
STEP BY STEP Cardholder/Reconciler INSTRUCTIONS 
 
After you have successfully logged in (Wells Fargo Sign-on), click on “Commercial 
Card Expense Reporting” on the left.    
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https://www.wellsfargo.com/com/comintro.jhtml


CHOOSING YOUR ROLE 
 

If you have multiple roles such as approver, reconciler or cardholder, you need to let the 
system know which role you want for this session so it knows which screens to create. 
You do this by looking at which role has the red arrow.  You can change it by clicking on 
the role you want before you get started. 
 
 
 

 
 
 
 
 
 
 
 
 
 



 
RECONCILERS 

 
• If you have told the system you are a reconciler, you will get a list of your 

cardholders. 
 

• Select the statement you want to work on. 
 

• Hit “View Statement” 

 
 
 
 
 
 
 
 
 
 
 
 



 
TRANSACTION LIST 

 
A list of transactions will appear and will look like the following:  
 

• To add descriptions to all of them, click “select all” and “add description” 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

Adding Descriptions 
 
 
 
 
If you need to just add descriptions, your screen should look like the following: 
 
 

 
 
 
Tip: Using copy and paste will save some time if your descriptions are similar. 
 
 
 
 
 
 
 
 
 



 
 

Reclassify Unit or Account Number 
 
To reclassify your expenses, select the expense that needs to be changed and select 
reclassify.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

RECLASSIFY AND ADD DESCRIPTIONS 
 
Your reclassify screen should look like the following: 
 

 
 
 
Tip: If all your expenses need to be reclassified, select them all and then select 
reclassify. This screen is great for completing descriptions and reclassifications at the 
same time!!! 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 

Review Complete 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Click on the “Receipt attached” column for each transaction that has a receipt or 
completed template. 

• Select the save button.  
• Select Review Complete and a message box appears. 
• Print a copy and attach receipts. 
• The Cardholder’s statement either needs to be sent by the Cardholder, Reconciler 

or Approver to the Business Office. 
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