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Pcard Statement Review 
 
Each month cardholders are required to log onto the Wells Fargo Commercial Card Expense Reporting site and review 
their prior month’s charges. During the 1st-6th days (once in a while the 2nd-7th – you will get an email when your 
statement posts) of the month, cardholders add descriptions for each charge, update any FOAPAL information, enter 
OOP (out-of-pocket) expenses, and submit their statement electronically to their approver. You do not have to wait until 
your statement posts to reconcile your purchases, however, you can go in as early as you’d like after a transaction posts 
to add a description and update FOAPAL info; you can also add OOP expenses at any point. The only portion you have to 
wait for is the ability to submit your statement to your approver, as that is not possible until the statement posts. Some 
people find it easier to reconcile purchases throughout the month instead of waiting to do it all after the statement 
posts, that is up to you. 
 
To Log onto Wells Fargo follow the Commercial sign on link or go to 
https://wellsoffice.ceo.wellsfargo.com/portal/signon/ 
 
Enter in the Company ID: Macal196, Your User ID, and Password 
Then click Sign On 
 

 
 

https://wellsoffice.ceo.wellsfargo.com/portal/signon/
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From this CEO home page click on Commercial Card Expense Reporting to view your Pcard Statement 
 

 
 
 
Generally, the default is set to view the open statement when you login between the 1st-6th days of the month.  If you 
login throughout the month, you will have to select View Cycle-to-Date. 
 

 
 
 
 
 
 
 
To update each transaction, select the box next to the transaction number or click Select All and then Reclassify. 
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The Reclassify screen is the equivalent of a larger edit screen.   
 
Each transaction needs a description and FOAPAL code (budget).  
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The description should provide a clear business purpose for the transaction.  Descriptions do not have to be long or full 
sentences. For purchases tied to a specific date such as flights, event tickets, conference registrations, etc… you must 
enter the date(s) it will take place on. This is important because purchases of these types that don’t take place until the 
following fiscal year (FY) must be put into that year’s budget. See examples below. 
 
Good Examples: 
Lunch with J. Smith about reunion 2021 
Donor meeting with J. Smith class of ‘72 
Breakfast bagels for staff meeting 
J. Smith Flight on 8/24/21 to AAA conference 
J. Smith AAA conference registration (8/15-8/18) 
Standard office supplies – pens, post it notes, paper, etc. 
Test tubes for J. Smith Research Grant 
Gift Card for student worker, J. Smith – end of year thank you 
Personal Charge – used wrong card 
 
If you accidentally made any personal purchases with your Pcard, you can mark a charge as Personal. Please also add a 
note to the transaction description that it was a personal charge. By checking the personal box, Wells Fargo will 
automatically withdraw the funds from your personal account and reimburse Macalester around the 15th of the month 
when the statement closes. You will receive an email from Wells Fargo alerting you. No further action is required. 
***This option is only available if you have linked a personal bank account with the Well Fargo Commercial Card 
Expense Reporting system.   
 
Your Pcard has a default FUND, ORGANIZATION, and PROGRAM code. The ACCOUNT (General Ledger (G/L)) code 
switches based on the category of purchase. The Wells Fargo system is linked to Macalester’s accounting structure to 
select an ACCOUNT code. However, it is not always correct. Select a new ACCOUNT code if the default does not make 
sense.  You can find a detailed Chart of Accounts here to help guide you. If you are not sure where to put something, ask 
your approver. 
 
To update the ACCOUNT (General Ledger Code), click on the magnifying glass to the right of the account code. 
 

 
 

https://docs.google.com/document/d/1to-zXepy6tbpJlKE8iZs2LmDor43oP8OO8eIQrf9ny4/view
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A popup menu will appear with all available ACCOUNT codes.  Select the most appropriate code for the transaction.  
 

 
 
 
You can update the FUND, ORG (Organization), PROGRAM, ACTIVITY, and LOCATION codes by clicking in each box and 
retyping the appropriate code. ACTIVITY and LOCATION codes are not required but can be helpful.  Please consult your 
Pcard approver if you have specific questions regarding these codes.   
 
When all transactions are complete, select Save.  You will receive confirmation of changes then select Return to Charges. 
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If needed, Wells Fargo has the option to Split a transaction between two FOAPAL’s or to mark only a portion of the 
transaction as Personal. This is necessary if you make a purchase that has multiple different types of goods, i.e. office 
supplies, food, and books. Each item purchased needs to be placed into the appropriate account, so splitting will be 
required if you make this kind of purchase. 
 
To Split a transaction, select only one transaction and Split & Reclassify. 
 

 
 
The default is to split the transaction into two sections.  However, you can add as many splits (sections) as need.  The 
spilt amounts must equal the total of the transaction.   
 
Each section of the split has its own ACCOUNT (general ledger code), FUND, ORG, and PROGRAM codes.  The codes 
automatically fill in your Pcard default, but can be adjusted as needed.  Enter the correct FOAPAL (budget), amount, & 
description for each split.  If a portion of the transaction was Personal, only select the personal box on the amount that 
you are reimbursing Macalester.  When finished click Save and Return to Charges.        
 

 
    
 
Before submitting your statement, you have the option to add Out of Pocket Expenses.  ***This option is only available 
if you have linked a personal bank account with the Well Fargo Commercial Card Expense Reporting system. If you do 
not want to do this, you’ll have to fill out a Check Request form instead.***  
 
To Add or review any Out of Pocket Expenses, click on the tab and then Add an Expense. 
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Using the receipt enter the transaction date, expense category, and amount to be reimbursed.  The ACCOUNT (General 
Ledger Code) FUND, ORG, and PROGRAM codes automatically set to the Pcard default settings.  Adjust the FOAPAL 
(budget) if needed.  Finally enter a description for the transaction.  Then Save and Return to Out-of-Pocket Expenses.   
 
 

 
 
 
You can also enter mileage by typing in the number of miles and selecting the appropriate years mileage rate.  This will 
automaticaly calculate the dollar amount.  Your ‘reciept’ should be a web search (Google Map) of the map or diriving 
directions between the two locations.  It must list the total miles driven.  When finished Save and Return to Out-of-
Pocket Expenses.     
 



Updated by G. Wood July 2020  8 

 
 
 
If needed, add your personal bank account by selecting Bank Information under User Information from the left side 
menu.  You can enter either a Checking or Savings account number and the bank routing number.   
 

 
 
 
 
Select the Receipt Submitted box for all receipts that you will email, including Missing Receipt Declaration forms.   
 
All transactions over $50 must have receipts.   
 
If any transaction over $50 is missing a receipt, the Missing Receipt Declaration form must be filled out and submitted 
with the Pcard envelope.  
 
For federal grants, all receipts must be submitted, regardless of dollar amount. 
   

https://eform.pandadoc.com/?eform=5658ba2c-b6e5-46dd-a73e-68ae3d11753a
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Any merchant name in red is a link to the Merchant Details page.  The Merchant Details page is information supplied by 
the Merchant related to the specific transaction.  The Merchant Details page can be submitted as the receipt.   
 

 
 
 
Save (print to PDF) the Merchant Details page using the web browser print functions.  Save the Merchant details page as 
the transaction number from the Pcard statement. (i.e. Transaction1, Transaction2, etc.) 
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Once all transactions have descriptions, correct FOAPAL’s (budget) information, and the digital receipts are organized 
click Statement Reviewed at the very bottom of the page.  A confirmation box will appear, click OK.  This submits your 
statement electronically, and sends an automatic email to your Pcard approver.  The email is a reminder/notice to the 
approver that as the cardholder you have completed your reconciliation.  As the approver, they can approve the 
statement at any time before their timeline closes around the 10th of the month.    
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You will receive confirmation, and no longer have options to edit your statement at the bottom of the page. 
 

 
Following the guidelines for submitting the e-Envelope, save a copy of the Pcard statement (Print to PDF) as [Your Last 
Name]-[Month]-PcardStatement (i.e. Wood-June-PcardStatement).   
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Finally, email all receipts and the Pcard statement to pcard@macalester.edu, using the subject line [Pcard Statement 
Month & Year] – [Your Last Name] (i.e.  June 2020-Wood).  Attach the Pcard statement and all receipts to this email   
Note:  Do not use Google Drive link to share your receipts. Copy your Pcard approver on the e-Envelope email. 
     

 
You have two options for attaching your receipts: 
 

1. If you attach all receipts separately, the file 
name of the receipt must be changed to match 
the transaction number on the statement (shown 
in screenshot to the left). 
 

2. You can combine all receipts into one PDF and 
put them in order of your statement. You can do 
this easily with Adobe Acrobat. Contact ITS if you 
do not have this program on your computer. 
 
 
In general, the reconciliation timeline for 
cardholders is from the 1st to the 6th of the month.  
Approvers have between the 7th to the 10th of the 
month.  Please submit the e-Envelope email to 
pcard@macalester.edu before the end of the 
approver reconciliation window.   
 
 
Contact the Pcard Administrator with any 
additional questions.    
 

Amber Lane: pcard@macalester.edu or  
651-696-6558 
 

Please copy Amber’s personal email if it is urgent: 
alane2@macalester.edu 

mailto:pcard@macalester.edu
mailto:pcard@macalester.edu

