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Self-Register as a Non-Cardholder

Key Concepts
As a non-cardholder, you are required to register in CitiManager® to access accounts within your span-of-control.

In order to self-register, a Registration ID and Registration Passcode are required. Citi provides this information
to you via e-mail. Once your registration details are received, you must register within 60 days or the details will
expire. Expired details can be reset by Citi.

Registration Details

Self registration for Non Cardholders

Enter details for self registration. The fields marked with asterisk (*) are mandatory to proceed.

* Registration ID
49w Tn22j6b2oke

* Registration passcode

Continue Cancel

()
o
[=*]
(L]

Registration Details Example

Dear Citi Trainer2

Welcome to CitiManager Citi's new single sign-on portal. You have been identified by your organization to have system access and this email contains your registration details.
Your registration ID is:

4e9w7n212j6b2oke

This ID is case sensitive and will be valid for 60 days.

You will receive a separate email with your registration passcode.

To register for CitiManager please access the link:

https:/home.cards.citidi com/C ialCard/Cards html
Click on the link 'Self Regi: ion for Non Cardholders'. You will be prompted to enter your regi: ion ID and regi ion p. de. and you will then establish a permanent
and p: i for future CitiM: access.

If you have any questions about this email or need assistance, please contact your internal Program Administrator or the Citi Customer Service phone number on the back of your
card.

Protect yourself from online fraud, or "phishing"
Remember, Citi will never ask you for your password, or to update personal or business information via email. If you receive email you believe to be suspicious or fraudulent,
please forward the message to submitphishing@citi.com.

Registration Passcode Example

Dear Citi Trainer2
Welcome to CitiManager Citl's new single sign-on portal. You have been identified by your organization 1o have system access and this email contains vour registration details.
de for registration 1D XXO00000CBb20ke is:

Y our registration p:
4x9kTh2w2ibr2fkiqq
This passcode is case sensitive and will be valid for 60 days

To register for CitiManager please access the link:
https: ' home cards citidirect com/CommercialCard ‘Cards htmi

Click on the link 'Self Registration for Non Cardholders’. You will be prompted to enter your registration 1D and registrati de, and vou will then establish a permanent
username and password for future CitiManager access

If you have any questions about this email or need assistance, please contact your internal Program A dministrator or the Citi Customer Service phone number on the back of your
eard

Protect yourself from snline fraud, or "phishing”
Remember, Citi will never ask you for your password, or to update personal or business information via email. If you receive email you believe to be suspicious or frandulent,
please forveard the message to gubmitphishing @citi com
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Step-by-Step Instructions

Screen Step/Action
CitiManager Login Screen 1. Navigate to www.citimanager.com/
login.

Citi* Commercial Cards
Cﬁi' — 2. From the CitiManager login screen,
v click the Self-registration for

Non-Cardholders link.

The Registration Details
screen displays.

You Use toe any ather e,

Sysiem e oy, repois.
Saftware, sad cther data gesersied by of (#aKing Lean this Syaib are Ih4 prooerty o1 B company and may be used by e company Toe any purpose
Authored and enauthorized scthviies may be monssred

Registration Details Screen 3. Inthe Registration ID and
Registration Passcode fields, type
the information provided in the

Self registration for Non Cardholders

Enter details for self registration. The fields marked with asterisk (*) are mandatory to proceed. e-ma | I S se nt by C|t|
P, o 4. When you are finished, click the
4e9wTn2I2j6b20ke

Continue button.

* Registration passcode
The Sign on Details screen displays.

Sign on Details Screen 5. Complete the required fields (*) for
self- registration.
Sign on details
T T U ——— Note: A username is not case
F— T — sensitive. It must be between six and
e R N M 50 characters, may contain letters,
= Fpamang [#] &1 mant onm iwfier m 1wguand k
P (2] vt contan o e asbr numbers and special characters,
) B ——— cannot contain spaces, cannot
e contain only numbers.
* Contecy number * Uner Profie Emal Adoress g
— i Passwords are case sensitive and
FIaients MoSSscie0s e e e e must have six to 18 characters. At
least one letter is required, it must
© ROEN wenfCHon Juesncn .
— ) contain at least one number, and
[—— cannot be the same as your last
S e o three passwords.
6. When you are finished, click the

Continue button.

The Challenge Question Selection
screen displays.
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Screen

Step/Action

Challenge Question Selection Screen

Select challenge questions and set answers.

Challenge Question 1
l What is your favorite food or drink? v

Answer 1

Challenge Question 2
What is your favorite food or drink? v

Answer 2

Challenge Question 3
What is your favorite food or drink? v

Answer 3

Save Cancel Clear

Select and answer three challenge
qguestions from the Challenge
Question drop-down lists.

Note: You will be required to
answer one of your selected
challenge questions with
each subsequent login.

Click the Save button.

The CitiManager Home screen
displays and the self-registration
process is complete.
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Log Into CitiManager

Key Concepts

A username and password are required to access CitiManager. If you do not have a CitiManager username and
password, consult your company Program Administrator so they can set you up with the necessary access.

If you cannot remember your username or password, refer to the Retrieve Forgotten Username or Reset Forgotten
Password procedures in this User Guide.

Step-by-Step Instructions

Screen Step/Action

CitiManager Login Screen 1. Navigate to www.citimanager.com/
login.

Citi* Commercial Cards
citi’ e 2. From the CitiManager Login screen,
: type your Username and Password

& romnctien in the required fields.

3. Click the Login button.

qu.ui::z The Challenge Question
§ it vees screen displays.

You ool Use for . repetn o-mal,
Challenge Question Screen 4. Inthe Challenge Answer field, type
i e the answer to the challenge question.
citi’ 5. Click the Continue button.

i G i The CitiManager Home screen
o e displays. You have successfully
o = logged into the CitiManager.
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Perform an Account Search

Key Concepts

You can search for cardholder accounts that reside in your assigned hierarchies. CitiManager capabilities are
role and entitlement based. Therefore, you can only access accounts within your span of control. You can search
for accounts using the Card Accounts search or perform an advanced search.

CitiManager limits search results to 1,000 card accounts. If you receive the “Please refine your search” message,
it is necessary to further refine the search criteria.

Card Account Search

The card account search feature allows you to search by Country, Card number, Bill type, Card last name,
Card first name.

[=] Search: Card Accounts | Users in Unit | View Requests

Country (equals) Card number (equais) Bil type 3
| All Countries | N4 | —setect— |
Card last name (equals) Card first name (equals)

b 5

Advanced Search

The advanced search option allows you to search by the cardholder’'s Username, Hierarchy name, Hierarchy
Unit number and Name line 1.

Hierarchy Details : Hierarchy name (equats) Hierarchy und (equats)
TLookup Herarchy )
Usemame (equals) Mame line {equats)
w b4
L T ) S

Lookup Hierarchy

You can also look up specific hierarchies within your span of control by clicking the Lookup Hierarchy button.
Only hierarchies within your span of control display. To expand a hierarchy, click the + sign next to the hierarchy
tree. Select the checkbox next to the hierarchy. This allows you to filter search results by the hierarchy selected.

Hierarchy Details : 2 [ 11117 HL1 ONE CARD US C

FTLookup Hierarchy [] 20000 HERARCHYS5770
Username (equals)
o) = [ 20005 HERARCHY302839

D 20017 HERARCHY 248335

] 20025 HERARCHY 301382

[[] 22264 HERARCHY 370934

[ 23265 HERARCHY209540
23547 HIERARCHY4932

Filters

Use the Filter icon next to each search field to search by the following qualifiers: equals, starts with, ends with,
contains. Using a filter/qualifier helps to limit the search results.

Card last name (equals)

b o

ends with
contains
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Step-by-Step Instructions

Screen Step/Action
Account Search Screen 1. From the CitiManager Home screen
N e or the Manage Card Accounts
it e B gt screen, enter your search criteria.
) B el R B SR e 2. Click the Search button.
) e o O Commacas G ot pge s e 2 8 .t st pranens i s The search results screen displays
- Search : Card Accounts | Users in Unit | View Requests . .
ot e B potee o 2 based on the search criteria entered.
Carg e e o) Cars et e (eunm) B
v r
- - + Advanced search
Account Results Screen 3. To select the account from the
search results, click the radio button
@ e tonm o e your search e
e next to the account number.
T RT3 5 _ 4. Depending on the action you
RN —— BT B T — would like to perform, click the
2| O |wcooconoosises | | Amsust & Bstes | Deachveted | Cosiraty bled card | . R
BN e = Sasus View Accounts Summary, View
LS 3 PR [t ETI. Statements, View Unbilled
e et i e e e Transactions.
* | O | wooocoooomzes | | Deanarea Bensvues :-m-e | Cestraty baea cary | . ) .
T T e ; oy o v The account information displays
O e - et = T based on the action selected.
w0 | 00o0ce00oEzes wanoy 2 Beestn armvaes Cenmaty bae cant
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View Statements and Unbilled Transactions

Key Concepts

CitiManager allows you to view posted billing statements as well as transactions as they post. The unbilled
transactions displayed are not part of a final statement.

Note: The information displayed is determined by the program parameters established for your company.

Step-by-Step Instructions

Screen

CitiManager Home Screen

Step/Action

Citi® Commercial Cards

From the CitiManager Home screen,
click the Card Accounts sub-tab.

citi’ e e T S The Card Accounts search
Home  Manage Card Accounts  Manage User Access  Manage Card Program  Resources My Profile Wb Teols screen dISplayS
:‘. This 8 o C Commarcil Ca - sctas 3 el
+ Search: Card Accounts | Users in Unit | View Requests
5 MeRanges hew sessageis | Telsl smessgeis) | Qubch L.
3 Uparaded CCRS solars coming 40 [erreepeer Maage e oy
S
» Applcation snd Maintenance Heqsests S VA
- Web Tools S i
& Whats New? i Arrm e
3 VYHAT'S NEVY I CITMARAGER Vs | P
Ay Profes
Card Account Search Screen Type the required search criteria in
the text entry box below the field(s)
CHtI* Commereial Cards. ) )
A Wecomel Tony ueen 2704 Frsence phens v O o Bk = or select it from the drop-down list.
citi [Emioamd ont cam v ¢ v £
Homse: Manage Card Accounts  Manage User Access  Manage Casd Program  Ressusces Uy Profile  Web Took NOte: You Can Search On Country'
e e Card number, Bill type, Card last
<) e | Cord A | i el Vs R name and Card first name. Click the
fratvemer - [— v e & .
e e . p— e Advanced Search link to search by
L ] e Username and Hierarchy details.

Click the filter icon to the right of
each text entry box to change the
gualifiers for each field. Available
gualifiers include equals, start
with, ends with and contains. The
contains qualifier can act as a
wildcard filter.

Click the Search button.

The Search Results screen displays
based on the search criteria used.
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Screen

Search Results Screen

Step/Action

4. Click the radio button for the card

e ) account that you want to view, and
iti* Commerclal Cards . . .
w ekome! Touy Bwann CLETEIF o st s st s e - click the View Statements or View
citl : : Unbilled Transaction button.
Home Manage Card Accounts. Manage User Access  Manage Card Program  fescwrces My Profile  Web Took
< Sauch o Aesourn { s Ul Vi R The Statement or Unbilled
Cumy fhean) Car et eyt Batpse peusm . .
R — . &S * Transaction screen displays based
- L4 ¥
oD o R on the selection made.
B verw setass s ooy weaecn crtenm . . .
Byinic Note: The information displayed
RS e T e is determined by the program
R * oetomne s e parameters established
£ o _m\w _q-n-u_ CewTpies _n_n
R T g = for your company.
S T = B
7| O | Cos0oooomng) Paren & [5any Achopes. Temry e o
Statement Screen 5. When viewing the statement
screen, you can view previous
Citi* Commercial Cards
T N WO RTINS A Gl Lo billing statements going back as
i1 g going
ciu far as 36 months by selecting
| st Mg i i e i W i I A the billing cycle from the
» Card Accounts ; Uneegissered .
— Statement date drop- down list.
R P S O SN —— ) ) )
Note: When viewing unbilled
canoote transactions, only those
e e e transactions that have posted
s T T - to the. c'ard account 5|'nce the
< last billing cycle are displayed.
Lot el s et i 308 O o :
O T . T A == This is not a final statement.
° i [0 [T d s-:ri = x:
] Dman | e | swse orios st I o 35
o ap e
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View Transaction Authorizations and Declines

Key Concepts

CitiManager allows you to view Authorizations and Declined Transactions on your cardholders’ accounts.

Authorization is the first stage of the transaction process. Every authorization request receives a response that
either approves or declines the transaction. You can view Authorizations that are outstanding on your available

balance but not viewable in unbilled transactions.

Decline means the transaction that has received a decline decision from the card issuer during authorization
process. This view provides the ability for you to review the declines on your account and the reasons for

those declines.

Step-by-Step Instructions

Screen

Step/Action

CitiManager Home Screen

CRti* Commercial Cards

L)
c|t| ot O AR URE 8 5

Home  Mamage Card Accounts  Manage User Access  Manage Card Program  Resowrces My Profile  Web Teols

access 3 vaney

0 ™apec Carow morve pge
+ Seerch: Card Accouns | Users in Unit | View Requess
T MBS e sesaapes | T msaage |

+ UBraded CORS sobeare comng 08 BLOAZHI4 81 4828 P

Wesccme! Tomy Swana DG6/2014 Fir sasstants plossd cortact OB Custimar Banites

Guich Links

Manage Card Accounts

¥ Vieew Stasemant

1.

From CitiManager Home screen,
click the Manage Card Accounts tab.

The Home screen displays.

< Ipage e > |5

190199 atert avs verwey Cora actve

& Username & Card name ERE=T C31

) Advances search

oaea cora

<< Pageaeiy > >

o Agapie: ation e Macde nao e Requess Manage User Access
¥ AchvaleDeachvate User
» Web Took | gt
> Rusel Password
¥ Sat Passcose
& What's Mew? */ Show More
N e Sseor s o
> Appty Fer New Cand
¥ Account Mamtenance
My Profile
# Updats User Profis.
¥ Manage derts.
~ —~ -
Manage Card Accounts Screen 2. From the Manage Card Accounts
N screen, click the Manage Account
citi’ : = = . red button.
e MRS sV Wimgs BB ey il 65T
S T —— The Manage Card Accounts
) v e — .
. i ce— o o screen displays.
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Screen Step/Action
Cardholder Account Summary Screen 3. From the Cardholder Account
Summary screen, click the
Home Manage Card Accounts  Msmage User Acoess  Manage Card Progeem  Resources My Profile  Web Tooks .
T show authorizations link
ETTFTTD ettt under Transaction Since
e — Last Statement section.
=
e — I The Cardholder Account Summary
— screen displays.
Cont masmtipr: | JOOOUOOOO0CTRTS Accowe s Ca scve
W | GTSVERWEY oy Ot - et
Addrews Lime 4 CITHANS INTERNATIONAL PLC e
E— e
Samte Raguon et achant Umak sl G D TORGCTI COM.
Country:  UNITED ERGDOM Pontet Cotie: £1408
% Transactions Since Last Sistement
T — Foe® ewtence Tranasctn oot W V— e~ = |
5 Past Staterments .
i o S i
e = = e
View Authorization Screen 4. You will now be able to view
st transaction Authorizations and
. ek AP G DOREZ0S o sk Bt O Citr St 5 ogeu Declines. The Declines are shown
c' I IR COMM CARGS WASTERCARD - L0 -

with the decline reasons on the right.

Vome ~ Manage Card Accounts  Manage User Access  Manage Card Program  Resources My Profie Wb Tools

BT — The View Authorization
EE— screen displays.

) vew susoresion on o meoure

[erp— Tots creda i

CCOCOOCKINNE  GBA 1500

Cavd rame. [T e——

s veRneY 89 o

Pagatolt 5 o

L8 L | | | [EZZ | meswen

1| DRONO0NE 4AS T P 33 Canasa 54 E12 I 5000 | 0BR | 5000 | 08 | Docined | Cosz i ves bt
3 [semmooin ozt P EC T 10| T I ETICY | Dwcines | iewat i seiree
3| BamIo0g 139283 P WA wnt 00 e 500 | o0 g

t =
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Perform Account Maintenance

Key Concepts

To perform account maintenance, the Cardholder Maintenance form must be completed and submitted to Citi.
Account Maintenance allows the Program Administrator to edit or update cardholder account information such
as address changes and spend controls.

Fields marked with the (§) symbol are not real-time fields. Fields marked with the ($) indicate a previous
maintenance request has been submitted but not yet processed. All non-marked fields are real-time.

You can perform the following maintenance functions:
+ Business Address

+ Business Telephone and Fax Number
+ E-Mail Address

* Home Address

+ Home Telephone Number

+ Mobile Phone Number

« Employee ID

* Location

+ Department

+ Cost Centre

+ Cost Centre Description

+ Card To Address

* PIN To Address

+ Card Status

+ Credit Limit!

+ Overall Cash Limit?2

+ Available Cash Limit®

+ Single Transaction Limit*

« Temporary Credit Limit®

« Temporary Credit Limit Start Date®

« Temporary Credit Limit Increase Expiry Date®

"Credit Limit - this is total amount of credit that the cardholder will be able to spend, before making a payment.

2Qverall Cash Limit- this is the amount of cash available to the cardholder during the replenishment period. The replenishment period
generally runs over 28 days. This must be equal to or less than the Credit Limit.

3 Available Cash Limit - this is used to validate your input into Overall Cash Limit. This must be equal to the Overall Cash Limit.

4Single Transaction Limit - this is the most the cardholder will be able to spend in a single transaction.

STemporary Credit Limit - this is temporary total amount of credit that the cardholder will be able to spend, before making a payment.
When setting this field you must specify the Temporary Credit Limit Start Date and Temporary Credit Limit Increase Expiry Date.

Note 1: You will not be able to amend details for a Card that is currently inactive

Note 2: When Closing a Card, please do not include any other instruction in the same request (e.g. reduce credit limit)
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Step-by-Step Instructions

Screen Step/Action

CitiManager Home Screen 1. From Home screen, click the
Manage Card Program tab.

Citi* Commercial Cards

citi e e T s The Manage Card Program
administrative tabs display.

Home  Manage Card Accounts  Manage User Access  Manage Card Progsam  Fesowrces My Frofile  Web Tooks

¥ Meisages new sesssgeia 8, Tolsl smasagein 1

# Upgraded CCRS soflwars coming 88 osans g1

i Applcation and Maintensnce Requests

= Web Toals

> st Pas bt

> SePasacote
o Whats New? * Show lore.
3 WHAT'S NEW I CITMARAGER [RR S —

> b Foxbirm Carz

2 Account Mansenancy

> Update Uner Fratie
> Uarage Nets

effi
Manage Card Program Administrative Screen 2. Click the Account Maintenance tab.
" Commercis Cards The Account Maintenance search
o e s screen displays.
Home  Manage Card Accounts  Manage User Access anage Card Program Resowrces Ny Profile  Web Took
a. [ RRT——
[ L anctts cod ot |
Account Maintenance Search Screen 3. To specify a Search parameter,
from the parameters drop-down list,
Cti* Commercial Cards . .
L S P——— oo select your search criteria.

~
C|tl [ comuencin carc cews coumns -ut ]

A text entry box displays to the right
of the search parameter fields.

Home Mamage Card ccounts Manage User Access  Manage Card Program  Resources My Prafile Wb Tacls

Moot leks Appty For N Card e Accent Apphcabon Vi ararchy

W i Note: Available parameters include
a— Account number, Username, First
TR

name and Last name.

-

R

R R

S 4. To specify a qualifier for the selected
search parameter, from the qualifier

drop-down list, select the qualifier.

P p—

Note: Available qualifiers include
equals, starts with, ends with and
contains. The contains qualifier can
act as a wildcard filter.
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Screen Step/Action
Search Parameters 5. Based on the search parameters
P selected, in the text field, type your
~ Wekome! Tony Swann 05292014 For knstance peaie contict T Custome: Senices * Logeut . .
citi —— search criteria.
Homs Memagn Cond A Memaga s bcvem | Mommge Cond o | Susemcns My Pee W Tk Note: You may click the Select
—— — hierarchy link to select a specific
B e hierarchy.
SOOICH paramenery )
e I 6. Click the Search button.
¥ [ The search results display based on
T the search criteria used.
| sowcn J
Account Maintenance Search Results Screen 7. Click the radio button for the
P—— account that requires maintenance.
k& Wekome! Tomy Bwann GL282014 Foi sisistinos pease contsd CB Cuslomer Steaces ¥ Logout .
citi EuF T — 8. Click the Update account button.
Home  Mansge Card Accownts  Manage User Acoess ‘Manage Card Program Resowces My Profile  Web Tools The Account Malntenance form for
PP . [—" the selected account displays.
& e o v pa oo wmares e
M o= e
ito i RIS i
1|0 L Chas OOOCOO0OCET AN | Actvr
4|0 _IIMIM AALLCORRE AT
s O B & Chance. MOOCO00OCKEZ 1808 | Actve
4|0 Fesctn Chassw | HOOOCOOOMNEIN Y | Actvs
110 Ay 4 Chasse JOOOCO00OCKEZTIND | Adtve
1o | Aam i s | oooccoouzrnT | Amve
[
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Screen

Step/Action

Account Maintenance Form

Welcomel Arul Leot 07/032016 For assistance please contact Cii Customer Services

.
c|t| CARDS VisA - BE el

Home My Card Account  Manage Card Accounts  Manage User Access.

Manage Card Program ~ Resources My Profile  Web Tools

selectaCard: [T v

Account Info

Unbilled Transactions _ Statement _ Apply For New Card
New Account Application Card Maintenance  View Hierarchy _Maintenance Log _Account Credit Refund
Apply for Credit Refund __ Apply For SEPA Direct Debit

+ Select e
SWEDEN v |

+ Select
,_mﬁmusu v

» Showfom

Citi Commercial Cards

) Online Maintenance Fields

First Name
Sumame
Business Address Line 1§

COMMERCIAL GARDS OPERATIONS £ Company Name/ Business Address Line 1

Business Address Line 2§ 2533 CANADA SQUARE

Business Address Line 3§ MAILOROP CGC-12.60

Business City/Town § CANARY WHARF
Business State/County § P12
Suaes County § TnErrr——|
Busines PostlCase§ Esis
44100000 OGO XHVTOK] o0erumber e oo
Sunines Tepnons s o0 o008 00000000050 10008 o o s o o o
64300000 X XKCOK] e busines f b i h oo ot
Busines Fextumbecs S eyl ey e o o et
Mobll Phons Nurber o useaerarsa sk gpcipbibdiers
i Adrss sntisorger <o [RTS———

Home Adaress Line 1§ COMMERCIAL CARDS OPERATIONS £

Pinto [Bosmess ] Select he PIN delvery destinston
44000006 X000000000000XKHNIR000] Enter home telephone number In the fllowng
Home Teleshane Number e ol couis cos-res code eehone b
Employee ID§ Gvees0t
Lotaton§
Deparment §
“This whl oy update Citsystems, fyou use an
Cost Centre expense management system please ensure tis
is el updeted.
Gost Gentre Descripton o
110U G ot place te temporary Diock please 60
Cord Status [Crbiock notremove i, call it Customer Services for
further
Credit Limit 0
Oversh Cash Limit E] Total Cash available on the account
This is the amount avaiati unti the next
Avaisble Cash Limit 2 replenishment cycle. Available Cash Limit must be
equal tothe Overall Gash Limit
Enter the maximum it the cardholder can spend
gl frmeecin e 2 in one transaction, enter whole numbers only.
Fisase enter he Temporary Creat Linit hat
Temporary Credt Limit o fequired for the card. lease enter volue in
Numere
Dste that Temporary Credt Limit need to be:
Temporery Credt Limit Stat Dete: 8032016 eftective.Prease enter the date Fomat in
Deate that Temporary Cred Limit nee to be:
Temporary Credit imit Increase Expiy Date 18032016

expred Plesse enter the date Format in
DOAMMAYY(DOM

3) Logout

10.

Complete the necessary updates to
the form.

Note:

a. Be sure to read the help text
for field format tips

b. Some options may not be
available based on your
company setup

Click the Submit button.

The confirmation message displays,
letting you know that the form for
maintenance has been submitted.

Account Maintenance Confirmation Screen

Citi* Commercial Cards
o,
citi

Home Manage Cord Accounts  Mamage Uses Access  Manage Cord Program  Rescurces My Profle  Web Tooks

Welcome! Tony Swann 15262014 For sssistance s contac 08 Custemer Sanices
| DEWO OME CARD US € - U5 ~

SelectaCard :

Aot i TN view ey

) vou rocueal ma beer mucoenatuly witred Peass et b T View Besuest sceen b Fac e v

T ———

1.

Click the OK button.

You are returned to the Search
screen, where you can perform
another search.
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Reset Password

Key Concepts

Once a user's password is reset, a random password will be sent to the user’s e-mail address associated with the

username that was reset.

Passwords expire after 90 days.

Step-by-Step Instructions

Screen

Step/Action

CitiManager Home Screen

Citi* Commercial Cards

From the CitiManager Home screen,
click the Manage User Access tab.

citi’ EEmes——— W G The Manage User Access
e e i Ay BB e Bian s administrative tabs display.

() 7vs 5 our O Commarcial Carts hama 5238 Whars. s ca €Ki 3 ity O ca eogram ks and weh b

+ Search: Card Accounts | Users in Unit | View Requests

3 MARgEt hew sessages b Tolsl seasgein) | Cumch Lrms

3 Upgraded CCRS sobwars coming 48 PRI ) hprage (ord dec oty

o Apphcation and Maintenance Hequess Marage Ut bl Cows

P AP Canchual Liper

» Wab ook $ b

& Whats New? i Arm Wore

> VWHAT'S NEW N CITIAARAGE R Marage { ard Prog e

iy Prodee
= = =
The Manage User Access Administrative Screen From the User Maintenance sub-tab,
click the Reset Password tab.
Citi* Commerciad Cards
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Screen

Reset Password Search Screen
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Step/Action

3. Type the required search criteria in
the text entry box below the field(s).

Note: You can search on Last
name, First name, Username
and Card number.

Click the filter icon to the right of
each text entry box to change the
qualifiers for each field. Available
gualifiers include equals, starts
with, ends with and contains. The
contains qualifier can act as a
wildcard filter.

4. Click the Search button.

The Search Results screen displays.

Reset Password Results Screen
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5. Click the radio button for the user
whose password needs to be reset,
and click the Reset Password
button.

The Reset Password window displays
for the selected user.

Reset Password Popup Window

6. Click the Reset button.

The Reset Password confirmation
message displays.
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Merge Usernames

Key Concepts

When you log into the CitiManager, the links to the functions you have access to from the CitiManager Home
screen are determined by the role and entitlements that have been assigned to your profile.

As a CitiManager user, you may have more than one active User ID based on your role or responsibilities. If this is
the case, you can merge your two usernames into one ID without the need to log in multiple times.

Be sure to merge any User ID for which you have lesser permissions into the one for which you have the more
permissions. This will ensure that you have all of the permissions you are entitled to under one username.

For example, if you have a non-cardholder username and a cardholder username, log in with your non-

cardholder ID and merge the cardholder ID with the non-cardholder ID.

Step-by-Step Instructions

Screen

Step/Action

CitiManager Home Screen

Citi* Commercial Cards
et
citi

Homs  Manage Card Accounts  Manage User Access  Manage Card Program  Hesources My Profile  Web Teols

@ ™= o O Commercial Cande heme page whare reu can accmss 3 vaiel o card geogram {aaks and web b
+ Search Card Accownts | Users in Unit | View Requess

5 Masasges s mevayeis: 8 Toil msseges Chusch Links

¥ Ubirades CORS somats tivming 08 . =

o Al ation and Mainderance Hedqsests onage Yoar e

¥ At Do nctate User

» Uniech Carg

* RosstPasswsrs

> SetPasicoss

® Whkats New? +! Show blors

» Web Took

3 WHAT'S NEW I CITBARAGER Manage Cas Program

> gy For N Card

oy Proe

¥ Uipdats User Profie
» Manage slerts

1. From the CitiManager Home screen,
click the My Profile tab.

The My Profile screen displays.

Note: This screen displays
information relative to your specific
user profile along with your name,
company and title.

My Profile Screen
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2. Click the Username merger link.

The username merger disclaimer
screen displays.
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Screen

Step/Action

Username Merger Disclaimer Screen

Citi® Commercial Cards

Click the Accept button.

The authentication screen for your
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o T triiees Seimiee Sefeioem e (S Wt Note: By clicking the Accept button,
AT RS you are acknowledging you have
read and understand the terms
and conditions for merging your
usernames.
Alternate Username Screen In the Alternate username field,
type your alternate username.
Citi* Commercial Cards
citi e e s In the Password field, type the
password for the alternate username.
Hame  Mensge Cord Aexounts  Manage User Aicem  Mamage Card Program  Ressurces Wy Profile Web Tooks
B o e Click the OK button.
—— The prompt to answer one of the
o o challenge questions associated with
the alternate username you are
merging displays.
Alternate Username Challenge Question Screen In the challenge question field, type
the answer to the challenge question.
Citi* Commercial Cards
citi e e —————" T == Click the Continue button.
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returned to CitiManager Login screen.

Note: When logging back into the
CitiManager using your primary
username, you will now see all of your
permissions under the one username.




CitiManager Quick Start Guide for Program Administrators | Retrieve Forgotten Username

21

Retrieve Forgotten Username

Key Concepts

If you forget your username, you will need to retrieve it in order to log into CitiManager. Your username will be
sent to your e-mail address. To retrieve your username, the following information is required:

* Your first and last name

* Your country

« The contact phone number

* The zip code/postal code associated with the billing address

* Your user profile e-mail address
Step-by-Step Instructions

Screen

CitiManager Home Screen
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Step/Action

Navigate to www.citimanager.com/
login.

From the CitiManager Login screen,
click the Forgot username? link.

The Forgot sign on - username
screen displays.

Forgot Sign on - username Screen

Citi® Commercial Cards
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Select the Non Cardholder/Card
Applicant radio button.

Complete the required fields necessary
for retrieving your username.

Note: An asterisk (*) indicates a
required field and an entry must
be made in that field. Only numeric
values are allowed in the Contact
number field.

Click the Continue button.

The Challenge question
screen displays.
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Screen Step/Action
Challenge Question Screen 6. Inthe challenge question field, type
‘ the answer to the challenge question
[ and click the Continue button.
citi

The system sends an e-mail with
the correct username to the e-mail
address provided.
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Reset Forgotten Password

Key Concepts

If you forget your password, it is necessary to reset your password in order to log in to the CitiManager.

Passwords expire after 90 days.

To reset your password, the following information is required:

+ A valid username
+ The zip/postal code used for your billing address
* Your user profile e-mail address

+ Helpdesk verification answer
Step-by-Step Instructions

Screen

CitiManager Login Screen

Citi* Commercial Cards
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Step/Action

Navigate to www.citimanager.com/
login.

From the CitiManager Login screen,
click the Forgot password? link.

The Forgot password screen displays.

Forgot Password Screen

Citi* Commercial Cards
P
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Select the Non Cardholder/Card
Applicant radio button.

Complete the required fields necessary
for retrieving your password.

Note: You must submit your
Username, Zip/Postal code and
User Profile Email Address for
validation. After validation is
complete, the Helpdesk verification
guestion and Helpdesk verification
answer fields become enabled.

Click the Continue button.

The Challenge question
screen displays.
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Screen Step/Action
Challenge Question Screen 6. Inthe challenge question field, type
S the answer to the challenge question
oY and click the Continue button.
Cratonge uesion The Create New Password
B screen displays.
D
Create New Password Screen 7. Inthe New password field, type your
, new password.
Citi® Commercial Cards
Cﬁi' 8. Inthe Confirm password field,
retype your new password.
Create New Passward
) e e T s s s s ) sy s Note: Passwords are case sensitive
= ] Shsk pve 1 chancir and must have six to 18 characters.
_ g At least one letter is required, it
- i must contain at least one number,
€@ D and cannot be the same as your last
three passwords.
9. Click the Save button.
A change password confirmation
message displays.
Change Password Confirmation Message 10. Click the OK button.
S Commercil Cards The Challenge question screen
citi’ displays and your password is reset.
R — ————
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