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Logging In

Find Locations | Customer Service | En Espaniol -
WELLS

FARGO

Personal Small Business Commercial About Us

View Your Accounts 3 Save The Scenery. Enjdy More Greenery.
Go to: | Account Summary [ Save trees by switching to online-only sjatements.
Username: You could win 510,000 for yourself and $§0,000 for the enviroNMEent. wapudse Necsary

Password:
Username / Passwaord Help

Need to set up online access?
Sign Up Now or Take a Tour
Banking Investing
Account Services
Free* Mohile Banking

Visit Qur Tax Center

Online Banking Get Free Access
Bill Pay Home

ortgage Get Rate Alerts The Private Bank
quity Low Rates - Apply Mow Mutual Funds

- Checking Studegt Loans Brokerage Commission-Free Trades
Hew! Wells Fargo vSafe Savings & CDs Start Saving Today Persofjal Loans Retirement
More > Credit Cards Rewards Auto Lpans Insurance ProtectYour Identity
Find ATM stocatlons More > Maore = More »
Enter Zip code or City & State Open an Account Check Today's Rates
—— e Checking ] Morigge v Wells Fargo and Wachovia
Online Security Finish Application ! View Status Wachovia is now part of Wells Fargo —

get answers to FAQs. Learn More >

Report Suspicious Email
Take Qur Identity Fraud Quiz
Read Our Online Security Guarantee

; Checking & Much More Payment Challenges? Try Bill Pay for FREE
J nede™ c‘ With aWells Fargo Past due mortgage or 'i: : and get the most
.é,':""‘" Checking PackagesM, home equity loan? " outof Online Banking.
| Learn More B Get Help [ - Start Here [»

Go to www.wellsfargo.com Click on the “Commercial” tab
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http://www.wellsfargo.com/

Logging in : Click on CEO (Commercial
Electronic Office Portal)

WELLS

FARGO

Commercial Electronic
Office® Portal

(signon J 3

award-winning business portal
s you all the services you need
a single sign-on.

etyaur CEQ® passwaord here.

ormation Protection
Fiaud Control
iness Cantinuity Plan

lls Fargo Recognition
t-Respected Ranking
Gerron's Magazine

EFonomic News
L Jtest Repors

Personal Small Business

CEQ® Portal Sign On | Find Locations | Contact Us

Commercial About Us

Make this your wellsfargo.com homepage

i

How can you make the most of
your tax revenue?
| « Investment policy development for public entities

- Customized portfolio analytics
+ Laddered investment strategies

Business Needs

Anti-Fraud Strategies

Protect your crucial business data.

Equipment Purchase or Lease
Getwhat you need for your business.

Merchant Solutions

Cut costs with effective payment

processing systems.

Risk Protection

Insulate your business from interest rate
and commaodities changes.

Mare =

Products & Services

Treasury Management
Financing

International

Real Estate
Investments

Employee Benefits
Insurance

Shareowner Services

More =

Click on “Sign On”
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Industry Solutions

Wells Fargo's specialists know your
industry. They have the soluticns for your
husiness.

Banking and Financial Services D

One Team, Twice as Strong
Wachovia is now part of Wells Fargo.
Learn More >
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Commercial Electronic Office (CEO) sign on

= Simply enter your ID’s: , \
Commercial Electronic Office®
u CO m pany I D :ﬁ:gl;ﬂl:;xv:::'_m the CEO# portal. Wou're now signed off and can sately
CEPS00
= NAVAJ516
Company ID Trouble Logging in?
u User I D = Password Reset Tutorial
»  First Tirne Sign On Ti
- User ID (SyStem Setup) User ID irst Time Sign On Tips
- P asswor d Password Additional Information
. = Onling Security
= User - unique . System Requirements

= Expires every 60 days METTI oot g

» Bookmark this page for future access \

= NOT CASE SENSITIVE; Forget your Password?
= Be consistant logging in to CCER

EMAILS OR FRAUDULENT CALLS

O Be careful about phizhing (or fake) emailz or fraudulent calle. Wells Fargo will never azk you for vour CEQ portal Password, Token Passcodes, and PIN numbers threugh an
unzolicited email, a web =ite from a link in an unzolicited email, or unzolicited telephone calle. Never click on a link or rezpond to these emailz. A Wellz Fargo reprezentative
sometimes zends emailz when digital certificates are about to expire, but we alwayz ask that vou contact us. Report any phizghing or fraudulent attempts to
ReportPhishi@wellsfargo.com, or contact vour Welle Fargo representative immediately if vou have inadvertenthy provided information.
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Commercial Card
Expense Reporting
(CCER)

An Internet Solution

Accessed via Wells Fargo’s secure
Commercial Electronic Office™ (CEO) portal



Introductory Sign On: CCER access

» Change temporary password >  Unique password
» Select both “Secret Questions”, not same questions

v'Case sensitive
»Accept the CEO Terms of Use Agreement

» Create a User Profile:
v Name,

v" Title/Function (Business oriented)

v Telephone Numbers; Wells Fargo can reach user
*Work/Fax/Cell phone

v" Email Address (daily usage); enter twice

© 2010 Wells Fargo Bank, N.A. All rights reserved. Confidential.



Change Introductory Password:

Commercial Card -
Expense Reporting

Follow
Guidelines

Change Password

Enter Current Password:” | Tem p 0 rary PaS SWO rd

Flease enter a new passwiord and verify it by entering it again.

See the password guidelines belmw. For assistance, please call toll free 1-366-611-4236.

Enter Mew Password: |

Re-enter New Password.” | U n | q u e
i | Password

* Required Field

Password Guidelines
FPasswards must:

Be six to twelve alphanumetic characters

Contain at least one number

Contain at least one lefter

Mot be identical to wour first name, last name, company name, company
|0, user |0, oryour prewiols six passwords

Mot use the names of the months (example; march123)

m Mot contain special characters, spaces, ar three consecutive [etters ar
numbers (example: 2kAAAL X2 14)

© 2010 Wells Fargo Bank, N.A. All rights reserved. Confidential.




Pick and Answer Two Secret Questions

Edit Secret Questions

Your secret questions and answers provide an additional level of security for your online
hanking services. Choose gquestions from the drop-down menus below and answer in
the fields provided. Please ensdre your answers cantain anly letters, numbers,
apostrophes, hwphens or spaces. Ifyou choose the date question, your answer must
read MDD

* Reguired Field

Secret Question™ = |withat is your mother's maiden name? |
ArSwer - |Choose One:

What is your mather's bithday?
T R e el v hat i wour mother's maiden name?

What was the last name afvour favarite teacher?
Answwer: = [WWhat was vaur childhood nickname?

What was wvaur first pet's name®?

Resetting/Changing password in CCER-WF Customer Service

» Select first question from the drop down list
* Provide an answer (Case Sensitive)!
* Repeat the process with a different question, not same

« Remember the answers (Case Sensitive)!

© 2010 Wells Fargo Bank, N.A. All rights reserved. Confidential.



Next Steps:

mee (ommercial Electronic Office®

Welcome to the Commercial Electronic Office Portal

Az a new user, you'll need to complete the fallowing steps before
heginning work, on the CECE portal:

Step 1: Acceptthe CEQ Terms of Lise,
Step 2: Create a User Profile.

& Copwright 1999-200% Wiells Fargo. Al rights reserved.

This screen lets user know what remaining step are left to
accomplish: Click “Continue” move forward

Step 1: Accept the CEO Terms of Use

Step 2. Create a User Profile

© 2010 Wells Fargo Bank, N.A. All rights reserved. Confidential.



Terms of Use
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Edit Profile

Flease take a few moments to update the following information. Itwill help us provide you
with mare personalized support, essential service status updates and an added leve| of
security.

* Required Fisld

First Name:” |

Middle Initial: I

Last Name: |

Title:” | Other =
Functional Area:” |Treasurg.r Management j
Ermail:” |

Your Phone Number:”
Choose either United States OR International, and enter your phone numkbetr.

& United States | | |
Prea Code Telephone Extenzion

" International | | |
Courtry Code City Code Telephone Extenzion

Your Fax Number:
Choose either United States OR International, and enter your fax number.

' United States | |
Fraa Code Fax Mumber

T International | |
Country Code City Code Fax Mumber

=
Edit Profile:

Wells Fargo can offer additional personalized support

© 2010 Wells Fargo Bank, N.A. All rights reserved. Confidential.



CEO Home Page

WELLS . . .
rarco | Commercial Electronic Office® _MyProfile Help ContactUs X |Sign Off

Welcome Henry Wells Change Password

j Home T Help & Training T Resources 1 Last sign on; May 16, 2006 at 1247 PMPT

My Senvices

Commercial Card
Expense Reporting

N

b

Today's Communications E

Customer Support

n Toll-free phone numbers for
your services
n Find a¥Wells Fargo location

Learn about improvements to yvour CEQ zervices and helpful tips for using the ste. You'l also find information about banking issues that
impact your buzineszs. Pleaze don't show this messane adain.

What's New

Take a Test Drive with a Demo
Demos are a great way totry out new CEC zervices. They're alzo great training toolz for services yvou're already enralled in.

Help & Training

m (et Online Help for your
enrolled CEO services

n View |nteractive Tutorials

® Sign up for FREE interactive

online Training Classes

Select Commercial Card Expense Reporting

from the “my services” menu

© 2010 Wells Fargo Bank, N.A. All rights reserved. Confidential.
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ﬂé‘é’ Commercial Electronic Office® My Profile Help ContactlUs X | Sign Off
Wil ie Change Fassword
j Home T Help & Training T Resources ] Lazt sign on: May 16, 2006 at 12:47 PM PT
My Services Statis Today's Communications E

Commercial Card W
Expense Reporting

Learn about improvements to your CEQ services and helpful tips for using the site. You'l alzo find infarmation about banking issues that
impact your buziness, Please don't show this message again.

Customer Support What's New

Take a Test Drive with a Demo

m Toll-free phone numbers for Demaos are a great way to try out nesw CED services. They're alzo grest training tools for services you're already enrolled in.
YOUr Services

m Find aWells Fargo location

Help & Training

T Click for a listing of online classes

enrolled CEQ services
m View [mteractive Tutorials

= Sion up for FREE interactive Attend free training calls through Wells Fargo’s Treasury Management University
Orline Training Classes Calls will last no more than one hour and include ample time for your questions. You will learn how to:
N ) * Sign on to the Commercial Electronic Office (CEO) portal and begin a CCER session

» Review current and previous statements and cycle-to-date transactions
» Manage your transactions (adding descriptions, reclassifying, splitting and more)
» View your personal profile, reports and other information

CEO® Resources

"igls Fargn Lending Base Rates For the best training experience, we recommend using a high-speed connection during the call
Interest Rate Management (dial-up connections may not perform adequately)
Irternet Performance Manacer
Service Demos
Wiewy Al Resources

Site Map| About Wells Fargo | Terms of Use
Personal Finance | Investing | Small Business | Commercial Senices

© 2010 Wells Fargo Bank, N.A. All rights reserved. Confidential.



WELLS
FARGO

Commercial Card Expense Reporting
. (CCER

Two Division — Funding Source
eGeneral Fund

eContract Fund

o

Expenditure accounts (validation tables) will not allow cross
distributions,;-excepti hvisi

la divicinnc
O rvisSi |

Funding source requirements must remain segregated.

Accessed via Wells Fargo’s secure
Commercial Electronic Office™ (CEO) portal

© 2010 Wells Fargo Bank, N.A. All rights reserved. Confidential.



Commercial Card Expense Reporting (CCER)

What is it?

» CCER is an internet reporting solution that allows on-line access to
your card transactions at any time, from any location. It is
accessed via Wells Fargo’s secure Commercial Electronic Office™
(CEO) portal.

Cardholders/Reconcilers Can:
» Input a business description for all transactions posted monthly

Review/Reclassify (allocations) transactions
» Department accounts number/object codes(sub-accounts)
Split transactions (multiple allocations)
Add OOP (Out-Of-Pocket Expenses)-Reimbursements
View Level Il transactions(item descriptions & taxes)

Approvers Can:

» Review/Approve cardholder monthly statements
= Approve cardholders “OOP” reimbursements

» Generate/View statement summary reports

© 2010 Wells Fargo Bank, N.A. All rights reserved. Confidential. 16



Tom Platero

w

From: CCER®@wellsfargo.com

Sent: Thursday, October 29, 2015 3:22 PM

To: Tom Platero

Subject: FY 2016 CCER CYCLE END DATES NOVEMBER 2015

CCER CYCLE END: NOVEMBER 19, 2015

CARDHOLDERS AND RECONCILERS:

REMINDER PERIOD: NOVEMBER 20-22, 2015
GRACE PERIOD: NOVEMBER 23, 2015
EMATLS WILL PROMPT STATEMENT REVIEW BUTTON

APPROVERS:
APPROVAL PERIOD: NOVEMBER 24-25, 2015
EMAILS WILL PROMPT STATEMENT AFPPROVAL BUTTON

CCER STATEMENT PACKETS ARE DUE 5 BUSINESS DAYS AFTER THE DOWNLOAD IS COMPLETED, CCER
PACKETS ARE DUE ON 12/07/2015. THARNK YQU.

REMINDER UPCOMING HOLIDAYS, PREPARE CLOSE OUT ACCCORDINGLY:
THANKSGIVING HOLIDAY NOVEMBER 26-27, Z2015.

PROGRAM ADMINISTRATOR:
DOWNLOAD-FMIS: NOVEMBER 26-30, 2015

ANY QUESTIONS, CALL THE PURCHASE CARD SECTION AT
628-871-6042 or EMATIL pcard@nnocc.org

This is an automated email. Please do not reply to this message.

© 2010 Wells Fargo Bank, N.A. All rights reserved. Confidential.
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Reconciliation cycle: Close out Period

= Cardholder/Reconciler review period

= An email will be sent out to cardholders/reconcilers when
statements are ready for review. Emails will be sent even if the
cardholder doesn’t have any transactions.

= |If the cardholder has not reviewed the statement after #
calendar(s) days, a reminder email will be sent out. Cardholders

will have an additional # calendar(s) days to complete the review.

» All statements must be reviewed during # calendar(s) day period
each month. If you are on vacation or do not have access to a
computer, contact your program administrator. Reconciler is
recommended to assist during reconciliation periods.

Cardholder statement review period:
4 calendar day window each month, this window will vary if the
statement end date falls on a weekend. (Saturday/Sunday) will be

notified through a broadcast and will appear in Cycle-To-Date

© 2010 Wells Fargo Bank, N.A. All rights reserved. Confidential.
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Cardholder/Reconciler
EXperience



E-Mail notification: email address priority

Cardholder statement ready for review

Statement review for 09/30/2010

Dear Cardholder:

Your most recent statement is ready for review by accessing the Wells
Fargo Commercial Card Expense Reporting system for the following
card(s):

XHXXKXK-XXXX-XXXX-1234

Please complete your review in a timely manner and forward your
receipts as appropriate.

(This is an automated email. Please do not reply to this message.)

© 2010 Wells Fargo Bank, N.A. All rights reserved. Confidential.
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WELLS . :
ranco | Commercial Card Expense Reporting

Role: Cardholder

» | Close

Open Statements

¥ Manage Statements

Review Open 5tatements

/\

View Cycle-to-Date

View Previous Statements

» Reports

- User Information

Select a staterment, and click View.

Viewing 1to 2 of 2 kems

Card Humbera Start Date End Date Charges oop Total Status
1. ¢ oooeooo-ooo-E520 03017200 03317200 5450423 §82.00 54588.23 Open
2. oe-xoo-Rood-B52 1 0301720 03/31/2 0 $500.00 $130.00 $630.00 Open
View

Viewing 1 to 2 of 2 tems

Home | About Wells Fargo | Security Guarantee | Privacy Policy
@ 2000-20xx Welle Fargo. All rights reserved.

Manage Statements

® Review open statements (default)

© 2010 Wells Fargo Bank, N.A. All rights reserved. Confidential.
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WELLS

ranco | Commercial Card Expense Reporting

Role: Cardholder

Previous Statements

¥ NManage Statements

Beview Open Statements

Vie

View Previous Statements

» Reports

» User Information

N,

Select a staterment, and click View.

Viewing 1to 3 of 3 tems

Card NHumber & Start Date End Date Charges oop Total
1. (@ oood-ood-ao-2820 02/0142 00 02/28/20xx 25603.73 582.00 $5685.73
2T - -oo-252 1 02/01/2 02 02/28/20xx £500.00 £130.00 $530.00
3o ood-ood-noo-2102 02/0142 00 02/28/20xx £1000.00 £0.00 21000.00
View

Viewing 1to 3 of 3 tems

Home | About Wells Fargo | Security Guarantee | Privacy Policy
® 20xx Welle Fargo. All rights rezerved.

Manage Statements

» View previous statements; statement hard copies before submittals

» 13 months of history

© 2010 Wells Fargo Bank, N.A. All rights reserved. Confidential.
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Charges — Cycle-to-Date

¥ Manage Statements

BT TSI Stat crents Tao filter items, select from the Charge Type drop-down menu. Select charge transactions, and click a function. Click Sawe to cantinue.
N
\‘u’iew Cy{:le—to—DatQ Print Version
Mﬂtelnelﬂs E:‘ Wisvy Details
= Reports
» User Information Card Mumber; O - M- KRN R-T 138
Reminder Period: 10:01/2010 through 10/02/2010
Grace Period: 10:/03/2010 through 10:/:04:2010
Charges
Charge Type: Al Transactions ~

Wiewving 1 to 2 of 2 tems

Charges T tunt-of-pocket Expenses 1

Select Al | Clear Al
Posting Date Custom BReceipt Arnount [ Original
Transaction Date & Merchant Fields Gl Code Attached cCurrency
1. [ 0@252010 053052010 Chili'z E:L S240 - Per Diem — 25.80 Uz=D
Gria3200003527 Meals
Phoenix, &AF
Description:
2, [~ 082652010 05530/2010 Hertz Rert-a-car E:L 3220 - Wehicle | 117.05 =D
Phoenix, A5 Rertal
Descriotion:

=elect All | Clear Al

Add Descriptions | Splt & Reclassify Copy Request

Total Charges: $4,904.23

Manage Statements
» View cycle-to-date transactions- In Current Cycle Period.

= Appear on your statement as they are posted through the Visa® system

© 2010 Wells Fargo Bank, N.A. All rights reserved. Confidential.



Commercial Card Expense Reporting

Merchant Details

The merchant details are displayed. Click Close to continue.

Selected Charge

Transaction Dats: mm/dd/20xx Posting Date: mmidc/20xx

Merchant Name: CAR RENTAL COMPANY Merchant Type:

Merchant city: PHOENIX Merchant State: AL

Merchant Zip: a5008 Debit / Credit: Debit

Amount: $93.28 Sales Tax Amount: §7.00
Details \

Renters Mame:

Location Of Return:
Return City:

Return State/Country:
Customer Service Phone:
Car Class Code:

Wumber Of Days Rented:
Check Qut Date:

Check In Date:
Insurance Indicator:
Daity Rate:

Maximum Free Miles:
Rate per Mile:

Ingurance Charges:

Rental Agresment Number:

JACHK KLINE
PT32545

mmidd/20
mmidd/20xx
Y

20.00

100

5150.00
§33.28

If a vendor transmits
additional details with
the transaction, the
merchant name is
RED and underlined

Not Original Receipt

- N -
Charges Out-Of-pocket Expenses
[ cmarges\( ]
Selzct All| Clear AI\
Amount
[0riginal
Transaction osting Merchant City, Custom GIL Receipt Currency
Se I eCt th e m e rC h ant Datea e Personal Merchant Nlame State Fields Code Attached Amount
1. 002120002 D3O0X COMPUTER DENWVER, CO Q‘ 273007 O £2500.00
me t th —
n a‘ e O access e Description: Q Bought 1 conwutsr server configuration for setting up database server. Ordersd 4 front end machines and 2 scanners
detail screen 2. [] 0304200 03/04/20hoc m HOTEL DALLAS TX & SPLIT £1000.50
Description: Q Hetel stay for 3-day \enference in Dallaz
3 O D207 20m 02007 200 AIRLINE OAKLAND, CA I;':,~ SPLIT O 5800.00
Description: @ Flight from Texas
4, F 0306/Z20xx 03/06/20xx F CAR RENTAL PHOENLK, AZ I-_::~ F £100.28
COMPANY™
Description: & Rented a car
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Charges

Charge Type: All Transactions

Yiewing 1 1o 2 of 2 tems

W

Charges T Out-of-pocket Expenses ]

Select All | Clear All

Posting Date Custom Receipt Amount | Original
Transaction Date & Merchant Fields GIL Code Attached currency
1. "2 Dar2e2010 nasan200 Chili's Ei 3240 - Per Diem r 2680 UsD
GrS3200005527 Meals
Phioenix, AL
Description:
2. r Das2e2010 0as302010 Hertz Rert-a-car [i 3220 - Vehicle r 117.05 L=D
Phioenix, AL Rental
Description:

Select Al | Clear Al

<, Add Descriptions Split & Reclassify Copy RE
\\

Total Charges: 143.85 USD

Available functionality RED Radio button includes:
» Reclassify - reallocate an entire transaction
» Add Descriptions - provide transaction details
» Split and Reclassify — divide a transaction multiple ways
» Dispute — dispute a transaction

© 2010 Wells Fargo Bank, N.A. All rights reserved. Confidential.
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Reclassify screen

< Return to Charges — Cycle-to-Date

Entervyour description, and click Sawve. Mote: Ifthe Apply to All link is available, vou can copy this description to all listed transactions.
Business Rule: DESCRIPTIVE PRIORITY INFORMATIORN PERTAIN TO PURCHASE TRARSACTION

£ Required Field E:‘ iy Details

Card Mumber: HAMK-HNHNH-HNXH-T 138

Charges

1. ot

Transaction Posting Receipt Original

Date Date Merchant Attached Currency
OS2e2010 0S/30s2010 il PIo 200003527 2880 U=D
General Ledger Code b Description Unit

2240 - |Per Dier Mea By e:rrﬁlwsmw OF MATURAL RESOURCES-ADMINIOZ3) =1

BUSIHESS UNIT
115001

INVOICE # INVOICE DATE DEPT =

| | |ozz B

Click the icon to

reclassify

General Ledger

Code (object
code/sub acct)

Enter a

Viewing 1to 1 of 1 kems / / bUSI ness

description

Click the icon
to choose
values to
reallocate the
transaction

» Enter a business description, review/reclassify custom fields and the GL code

= Avoid special characters - < > % ; ()& +\#?2{}I1~~[] “

Please note the system will timeout without notice after 15 minutes of
inactivity. You will receive a 10 minute warning on all “Action” screens. Click

OK to reset the timer

© 2010 Wells Fargo Bank, N.A. All rights reserved. Confidential.
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Reclassify screen- drop list

G/L code Account number
[ [xClese] - [XClose]
Select General Ledger Code Select BUSINESS UNIT
Filter
|44 Viewing  1-16T «of 167 items »»| | Viewing  1-253 - of 253 tems #w
Code a  Description Value «  Value Hame
3143 G54 - Mileage - 10 PREP&Y EXPENSE F09 |
3220 vehicle Rental o 100682  REISSUED CHECK CLEARING i
Per Diem Mesls 1041 00 RP COUMCIL
3250 Lodging 101002 GOVERMNMENT SWCS COMM
S26D PO -Mileage 101003 B AND F COMMITTEE
3290 Cther Travel Expenze 101004 EDUCATICN COhdhd
3320 Air Commercial 101005  PUBLIC SAFETY CORMM
3330 Charter-Internal 101006  RESOURCES COMM .
-
o L I _ﬂ_l i _rl_l
|4« viewing  1-16T « of 167 temz »»| l |44 iewing  1-253 ~of 253 tems »

© 2010 Wells Fargo Bank, N.A. All rights reserved. Confidential.




Add description — From Statement Screen

Wiewving 1 1o 2 of 2 fems

Charges T Owut-of-pocket Expenses ]

Select Al Clear Al
Transaction Date Posting Date & Merchant Custom Fields GL Code Receipt Attached Amount | Original Currency
1. |:| 08262010 08i30i2010 Chili's Gria8200005327 I:i 3240 - Per Diem Meals D 2680 LD
Phoenix, &Z
Description;
2, |:| 082602010 08i30/2010 Hertz Rent-a-car I:i 3220 - Mehicle Rertal D 117.05 UED
Phoenix, &2
Description;

Open Description box on Statement Screen by clicking on the word
“Description”/to close box click on ®

Wiewving 1 1o 2 of 2 tems

_[I Charges T Oht-of-pocket Expenses ]

\

Zelect All| Clear Al \
Transaction Date Posting Date & Merchant \ Custom Fields GL Caode Receipt Attached Amount | Original Currency
1. |:| Q82652010 0E£3052010 Chili'z GrSS200005327 Q\ 3240 - Per Diem Meals |:| 2680 U=
Phoenix, &2
Description; x]
2 |:| 08f2652010 05£3052010 Hertz Rent-a-car I:: 3220 - Vehicle Rental |:| 117.05 UsD
Phoenix, AZ
Description:

© 2010 Wells Fargo Bank, N.A. All rights reserved. Confidential. 28



Split and reclassify screen

Cardholder Mame:
Card Mumber;

Snlit Type:

JACK KLINE
HHRH-MHN-H XN K-T 138

& Byamount 0 ByPercentage

Selected Charge

Tranzaction Date:
Merchant Mame:
Receipt Attached:
Amourt f Original
Currency:

nit:

Description;

08/26/2010 Posting Date: 083072010

Chili's Gri5g200005327 General Ledger Code: 3240 - Per Diem Meals
Ho BUSIMNESS LIMIT: 115001

26.80 USD DEPT #: 023

Click the icon to
__— reclassify General

DIVISION OF HATURAL RESOURCES-ADMIN
{023) / Ledger Code

Split and Reclassify by Amount /

/

1. General Ledger Code * V Amount *
Z

3240 [PerDiemMeaks | @ |DIVISION OF NATURAL RESDURCES-ADMIN(D23] =] [ L=D

BUSINESS UHIT

INVOICE #

—

Split Description *
s

Enter a
——— business
description

Click the icon to

P = TA=

T — —

INVOICE DATE DEPT #

choose values to
reallocate the
transaction

— Cra—

» Divide and reallocate a transaction into multiple entries

» Split by amount or by percentage

» Select add to create a new row and begin the split process

© 2010 Wells Fargo Bank, N.A. All rights reserved. Confidential.
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Dispute transaction screen

© 2010 Wells

Dispute Details

0 Faor all dispute types except for those that are Unauthorized or Unrecognized, vou must first contact the merchan
to resolve the problem before filing a dispute with Wells Fargo.

Dispute Type:

- Unauthorized
| certify that the dizputed tranzaction was not made by me or the perzon autherized by me to
use the card, nor were the goods or services represented by this tranzaction received by me
or a perzsen authorized by me.

- Duplicate Processing
| hawe been charged multiple times for the =ame tranzaction.

e Paid By Other Means
| already paid for the above transaction by: | Select One D

- Incorrect Amount
My =ales =lip indicates an amount of 8 but it appeared on my statement as
the amount above.

- Service Not Rendered
| did not receive thiz 2ervice. | contacted the merchant, and they did not rezolve thiz dizpute.

- lMerchandise Not Received
| did not receive the service and/or merchandise. | centacted the merchant, and they did not
rezolve my dispute. | expected to receive the merchandize/zervices on

r Partial Amount Dispute
Although | engaged in the above transaction, | am dizputing the entire charge, or a pertion
thereof, in the amount of 5 5 | contacted the merchant and requested that
a credit be made to my account for the reazon below.

- Cancellation
Although | engaged in the transaction above, | cancelled the reservation, service, or
merchandise with the merchant on

- Credit Mot Posted
| hawe in my pessession a credit meme that has not posted to my account OR was listed az a
purchase on my statement'activity report.

~

Unrecognized

| do not recognize this transaction and would like to request a copy of the charge. If, after
review, | determine thiz iz not my charge | may dizpute it at a later date.

Fargo Bank, N.A. Al

| rights reserved. Confidential.

» Please try to contact
the vendor FIRST to get
a refund or correction

= If unresolved after
working directly with the
vendor, complete the
online form

» Notify program
administrator of dispute

= You have 60 days from
the post date to dispute
a transaction

30



OOP Reimbursement

» CCER has the ability to reimburse miscellaneous, out of pocket
(OOP) expenses as part of the statement reconciliation process.

= Tips (baggage) , tolls, mileage, parking

= Any small dollar expense that cannot be processed by pcard

* |n addition, these OOP expenses can be sent directly to the
cardholder’s designhated account (checking or savings) via ACH.
If not provided, a manual check process will be made, after

download is completed.

= APPROVER must approve before the close out of Approver
period.

= Will cycle for another month

© 2010 Wells Fargo Bank, N.A. All rights reserved. Confidential. 32



Out-of-Pocket Expenses (OOP)

Out-of-pocket Expenses

Yiewing 1 ta 3 of 3 tems

Char .<Je$S Out-of-pocket E}“W

%‘- Adid an Expense

select All| Clear Al

Descrigtion; ) Taxi fare

Transaction Date & Expense Cateqory Custom Fields  GL Coile Distance | tem Count Rate / Per Diem Status Amournt

Lo 032520 Tz E: 2ra210 50,00 Pending Approval F2.00
Descrigion;, ) Bellboy tip

2 r 03r25/20%x Mileage E:k 273004 14 55 - RS rate Pending Approval fr.ra
escription; @ Mileage

Lo 032520 T E: 273002 50,00 Pending Approval F7o.00

select All| Clear Al

I

Total Out-of-pocket $84.70

Yiewing 1to 3 of 3 tems

5 Add an Expense

Click “Add an Expense” to add items

© 2010 Wells Fargo Bank, N.A. All rights reserved. Confidential.
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Out-of-Pocket (OOP) Screen

< Return to Out-of-pocket Expenses — Cycle-to-Date

Checktrangactions, and click Modify, or select Description to add a description.

Cardhalder Marne: KLINE, JACK

Card Mumhber: N0 X000-8920

Out-of-pocket Expenses |

1. Expense Category Distance | Rate /

Transaction Date * * Item Count Per Diem Amount *
UDEIZ0HK 1 Mileage »| [14.0 2 0.50 - POV-IF NO GOV. VEH.AVAL1/1/10 [+ 7
General Ledger Code * Description * Unit

2280 - POV Mileage v ROUND TRIF MILEAGE FROM OFFICE OF THE CONTROLLER(0Z23])

WR, AZTO GALLUP, MM 3

BUSINESS UNHIT TA# INVOICE #

345678 B 4 555555

INVOICE DATE

1. Enter transaction date, description and select correct expense category (pre-
map object code) and enter $ amount

2. If for mileage, Enter round trip mileage and select mileage rate; cannot exceed
$500 line entry(split rate beyond $500 line entry)

3. Add description

4. Modify the custom field(s) and Business unit if necessary
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Direct Deposit of OOP Expenses

Edit Bank Information

» Nanage Statements

Check the Authorization box, enter bank account information, and click Save.
> Reports

Mote: The bank account will be used to initiate credits or dehits for out-of-pocket or personal expenses. While this bank account

¥ User Information infarmation is optional, it may be required by vaur company to manage expenses onlineg. Contact your program administrator far company

Personal Profile requirerments.
—— —
<. Bank Information )
Credit Limit Change Request 0 Cpticnal. (Wil be used to credit'debit your account for personal andior out-of-pocket expenses. )

Bank Account Infermation

Authorization: D Upon entering the follewing Autemated Clearing Houze information, | hereby
authorize ABC MANUFACTURING to inttiate credit and debit entries to my
checking or 2avings account as indicated at the depository financial
inztitution entered below to reimburze and / or collect out-of-pockst and
perzonal expenses. This authorization iz to remain in full force and effect
until ABC MANUFACTURING has received notification frem me of iz
termination in such time and in 2uch manner az to afford ABC
MANUFACTURING and the depository financial ingtitution entered a
reazonabile opportunity te act on it.

Account Type: (O Checking ) Savings

Bank Account Mumber: 123456789

Bank Routing & Transit Mumber: 087654321

» Select Bank Information from the left navigation menu and enter
your personal bank account information

» Only Cardholders have access to the Bank Information screen

© 2010 Wells Fargo Bank, N.A. All rights reserved. Confidential.



How to locate Bank Account information
on from your personal check

J Digit Bank Account #

Routing Number
Account Type: * (%) Checking (& Savings /

Account Mumber: % | ¥ |

Routing / Transit Mumber: *

Do not need to void or submit check information

© 2010 Wells Fargo Bank, N.A. All rights reserved. Confidential.



Personal profile

Personal Profile

User Information

¥ Manage Statements

Review Open Statements

View Cycle-to-Date

View Previous Statements

= Reports

¥ User Information

pm— ~
< Personal P@ &

Credit Limit Change Request

Company Mame:
Divisian:
LInit:

First Mame: *
Middle Mame:
Last Mame: *
Email: *

Card Infoermation

THE NAVAJO NATION

GENERAL(10001)

OFFICE OF THE CONTROLLER-NN

JACK

Use Navajo

]

Nation issued

KLINE

JKLINE@YAHOO.COM Account

Mailing
Address Type:

Address Line 1:
Address Line 2
City:

State:

Fip Code:

© 2010 Wells Fargo Bank, N.A. All rights reserved. Confidential.

UsA
NAVAJO NATION
PO BOX 9000
WINDOW ROCK
A7

86515-9000

<\ Billing address

for online and
phone orders
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Personal profile continued

Click to
retrieve
current
available
credit

Card Information

Mailing
Address Type:

Address Line 1:
Address Line 2:
City:

State:

ZIP Code:
Embossing
Mame Line1:
Mame Linez:

Location Code

Company #
Dept #
Location Code

Praoject ID

Account Parameters

U5 Domestic

155 5TH 8T

SAN FRANCISCO
CA
941032919

Jack Kline

ABC Manufacturing

Templates
Selected Template

CH level Template

Limits

Draily Number of Transactions: 10
IMonthly Mumber of Transactions: 100
Draily Dallar Limit: $500
Monthly Credit Limit: $5,000.00
Single Purchase Limit $500.00
Available Creditas of 01/31/20:¢:  $200.00
Declining Balance: Yes
Mumber of Months Active: 10
mMmcc Strategy

Select Strategy: Inclusion

Selected Groups:

Travel, Lodging

Cardholders can
also contact the
Business
Purchasing
Service Center
24/7 at
1-800-932-0036 to
obtain available
credit.

Must provide
Unique ID/secret
guestion(s) to
obtain any
information

Available credit field is the remaining balance of the cardholder’s existing credit limit

© 2010 Wells Fargo Bank, N.A. All rights reserved. Confidential.
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Complete your review

_[. Charges T (ut-of-pocket Expenses ]

Select All | Clear Al

Description; ) Bought 1 computer server configurstion for setting up database server. Ordered 4 front end machines and 2 scanners
[T 0304z0xxs 0304720 r | WindowsntenetiEploner %] -

ent to the approver. Click OK to continue.

9
Description: () Hotel stay for 3-day conference in [ w5/ A7 =m=wilbes
O A 0307 /20x r - r

Description; ) Flight from Texas

| save || Statement Reviewed

» Select statement reviewed/completed and a message box appears

indicating that an email will be sent to your approver

Transaction Date &4  Posting Date  Personal Merchant Custom Fields GL Code Receipt Attached Amount / Original Currency
1o [T 032020 Q5050200 r COMPUTER STORE* I:: 273007 - Computers r
Cenver, CO

* Print a statement copy and attach required receipts-Sign statement packet

» Forward Statement packet signed and date/receipts to your Approver

© 2010 Wells Fargo Bank, N.A. All rights reserved. Confidential.

38



Cardholder Responsibility

= Collect receipts to verify purchases for auditing

= Watch for unauthorized transactions on your statement and
report/dispute them immediately

= Dispute any incorrect charges with the vendor directly
before filing an online or paper dispute form

= Complete your reconciliation by the due date each month

= Keep the card (and card number) confidential

© 2010 Wells Fargo Bank, N.A. All rights reserved. Confidential.
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Cardholder Responsibility

= Turn in monthly statement packets, include receipts and
supporting expense documents, Signed

= Verify OOP stature, reminder’s to Approver's

= Update and maintain the OOP bank information, change
of accounts. Approvers and PA not responsible.

*Check card parameter on line, before travel/purchase to
request increases-Approvers concurrence, Specific details of
duration, amount.

=Call Wells Fargo Business Process Customer Service Center
1-800-932-0036 24/7 after Navajo Nation Business Hours.
Navigation/access not internal NN policy and procedures
related questions.

© 2010 Wells Fargo Bank, N.A. All rights reserved. Confidential.



Contact Information

= Wells Fargo - 1-800-932-0036
= Call immediately if your card is lost, stolen or suspected missing
» For immediate decline information

» To access the automated voice response system for the following
information:

= Current balance
= Available credit

= Contact a Program Administrator if:
* You have guestions about your card

» Need to increase your credit limit, memorandum with
Concurrence- Department Approval Authority

» Dollar amount of increase, Business Unit, Duration: (temporary or
permanent) and Last 4 digits of your card

» External funds require approval from your program accountant at
Contract Accounting prior to increase.

» Change Employment status-require PAF
= Order new cards for employees, approved application submittal

© 2010 Wells Fargo Bank, N.A. All rights reserved. Confidential. 41



The WellsOne Commercial Card

Contact

Program Administrators

Purchase Card Section
Frasier Begay, AMS

Rhiannon Francis, AMS
Marcie Allison-Destea, AA
Lorenda Sam, Accountant
Elsie Julian, Sr. Accountant

Purchasing

WELLS
FARGO

¢ Navajo Nation

A

WellsOne® Commercial Card

A0 000000000 0000

Office of the Controller

PO Box 3150

Window Rock, AZ 86515
928-871-6042 phone
928-871-6026 fax

Janice Haskie, Buyer 928-871-6316
Lorita Etsitty, Accounting Manager

© 2010 Wells Fargo Bank, N.A. All rights reserved. Confidential.



Navajo Nation
WellsOne Commercial Card
Cardholders Agreement

You are entrusted with the Navajo Nation Purchasing Card (PCard), issued by Wells Fargo Bank. The card is provided to you
based on the Department/Program needs to purchase goods for the Navajo Nation. It is not an entitlement nor reflective of title
or position. The card may be revoked at any time without your permission, notices will be sent. Your signature below indicates
that you have read and will comply with the terms of this agreement:

1.

I understand that | will be making financial business commitments on behalf of the Navajo Nation and will
strive to obtain the best values for the Navajo Nation.

| pledge and will comply with the Navajo Nation Procurement Rules and Regulations, the Employee Travel
Policy and Procedures, the Navajo Nation Appropriations Act, the Navajo Business Opportunity Act and
Navajo Preference and Indian Preference.

I have been given a copy and will follow the Navajo Nations Purchasing Card Operating Procedures, received
the Purchasing Card training and understand the requirements and usage of the Purchasing Card. Failure to
comply with this Agreement may result in either revocation of card privileges, other disciplinary actions up to
and including termination of employment.

I understand that under no circumstances will I use the Purchasing Card to make personal purchases, either for
myself or for others. Usage of the PCard for personal charges is considered misappropriation of Navajo
Nation Funds and Federal Funds will result in disciplinary action up to and including termination of
employment.

I agree that should [ violate the terms of this Agreement and use the Purchasing Card for personal use or gain, |
will immediately reimburse the Navajo Nation via payroll deduction for all incurred charges and any fees
related to the collection of those charges.

The Purchasing Card is issued in my name; I will not allow any other person to use my card. I am responsible
for any and all charges against the card issued to me. Adhere to the Purchasing Card Parameters.

The Purchasing Card is Navajo Nation Property. As such, [ understand that | may be periodically required to
comply with internal control procedures designed to protect Navajo Nation assets. This may include being
asked to produce the card to validate its existence and account number.

If the card is lost or stolen, | will immediately notify Wells Fargo by telephone at 1-800-932-0036 and a
Program Administrator(s).

I will receive a monthly statement; report with all purchasing activity during the statement period. Since I am

responsible for all charges (but not for payment) on the card, 1 will reconcile the statement with receipts,
resolve any discrepancies by either contacting the supplier or Wells Fargo Bank.

| agree to surrender the Purchasing Card immediately upon termination of and/or transfer employment,
whether for voluntary, involuntary reasons, retirement.




INTRODUCTION TO THE PURCHASE CARD PROGRAM

The Purchase Card program was created to manage and monitor p-cards on
behalf of the Navajo Nation. The p-card provides a more cost-effective payment

method but is not intended to bypass proper procurement and travel
procedures. ‘




GENERAL POLICIES AND REQUIREMENTS

All employees participating in the P-Card program are expected to comply with
the following Navajo Nation laws, policies and procedures:

1. Navajo Nation Procurement Rules and Regulations
. Navajo Nation Employee Travel Policy and Procedures Handbook

) Nava'o Nation Aror.iations Act
. Navajo Nation Business Opportunity Act

. Navajo Nation Ethics in Government Act

2
3
4
5. Navajo Preference and Indian Preference Act
6
7. Title 17 of the Navajo Nation Code




ELIGIBILITY

1. Regular status Navajo Nation Employee, Navajo Nation At-Will employee,
Navajo Nation President and Vice President, Navajo Nation Political
Appointee, and Navajo Nation Council Delegate.

2. Applicants must complete:

¢ Purchase Card Application
¢ Obtain appropriate signatures defined in the p-card procedures

3. Applicants must be current on all financial obligations to the Navajo Nation
as set forth in Navajo Nation Business Procurement Act.

4, Employees must certify knowledge and understanding of the following:

¢ P-Card Policies & Procedures
¢ Navajo Nation Travel Policies & Procedures
» Navajo Nation Procurement Policies & Procedures




Department Approval Authority

* Approve Purchase Requisition {PR) prior to operational purchase.

Financial Bank Institution



OPERATIONS P-CARD

One Operation p-card will be issued to an Administrative/Support staff per
Department/Program

P-Card holder must comply with all applicable Navajo Nation laws, policies
rocedures as set forth above in the General Policies and Requirements

section of these Policies.
¢ Only the cardholder named on the card is authorized to make urchases

Aﬁthorized




TRAVEL P-CARD

"¢ P-Card holder must comply with all applicable Navajo Nation laws, policies

and rocedures as set forth above in the General Policies and Reuirements
section of these Policies. -

o P-Card holder will not be permitted to receive a travel advance. |
o  Only the cardholder named on the p-card is authorized to make purchases.
o Meals exceeding GSA per diem rate will be subject to Income and

Employment Tax, unless a payroll deduction is in place for exceeded
amount.




2016 PER DIEM RATES
Effective October 1, 2015

NAVAJO NATION TRAVEL POLICY ON
MEAL ALLOWANCE REIMBURSEMENTS
STANDARD CONUS PER DIEM RATES

BREAKFAST $11.00 $12.00 $13.00 $15.00 $16.00 $17.00
LUNCH $12.00 $13.00 $15.00 $16.00 $17.00 $18.00
DINNER $23.00 $24.00 $26.00 $28.00 $31.00 $34.00
INCIDENTAL 5.00 5.00 5.00 5.00 5.00 5.00
TOTAL $51.00 $54.00 $59.00 $64.00 $69.00 $74.00

Navajo Nation Policy is to reimburse employees for all expenses that
are reasonably necessary and actually incurred when traveling on
authorized Navajo Nation business.

TO CLAIM BREAKFAST, TRAVEL MUST BEGIN BEFORE 7:00 AM.
TO CLAIM LUNCH, TRAVEL MUST BEGIN BEFORE 11:30 AM.
TO CLAIM DINNER, TRAVEL MUST END AFTER 7:00 PM.

> Meals included, as part of Registration and Conference Fees
shall not be claimed.

> Expenses for alcoholic beverages are not allowed for
reimbursement.




o Lodging exceeding GSA per diem rate without written justification will be

subject to Income and Employment Tax, unless a payroll deduction is in
place for exceeded amount.




117212015 Per Diem Rates Look-Up

Home | MobieSie | Mewsrcom | Regions | Staff Directery | Careers | Forms | eTools | QuickLinks

A ] SearcF_'"
i U.S. General Services Administration

Heme > Policy & Regulations > Travel and Relecation Policy > Per Diem > Per Diem Rates »

FY 2016 Per Diem Rates for Arizona
Meals & incidental Expenses Breakdown (MAIE)

[Cctober 2015 - September 2016} FAQS
B I . . o State Tax Exemplion Farms
SEARCH BY CITY, STATE OR ZIP CODE Factors Influencing Lodging Rates

Enter your City Enter your ZIP Code F¥ 2014 Per Diem kighlights

| FIND PER DIEM RATES Fire Safe Holels

Have 2 Per diem Cuestion?
Per Diem Magp > Downloadable Per Diem Files

Standard Rale Applies far all locations without
specified rates

Grand Canyon / Flagstaf Coconing {Yavapai less the city of 124
Sedona

Kayenta Navajo
Phoanix | Scoltsdale Maricopa
Sedona City Limits of Sedana

Tucsen Pima

* NOTE: Traveler reimbursement is based on the location of the work activities and nol the accommodations, unless lodging is not available at the work activity, then the
agency may authorize the rate where lodging is obtained.
“* weals and Incidental Expenses, see Breakdown of MEIE Expenses for important infarmation on first and last days of travel.




Authorized

e Mileage reimbursement will be made in accordance to rates established by

the Federal Travel Regulations.

All actual meal, lodging and other allowable travel expenses require

original Ttemized receipts.

==eo: COMPIIANT
Flagstaff, AZ 86001 | lcome to Twin Arrows

(928) 779-7100
004 0239620

352
Host: Four 0373072015
asz2 7:46 PM

anar
Order Type: Drive Thru

Drive Thru Total
VISA 30000000000

Comments or suggestions?
Email us: comments@jrimgmt.com

Learn more about new stora openings on FB

LIKE us at www.lacebook.com/jrimgmt
— Check Closed -

Navajo Casino Resort
Food Court
3/301’2015

Food Court
Check: 5025346
Server: Grace Guests:
Terminal: 502

Regular Check

1 Food Court - All
£ FoodCourtPCDis
1 FountDrink Med

Gross Sales
Discount
Subtotal

Tax

Thank ynu and Have a nice day
Ahéhag'

Nizhﬁnim Hee Ado' a4l

= .Non-Compliant -

4 Elements Cafe

22181 Resort Boulevard
Exit 219, 1-40 Flagstaff, Al

i B55-928-8946
MERCH ID: 447292
CASHIER: Whitney
TERMIMAL: 101

Visa

NAME :
NUNBER : NO0O000000(
EXPIRE : 00
AUTH:
AMOUNT ; 18.42

CHECK: 1048192
TABLE: 4e_36

TOTAL: 16.42

&0
;&

TOTAL: M

1 agree to pay above total
amount according to my card
{ssver agreement.

X B
STeNaTURE

4 Elements Cafe
22181 Resort Boulevard
Exit 219, I-40 Flagstaff, AL
855-928-6946
MERCH ID: 447292
CASHIER: Jeraldine
TERMINAL: 101
Visa
MAME :
NUMBER : OOOCKO000
EXPIRE: 000
AUTH:
AMOUNT : B.91

CHECK: 1048229
TABLE: 4821
TOTAL: 8.91
GRATUITY:

TOTAL:

I agree to pay above total
amount according to my card
fssuer agreement.

L S—
SIGNATURE




Unauthorized

e Items for personal use, Gifts cards, Alcoholic beverages, and Non meal
snacks.

e Cardholder cannot claim the difference of per diem rates.

e Paying on behalf of another employee without prior authorization and

notification to P-Card section.




MONTH END RECLASSIFICATION AND APPROVAL

Completed CCER packet(s) shall be submitted to the Purchase Card Section by
the end of the download period. Failure to do so will result in temporary

suspension of p-card privileges for the Cardholder, Reconciler and Approver
until all delinquent CCER packets have been received.

Cycle-To-Date Period

o Cardholder is required to reclassify p-card transactions and add
reimbursement.

+ Forward CCER packet to the Reconciler by the start of the Review period.




Questions
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