
Approving Split Transactions 
Split account on transactions will be sent to both approvers.  Each approver will approve 
only their amount  

• In WellsOne, click the Approvals tab 
• Transactions are listed by cardholder/user 
• To view the transaction, click the > on the right side of the screen 

 
• View the details of the transaction and ensure the receipt is applicable 
• A screen similar to the following will appear 

 

 

 

 



• If everything is correct, click the Approve button 

 
• If changes are needed, you can correct the transaction yourself by clicking the edit 

button 

 
• Click Save and Close when complete 

 
• When everything is correct, click the Approve button 

 
• If information is needed from the cardholder/user, click the three dots next to 

Approval Required 

 
• Click Query 

 



• Enter the information needed in the comments section.  This sends the transaction 
back to the cardholder/user. 

 
• The cardholder/user must correct or provide the information and add their own 

comment to send the transaction back to you for approval. 

 


