “Reports” list on the left side menu, Approvers can run a “Statement Summary,” which shows all

cardholder statements over a period of time.

Summary Report
v Manage Statements
& 5 Bl are b SESMANt SUMMarios or U Tt Crclos, Usé the 5erilbacs on o oKt and on the Battom 83 vaw il The informaten
Miew Cycle-to-Date Brint Version
View Previcus Stataments
Dhagion: RU PCARDS{10091}
Miew Wistpsical images
Statement Summaries
= Vit Requests | Slates
=== Viewng 110 4944 bama
Seloment Summary O [FET 1R
ee be
[ wan azaezom taes Tota
1 FIRANCE A ASUNE TRATIONIE00) T TT [T
2 FPANCE AND ASUBISTRATIN000T) ‘ $1.737 15 Use Qoo use ST.7IT 18 s
Y FHANCE AND ADUNETRATION(0002) ) ™) noo
“ FIRANCE AND ADUINETRATION(000Z) ‘ 2405 £.00U5 260 U5
Tetal S1TMA4 U0 apsusn ST.T80.44 5D
Viewng 1124044 bema

The “Transaction Detail Report” can be found under “Offline.”

Offline Report — Select

T Manage Statements

< 8 _ .
p— = Beturn fo Offline Reports — Summary

e — Wake a selsctan, and o ok Continue.

H e i
5 P revi - R=quired Field

i Create Neww Report

Manage Receipie

Repart Hame: ¥

Sehoct Dine

Salect One

= Wiew Reguests | Status
- Aocourt Spandng Arshveis Rapant
. =

Trare=ction Datal Repart

hY

D) °

= Manage Users

Transaction Detail Report — Cre ate Report

¥ Reports Cash Advance Accourt Summany Repart
L ction Summany Report
Reporting Download Too 10 Camer Summany Repart
le Chan Sommany Repart
ATatermant SUImITary " =1

¥ NManoge Statemnents

o Etunrn toe Offiee Paport — Soloct
Appnove Stat=ments -

Vicww Cycleto-Tate
Vi w Prewlos Stabe msims. © Rerured Flei

¥ Reperts
g porting Lol oad
Statemam SLUminary

FRepor Type:
cardholder Hame @ | Sec One

Card Murmiber:

Dists Tvpe @

(4]

ktauillil=d

= Manage Users

Plode: The =

Dizt= Range:

Armouni Range:

>

s om0

L Status: &

Tramsaction Detail Report

[L] Select Cardholder

= throuan
Stowrt Avvwounst {000 0siy

Enter all regquired InTormatlion, and cllck Subimdt. Tou A4l Fecelse an emma il when your re port 1S resdy.

) Trangaction Date (3 Posting Date

srting civte camnot be moes than 36 monkhs befors tociay

B imimassictey

Enad Arvvoumtd {6000 000
< |

CCER Approver’s Guide, February, 2015

Page 6




Manage Receipts

To view receipts, click on View Historical Images. From this screen you can select the month for which you
would like to see the images. Once selected you then select the user’s receipts you want to view. Historical

Images are maintained in the system for seven years.

View Historical Images — Select

X ]

Approve Statements
View Cycle-to-Date

Select a statement period, and click View.

Division: RU PCARDS(10001)
V\ew
RU PCARDS(10001) Statement Periods
View Historical Images ),
» View Requests [ Status Viewing 1to 2 of 2 tems
» Reports Start Date End Date
1. & 02072015 02/28/2015
2. ¢ 122202014 01/31/2015
)
meu-g—ﬂn/z of 2 tems.

View Historical Images

¥ Manage Slatements

Appiove Slatements
e Make your selections, &
P S
Ddsion

Staterment Period

Lisbr Hame

r, Cand Numer.

Historical Images

v 2005
vl
[ Recemis |

< Returm to View Hestork

ical Images — Select
1d dick View Receipts.

RU PCARDS{10091)
020172015 Ercugh 02202015
KANE. THOMAS_[3]
TURNER, NICOLE

STFSTAS USD
000 USH
STI3TASUSD

el Printed. 02052015 01:44 PM PT

CCER ACCESS VIA CEO MOBILE

The CEO Mobile Service includes:

Via the CEO Mobile, cardholders can:

Access via the browser on your mobile device using your Company ID, User ID and Password at:
https://ceomobile.wf.com

iPhone and iPad users can go to the App Store and download the CEO Mobile® app.

View available credit
View posted transactions

View declines
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CONTACT INFORMATION

Wells Fargo Team Service Center: 1-800-932-0036

Call the above number immediately if your card is lost, stolen or suspected missing, for immediate decline

information, or to access the automated voice response system for information regarding the card’s current
balance and available credit.
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