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Introduction

The Commercial Electronic Office® (CEO®) service allows you to access Commercial Card Expense Reporting (CCER) from
a mobile device through the CEO Mobile® service. You can view account information, submit an out-of-pocket expense, and
edit an out-of-pocket expense.

Note: The Commercial Card Expense Reporting options available to you depend on the options your company has selected,
and the privileges assigned to you.

Follow these steps, using your CEO portal credentials, to access Commercial Card Expense Reporting from the CEO Mobile
service.

Accessing Commercial Card Expense Reporting from a
mobile device

1. Onyour handheld device, go to https://ceomobile.wf.com.

Note: Consult your mobile device’s manual for detailed information on your device’s Internet capabilities. Also see the Mobile
browser FAQs section for more general information on web browsing with mobile devices. If you have an iPhone and want a
better user experience, download the free CEO Mobile application from the iPhone App Store.

2. Once you have navigated to the sign on page, enter your CEO portal sigh on information and tap Sign
On.

‘wr CEOMobile®

Company ID | company

UserID | LSEr

Password

Trouble logging in?

Security & Privacy Policy
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3. From the CEO Mobile home screen, tap Commercial Card Expense Reporting.

Note: If Commercial Card Expense Reporting is the only CEO Mobile service you have access to, the Commercial
Card Expense Reporting home screen displays after you sign on.

wr  CEO Mobile®
Menu v

ACH Fraud Filter >
ACH Payments >
Basic Banking >
Commercial Card Expense N
Reporting

Credit Management >
Cyberinquiry >
Image Positive Pay >
Reports >
Self Administration >
TradeXchange >
Wires n >
Go to Full Site >
Resources >

w
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Program administrator

Program administrators can use Commercial Card Expense Reporting from the CEO Mobile service to search users,
edit user card limits, view user card declines and edit MCC strategies.

View card declines

1. From the Commercial Card Expense Reporting — Program Administrator home page, tap Declines.

‘Back  wr CEOMobile®  Signoff

CCER

Program Adrministrator Cardholder

Manage User

Declines >
Limits >
MCC Strategy >
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The Search Users — View Declines page displays.

‘Back  wr CEOMobile®  SignoOff

Search Users
View Declines

Last Mame | &.0., Smith
First Name | &.0, John

Division | All Divisions &
Companies

Search

2. Enter the user’'s Last Name.
3. Enter the user’s First Name.
4. Tap Search.

Note: Steps 2-3 above are optional. To search for all users, tap Search with the Last Name and First Name left blank.

The Search Users — View Declines page displays.
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Results for Didsion All Divisions & Company

1. WELLS, HENRY 1

Role Card Holder

~ard Number Mulbpile - View Details

2. WELLS, HENRY 2

Rala Card Holder

Card Numbeat Multplda - View Delails

3. WELLS, HENRY 3

Card Holder

Lirst WELLS FARGO (XXXXX)
ard Number MO0 0000192

Monthly Credit Limit 765432200 USD

4. WELLS, HENRY 4

Role Card Holder

_ard Number Multiple - View Deatals

5. WELLS, HENRY §

Role Card Holder

~ard Number Muliple - View Datale

Show Mors kams

5. Tap Multiple — View Details in the user account to view user declines.

Note: Tap Show More Items to look for another cardholder, or tap Menu on the top of the display to go back to the
Commercial Card Expense Reporting home page when finished viewing the account.

6. Tap the user name to view declines.
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The View Declines page displays.

Can 10 Mcbiw™ Cann W

MENSTYWELLS

1002000K

Nt Ave ot

154
HS00

" AR0 ACTIVATION

Pt Avielabis

L=
15000

SRR ACTIVATION
PN YNNI
N NN N NN NN NS

Limits b
MCC Swategy >
Search User ’

7. If the user has multiple cards, tap the card to select a different card number to edit.

Note: Tap Search User to look for another cardholder from the Search Users — View Declines page or tap Menu to
return to the Commercial Card Expense Reporting home page when finished viewing the account.
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Edit card limits

You can edit card limits if you are an authorized program administrator with edit card limits privilege for
your company.

1. From the Commercial Card Expense Reporting — Program Administrator home page, tap Limits.

wr CEOMobile® ' SignOff

Program Administrator Cardholder

hManage User
Declines >
Limits > |
MCC Strategy >

The Search Users — View Limits page displays.

wr CEOMobile® ' SignOff

Search Users
Wiew Limits

Last Name | e.g., Smith
First Name | .0, John

Division | All Divisions &
Companies

2. Enter the user’s Last Name.
3. Enter the user’s First Name.
4. Tap Search.

Note: Steps 2-3 above are optional. To search for all users, tap Search with the Last Name and First Name left blank.

CEO Mobile Service Commercial Card Expense Reporting User Guide
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The Search Users — Edit Limits page displays.

CEOMobile®  Suncer

Menu

Search Users (25)
Edit Limuts
Resus B¢ [0 10 All Disions & Company
1. WELLS, HENRY 1
Rose Card Holder
2. WELLS HENRY 2
Card Holger

wd NumbsT Muiple « View Delasls
3. WELLS, HENRY 3 -« Tap to select user
O Card Holder

WELLS FARGO OOXXX)
0000000000192

Mont! edit Lt 765432200 USD

4. WELLS, HENRY 4
Card Holger
mbey Mutiple . View Datale

5. WELLS, HENRYS
Card Holser

View Datals

Showy More kems

5. Tap Multiple — View Details in the user account to view the limit information.

Note: Tap Show More Items to look for another cardholder or tap Menu on the top of the display to go back to the
Commercial Card Expense Reporting home page when finished viewing the account.

6. Tap the user name to edit card limits.
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The Manage User — Edit Limits page displays.

CEOMobile®  'SignOff

Manage User
Edit Limits

Lisar HENRY WELLS

Card No mc-:l-mu-o:cr-cmmEl

Last Changed 11/08:2000012:00 AM

Daily Number
of Transactions

Monthly
Number of
Transactions

Daily Dollar
Limit (CAD)

Monthly Credit 2000000 USD a8
Limit ‘ 2

Requested
Monthly Credit
Limit (CAD)

Single
Purchase Limit
(C AL

Available
Crodit 2000000 USD &

7. If the user has multiple cards, tap the card to select a different card number to edit.
8. Enter the changes to the user limits.
9. Tap Continue.

Note: Confirm the changes when the confirmation page displays. Repeat the editing of the user limits for any
additional cards.

CEO Mobile Service Commercial Card Expense Reporting User Guide
December 2015



Edit MCC Strategy

1. Fromthe Commercial Card Expense Reporting — Program Administrator home page, tap MCC Strategy.

wr  CEO Mobile® Sign Off

CCER

Program Administrator Cardholder

Manage User

Declines >
Limits >
MCC Strategy >

The Search Users — MCC Strategy page displays.

Back wr CEOMobile® ' Signoff

Search Users
MCC Strategy

Last Name | £.0., Smith

First Name | 2.0, John

Division | All Divisions &
Companies

CEO Mobile Service Commercial Card Expense Reporting User Guide
December 2015



2. Enter the user’s Last Name.
3. Enter the user’s First Name.
4. Tap Search.

Note: Steps 2-3 above are optional. To search for all users, tap Search with the Last Name and First Name left blank.

The Select Users — MCC Strategy page displays.

v CEO Mobile® Sign Off

Meny v

Search Users (25)

CC Str gy

Results for Division All Divaions & Coenpany

1. WELLS, HENRY 1

Role Card Holder

ok K aaniha 'Y e A Theballe
ardl Number duiiple - View Detalls

2. WELLS, HENRY 2

Rale Card Holder

~ard Numbeér Muthpls « View Details

Tap to
3. WELLS, HENRY 3 €&———  select

user

Role Card Holder
drat WELLS FARGC UNIT
yrdd Number OO0 0000000192

Manthly Cradit Limst T65432200USD

4, WELLS, HENRY 4

Role Card Holder

_ard Numbet Muliple « View Detanls

5. WELLS, HENRY §

Role Card Holder

Card Number NMultiple . Viewy Dalsils

Show Mora Rems
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5. Tap Multiple — View Details in the user account to view MCC Strategy.

Note: Tap Show More Items to look for another cardholder or tap Menu on the top of the page to go back to the
Commercial Card Expense Reporting home page when finished viewing the account.

6. Tap the user name to edit the MCC Strategy.

The Manage User — MCC Strategy page displays.

Menu v
Manage User
MCC Strateqy
User HENRY WELLS
Card No XOOXX00XX000¢-0479 ¥ |
MCC Strategy
Strategy | Inclusion v

Selected Groups (5) Edit /

0500001

0500002

0500003

0500004

0500005

=N

7. Enter the changes to the MCC Strategy by tapping the MCC Strategy dropdown menu for a list of MCC
Strategies.
8. Tap Continue.

CEO Mobile Service Commercial Card Expense Reporting User Guide 12
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Note: Confirm the changes when the confirmation page displays. Repeat the editing of the MCC Strategy for any
additional cards.

Cardholder

Cardholders can access Commercial Card Expense Reporting through the CEO Mobile service to add or edit out-of-
pocket expenses, view their available credit, view their charges, and view their declines.

Add out-of-pocket (OOP) expenses

1.  From the Commercial Card Expense Reporting — Cardholder home page, tap Cycle-to-Date or Open
Statements.

CEO Mobile® Sign Off

CCER

Manage OOP Expenses

Cycle-to-Date >

Open Statements .

View

Available Credit >

Charges >

Declines ?

Upload

Receipts >

Go to Full Site >
CEO Mobile Service Commercial Card Expense Reporting User Guide 13
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The Add Expense — Cycle-to-Date page displays or the Manage OOP Expenses — Open Statements page displays.

—— ya N 0wl 00 1 19T

or CEOMobile®  Signof : WELLS FARGO UNIT
{12345)
Meoru »
Manage Out-of-pocket (OOP) S - ’
Expenses (2) Catogery
Opan Statements Trswsactlonn = =
" i ot
Siatemant 10/16/20XX - 10/22/20XX
Distases ( Hom
Card No. KIOOC MO KHRK= 1234 ¥ Cuupt
a7 Osi Diem =

& Upicad Recsipt # Add Expense - o

Expense 1

eavesipban GO0 x
Transaction Date 10/25/20XX
Amount 25000 CAD
Expense Catagory 123456788

'nm-—.a'-u
Viow Custorn
Informeton No

Tap the Expense Category from the dropdown menu.

Enter the Transaction Date. This is a required field (use the MM/DD/YYYY format).
Enter the Distance/ltem Count, if applicable.

Tap the Rate/Per Diem from the dropdown menu, if applicable. Or enter the Amount. An
entry in either the Rate/Per Diem or Amount field is required.

Enter a Description. This required field allows a maximum of 200 characters.

7. Tap the View custom information check box. A new page allows you to view all custom
field values before confirming the out-of-pocket submission.

AN S

o

Note: From the Commercial Card Expense Reporting desktop version, you can reclassify custom field
information for any card or out-of-pocket transaction.

8. Tap Continue to add an expense or Cancel to return to the Cardholder — Manage OOP Expenses
menu.

CEO Mobile Service Commercial Card Expense Reporting User Guide 14
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The Verify Add Expense — Cycle-to-Date page displays.

CEOMobile®  ‘Sn O
Verify l}dd Expense
oynle-to-Date
~ard No X0k X000k 3000k 1197
ol WELLS FARGO UNIT
Jnit (12345)
E B Categor 456 - Travel
3 TAXI FARES
Transaction Date 11/08/20XX
55.0
Rats | Per Diem 00100
Amourd 055USD
Descriptior pariang
Emasl confirmation No
herrywells@wellsfargo com
(e eox " |

9. You can select Yes for email confirmation to receive email confirmation of the changes you’ve submitted.
10. Tap Submit to save.

Note: You can also tap Edit to make changes before confirming or Cancel to cancel the expense entry.

CEO Mobile Service Commercial Card Expense Reporting User Guide 15
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Edit out-of-pocket (OOP) expenses

1. From the Commercial Card Expense Reporting — Cardholder home page, tap Open Statements.

CEO Mobile® Sign Off

CCER

Manage OOP Expenses

Cycle-to-Date >
Open Statements b
View

Available Credit >
Charges >
Declines >
Upload

Receipts >
Go to Full Site >

CEO Mobile Service Commercial Card Expense Reporting User Guide
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The Manage OOP Expenses — Open Statements page displays.

Pack v CEOQ Mobile™ Son O Rack w7 CEQ Mobile® g 0 v CEOMoblle* Siga O

Menu v
s Edit Expense Verify Edit Expense
Manage OOP Expenses (19) Cycheto-Diate CyletoDate
Open Statements
Card No 000000000 1197 Card No X000 0006 001 197
Card 1o OO XN~ ujrtir- 1 1‘?7.7 v , Uit WELLS FARGO UNIT
Staternent A07020XX - 11/05/20KK (12345) Expense Calegary TRAVEL
Adcl Expansa + Expense Travel o G Code 456
CG(IQIW’ 2
Expense | = sneaction Dt 1111420XX
ransaction , o
Trarsact on Date 1017205 S 11114720XX
o e Distaice / Rem Court 450
. i Distance | [tam L]
Expense CHegorny 456 - Travel Count : Rate ! Far Dien S92 9993
G Cacke Tols Rate/Per Dlom 993 5999 - credit v S—— P
Amoy a0 500
S1a0.s Fending Approva
Sl &
Descripto Travel AmeumEADT" | S3999.99 Desonpticn test
pti ¥ shv max) o
SSSLNIER [aREC ] Emett confirmaton No
Expense 2
— : TAx FARES ,
Transaction Diata 10V1220XX henrywelis@wellstargo.com
Ampunt 2500 UsSD
Evpenes Categony 456 - Travel ’%cuml»mu
L Cods Taxi Fares Concel
Status Fending Approval
Description Travel
© tiore Datails m
Ex| se 3

AN AAAARAAAA
A A A A AV AV ATA S

Showe Mare tams

Total Expenses 468911,48 USD

2. Tap Edit in the transaction to update the expense or Delete to delete the transaction.
3. On the Edit Expense screen, tap the category to edit, enter your updated information, and tap Continue.
4. Verify your changes on the Verify Edit Expense screen, and tap Submit.

CEO Mobile Service Commercial Card Expense Reporting User Guide 17
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View available credit

Use this service to view your available credit.
1. From the Commercial Card Expense Reporting — Cardholder home page, tap Available Credit.

wr CEO Mobile® Sign Off ‘

Menu ¥
CCER
Manage OOP Expenses
Cycle-to-Date >
Open Statements >
View
Available Credit >
Charges >
Declines b
Upload
Receipts >
Go to Full Site >

The Available Credit is listed on the View Available Credit page.

“Back wr CEOMobile® ' Sign Off

Menu v

View Available Credit

Card No. ‘ 0000000001197 W

Balance as of 11/08/20XX 12:00 AM

Available Credit 6,000,000 USD

CEO Mobile Service Commercial Card Expense Reporting User Guide
December 2015
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2. For multiple cards, tap the card to review from the Card No. dropdown menu.

From the top of this page, you can tap Menu to return to the Commercial Card Expense Reporting home page

or tap Sign Off to leave the CEO Mobile service.

View card charges

Use this service to view all your card charges made over the past 60 days.

1. From the Commercial Card Expense Reporting — Cardholder home page, tap Charges.

CEO Mobile® Sign Off

Menu v
CCER
Manage OOP Expenses
Cycle-to-Date >
Open Statements >
View
Available Credit >
Charges >
Declines ?
Upload
Receipts >
Go to Full Site >

CEO Mobile Service Commercial Card Expense Reporting User Guide
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The View Charges page displays where you can review your submitted charges for the past 60 days. If the user has multiple
cards, tap the card to select a different card number to edit.

CEO Mobite® Sign O

View Charges (11)
“ard No OO0 0000001197 ¥
Pending Charges »
Charges by Transaction Data
InCludas last bl days)
Merchant Name Amount
10/03/20XX
~afe 1500 USD
Foretgn Merchant 90000 USD
"ROSS BORDER TRANS FEE 900 USD
46 00 USD
Shipping 7100 USD
1500 USD
~ar Renta 5900 USD
Hoteis 20093 USD
Airline 37080 USD
i eT 2071 USD
Show Mare Rems
Total Charges 1748.11USD

Note: From the top of this page, you can tap Menu to return to the Commercial Card Expense Reporting home page
or tap Sign Off to leave the CEO Mobile service.

CEO Mobile Service Commercial Card Expense Reporting User Guide 20
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View pending charges

When viewing charges, you can view temporary authorizations for charges that have not yet posted by selecting Pending
Charges on the View Charges screen.

Back wr CEO Mobile® Sign Off
Menu v

Pending Charges (10)
Card No. X0KX-30000-3000¢-1197
Transaction Date/ 10A0/2015
Time 09:44 AW PT
Merchant Cafo
Amount 42,00 USD
Transaction Date/ 10/09/2015
Time 09-401 AW T
Merchant Shipging
Amount 30.00USD
Transaction Date/ 107525
Time 09:24 AM PT
Merchant Cafe
Amount 30.00 USD
CEO Mobile Service Commercial Card Expense Reporting User Guide 21
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View card declines

Use this service to view all your card declines over the past 30 days.

1. From the Commercial Card Expense Reporting — Cardholder home page, tap Declines.

wr CEO Mobile® Sign Off

Menu v
CCER
Manage OOP Expenses
Cycle-to-Date >
Open Statements p
View
Available Credit >
Charges >
Declines ?
Upload
Receipts >
Go to Full Site >

CEO Mobile Service Commercial Card Expense Reporting User Guide
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The View Declines page displays, listing the declines on your account for the past 13 months. If the user has multiple cards,
tap the card to select a different card number to edit.

10020 XX
Not Aviiable
A
133
275 00 USD
CARD ACTIVATEON
ot Avariatile
0
134
150 00 LSO
CARD ACTIVATION
Limits ’
MCC Strategy ’
Search User ’

From the top of this page, you can tap Menu to return to the Commercial Card Expense Reporting home page
or tap Sign Off to leave the CEO Mobile service.
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Receipt image capture

Capture images of your paper receipts and upload them to CCER using your smartphone camera.

Note: These instructions describe the procedure for uploading receipt images using an iPhone. Android
operating system users should follow the equivalent steps for their smartphone.

1. From the Mobile Commercial Card Expense Reporting home screen, in the Upload section, tap

Receipts.
wr CEOMobile®  Signoff

CCER
Manage OOP Expenses
Cycle-to-Date >
Open Statements >
View
Available Credit >
Charges >
Declines >
Upload
Receipts >
Go to Full Site >

The system displays the Upload Receipt screen.

CEO Mobile Service Commercial Card Expense Reporting User Guide
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Select statement

Cycle-to-date statements include expenses and charges from the current statement period. Open
statements include expenses and charges from the previous cycle still awaiting administrator review.

By default, the Statement Type section displays your cycle to-date statement. If you would like to
change the statement type to Open:

1. In the Statement Type section, tap Cycle-to-Date.
The Select Statement Type panel displays.

2. Tap Open.
Note: The Open statement type option selects a statement currently in its review period. You cannot select previous
statements whose review periods have closed.

3. Tap Continue.

Note: If you have multiple cards, you can select a different card in the Card No. section.

r CEQ Mobile® Sign Off

Maenu w
Upload Receipt
Select Statement
Statement Type Cvcio-to-Date ¥
Card No, OO XRXX - X000 - 1234
Statement Totals
Charges 864.90 USD
QOP Expenses 214.89 USD
Total 1,079.79 USD

You can upload receipt images to CCER in two ways: 1) capture a receipt image using your smartphone
camera and upload to CCER in one step, or 2) upload a receipt image that you captured previously from
your phone’s photo gallery.

Capture and upload receipt image using your camera

1. To capture a receipt image with your phone camera, verify the image clearly displays relevant
transaction information including amount, items purchased, date, and merchant name.

CEO Mobile Service Commercial Card Expense Reporting User Guide 25
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Note: For best results, place the receipt flat on a dark background and wait a moment for your phone’s
camera to auto-focus on the receipt before capturing the image. Verify the receipt is well lit and keep your
hands steady while taking the picture.

2. Tap the camera icon to take a picture of the receipt.
Note: When you tap the camera icon your photo is not automatically uploaded to CEO Mobile. To upload

your receipt image, first take the picture with your phone’s camera, then return to CEO Mobile and select
that photo from your camera’s gallery.

Cancel @ Photo Tips

3. Tap Use if you are satisfied with the photo and can clearly read all of the text on the receipt. If you
did not capture all of the details on the receipt, tap Retake to capture anotherimage.

Note: You can take a photo of more than one receipt per image. Please refer to your company’s policy.

Retake

CEO Mobile Service Commercial Card Expense Reporting User Guide
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Upload receipt image from your photo gallery

1. To upload receipt images saved in your smartphone’s photo gallery, tap the gallery icon.

Cancel

2. Inyour photo gallery, select the photos you would like to upload. Once you have selected your

images, tap Done.

@ Photo Tips

Note: You can upload up to five images at atime.

Albums

Cancel

- Camera Roll

=

{ Albums  Camera Roll r Done

5 W " - = 1

]|

ML Aol
N
L

T I = —
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Remove an image

1. Toremove an image before completing the upload, tap the thumbnail on the Verify Receipt Upload
screen to display the image, then tap Remove.

CEO Mobile® Sign Off Image 1 of 1

Verify Receipt Upload

Statement Type Cycle-to-Date
Card No. HIKX=X XXX XX AX-1234
Total 1,079.79 USD

== Add up to 4 more
l Image1 >

Email Confirmation NO

—

Remove

henry. wells @wellsfargo.com

2. To confirm image removal, tap OK.

Confirm Removal

Are you sure you want to remove
this image?

= |

Remove

CEO Mobile Service Commercial Card Expense Reporting User Guide 28
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Verify receipt upload

1. Review all details of your expense report statement and receipt images carefully.

Note: To display a larger picture of your receipt, tap the thumbnail image to zoom.

2. If you would like to receive a confirmation that your image uploaded successfully,
select Yes in the Email Confirmation section.

Note: You will receive a separate email confirmation once your image is viewable in the CCER desktop application.

3. Tap Submit.

Note: You can upload more receipts (up to five total) by tapping the Add up to # more link.

wr  CEO Mobile® Sign Off

Verify Receipt Upload

Statement Type Cycle-to-Date
Card No. XXXX=XXXX-XXXX-1234
Total 1,079.79 USD

=+ Add up to 4 more

Email Confirmation YES °

henry.wells@wellsfargo.com

KNl

CEO Mobile Service Commercial Card Expense Reporting User Guide 29
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Confirm receipt upload

1. After a receipt has been uploaded successfully, the Upload Status screen will display the message
“Completed” and green checkmark icon next to the image thumbnail.
Note: If your image upload is not successful, an error message will display. To try again, tap Resend.
2. Tap Done. You will be directed to the Receipts Upload Confirmation screen.

3. Tap OK to return to the Upload Receipt — Select Statement screen to upload additional receipts.

Note: To review images you have uploaded to CCER, log into the CEO portal application.

wr CEOMobile®  MESmOH wr CEOMobile®  SiagnoOff
Menu v

load Stat
Uplo atus Receipts Upload Confirmation

Statement Type Cycle-to-Date

Il recei fully upl .
el UM RLS @ 2 receipts successfully uploaded

Total 1,079.79 USD

E Image Completed ()
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Out-of-pocket (OOP) only user

Adding an expense

Out-of-pocket (OOP) only users (without cards) can also use the CEO Mobile service to view out-of-pocket
expenses previously entered, and enter new out-of-pocket expenses.

1. Fromthe Commercial Card Expense Reporting home page, tap Cycle-to-Date or Open Statements.

Note: The Open Statements link only displays if a statement is currently in the review period.

“Back wr CEO Mobile®

“Sign Off

CCER

Menu v

Manage OOP Expenses

Cycle-to-Date

Open Statements
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The Add Expense — Cycle-to-Date page displays or the Manage OOP Expenses — Open Statements page displays.

0 O OO0 OO,
WELLS FARGO UNIT
{ 3t
- (12345)
Expense
- ‘ L5 v
Lategory
Tramsaction Lo
THOS20X
(lah" %
Distance / Item
Coumt
tate / Pet Diem Salect v
Amount "
Description OO0 char ma o
*
Reguired Field
View Customn
Irformation Ne

Tap the Expense Category from the dropdown menu.

Enter the Transaction Date. This is a required field (use the MM/DD/YYYY format).
Enter the Distance/ltem Count, if applicable.

Tap the Rate/Per Diem from the dropdown menu, if applicable. Or enter the Amount. An

entry in either the Rate/Per Diem or Amount field is required.
Enter a Description. This required field allows a maximum of 200 characters.

Tap the View Custom Information check box. A new page allows you to view all custom
field values before confirming the out-of-pocket submission.

9k

N o

Note: From the CEO portal you can reclassify custom field information for any card or out-of-pocket transaction.
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8. Tap Continue to add an expense or Cancel to return to the Cardholder — Manage OOP Expenses
menu.

The Verify Add Expense — Cycle-to-Date page displays.

v+ CEOMobile®  'Signom

yecl-ify l}_dd Expe_nse
sycle-to-Date
ard No UK YO XA XK
] WELLS FARGO UNIT
il (12345)
E g Cale 456 - Travel
% TAXI FARES
T ction Date 14/08/20XX
stance / tem Count 550
Rata | Per Diam 00100
Amours 055USD
Descriptior pariang
Emasl confirmation No
henrywells@wellsfargo com
e

9. You can select Yes for email confirmation to receive email confirmation of the changes you’ve submitted.
10. Tap Submit to save.

Note: You can also tap Edit to make changes before confirming or Cancel to cancel the expense
entry.
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Signing Off

To sign off, tap Sign Off at the top of any screen.

wr CEOMobile®  Signoff

Menu v

Cardholder

Manage User

Declines
Limits

MCC Strategy

Troubleshooting guide

Frequently asked questions:
Expense Reporting

CEO Mobile service Commercial Card

If 'm an approver or reconciler, is there any
functionality | can do on Commercial Card
Expense Reporting from the CEO Mobile
service?

Not for this phase of Mobile Commercial Card Expense Reporting.

Wells Fargo plans to add these roles as soon as possible.

| am a program administrator and set a user
limit to zero to cut the user off. However, the
user can still use the card to make
transactions. Why?

Like the desktop version of Commercial Card Expense Reporting,
the zero value means unlimited for every user limit except the
Requested Monthly Credit limit.
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Mobile browser FAQs

While customers are encouraged to contact their wireless carrier with general questions about mobile browsers, here
are some common questions that may come up. These FAQs are intended to increase familiarity with mobile
browsing and how it is likely to work with the CEO Mobile service.

How is the browser on my mobile device
different from my computer’s browser?

The mobile browser uses a smaller screen making the web pages
and how data displays on the screen look different. You'll notice a
change in how you navigate to links. Embedded applications such
as Flash will usually not work. You may also find you are not able to
view or use pages with complex functionality that requires plug-ins
or Java.

How much does it cost to use my mobile
device to access the CEO Mobile service?

This depends on your data plan; consult with your service provider.
Most data plans charge based on the amount of data you access
through your mobile browser. Often data is only transmitted when
you make a web call, which happens when you tap a link or refresh
a web page.

Can | view a web page without loading its
images (to save on data)?

Individual mobile devices vary, but most don’t have this capability.

How do | know if my mobile device can
access the Internet?

Most mobile devices made today are capable of supporting mobile
Internet browsing. Check your mobile device’s user manual to see if
it's web-enabled.

Will mobile browsing usage affect the battery
life of my phone?

Yes, both web usage and signal strength can affect your device’s
battery and performance.

What happens if someone calls my cellular
phone while I'm using my mobile browser?

The answer depends on the type of phone you have. Some phones,
including BlackBerry devices, will interrupt your session to tell you
that you have a call, giving you the option to either ignore the call
and continue browsing, or answer the call.

Can | access the Internet everywhere?

To access the Internet, you must be in a service area with your
mobile device receiving a signal.

What happens if | forget to end my mobile
browser session?

After 15 minutes of inactivity, your CEO Mobile service session will
automatically end. Most browsing is billed based on how much data
is transferred, so inactivity will usually not create additional costs.
When you request additional information on a web page, another
web call begins.

How do | connect to the Internet from my
mobile device?

To access the Internet you must have a data plan on your mobile
device. To actually connect to the Internet, consult the user guide for
your device for instructions. Different mobile devices can vary widely
in operation.

Can | navigate to any web site with my mobile
device?

Yes, though not all web sites can be viewed through every mobile
browser.

Can | get a computer virus on my mobile
browser?

We are not currently aware of any serious mobile device virus,
although this could change at any time. However, as with any
technology that transmits information, we recommend caution when
deciding to open strange emails or download anything from

a source you do not completely trust.

CEO Mobile Service Commercial Card Expense Reporting User Guide
December 2015

35



	Contents
	Introduction 
	Accessing Commercial Card Expense Reporting from a mobile device 
	Program administrator 
	View card declines 
	Edit card limits 
	Edit MCC Strategy 

	Cardholder 
	Add out-of-pocket (OOP) expenses 
	Edit out-of-pocket (OOP) expenses 
	View available credit 
	View card charges 
	View pending charges 
	View card declines 

	Receipt image capture 
	Select statement 
	Capture and upload receipt image using your camera 
	Upload receipt image from your photo gallery 
	Remove an image 
	Verify receipt upload 
	Confirm receipt upload 

	Out-of-pocket (OOP) only user 
	Adding an expense 

	Signing Off 
	Troubleshooting guide 
	Frequently asked questions: CEO Mobile service Commercial Card Expense Reporting 

	Mobile browser FAQs 


