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About the Credit Management service 
The Wells Fargo Credit Management service allows you to view and manage your Wells Fargo loans through the 
Wells Fargo Commercial Electronic Office® (CEO®) portal. This service gives you an integrated view of your loans and 
allows you to conduct transactions in one central place. The Credit Management service has two versions: View Only 
and Transaction Capable. The features you have access to depend on your Credit Management version, the type of 
loan, and the terms of your loan agreement. 

The View Only version allows you to: 

• View up-to-date account information. You can view real-time loan balances, maturity dates, interest rates, 
transaction history, and loan billing statements. 

• Access Collateral Monitoring reports. 

In addition to the features listed above, the Transaction Capable version allows you to:  

• Advance funds. You can advance funds from your line of credit to your Wells Fargo deposit accounts. 
• Make loan payments. You can pay the invoice amount on your loan billing statements and pay down your 

loan principal using your Wells Fargo accounts. 
• Select new interest rates. You can select a new interest rate when a fixed rate matures or convert 

outstanding funds from a prime-based rate to a fixed rate. 
• Upload files.  You can send disbursement requests, collateral information files or other required 

documentation to the bank. 

You can use the CEO Mobile® service to view both summary and detail-level loan information as well as select new 
interest rates for loans that have fixed rates maturing. 
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Key concepts 

Real Estate Group customers 
Real Estate Group customers are served by the Well s Fargo Commercial Real Estate team. If you have a Real 
Estate Group loan, you will see these differences in the Credit Management service: 

• REG Loan # is included next to the Commitment Obligation #. 
• You can use the File Upload feature to submit disbursement requests and other required documentation. 
• You can use the View File Upload History to see the files you have uploaded previously. 

 

Collateral monitoring 
If Wells Fargo monitors your collateral position, you can: 

• Use the File Upload feature to send collateral information files to Wells Fargo. 
• Use the View File Upload History to see the files you have uploaded previously. 
• Access Collateral Monitoring reports. 

 
Required increments 
Your loan documents may stipulate that you use specific increments when borrowing against a fixed-interest loan. For 
example, if you enter a loan advance and the increment is $25,000, the advance amount must equal $25,000 or a 
multiple of $25,000, such as $50,000 or $75,000. 

 

Lead days and action date 
Lead days are a set number of days prior to when your loan matures and indicates the number of days prior to the 
maturity date that you must take action to reset a rate. Lead days are defined per the terms and conditions of your 
loan agreement. The action date is the day on which you must reset a maturing fixed rate and is equal to your rate 
maturity date, plus any applicable lead days. 
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Basics of using the service 

Accessing the Credit Management service 
1. Access and sign on to the CEO portal. 
2. Select Credit Management. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
A separate browser screen displays the Credit Management service.
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The Loan Summary screen 
The Loan Summary screen displays when you access the Credit Management service. 
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The following table provides a description of the Loan Summary screen fields. 
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The Loan Detail screen 
After a commitment obligation is selected on the Loan Summary screen, the system displays the Loan Detail screen.   
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The following table provides a description of the Loan Detail screen fields. 
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The Available Rates screen  
After the Available Rates link is selected from the Loan Detail screen, the system displays the Available Rates screen 
indicating the rates available to fix advances. 

 

The following table provides a description of the Available Rates screen fields. 

 

After the rate link is selected on the Available Rates screen, the system displays the All-In-Rate Calculation screen 
for the rate. 
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The following table provides a description of the Available Rates – All-In-Rate Calculation screen fields. 
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Creating or changing a nickname 
If you have maintenance authorization to loan information, you can assign or edit nicknames for your loans or 
obligations. 

1. Select Add Nickname on either the Loan Summary or Loan Detail screen.  

The Set Loan Nickname screen displays. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Enter a New Nickname for the loan or obligation, and select Create. 

Note: The nickname can be up to 20 characters in length, including spaces.
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Viewing loan billing statements and transaction history 

Viewing a loan billing statement 
Use this option to view a loan billing statement for an obligation. The number of statements displayed depends on 
how much historical data the user’s company is authorized to see. You can also pay the invoice amount due on a loan 
billing statement (described in the Paying the amount due on a loan billing statement section). 

 
To view a loan billing statement for an obligation 

1. Do one of the following to display the Loan Detail screen for the obligation: 

o On the Loan Summary screen, select the applicable obligation link in the Commitment Obligation # 
column or 

o Select the obligation from the Jump to Loan Detail menu, and select Go. 

2. From the Loan Detail screen, select Loan Billing Statements.  

The Loan Billing Statements Summary screen displays. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Select a link in the Invoice Number (PDF) column to view a statement. 
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The system opens a new browser screen and displays the loan billing statement as an Adobe Acrobat® PDF 
file.  
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Viewing transaction history 
Use this option to view activity on a commitment obligation. The amount of transaction history displayed depends on 
how much historical data the user’s company is authorized to see. 

You can view transaction history at the obligation level including principal balance by selecting Amount for the 
obligation on the Loan Detail Screen. 

 

To view transaction history for a commitment obligation 

1. Do one of the following to display the Loan Detail screen for the obligation: 

o On the Loan Summary screen, select the applicable obligation link in the Commitment Obligation # 
column or 

o Select the obligation from the Jump to Loan Detail menu, and select Go. 

2. On the Loan Detail screen, select Transaction History.  

The Transaction History screen displays. 
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The following table provides a description of the Transaction History screen fields. 
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3. After making any changes to the Display or Date Range fields, select Continue. 

 

Viewing an obligation balance 
Use this option to view activity of an obligation. The amount of transaction history displayed depends on how much 
historical data the user's company is authorized to see. 

 
To view transaction history for an obligation 

1. Do one of the following to display the Obligation Balance screen: 

o On the Loan Detail screen, select the applicable obligation’s Amount link, or 
o On the Transaction History screen, select the applicable obligation link in the Obligation # column. 

The Obligation Balance screen displays. 
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The following table provides a description of the Obligation Balance screen fields. 
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Advancing funds 
Use the advance funds option to credit funds from a loan to your Wells Fargo account. 

 

To advance funds on a floating rate 
1. Do one of the following: 

o On the Loan Summary Screen, select the applicable obligation link in the Commitment Obligation # 
column, or 

o Use the Jump to Loan Detail menu to select the obligation. 

2. On the Loan Detail screen, select Advance Funds.  

The Advance Funds screen displays. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Select Advance Funds in the Action column. 
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4. Complete the following fields of information: 

o Enter the Advance Amount. 
o Select the account to credit from the To menu. Additional account information is listed in the 

Accounts # column 

Note: To request additional DDA accounts, contact your relationship manager. Additional accounts allow you to put 
those accounts to use. 

5. Select Continue.
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6. Verify the information, and select Submit.  

The Same-Day Funding Confirmation screen displays. 

Note: Customers on a borrowing base or with a Real Estate loan may be required to submit documentation in order 
for advance requests to be approved. The Advance Funds Confirmation screen has an alert reminding you that 
documentation can be submitted online. The alert has a link to the Upload File screen. 
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7. To print the information, select Print. 

Note: If you do not receive the confirmation screen, you have not completed your transactions. 
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To advance funds on a fixed rate with a 2 day notice requirement 
1. Do one of the following: 

o On the Loan Summary Screen, select the applicable obligation link in the Commitment Obligation # 
column, or 

o Use the Jump to Loan Detail menu to select the obligation.  

2. On the Loan Detail screen, select Advance Funds.  

The Advance Funds screen displays. 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Select the applicable New Advance link in the Action column.  

The Advance Funds & Set Interest Rate screen for the applicable obligation displays. 
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4. Complete the following fields of information: 

o Enter the Advance Amount. 
o Select the account to credit from the To menu. Additional account information is listed in the 

Accounts # column 
o Select a Fixed Rate from the At menu. Additional rate information is listed in the Available Rates 

section 

5. Select Continue.  

The Advance Funds (Verification) screen displays. 
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6. Verify the information, and select Submit. 

The Same-Day Funding Confirmation screen displays. 
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The advance amount will become available and begin accruing interest after two business days.   

7. To print the information, select Print. 

Note: If you do not receive the confirmation screen, you have not completed your transactions. 

 
 

To advance funds on a fixed rate same-day with a 2 day notice 
requirement 

1. Do one of the following: 

o On the Loan Summary Screen, select the applicable obligation link in the Commitment Obligation # 
column, or 

o Use the Jump to Loan Detail menu to select the obligation.  

2. On the Loan Detail screen, select Advance Funds.  

The Advance Funds screen displays. 
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3. Select New Advance in the Action column. 
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4. On the Advance Funds & Set Interest Rate screen, select Same-Day Funding.  

A Same-Day Funding pop-up displays.  

 
 
 
 
 
 
 
 
 
 
 
 
 

5. Select Continue.  

The Same-Day Funding screen displays. 
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6. Complete the following fields of information: 

o Enter the Advance Amount. 
o Select the account to credit from the To menu.  
o Select a Floating Rate Obligation. 
o Select a Fixed Rate from the Fixed Rate At menu. 
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7. Verify the information, and select Submit.  

The Same-Day Funding Confirmation screen displays. 
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The advance amount will begin to accrue interest at a floating rate starting today. After two business days, the rate is 
converted to a fixed rate. 

8. To print the information, select Print. 

Note: If you do not receive the confirmation screen, you have not completed your transactions. 
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Making payments 

Paying the amount due on a loan billing statement 
Use this option to pay the amount due on a loan billing statement. To pay a different amount or make an unscheduled 
payment, see the Paying down the principal section. 

 
To pay the amount due on a loan billing statement 

1. Do one of the following: 

o On the Loan Summary Screen, select the applicable obligation link in the Commitment Obligation # 
column, or 

o Use the Jump to Loan Detail menu to select the obligation. 

2. On the Loan Detail screen, select Loan Billing Statements.  

The Loan Billing Statements Summary screen displays. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Select the radio button associated with the applicable statement in the Due Date column. 
4. Select Make Payment.  

The Make Payment screen displays. 

Note: If you do not have authorization to initiate payments, the radio buttons and Make Payment do not display. 
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5. Select the radio button for an account in the Account Number column. 

Note: To request additional accounts, contact your relationship manager. Additional accounts allow you to put those 
accounts to use. 

6. Select Pay.  

The Loan Payment Request Verification screen displays. 
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7. Verify the information, and then select Print.  

The Loan Payment Request Confirmation screen displays. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. To print the information, select Print. 
9. Select Done when finished. 

Note: If you do not receive the confirmation screen, you have not completed your transaction. 
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Paying down the principal 
Use this option to make an unscheduled principal payment for an obligation. This screen displays all obligations 
available for unscheduled principal paydowns along with their nicknames, the outstanding principal, and the current 
interest rate charged. 

 
To pay down the principal for an obligation 
 

1. Do one of the following: 

o On the Loan Summary Screen, select the applicable obligation link in the Commitment Obligation # 
column, or 

o Use the Jump to Loan Detail menu to select the obligation. 

2. On the Loan Detail screen, select Pay Down Principal.  

The Pay Down Principal screen displays. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. In the Action column, select Pay Down Principal in the row of the applicable obligation.  

The Pay Down Principal screen for the selected obligation displays.
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4. Complete the following fields of information: 

o Enter a Pay Towards Principal amount. 
o Select the account to debit in the From menu. Additional account information is listed in the Account 

# column. 

Note: To request additional accounts, contact your relationship manager. Additional accounts allow you to put those 
accounts to use. 

5. Select Continue. 
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The Pay Down Principal (Verification) screen displays. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Verify the information, and select Submit.  

The Pay Down Principal (Confirmation) screen displays. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. To print the information, select Print. 

Note: If you do not receive the confirmation screen, you have not completed your transaction. 



.  
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Managing rates 

Converting a prime-based rate to a fixed rate 
You can convert any portion of the outstanding funds for an eligible obligation from a prime-based rate to a fixed rate. 

  

To convert a prime-based rate to a fixed rate 

1. Display the Loan Detail screen for the obligation in one of the following ways: 

o On the Loan Summary screen, select the applicable obligation link in the Commitment Obligation # 
column, or 

o Select the obligation from the Jump to Loan Detail menu, and select Go. 

2. On the Loan Detail screen, select Convert Prime to Fixed.  

The Convert Prime to Fixed screen displays. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. In the Action column, select Convert Funds for the loan you want to convert. 

The Convert Prime to Fixed screen displays. 
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4. Complete the following fields of information: 

o Enter the Convert Amount. 
o Select the fixed rate from the To menu. 

Note: Select the applicable link in the Rate column to display additional information for that rate. 

5. Select Continue.  

The Convert Prime to Fixed (Verification) screen displays. 
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6. Verify your information is correct, and select Submit.  

The Convert Prime to Fixed (Confirmation) screen displays. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. To print the information, select Print.  

Note: If you do not receive the confirmation screen, you have not completed your transaction. 
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Acting on a mature fixed rate  
If you have loans with rate options, you can select a new rate obligation with maturing interest rates. The system 
displays an alert on the Loan Summary and Loan Detail screens when a fixed rate for an obligation is maturing. 
 

 

 

 

 

When acting on a maturing fixed rate, you can do the following: 

• Increase principal, convert funds to a fixed rate, and select a new rate 
• Reduce principal, convert funds to a fixed rate, and select a new rate 
• Select a new rate only 

 
Accessing maturing fixed-rate options 

1. Do one of the following: 

o On the Loan Detail screen, select Act on Maturing Fixed Rate in the alert. 
o On the Loan Detail screen, select Act on Maturing Fixed Rate.  

The Act on Maturing Fixed Rate screen displays. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. In the Action column, select Change Rate for the applicable loan. 

The Act on Maturing Fixed Rate screen displays for the applicable loan. 
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C 
 
 
 
 
 
 
 
 
 
 
 
 

3. Select one of the following options, and select Continue. 
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Advance funds, convert funds to fixed rate, and select a new rate 

1. Access one of the maturing fixed-rate options as described in the Accessing maturing fixed-rate options 
section. 

2. From the Act on Maturing Fixed Rate screen, select Increase principal amount prior to selecting a new 
fixed rate, then select Continue.  
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Act on Maturing Fixed Rate (Increase Obligation) screen displays. 
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3. Select Advance funds, convert prime-based funds to a fixed rate, and select a new fixed rate option. 
4. Select Continue. 
 

 



 

Wells Fargo Credit Management Service User Guide  43     
September 2015 
 

 
G\\ 

5. Complete the fields of information, then select Continue. 

Note: Refer to the field definitions on the following screen. 

The following table provides descriptions for the Act on Maturing Fixed Rate (Increase Obligation) screen fields. 
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The Act on Maturing Fixed Rate (Verification) screen displays. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Verify the information, and select Submit.  

The Act on Maturing Fixed Rate (Confirmation) screen displays. 
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7. To print the information, select Print. 

Note: If you do not receive the confirmation screen, you have not completed your transaction. 

 
Reduce principal, convert funds to fixed rate, and select a new rate 

1. Access the maturing fixed-rate options as described in the Accessing maturing fixed-rate options section. 
2. From the Act on Maturing Fixed Rate screen, select the Reduce principal amount prior to selecting a new 

fixed rate, then select Continue. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Act on Maturing Fixed Rate (Reduce Obligation) screen displays. 
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3. Select the Make principal payment, convert funds from this prime based-rate to a fixed rate, and select a new 
fixed rate option 

4. Select Continue.  

The Act on Maturing Fixed Rate (Reduce Obligation) screen displays. 

 

 
5. Complete the fields of information, and select Continue. 

 
Note: Refer to the field definitions in the table on the following screen. 
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The following table provides descriptions of the Act on Maturing Fixed Rate (Reduce Obligation) screen fields. 

 

 
 

The Act on Maturing Fixed Rate (Verification) screen displays. 
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6. Verify the information, and select Submit.  
The Act on Maturing Fixed Rate (Confirmation) screen displays. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
7. To print the information, select Print. 

Note: If you do not receive the confirmation screen, you have not completed your transaction. 
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Selecting a new rate only 

1. Access the maturing fixed-rate options as described in the Accessing maturing fixed-rate options section.  

The Act on Maturing Fixed Rate (Rollover) screen displays. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
2. Select an option from the New Index & Rate menu, and select Continue. 

Note: Select the links in the Rate column to display additional rate information.
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The Act on Maturing Fixed Rate (Verification) screen displays. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Verify the information is correct, and select Submit.  
4. Select Modify to return to the Act on Maturing Fixed Rate (Rollover) screen.  

The Act on Maturing Fixed Rate (Confirmation) screen displays. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. To print the information, select Print. 

Note: If you do not receive the confirmation screen, you have not completed your transaction. 
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Uploading files 
 
Use the File Upload feature to upload accounting and collateral documents (collateral-monitored customers) or 
disbursement requests (Real Estate customers). 

Wells Fargo accepts most file formats. For security reasons, we do not accept files with the following extensions: 

.chm .htm .scr .com .pif .vbs .exe .shs 
 
Files you upload should conform to this naming convention: rrmmyycc.ext. File names are not case-sensitive. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Uploading a file 
1. Select File Upload on the Loan Summary or Loan Detail screen.  

The File Upload: Step 1 of 2 screen displays. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Select the Obligation from the menu. 

Note: A real estate obligation has a three-part obligation number such as 0000001234-0000000101-100234. All 
other obligations have a two-part number such as 0000001234-0000000202. 

3. Select Continue. 
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The File Upload: Step 2 of 2 screen displays. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Select a File Category from the menu to indicate the type of file you are uploading, or select Browse to locate 
and select the file to upload. 

5. Select Upload.  

The Document Upload-Confirmation screen displays.
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6. From this screen, you can do the following: 

o Select Upload More Files to upload additional files. 
o Select Print to print the confirmation information. 
o Select Done to return to the Loan Summary screen. 

Note: Some Real Estate loans require you to submit documentation in order for advance requests to be approved. 
The Document Upload - Confirmation screen has an alert reminding you that requests and advances can be made 
online. The alert has a link to the Advance Funds screen. 
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View file upload history 
1. Select View File Upload History on the Loan Summary or Loan Detail screen to view the file upload history. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Document Upload - History screen displays. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. From this screen, you can do the following: 

o Select Upload More Files to upload additional files. 
o Select Print to print the confirmation information. 
o Select Done to return to the Loan Summary screen. 
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Accessing Collateral Monitoring reports 
If you are authorized to use the Statements and Reports function, you can access the Collateral Monitoring reports. 
The reports are produced in Adobe PDF format. 

1. Select Statements & Reports in the navigation bar.  

The Statements & Reports screen displays. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Select Current to access the current Collateral Monitoring report or select History to access one of the last 
four Collateral Monitoring reports. 
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3. To access a report, select the applicable link in the Created column.  

The File Download pop-up displays.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Select Open to display the report, or select Save to save the report. 

Note: If you select Save, you will need to specify a location for the report file.  

The following is an example of the Accessing Collateral Monitoring report. 
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