
Instructions for adding the Wells Fargo OneCard Cycle Dates to your Google Calendar 

 

Launch Inside Lehigh (http://www4.lehigh.edu/insidelehigh/default.aspx):  

 
 

 

Scroll down to Offices and Services: 

 
 

From the Popular Sites drop down menu, select Purchasing: 

 

 

 

 

 

 

 

 

 

 

 

http://www4.lehigh.edu/insidelehigh/default.aspx


 

 

 

From the Purchasing Home Page: 

 
 

Select Wells Fargo Bank OneCard/CCER System 

 

The following screen will be displayed: 



 
 

 

Scroll down to Cycle Dates and the OneCard Calendar: 



 
 

Click “Google Calendar” 

 

Your Lehigh Google Calendar will launch (you must be already logged in).  

 

The following screen will appear: 

 
 

Click “Add” 

 

You will see the additions to your calendar on the appropriate dates from 7am to 8am. 

 

Click on the OneCard appt for when the review period begins.  The following will be displayed: 



 
 

Click the three dots (options) 

 

Click “Copy to <name>”.  A screen similar to the following will appear: 

 

 
 

Click “Add Notification”.   The screen will change to the following: 

 



 
 

From the Notification drop down menu, select Email and the time period period to the start that you wish to be 

notified.  Default is 10 minutes. 

 

Click Save when complete 

 

Repeat the above steps for the end of the review period and the beginning and end of the approval period. 

 


