
INSTRUCTIONS TO APPROVE OOP (Mileage/Expense Reimbursements) in Wells Fargo 

 

In order for OOP to be paid to the employee(s), they must be APPROVED by the Approver during the 
normal Pcard cycle approval period.  These dates can be found at the top of the statement in Wells 
Fargo or they are posted in IV under Financial Resources Tab – Wells Fargo. If OOP is not approved on-
line through the Wells Fargo system, they will not be paid out. 

If the employee has both a Pcard and OOP, the OOP tab must be selected 1st and approved prior to the 
Pcard charges being approved, otherwise they will not be paid. 

The following screenshots are provided for reference for the Approver: 

Log into the Wells Fargo Commercial System on-line: 

 



Click on the Commercial Card Expense Reporting: 

 

Select the Approverd Tab at the top; Select the employee to be approved from the drop down list. 

Select “Review Open Statements” 

There will be one or two tabs to choose from. 

1) If the transaction will be for mileage or reimbursement please choose “Out of Pocket Expenses” 
tab. 

2) The second tab that might be present is the “charges” tab.  This will show if the person has a 
current Purchasing Card. 

Please be careful.  If the employee has pcard charges and reimbursement requests, both tabs 
must be reviewed at the same time before the “Statement Reviewed” or “Statement Approved” 
buttons are pushed but the  OOP tab must be 1st.



 

Charges 

 


