Approving transactions

Approver view
As an approver, your home page will provide a brief summary of the expenses waiting for your approval.
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Approving transactions

Let's walk through the steps of approving a transaction.

Approval summary




Home Accounts Expenses Approvals 1 WI Approver 3 w
.
£ = 7o do 02/042020 10 030472021 v ' Q
W Approver 4 Test  selectall
X Restaurant 33.03 UsD = WF visa 3739 (9381) 05/26/2020 =l ves >
== Grocery Store 32.52 UsD & WF visa 3739 (9381) 05/27/2020 Elves »
Wf Cardholder 3 Test  Select al
k= Lodging 276.12 UsD = W Visa 3739 {9415) 0&/11/2020 [ ves »
3 FastFood Restaurant 12.40 UsD = WF visa 3739 (3415) 06/12/2020 »
B Gas Station 20,75 UsD 5 WF Visa 3739 (3415) 06/17/2020 o] >
By General Business 15.25 UsD B WF visa 3739(9415) 06/22/2020 o >
By General Business 11.95 UsD B WF Visa 3739 (9415) 06/22/2020 o >
= Car Wash 14.00 UsD = WF visa 3739 (3415) 06/23/2020 »
& General Retail 26.50 UsD = WF visa 3739 (9415) 06/23/2020 >
Z  Alrline 565.20 UsD B WF visa 3739(3415) 06/26/2020 =l Yes ¥ i

To approve individual transactions, click on the Approvals tab. Here you will see a list of the transactions requiring your approval.

Select on an expense to open it.



Approving transactions

WELLS FARGO Hame Accounts

&  Approve expenses

)
s

= Filum
= Tode » 02042020 1o 030042021
Wf Approver 4 Test  Select al

Restaurant

b
= W visa 3730 (9381) | 052602020

Grocery Store
=5 WF Visa 3739(9381) | 05/27/2020

Wf Cardholder 3 Test  Selectall

~— Lodging
5 WF Visa 3739 (9415) | 06/11/2020
s Fast Food Restaurant
= WF visa 3739(9415) | 06712/2020
Gas Station
=]

= W visa 3739(9415) | 061772020

B General Business
= WF Visa 3739(9415) | 06/22/2020

B General Business
53 WF Visa 3739(9415) | 06/22/2020

Car Wash
= WF visa 3739(2415) | 06r23/2020

my General Retail

33.03 usp
Elves

32.52 UsD
El ves

276.12 usD
= ves
12.40 usp
20.75 usD
o

15.25 UsD
(o]

11.95 usp
o

14.00 usD

26.50 usD

1 WFAppraver 3 w

Lodging | Wf Cardholder 3 Test

06/11/2020

Purchase Hotels

Workflow

Supplier Details

Purchase Lodging

Mo information added

7812 UsD

A% AMOUR 0.00 USD

Wit Approver 3 Test

Additional information

B spproval required | -

Send

Timeling

2

When the expense window opens, you will see the expense summary at the top.

In the larger window you can see the Workflow information which includes the receipt image and Coding details.




Additional information

WELLS FARGO Home Accounts Expenses Approvals

o) Approve expenses

.
I's

o Filtm
== Tads - 020402020 ta 02/04/2021
Wf Approver 4 Test  Select all

w Restaurant
5 WF Visa 3739 (8381) | 05/26/2020

Grocery Store
= WF Visa 3739 (9381) | 05/27/2020

Wf Cardholder 3 Test  Select al

Lodging
£ WF Visa 3739 (3415) | 06/11/2020

v Fast Food Restaurant
& WF Visa 3739 (9415) | 06/12/2020

Gas Station
= WFVisa 3739(9415) | 06/17/2020

B General Business
=5 WF Visa 3739(9415) | 06/22/2020

B General Business
= WF Visa 3739(9415) | 06/22/2020

Car Wash
&3 WF Visa 3739(3415) | 06/23/2020

General Retail

33.03 us>
Elves

32.52 usD»
Elves

276.12 usD
[Elves
12.40 usD
20.75 usD
o

15.25 UsD
11.95 usD

14.00 usD

26.50 usp

.!. WT Approver 3 v

X Lodging | Wf Cardhelder 3 Test
276.12 UsD 061172020 WEF Visa 3739
Workflow Additional information
Expense details
Lodging, West Memphis MN
Type Purchase

Transaction dave

Pasting date
Exchange rate
Extract date

Internal reference HEF20201 07 vowwrnenm

Extended transaction details

Supplier category details
Merchant category groug Hotels

Merchant categary Best Wesoern Hatels (3502)

Supplier Details

Timeline

The Additional Information tab provides extended transaction details such as Transaction date and Posting date.

The Timeline button at the bottom right allows you to see details about the expense requesting process such as when it was created

and coded.

Once you are ready to approve the transaction, select Approve.




Transaction query

m Home Accounts Expenses Approvals 1 Wi Approver 3 w

B Approve expenses S Lodging | Wf Cardholder 3 Test
r F] Filter - | Find Q Amount Date sSuer Type Merchant category
Joica s RAAF0N9 = 10A 412020 . ) 27612USD 06/11/2020 WF Visa 3739 Purchase group
Hotels
Wf Approver 4 Test
Workflow Additional information
war .
Restaurant 33.03 UsD s
Proje:
&5 WF Visa 3739 (9381) | 05/26/2020 =) Yes roleet
o Grocery Store 32,52 usp s
i
l B WF Visa 3739 (9381) | 05/27/2020 El ves Approval rules
Wf Cardholder 3 Test v Transaction Amount 2 A ; ™
= s
Amount greater than 0 = Il b L
Lodgin 276.12 UsD 1
k= 8 g > i Approve
B WF visa 3739(9415) | 06/11/2020 =l ves Approvers: B2 Wf Approver 3 Test i
Query
Fast Food Restaurant 1240usp No comments added
B3 WF Visa 3739(9415) | 06/12/2020
Ask a question or add a comment
. L T
ﬁ Gas Station 20.75 usb > 250 characters left

B3 WF Visa 3739(9415) | 06/17/2020

i General Business 11.95usD Timeline

~ L

If you need additional information for a transaction, or part of the required information is missing, select Query from the menu button,
enter a comment and select Send. (You can also click on an approval rule and go directly to the comments section.)

This will send the transaction back to the cardholder where they will be asked to provide more information.
Once they respond, it will reappear in your to do list.
Note: If you are returning an expense to the cardholder, a comment is required in the note field shown above

Then, when the Cardholder is ready to send the expense back for approval, a comment is also required in the note
field. If the Cardholder does not include a comment, that expense will not be sent back for approval.



Batch approval
The Approval expenses screen allows you to batch approve transactions by employee.

WELLS FARGO Home Accounts Expenses Approvais

i E’ Approve expenses

il

To 8o = 02/04/2020 ta 03/04/2021 v

Wf Approver 4 Tst  Selectall

»  Restauran 33.03 UsD 5 WF visa 3739(9381) 05/26/2020

Grocery Store 32.52 UsD & WF visa 3739(9381) 05/27/2020

Wf Cardholder 3 Teft  Selectal

= Lodging 276.12 UsD 55 WF visa 3739(9415) 06/11/2020
¥ FastFood Restaurant 12,40 UsD = WF Visa 3739(9415) 06/12/2020
B Gas Station 20.75 UsD 55 WF visa 3739(9415) 06/17/2020
B General Business 15.25 UsD = WF Visa 3739(9415) 06/22/2020
By General Business 11.95 UsD = WF Visa 3739 (9415) 06/22/2020
= Car Wash 14.00 UsD =2 WF visa 3739(9415) 06/23/2020

General Retail 26.50 UsD = WF Visa 3739 (9415) 06/23/2020
ZH  Alrline 565.20 USD = WF visa 3739(9415) 06/26/2020

=] Yes

El ves

[ ves

=l Yes

2 winpprover3 v

Choosing Select all next to an employee will take you to the Review expenses screen.

The Review expenses screen provides you with the details you need to make your approval decisions.




WellsOne® Expense Manager

Home Cards Employees Admindstration v Accounts Expenses Approvals Reports v Search ‘t Admint w
Review expenses - Cardholderd Fraedom Show columns
Clear selection Wi i®

. Tax
Date Amount CostCentre  GL Account  Business Purpose
v % Fast Food Restaurant El Yes Details 07/01/2022  652U5D  BSU a4444 | Cost Centre
..... Cost Centre description
o ¥ Restaurant =l Yes Details 07/05/2022  37.10UsD Business Meal with a colleague, ‘ I sacriptior
1 1855 BsU 12345 «| GL Account
2 1855 HUR 12546
Project
v 3  Fast Food Restaurant El Yes Details 07/05/2022  23.09 USD 444444
Hidden Field
o ¥  Fast Food Restaurant Details 0706/ 2022 6,36 UsD
Supplier Details
1 1.00 2222222
2 1.00 2222222 v | Business Purpose
3 1.36 2222322
4 300 2222222

Approve selected {4 of 4) Back

Transaction status
Transactions will appear once cardholders have completed all required information and can have these three statuses, To Do, Awaiting
Response and Completed.

Edit transactions
A new right has been added to allow an Approver to edit a Cardholder's transaction. Once the approver is assigned the right, they may
edit expenses.



®

sm

=]
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== Todo * 03/13/2022 to 04/13/2023

Cardholder1 Fraedom  Select all

Test re-coding post approval
® Cash | 04/28/2022

General Retail
B9 WF Visa 3739 (5500) | 07/01/2022

Phone
B3 WF Visa 3739 (5500) | 07/01/2022

Building Supplies
B WF Visa 3739 (5500) | 07/01/2022

General Automotive
B3 WF Visa 3729 (5500) | 07/01/2022

General Business
B3 WF Visa 3739 (5500) | 07/01/2022

General Automotive

phts reserved

10.00 usD

=] Yes

119.78 usD

192.60 UsD

42.40 usD

=
= vYes

55.80 uUsD

6,500.00 usD

29.22 UsD

X

42,40 USD

Building Supplies | Cardholder1 Fraedom

Issuer pe Merchant categor

07/01/2022 WF Visa 3739 Purchase grouj

Facilities
Maint/Supplies
Workflow Additional information

Supplier Details

Purchase Building Supplies

Business Purpose

Test

Coding

42.40USD

(=3

SMN

12345

Edit ‘

Privacy Secunty & Legal Termsof Use About Wells Fargo  Accessibility

Sales Management

Timeline
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When the approver selects an expense for approval, a read-only expense details pane displays at right, with an Edit button.

The following fields are available to edit:

Edit Coding

Add a receipt (delete will not be available)
Add/Edit Business purpose

When the approver selects the Save and close button, if expense information remains missing or incorrect, a message will display.




X Building Supplies | Cardholder1 Fraedom

Amount Date Issuer Merchant category group
4240USD  07/01/2022 WellsOne Visa (3739) (5500)  Facilities Maint/Supplies

Coding Additional information

Receipt

1 receipt added Manage receipt

Receipt Submitted?

yes

Spend Wizard

1
Amount (inciuding tax) Cost Centre
42.40 | USD SMN i
Tax )|
N/A v GL Account *

L
Q A required code is missing
Tox smount x
0.00 usd Enter a maximum of 25 characters
A Personal |__ e

Save and close ‘ A required code is missing. 0

Here you see ""A required code is missing™*. The expense cannot be approved while there are outstanding validation issues.
If the approver does not fix the missing or incorrect information and selects Save and close, they will be notified that continuing to
close will return the expense to the cardholder.




X Building Supplies | Cardholder1 Fraedom

Amount Date Issuer Merchant category group
42.40USD  07/01/2022  WellsOne Visa (3739) (5500)  Facilities Maint/Supplies

Coding Additional information

Receipt

1 receipt added Manage receipt

Receipt Submitted?

‘Yes R b2 J

Spend Wizard
1

Amount {including tax) Cost Centre
42.40 usb SMN v ’
Tax Vv é GL Account = é
N/A {|_Enter code ;
& A required code Is missing.
ax amaunt
0.00 usb Enter a maximum of 25 characters.

| A Editto resolve issues before approving. Closing will return the expense to the cardholder.

A required code is missing.

Privacy, Security & Legal Terms of Use About Wells Fargo Accessibility Careers




WellsOne® Expense Manager

e
Home Cards Employees Administration v Accounts Expenses Approvals Reporis v Search
(A3
Review expenses - Cardholder1 Fraedom
Clear selection
Date Amount Cost Centre GL Account

I:{i & Contracted Service Details 07/05/2022 1,671.76 USD

1 752.29 SMN 2341

2 919.47 COR 5664
IZI & Building Supplies Details 07/05/2022 259.17USD SMN 125557
[v] W Clothing Store E Details 07/05/2022 112.42 USD

1 -10.00 SMN 222

¥es 2 12242 SMN 333

[v] & Building Supplies Details 07/05/2022 158.00 USD

1 47.40 SMN 11

2 110.60 SMN 222

Approve selected (4 of 4) ‘ Back |

When approvers are using the Select All function on the Review expenses screen, expenses can be individually opened and edited by
selecting Details.




