Saving Cover Sheet as pdf and attaching receipts in same file to email

1) Log into the Wells Fargo Bank Commercial Card Expense Reporting system (CCER)
https://wellsoffice.wellsfargo.com/ceoportal/signon
The following screen will appear:

Locations | Contact Us | Home
WELLS

FARGO

Personal Small Business Commercial About Us

Return to Commercial Services [

Bookmark this page ] . . @ Browser and System
[ Commercial Electronic Office Support Update
Windows 7 and Safari 4 for
Company 1D Trouble Logging in? Mac OS are now supported

on the GEC® portal. For more

= Password Reset Tutorial

User ID __ - ] information, view the CEQ
" Eirst Time Sign On Tips Portal Browser & System
5 - Requirements or Application
asswe Requirements.
Forgot Password?
4 CEO Mobile®
f \ 7]l Business banking on
yet enrolled in our commercial Internet services? \ your mobile device.
iscover the power of the CEO® business portal today. Learn more
iew Qur Online i | Contact Us N ’

/ Wl arge, N.A. Member FDIC.

About Wells Fargo | Careers | Privacy, Security & Legal | Sitemap

1999 - 2012 Wells Fargo. All rights reserved.

2) Enter the compgny ID (lehig354), your user id (information on your welcome letter), and your passwor
3) Click Sign On

A screen similar to the following will appear:

Wy Profile  ContactlUs | Help

Welcome I
j Home | _Help & Training | Resources | LEHIGH UNIVERSITY | Last Login: February 08, 2012 at 8:58 Al FST

~ ange Password

My Services
Leam about improvements to your CEQ services and helpful tips for using the site. You'll also find informatien about banking issues that impact your business. Flesse don't show this messege again.
Commercial Card
Expense Reporting
Communication Center [ F

Total Messages (4} Upcoming Events (0}

utomatically launch your CCER service

= Tolkiree phone numbers for your

OW72012
services
= Find 2 Wells Fargo location The O8Q portal and CCER service will better recognize when you are actively working
= View Wells Fargo holiday 0172320
schedule
Help & Training

» Get Online Help for your
enrolled CEO services

* View Tours 2 Urvead Messages

» Register for free Online Training
Classes

CEOBleg
Wells Fargo Lending Base Rates
Service Demos

Fraud Infermation Center

View All Resources

4)  Click on Commercial Card Expense Reporting

A screen similar to the following will appear:


https://wellsoffice.wellsfargo.com/ceoportal/signon

Charges — Charges

¥ Wanage Statements

Review Open Statements Q

View Cycle-to-Date

To fitter items, select from the Charge Type drop-down menu. Select charges, and click one of the functions below. Click Save or Statement Reviewed.

View Receipt Images | Print

Viewing 1 to 3 of 3 Items

Charges T Out-of-poc Penses ]

View Previous Statements * Required Field [:L Vies
View Historical Images
» Reports Cardholder Summary
B User Information ‘Cardholder Name: [ — - Start Date: olr0zi2012
‘Card Number: End Date: 02/01/2012
Status: Approved Reminder Period: fough 02/04/2012
Charges: 288.16 USD Grace Period 12 through 02/06/2012
‘Out-of-podket: 0.00UsD
Total Amount: 288.16 USD
Charges
Charge Type All Transactions ||

5) Click Print

& Receipt Images |

Print Statement

Print Cowver Sheet
6) Select Cover Sheet —

A screen similar to the following will appear:




# Close

Image Cover Sheet 02/08/2012 11:14 AM PT

'-.3 Print

Statement Image ID: 26812535

*3739002170010001Y*

*26812535W*

*201202018*

1y

such as credit card numbers on the receipts before sending.

CAUTION: Please blank ont any confidential informatio

Cover Sheet

To: Becerpt Image Archive From: VN
Fax: 866-233-3503 Cardholder Phone:

E-mail: wi_ccard receipts @mailimage coj

Date: 02/08:2012

Company: LEHIGH UNIVERSITY

Statement Ending Date: (02/01/2

7)  Click Print /

A screen similar to the following will appear:




Printer

MName: ‘516bmdhead—rm1233—ricoh223&&%’ e v I Properties...

. 516brodhead-rm123a-hp4100.deptlehigh.edu
Status: 516brodhead-rm123a-ricoh?238¢. dept lehigh.edu

Type: Adobe PDF
Where: 516brodhead-rm\23a-ricoh2238c.deptlehigh.edu
Comment [ Printto file

Printrange Copies

@) Al MNumber of copies:

& o13] 513
JEH_QEJ

()Pages from: 1

Selection

OK I l Cancel

9) Click OK

A screen similar to the following will appear:



Save PDF File
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i» RecentPlaces \|~ Computer =
\ @ Metwork
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& Music ice Depot File
<=, Pictures File
& videos File
File ' ™
‘& Computer ~ | \\ ] S
File name: Commercial Card Bcpense\aporting.pdf -
Save as type: | PDF files (*PDF) \ v
'+ Hide Folders Save | | Cancel |
- T T \ -
10) Select the location where you Wersheet\

11) Name your file a fately
12) Click Save

13) The coversheet will launch as a PDF. Exit out of the PDF.

14) To ensure the coversheet and receipts are in the same file, launch Microsoft Word
15) From the Command Ribbon, select inse
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16) Click Object

The following will appear



E
vgd Object] - | =2

‘% abject.. l

51 Text fron%.

17) Click Object

The following will appear:

Object

Create New | Create from File

Object type:

Adobe Acrobat Document

Adobe Photoshop Image 12
Bitmap Image

Flash Document

Microsoft Equation 3.0

Result
Inserts a nevk Adobe Acrobat Document object into

your document.
e | e

Display as icon

18) Click Create from File

The following will appear:




Create New

File name:

|=t=t

T
Link to file

Display as icon
Result

Inserts the contents of the file into your document
so that you can edit it later using the application
which created the source file.

19) Click Browse to select the location of your fileand the file name
20) After selecting your file, click OK

The pdf of your coversheet will appear in your word document.

Repeat steps14 through 20 to insert receipt images.

From the Command Ribbon,
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A screen similar to the following will appear:
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2= Pictures

SR RS aving Cover Sheet as pdf and attaching receipts in same file to email.doc

Save as type: lW{:- d 97-205% Document (*.doc)

Authors: Brenda K. Bachman Tags: Add a tag

S#ve Thumbnail

~ Hide Folders

Select the location where you| wish to save the file

Name your file appropriately



Change “Save As Type” to PDf (*.pdf) /

File name: Saving Cover Sheft as pdf and attaching receipts in same file to email.doc

Save as type: . ent (*

AUThOTS: \ord Macro-Erfabled Document (*.docm)

Word 97-2003 Document (*.doc)
Word Template (*.dotx)

Word Macro{Enabled Template (*.dotm)
Woard 97-2003 Template (*.dot)
Hide Folders PDF (*.pdf)

XPS Document (*xps)

Single File Web Page (*. mht;*. mhtml)
Web Page (*.htm;*.html)

Web Page, Filtered (*.htm;*.html)
Rich Text Format (*.rtf)

Plain Text (*.txt)

Word XML Document (*xml)

Word 2003 XML Document (*xml)
OpenDocument Text (*.0dt)

Works 6 - 9 Document (*.wps)

Woarks 6.0 - 9.0 (*.wps)

SENEN Al -aving Cover Sheet as pdf and attaching receipts in same file to email.doc

Save as type: [Word 9?-2Mment (*.doc)

Authars: Brenda K. Bachman Tags: Add a tag

Save Thumbnail

(' Hide Folders Tools ~ Save

Cancel

Your pdf file will now be displayed. Close the file. You may now attached the file pdf file with both coversheet

and receipts to an email and email it to wellsfargoscans@Ilehigh.edu



mailto:wellsfargoscans@lehigh.edu

