Cardholder / Reconciler Instructions
After you have successfully signed on to the Wells Fargo Web site,

Click on (My Services) “Commercial Card Expense Reporting” on the left navigation bar.

Choosing your Role
If you have multiple roles such as approver, cardholder or reconciler, you need to let the
system know which role you want for this session so it knows which screens to create.
The role that is selected will appear in Black.

If you have told the system you are an Approver or a Reconciler, you will need to use
the pull down to select which statement you want to work on. Once you make the
selection, the statement will appear.

Cardholder Review
To review an open statement, select Manage Statements > Review Open Statements in
the navigation bar on the left. (or select View Cycle-to-Date if the period is still open)
As a St. Olaf Visa cardholder, you have the responsibility to
 Review your statement to verify that the charges are correct
 Add “meaningful” descriptions to all of your charges
 State the business purpose
You may also
 Change the Unit &/or Account, add an activity(99) and category code (####)
 Split a charge
 Dispute a charge
For all of these functions, just click the box of the transaction you would like to adjust (or
use the Select All) and click on the appropriate function button.

Cardholder Review - Reclassify (Unit or Account Numbers)
Put the correct Unit in the box labeled UNIT and the correct Account in the box labeled
General Ledger Code. Click on the magnify glass to select the correct code. You can
also add an ACTIVITY (99) and CATEGORY code (####).

After you have made your changes, select the Save button and click on the <Return to
Charges—Cycle-to-Date that is located at the top of the page.

Cardholder Review – Add Descriptions
It is the cardholder’s responsibility to add an informative description for each transaction.
The description should include:
 Business Purpose
 What the purchase is (be as specific as you can)
 If for a meal, who was in attendance (visiting lecturer, ski team, job candidate,
donors, etc.)

After you have added your description, select the Save button and click on the <Return to
Charges—Cycle-to-Date that is located at the top of the page.

Cardholder Review – Split & Reclassify
Select the Split Type to indicate whether to specify By Amount or By Percentage. Put
the correct Units that you want to “split” the charges with in the boxes labeled UNIT and
the correct Accounts in the boxes labeled General Ledger Code. Enter the amount or
percentage and a description. You can also add ACTIVITY (99) and CATEGORY code
(####).
Note: You may split the charge between more than two units, to do this, click on the Add
a Split button.

After you have made your changes, select the Save button and click on the <Return to
Charges—Cycle-to-Date that is located at the top of the page.

Cardholder Review – Dispute
If you disagree with a charge on your statement, first contact the provider to see if you
can resolve the issue. If not, select the appropriate Dispute Details and select the Submit
button.

Complete Review


When you have made all the changes to your statement, select the Statement
Reviewed Button. You will get a pop-up message that an email will be sent to
your approver.



Print a copy of your Wells Fargo Credit Card Statement and attach all of your
receipts. If you are missing any receipts, fill out the receipt template.



The Cardholder’s statement and receipts needs to be sent (by the Cardholder,
Reconciler or Approver) to the Accounts Payable Office – TOH131

