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Overview
Document Scope

This CitiManager® Site User Guide provides detailed step-by-step instructions for some of the most commonly used CitiManager Site
functions available to Agency Program Coordinators (APCs).

Your Access May Vary

The functions you have access to are based on your role and entitlements. You may not have entitlements for all the functions
described in this User Guide.

A Note About Navigation

Most step-by-step instructions in this User Guide assume you are already logged into the CitiManager Site. Refer to the Log In to
CitiManager Site topic for the steps required to log in.

Unless otherwise noted, the step-by-step instructions begin from the CitiManager Site Home screen.
What Is CitiManager?

The CitiManager Site is a powerful online tool that allows Non-cardholders to efficiently manage their card programs. Depending on
your agency/organization’s setup, you will be able to:

« View accounts, statements, balances and transactions
» Dispute transactions

« View authorizations/decline

« View, approve or reject applications

« Perform account maintenance

« Activate and deactivate users

« Assign applications

« Set passcodes

« Manage alerts

« Manage your profile

» Access on-demand training resources in the Learning Center

Compatible Browsers

The CitiManager Site is compatible with the latest versions of Chrome and Edge.
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Basic Navigation
Description

After you log in to the CitiManager Site, the Home screen displays. The Home screen acts as a dashboard and displays a high level
metric summary of your program — including outstanding requests, accounts overdue, total credit remaining, number of un-activated
cards and recent activity.

You can also view a list of application requests. Use the navigation options from the header and the navigation bar as well as quick
links to navigate to additional program information and preferences.

Screen Step/Action

Header

citi@ CitiManager (2 8 o g o s - 6. = ! . . .
1. Click the Citi logo on the far left-side of the
Manage Card Program 1 Resources vm Web Tools v@ Alerts ¥ @ Sign Out @ header tO be directed tO the Cltl Commercial

Cards website.

2. Click the CitiManager link on the left-side of
EECOUNISIOVERIYE 39% $ 0 00 the header to return to the Home screen.

QUTSTANDING UNACTIVATED
REQUESTS CARDS TOTAL RECENT ACTIVITY . . .
o0 $ 6.00 1 3. Your agency/organization name displays on the
FIEERERIEREEES left-side of the header.

4. Click the Chat With Us icon to open a chat
window with a Helpdesk representative. This
link will only display if a chat representative is

Application Request 22 Maintenance Request

REQUEST ID STATUS REQUEST TYPE REQUESTID  STATUS REQUEST TYPE

6282003166  Waiting for approval  Individual online application >

6280379501  Waiting for approval Individual online application > aval |ab | €.
6279857558  Waiting for approval Individual online application > 5 |f yOU need assistance from the Helpdesk, ClICk
6249141133 Waiting for approval  New Account Application > . .

the Contact Help Desk icon that displays on
6209843827  Waiting for approval  New Account Application >

the right-side of the header.

6200843751  Waiting for approval  Individual online application >

6203555757  Waiting for approval  Individual online application > 6 |f you haVe bOth Cardholder and Non_

6202472699  Waiting for approval  Individual online application Cardholder access to the CitiManager Site,

6201563035 Waitina for approval Individual online application >
\ you can toggle between both accounts by
CitiManager Home Screen positioning your mouse over the role icon that
displays on the right-side of the header and
selecting the desired role.

7. Click the My Profile icon on the far right-side
of the header to access or modify your profile
details.

Navigation Bar

8. Click the Home link to return to the Home
screen.

9. Position your mouse over the Manage Users
drop-down menu to view card account
details, view recent and billed statements,
perform account maintenance, update
multiple accounts, view requests, view refund
history, perform a user search, print multiple
statements and view disputes.
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Screen Step/Action

10. Position your mouse over the Manage Card
Program drop-down menu to complete

S ] roos = (Y airs ~ ® ian Out hierarchy pull transfers, view transfer hierarchy

history, document management, hierarchy,

to set alerts, run reports, set passcodes,

manage MCCG Template, create new corporate

N 9% $ 0.00 account, and to perform corporate account

QUTSTANDING UNACTIVATED

FEESTS: $ 6 00 LA O RECENVACTMITG maintenance. The functions available are based

14/390 123

TOTAL CREDIT REMANING on your agency/organization’s setup.

@ @ v @ =6 2@

citi@ citivanager (2

11. Position your mouse over the Resources
Application Request 22 Maintenance Request drop—down menu to view messages, access
REQUESTID STATUS REQUEST TYPE REQUESTID STATUS REQUEST TYPE the Library’ Search for users’ VieW Frequently
Asked Questions and access Links & Help.

6282003166  Waiting for approval  Individual online application >

6280379501  Waiting for approval Individual online application >

6279857558  Waiting for approval  Individual online application 12. Position your mouse over the Web Tools

SEMID Wigme Nencumers 2 drop-down menu to navigate to various online
6209843827  Waiting for approval ~ New Account Application >

tools such as Reporting and Transaction
Management if you have the entitlements.
You can also access the Learning Center.

6209843761  Waiting for approval  Individual online application >
6203556757  Waiting for approval  Individual online application >

6202472699  Waiting for approval  Individual online application >

| 6201563035  Waitina for approval  Individual online application > 13. Position your mouse over the Alerts drop_down

CitiManager Home Screen menu to manage your alert subscriptions, view
the audit log, and the view on-demand mobile
alert information.

14. Click the Sign Out link on the far right-side
of the navigation bar to log out of the
CitiManager Site.

Screen Components

15. From the search field located below the
navigation bar on the right, you may perform
a search by typing a name or card account
number, and then select an action from the
drop-down list such as Card Accounts, User
Search or View Requests.

16. The first dashboard tile is Outstanding
Requests which displays the number of
requests that are pending approval when an
approval workflow is used by your agency/
organization.
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Screen Step/Action

. ., 17. The top of the second dashboard tile is
citi® citimanager @ = @ @ LG L Accounts Overdue which displays the number
S e roos = (Y airs ~ ® ian Out of accounts that are currently past due. The
number of accounts displayed is recent from
the previous cycle. This applies to individually
20) billed programs only.

ACCOUNTS OVERDUE 39% $ o 0 0
OUTSTANDING @ UNACTIVATED . 18. The bottom of the second dashboard tile is
REQUESTS CARDS TOTAL RECENT ACTIVITY
141330 $ 6.00 ] Total Credit Remaining which displays the
TOTAL CREDIT REMAINING .. . . .
total remaining credit for the hierarchy assigned
to you. This applies to centrally billed programs

Application Request 22 Maintenance Request onIy.

REQUESTID STATUS REQUEST TYPE REQUESTID STATUS REQUEST TYPE

6282003166 Waiting for approval _ Individual online application > 19. The third dashboard tile is Unactivated Cards
6280379501  Waiting for approval  Individual online application > which displays the number of cards that have
6279857558  Waiting for approval  Individual online application 3 not been activated. The total includes both
BRMNR WNTOrRIR NommanUbeicie ¥ open and closed individual accounts. This is not
6209843827  Waiting for approval New Account Application >

areal-time total — the total displayed is from
the previous day.

6209843761  Waiting for approval  Individual online application >

6203556757  Waiting for approval  Individual online application >

6202472699  Waiting for approval  Individual online application 3 20. The fourth dashboard tile is Total Recent
| 6201563035 Waitina for approval  Individual online application > Activity Which displays the total amount of
CitiManager Home Screen activity in the current billing cycle. This is not a

real-time total — the total displayed is from the
previous day.

21. Use the quick links displayed below the
dashboard in the middle of the screen to set
your personal alerts and set a passcode.

22. In the Application Request section located
below the quick links on the left-side of
the screen, you can view a list of pending
Application Requests that are waiting for
your review.
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Register as an Agency Program Coordinator

Key Concepts
As an APC, it’s possible to register for the CitiManager Site so you can manage your card program.
In order to register, an APC must set up a profile first which will generate a Registration ID and a Registration Passcode.

Citi will send one e-mail with your Registration ID and another with your Registration Passcode. These e-mails are required during
the registration process.

Once you receive your registration details, you must register within 60 days or your details will expire. You will be reminded every
15 days until your registration is complete.

The Registration ID and Passcode can be re-sent by another APC.

Step-By-Step Instructions

Screen ‘ Step/Action

1. Navigate to www.citimanager.com/login.

—

cit CitiManager

The Cltilanager Site Login screen displays.

2. Click the Register as a Non-Cardholder link.

userio Password

The Registration ID/Passcode screen displays.

—~
DOWNLOAD THE CITIMANAGER APP Cltl
Manage your Citi
Commercial Card

CitiManager® At Your Service Getting Back to Business Travel? Top 10 Features on CitiManager

Whether you're traveling or reconciling Have any Questions? Click learn more for video Managing your card with CitiManager is now
expenses, CitiManager makes managing your tutorials and frequently asked questions. easier than ever! Find out what you can do.

Citi Commercial Card quick and easy.

CitiManager Site Login Screen
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Screen ‘ Step/Action

* CONFIRM HELPDESK VERIFICATION ANSWER

m o

Sign-on Details Screen

CANCEL

CLEAR

B 3. Inthe Registration ID field, type the
citii | CitiManager . ) Lo .
Registration ID supplied in the e-mail sent
T fom the CitManager Site.
4. Inthe Registration Passcode field, type the
Pleasgrliinterl‘(lour Reg‘\strationr!D and Passcode To Get Started Registration Passcode supplied in the e-mail
Registration 1D Registrtion Psscade sent from the CitiManager Site.
s5j5jTBsjjs6js5is4a
5. Click the Continue button.
The Sign-on Details screen displays.
Registration ID/Passcode Screen
= 6. Inthe Username field, type your desired
(o} 1] CitiManager
username.
R |\ e username requirements display
LOGIN
in a window as you type your username.
Self Registration for Non Cardholders .y YPey .
S ) o A checkmark displays when the requirement
Registration ID/Passcode 2. Sign-on Details  3.Confirm
R —— is fulfilled.
o Enter details for sign on. The fields marked with asterisk (*) are mandatory.
7. Inthe Password field, type and confirm a
USERNAME password that meets the requirements.
kmguat11
ASSWORD Note: The password requirements display
sesssssssesenanses in a window as you type your password.
CONEIRM PASSWORD A checkmark displays when the requirement
seesssssssssnsssns is fulfilled.
ZIPIPOSTAL CODE [XXXXX XXXX] 8. Inthe Confirm Password field, re-type the
i password.
CONTACT NUMBER
JEp— 9. Verify the information in the Zip/Postal Code,
. - _ Contact Number and User Profile Email
USER PROFILE EMAIL ADDRESS . .
Kate Guat@noemai com Address fields and update if necessary.
CONFIRM USER PROFILE EMAIL ADDRES'S 10. From the Helpdesk Verification Question
Kate Guat@noemall com drop-down list, select a question that will be
used to verify your identity should you need to
SOEID reset your password or retrieve your username.
11. From the Helpdesk Verification Answer field,
* HELPDESK VERIFICATION QUESTION . .
) type an answer to the Helpdesk verification
Mother's Maiden Name -
question you selected.
HELPDESK VERIFICATION ANSWER
- 12. When you are finished, click the Continue

button.

The Confirm screen displays.
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Screen ‘ Step/Action

13. Review the details and click the Confirm button.

—

cItl CitiManager

I | [ conimavion message displays indicating

registration was successful and a confirmation
e-mail is sent to the address entered during the
registration process.

LOGIN
Self Registration for Non Cardholders

1. Registration ID/Passcode 2. Sign-on Details  3.Confirm

o Confirm the details that you entered.

USERNAME REGISTRATION ID REGISTRATION PASSCODE

kmguati1 OO0 7w 1111 XuleBaTkk

m o o

Confirm Screen

14. Click the OK button.

The CitiManager Site Login screen displays.
When you log in for the first time, you will be
prompted to select and answer three challenge
questions.

User registration is successful. Please use this new

username and pa: rd for future C

access

Confirmation Message
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Screen ‘ Step/Action
. & 15. Type your user ID and password and click the
citi CitiManager e

Sign On button.

R Need Assistance?

The Reset Challenge Questions and Answers
screen displays.

Password

DOWNLOAD THE CITIMANAGER APP
Manage your Citi
Commercial Card

citi

Remember User 1D

CitiManager® At Your Service Getting Back to Business Travel? Top 10 Features on CitiManager

Whether you're traveling or reconciling

Have any Questions? Click learn more for video

Managing your card with CitiManager is now
tutorials and frequently asked questions.

expenses, CitiManager makes managing your easier than ever! Find out what you can do.

Citi Commercial Card quick and easy.

m

CitiManager Site Login Screen
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Screen | Step/Action

citi CitiManager
LOGIN

Reset Challenge Questions and Answers

o Select challenge questions and set answers.

CHALLENGE QUESTION 1

What is your favorite car? -
* ANSWER 1

wee

CONFIRM ANSWER 1

(1Y)
CHALLENGE QUESTION 2

What is your favorite food or drink? -
* ANSWER 2

sssss
* CONFIRM ANSWER 2

LTI
CHALLENGE QUESTION 3

‘Who is your favorite singer? -
ANSWER 3

LTTTY )

CONFIRM ANSWER 3

Reset Challenge Questions and Answers Screen

16. Select and answer three challenge questions.

Note: As part of the confirmation of the
challenge questions, you are required to answer
each question twice.

17. Click the Save button.

The CitiManager Site Home screen displays.
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Log In to the CitiManager Site

Key Concepts

In order to access your account information in the CitiManager Site, you must log in to the application using a valid username and
password and you will be prompted to enter a one-time passcode (OTP). You can only have one session of CitiManager open at a time.

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

Step-By-Step Instructions

Screen ‘ Step/Action

1. Navigate to www.citimanager.com/login.

—~

cit CitiManager

The cltiManager Site Login screen displays.
Apply for a Card Today > % Need Assistance?

2. Inthe UserID field, type your user ID.

3. Inthe Password field, type your password.
DOWNLOAD THE CITIMANAGER APP

Manage your Citi 4. Click the Sign On button.

Commercial Card The One-Time Passcode receipt options screen

displays.

CitiManager® At Your Service Getting Back to Business Travel? Top 10 Features on CitiManager

Whether you're traveling or reconciling Have any Questions? Click learn more for video Managing your card with CitiManager is now
expenses, CitiManager makes managing your tutorials and frequently asked questions. easier than ever! Find out what you can do.
Citi Commercial Card quick and easy.

e

CitiManager Site Login Screen

11
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Screen | Step/Action

—~

CItl CitiManager

Select OTP Option

nager session requires additional authentication. Please select your preference for receipt of a One Time Passcode. A Passcode will be delivered according to your preference afier you

0
select

Message (OOOOCO0C53)< Messape and Data Rates May ADp

Office POODOCKKX 1730}

D DOCOO00GE2159)

Select OTP Option Screen — E-mail

—~

citl CitiManager

Select OTP Option

L]

Select OTP Options Screen — Text

5. Select the option for how you would like to
receive your OTP.

Note: Possible options are Email, Text Message,
Call Office, Call Home and Call Mobile. Only the
options currently set up in your CitiManager

Site profile will be available as possible options.

6. Click the Continue button.

12
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Screen ‘ Step/Action

7. Retrieve your OTP from the receipt option

ey B} Meeting | % Hu |> a%: PFind O\ selected.
& Juik~ .“.z;: .Rc:g Foma Sl Move P Categorize Follow Translate T"R"amd' Zoom
Sty Al ] More - - [P Actions~ t Up~ - [ select-
Delete Respond Move Tags = Editing Zoom

Fi 172018 1641 P

cit ercialcards.admin@citi.com

Your One-time Passcode
o Mk
Dear TEST USER10,

Your One-time Passcode is 43706500,

This passcode will expire in 120 seconds

Regards,

Citi® Commercial Cards

Global Customer Service

PLEASE DO NOT REPLY TO THIS MESSAGE
Protect yourself from online frand, or "phishing"

Remember, Citi will never ask you for your password, or to update personal or business information via email. Tf you receive email you believe tobe
suspicious or fraudulent, please forward the message to com

OTP - E-mail

66 16:25

Your Citi Commercial Card One-
Time PIN is Z61AJO.

It will expire in 100 seconds.
Sent: 6 Jun 2019, 08:25:42 PM
GMT

OTP - Text

8. Inthe One-time Passcode field, enter the
eight-digit passcode received from the receipt

I | option you selected and click the Continue

Enter OTP button.

—~
citi CitiManager

& Passcode received

= The CitiManager Site Home screen displays.

Enter OTP Screen

13
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View Card Account Details

Key Concepts
You can search for Cardholder accounts that reside in your assigned hierarchies. Once the search is complete, you may view:

« Balance, credit limit and payment information

« Links to recent transactions and previous statements
» Aging of balance information

» Card contact information

APCs can only access accounts within their span of control.

The Card Details screen is also a launching point if you want to view recent transactions, billed statements/transactions or perform
other actions such as viewing disputes if they were submitted through the CitiManager Site, viewing the account hierarchy or setting
alerts for the Cardholder.

Step-By-Step Instructions

Screen ‘ Step/Action

1. From the navigation bar, position your mouse

o ™ P R . L5 4 2
cIti CitiManager & TESTCOMPANY005-US R over the Manage Users drop-down menu and
Manage Card Program ~ Resources ¥ Web Tools ¥ Alerts ¥ Sign Out C||Ck the Card Accounts llnk'
Account Maintenance The Search for Cards screen displays.
Card Accounts -

Card Accounts

Create User

User Search NOT AVAILABLE

2 View Requests ACCOUNTS OVERDUE 50% $ 0 00
=

OUTSTANDING UNACTIVATED

REQUESTS CARDS TOTAL RECENT ACTIVITY
20.00

TOTAL CREDIT REMAINING

Application Request Maintenance Request

REQUESTID  STATUS REQUEST TYPE REQUESTID  STATUS REQUEST TYPE

6124017465 Waiting for approval  Individual online application >
6123307859 Waiting for approval  Individual online application >
6123307586 Waiting for approval  Individual online application >
6123307115 Waiting for approval  Individual online application >

6123306521 Waiting for approval  Individual online application >

CitiManager Site Home Screen

14
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Screen Step/Action

2. To perform a search, type the desired search

Lt ‘1_,_’ ® é
citi CitiManager S BESIEOMRARN0E0S - A criteria in the Card First Name, Card Last Name
] ] ] or Card Number fields and click the Search
Manage Card Program ~ Resources ¥ Web Tools ¥ Sign Out
button.
HOME
Search QASIC SEARCH > Note: To perform an advanced search use the

Bill Type, Country, Username, Hierarchy Name,

SEARCH FOR CARDS Hierarchy Unit, Name Line 1 or Employee ID

fields. If you search by Hierarchy Unit, you must
enter the full hierarchy number with no spaces

CARD FIRST NAME CARD LAST NAME CARD NUMBER

Test

or dashes.
BILL TYPE COUNTRY USERNAME
_ To search for users at a specific hierarchy level,
HIERARCHY DETAILS HIERARCHY NAME HIERARCHY UNIT click the Lookup Hierarchy link. If necessary,
(SO RHERC click the (+) plus sign icon to expand the
NAME LINE 1 EMPLOYEE ID hierarchy. Select the checkbox for the desired

hierarchy and click the Select button.

(O LESS OPTIONS The search results display at the bottom of
the screen.

CARD NUMBER * USERNAME $  CARD NAME 3 STATUS & BILL TYPE EMPLOYEE ID &

Note: To sort the results by the Card Number,
Username, Card Name, Status, Bill Type or

eove seen «00 0020 lisatest1005 PVT TESTACCOUNT Open-Card Activation Required Centrally billed card 32615

seee ween 000 0038 PVT TEST ACCOUNT Closed-Company Request Centrally billed card .
Employee ID columns, click the column header
seve ween 0052 2751 prtest1 PVT TESTACCOUNT Closed-Company Request Centrally billed card
name.
seve wnen w50 7982 PVT TEST ACCOUNT Closed-Company Request Centrally billed card 1030000
ses seee 281 9079 PVT TEST ACCOUNT Open-Card Activation Required Centrally billed card 0856 3 From the Card N u mber CO|U mn Cl ick the Iin k
. )
sees wees 85 8813 PVT TEST ACCOUNT Closed-Company Request Centrally billed card TEST fOr the Card accou nt yOU Wlsh tO VieW
sese seee 0087 6607 PVT TESTACCOUNT Closed-Company Request Centrally billed card
seve snen G5 0942 kmtc005ch PVT TESTACCOUNT Open-Card Activation Required Centrally billed card The Card Deta”s screen displays the Card
overview including balance and payment
Search for Cards Screen history, links to recent and previous statements,
aging of balance information and the card
contact details.

Note: To navigate back to the Search Results
screen, click the Back button that displays

at the bottom of the screen or the link in the
breadcrumbs displayed at the top of the screen.

15
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Screen ‘ Step/Action

N L
cit CitiManager
Home Manaqe Users ¥

HOME | SEARCH

Card Details

CARD OVERVIEW

CURRENT BALANCE
$0.00

PAYMENTS

LAST PAYMENT RECEIVED
$ 0.00 (Not Available)

STATEMENTS

Cl

Dec 2022 Ja

AGING OF BALANCE

130 DAYS
$0.00

Days Past Due : 0
Amount Past Due : $
0.00

CARD NUMBER
aaee anee 2250 7982

LAST NAME
TESTACCOUNT

cy
JACKSONVILLE

HIERARCHY
9999005-0000000-0000000-0000000-
0000000-0000000-0000000-0000000

MOBILE PHONE NUMBER
302-302-3021

ZIPIPOSTAL CODE
32258645600

B TEST COMPANY 005 -US ~

Manage Card Program ¥ Resources ¥ Web Tools ™

CARD INFORMATION | EDIT >> =60 7982

CREDIT LIMIT DATE ACCOUNT OPENED
55.00 0771172018
NEXT PAYMENT DUE
$.0.00 (Not Available)
n 2023
31-60 DAYS 61-00 DAYS 91120 DAYS >121 DAYS
$0.00 $0.00 $0.00 $0.00

CARD CONTACTINFO

ACCOUNT STATUS FIRST NAME
Closed-Company Request PVT

ADDRESS LINE 1 ADDRESS LINE 2

TEST MANAGER 14000 CITI CARDS WAY
STATE COUNTRY

FL UNITED STATES OF AMERICA
EMPLOYEE ID PHONE NUMBER

1030000 302-302-2021

FAX NUMBER EMAIL ADDRESS
00000000000000000

Jane. Test @ncemail.com

Alerts ¥ Sign Qut

VIEW ACCOUNT INFORMATION

VIEW DISPUTES

VIEW HIERARCHY

VIEW BILLING ACCOUNT
INFORMATION

Card Details Screen

4. From the Card Details screen you can also
navigate to the following:

» Depending on your agency/organization’s
setup, you can View Account Information
(account communications), View Disputes,
View Hierarchy, Update Alerts, Emulate
Card Holder, and View Account Documents
for the account by clicking the desired link
that displays on the right-side of the screen.
For Emulate Card Holder and Update Alerts,
these options only display if the Cardholder is
registered in CitiManager.

» Toview recent transactions or previously
billed transactions for the selected card
account, click the Recent icon or the desired
statement date icon.

» To perform account maintenance on the
selected Cardholder, click the Edit link next
to the Card Information header at the top of
the screen.
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View Statements and Recent Transactions

Key Concepts

You can view a Cardholder’s current statement or a statement from previous months. You can also view recent transactions for a
Cardholder that have posted to the account but have not yet been billed to a statement. Transaction data will be retained for the
previous 72 statements. Statements that are three years or older are archived and a request needs to be submitted to download them.

The Statements screen displays a snapshot of balances, payments posted and due dates. A list of transactions also displays and at
the bottom the screen and you can expand each to view additional detail that may have been sent to Citi from a merchant. Transaction
detail will include the original currency amount, currency exchange rate and the conversion amount that was posted and may include
items such as airline name, ticket and flight number.

Additionally, you can initiate a dispute if the transaction meets the requirements.

You can download and print transactions for individually or centrally billed accounts. If you wish to print recent transactions, it’s
recommended you download the transactions in Excel format. Once the document is open, you can print it by selecting Print from the
File menu.

Step-By-Step Instructions

Screen ‘ Step/Action

1. From the navigation bar, position your mouse

. % ® a
it & TEST COMPANY 005-US ~
it | CitiManager = contacrHELPoESK | PROGRAMADMY over the Manage Users drop-down menu and
v click the Card Accounts link.
Manage Card Program v Resources ¥ Web Tools Alerts ¥ Sign Out
Account Maintenance The Search for Cards screen displays.
Card Accounts v

Card Accounts

Create User

User Search NOT AVAILABLE

VL cw requests HEEBLIRE SLAALE 50% $ 0 00
.

OUTSTANDING UNACTIVATED

REQUESTS CARDS TOTAL RECENT ACTIVITY
ot 20.00 m

TOTAL CREDIT REMAINING

Application Request Maintenance Request

REQUESTID  STATUS REQUEST TYPE REQUESTID  STATUS REQUEST TYPE

6124017465 Waiting for approval  Individual online application >
6123307859 Waiting for approval  Individual online application >
6123307586 Waiting for approval  Individual online application >
6123307115 Waiting for approval  Individual online application >

6123306521 Waiting for approval  Individual online application >

CitiManager Site Home Screen

17



P o

CitiManager Site Agency Program Coordinator Quick Start Guide | View Statements and Recent Transactions C I I

Screen Step/Action

2. To perform a search, type the desired search

o
]

T o 3 ) 2 o .
citi CitiManager & UESTEOREERYBIS.S - o criteria in the Card First Name, Card Last Name
or Card Number fields and click the Search
Home Manage Card Program v Resources ~ Web Tools ¥ Sign Out
button.
HOME
Search BASIC SEARCH3> Note: To perform an advanced search use

the Bill Type, Country, Username, Hierarchy

SEARCH FOR CARDS Name, Hierarchy Unit or Name Line 1fields.

If you search by Hierarchy Unit, you must enter

E— — — the full hierarchy number with no spaces or
dashes.

BILL TYPE COUNTRY USERNAME

_ To search for users at a specific hierarchy level,

HIERARCHY DETAILS HIERARCHY NAME HIERARCHY UNIT click the Lookup Hierarchy link. If necessary,

LOOKLE HIERARCEY click the (+) plus sign icon to expand the

NAME LINE 1 EMPLOYEE ID hierarchy. Select the checkbox for the desired

hierarchy and click the Select button.

(O LESS OPTIONS The search results display at the bottom of
the screen.

CARD NUMBER * USERNAME ¥ CARD NAME % STATUS % BILLTYPE EMPLOYEE ID #

Note: To sort the results by the Card Number,
Username, Card Name, Status, Bill Type or

wess wsee +()0 0020 lisatest1005 PVT TEST ACCOUNT Open-Card Activation Required Centrally billed card 32515

sese sene +e()() 0038 PVT TESTACCOUNT Closed-Company Request Centrally billed card .
Employee ID columns, click the column header
wees vene 0057 2751 prtest1 PVT TEST ACCOUNT Closed-Company Request Centrally billed card
name.
sese asee 1080 7982 PVT TEST ACCOUNT Closed-Company Request Centrally billed card 1030000
waee sone 2081 9079 PVT TESTACCOUNT  Open-Card Activation Required Centrally billed card 0856 3. From the Card Number column, click the link
sese sene 0085 8813 PVT TESTACCOUNT Closed-Company Request Centrally billed card TEST for the Cal’d accou nt you Wish to VieW
sese sene 1087 BBOT PVT TEST ACCOUNT Closed-Company Request Centrally billed card

The Card Details screen displays the card
overview including balance and payment
Search Screen history, links to recent and previous statements,
aging of balance information and the card
contact details.

wsss sses +s0B 0042 kmtc005ch PVT TEST ACCOUNT Open-Card Activation Required Centrally billed card

Note: To navigate back to the Search Results
screen, click the Back button that displays

at the bottom of the screen or the link in the
breadcrumbs displayed at the top of the screen.
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Screen ‘ Step/Action

0.00

CARD NUMBER ACCOUNT STATUS

- ~-60 7982 Closed-Company Request
LAST NAME ADDRESS LINE 1

TEST ACCOUNT TEST MANAGER

crry STATE

JACKSONVILLE FL

HIERARCHY EMPLOYEE ID

9999005-0000000-0000000-0000000- 1030000
0000000-0000000-0000000-0000000

MOBILE PHONE NUMBER
302-302-3021

FAX NUMBER
00000000000000000

ZIPIPOSTAL CODE
32258645600

=~
CI I CItIManager # TESTCOMPANY 005-US ~
Home Manage Users ~ Manage Card Program ~ Resources ¥ Web Tools ¥
HOME | SEARCH
Card Details
CARD INFORMATION | EDIT >> =60 7982
CARD OVERVIEW
CURRENT BALANCE CREDIT LIMIT DATE ACCOUNT OPENED
$0.00 $500 07/11/2018
PAYMENTS
LAST PAYMENT RECEIVED NEXT PAYMENT DUE
$ 0.00 (Not Available) $ 0.00 (Not Available)
STATEMENTS
e Dec 2022 Jan 2023
AGING OF BALANCE
Days Past Due : 0 1.30 DAYS 31.60 DAYS 61.90 DAYS 91120 DAYS >121DAYS
Amount Past Due : § $0.00 $0.00 $0.00 $0.00 $0.00

CARD CONTACT INFO

FIRST NAME
PVT

ADDRESS LINE 2
14000 CITI CARDS WAY

COUNTRY
UNITED STATES OF AMERICA

PHONE NUMBER
302-302-3021

EMAIL ADDRESS

Jane Test @noemail.com

Alerts + Sign Out

VIEW ACCOUNT INFORMATION
VIEW DISPUTES
VIEW HIERARCHY

VIEW BILLING ACCOUNT
INFORMATION

Card Details Screen

4. From the Statements section, click the icon for
the statement date you wish to view or click
the Recent icon to view transactions that have
posted to an account but have not yet been
billed to a statement.

Note: A request needs to be submitted to
download statements that are three years or
older. When you click on the statement date
icon, a download request window displays.
Click Yes to confirm the request. After 24 hours,
return to the Card Accounts screen and click
the statement date icon for the statement

you downloaded to access the View Archived
Statements screen. Click the Download link to
download the statement to your computer.

The Statements screen displays. A snapshot of
balances and payments display at the top of the
screen. Recent or billed transactions display at
the bottom of the screen.
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Screen ‘ Step/Action

—
clt' CmManager @ TEST COMPANY 005-US ~

Manage Users Resources ¥ Web Tools ¥ Alerts ~ Sign Out
HOME ' SEARCH RESULTS ' CARD DETAILS

Statements

608888 v
RECENT JAN 2023 FEB 2023
OVERVIEW FOR AUG 06 TO SEP 05
BILLING ACCOUNT NUMBER  BILLING ACCOUNT NAME PREVIOUS BALANCE BALANCE DUE
seer eees 050 8388 DAN SMITH $0.00 $40.02
TRANSACTION TOTAL PAYMENTS RECEIVED AVAILABLE CREDIT PAYMENT DUE DATE
$40.02 $0.00 $9.00 09/30/2020
STATEMENT DATE CREDITS NEW CHARGES
February 05, 2023 $0.00 $0.00

Billed Transactions

ADVANCED SEARCH >>
DOWNLOAD (PDF, CSV, XLS)

TRANSACTION POSTING TRANSACTION DETAILS EXCHANGE AMOUNT DISPUTE
DATE DATE RATE
12/27/2022 12/28/2022 DOLLAR GENERAL CLAYTON NM 1 243 L
#10013

Unigque Invoice Localtax Amount National Sales Tax Other Tax Freight Amount

Number 018 Amount 0.00 0.00

(000000000000000 0.00

Duty Amount Order Date Quantity Unit Cost Line Item Total REFERENCE

0.00 1900-01-01 NUMBER
2444500024310023
1170170

TRANSACTION TRANSACTION TRANSACTION More

AMOUNT CURRENCY DETAILS

243 usob More Information

7. Toview additional transaction detail, click the

Statements Screen

5. To search for a specific transaction amount,
date or description, type the search criteria in
search field that displays in the upper-right
corner of the Billed or Recent Transactions
section and click the Search icon. Click the
Advanced Search link to access additional
search criteria.

The transactions are filtered by the search
criteria entered.

6. Todownload the Citi generated statement, click
the Download link. Then, select the PDF version
and click the Download button.

ellipsis (...) link that displays on the right-side
of the row you wish to expand.

The row expands and additional transaction
detail displays.

Note: You can initiate a dispute by clicking the
Dispute button that displays at the bottom of
the screen.
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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 APC to update Cardholder account information such as card address, Employee ID, account status, and temporary spending
controls. For individuality billed accounts, a Non-cardholder is not permitted to perform account maintenance on their own account.

You can maintain information such as the address, temporary credit limit, account status, Merchant Category Code Groups (MCCGs),

mission critical status, and request replacement cards.

Step-by-Step Instructions

Screen ‘ Step/Action

N @ o
cﬁ CitiManager £ TEST COMPANY 005-US ~ % =

Manage Card Program ~ Resources ¥ Web Tools ¥ Alerts ¥ Sign Out

Account Maintenance

Card Accounts Card Accounts -

Create User

User Search NOT AVAILABLE

VL e pequests ECRUNTSGVEEDUE 50% $ 0 00
-

OUTSTANDING UNACTIVATED

REQUESTS CARDS TOTAL RECENT ACTIVITY
20.00 m

TOTAL CREDIT REMAINING

Application Request Maintenance Request

REQUESTID  STATUS REQUEST TYPE REQUESTID  STATUS REQUEST TYPE

6124017465 Waiting for approval Individual online application >
6123307859 Waiting for approval  Individual online application >
6123307586 Waiting for approval Individual online application >
6123307115 Waiting for approval  Individual online application >

6123306521 Waiting for approval Individual online application >

CitiManager Site Home Screen

1.

From the navigation bar, position your mouse
over the Manage Users drop-down menu and
click the Card Accounts link.

Note: You can also click the Account
Maintenance link from the Manage Users icon.

The Search screen displays.
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Screen ‘ Step/Action

2. To narrow your search, type the desired search

—~ % ® =N
citi CitiManager o8 NESHCONEANDNS=TS i B criteria in the Card First Name, Card Last Name
] ] l or Card Number fields and click the Search
Manage Card Program ¥ Resources v Web Tools ¥ Sign Out
button.
HOME
Search BASIC SEARCH > Note: To search for users at a specific hierarchy

level, click the Lookup Hierarchy link, if
SEARCH FOR CARDS necessary, click the (+) plus sign icon to expand
- the hierarchy. Select the checkbox for the

CARD FIRST NAME CARD LAST NAME CARD NUMBER . . .
desired hierarchy and click the Select button.

Test

BILL TYPE COUNTRY USERNAME The search results display at the bottom of

HIERARCHY DETAILS HIERARCHY NAME HIERARCHY UNIT

Note: To sort the results by the Card Number,
Username, Card Name, Status, Bill Type or
NAME LINE 1 EMPLOYEE ID

_ _ Employee ID columns, click the column header

name.

LOOKUP HIERARCHY

(D LEss oPTIONS

3. From the Card Number column, click the link
for the account you wish to maintain.

CARD NUMBER * USERNAME & CARD NAME & sTATUS & BILL TYPE EMPLOYEE D &
wwese0es 200 0020 | lisatest1005 ~ PVTTESTACCOUNT  Open-CardActivation Required ~ Centrally billed card 32515 The Card Details screen displays the card

sese sue 2200 0038 PVTTESTACCOUNT  Closed-Company Request Centrally billed card overview including the current balance,

wsrsne 522751 priest] PVT TESTAGCOUNT  Glosed-Company Request Gentrally billed card credit limit, payment history, links to recent

ween wen 2060 7982 PVT TEST ACCOUNT Closed-Company Request Centrally billed card 1030000 and previous Statements, aging of balance

waee wee 231 9079 PVT TESTACCOUNT  Open-Card Activation Required Centrally billed card 0856 information and the card contact information.
sess sees 2185 8813 PVTTESTACCOUNT  Closed-Company Request Gentrally billed card ~ TEST

seee sree 087 6607 PVT TESTACCOUNT Closed-Company Request Centrally billed card

weee sven 086 0942 kmtc005ch PVT TESTACCOUNT Open-Card Activation Required Centrally billed card

Search Screen
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Screen ‘ Step/Action

4. From the Card Information section header, click

Lt . & Qﬂ &
cru CitiManager = TESTCOMPANY 005-US ~ R e . the Edit link.
Home Manage Users ~ Manage Card Program ~ Resources ¥ Web Tools ™ Alerts ¥ Sign Out The Account Maintenance - Form Deta”S
HOME | SEARCH screen disp/ays.
Card Details

W
CARD OVERVIEW VIEW DISPUTES

CURRENT BALANCE CREDIT LIMIT DATE ACCOUNT OPENED VIEW HIERARCHY

$0.00 55.00 0711112018
VIEW BILLING ACCOUNT
INFORMATION

PAYMENTS

LAST PAYMENT RECEIVED NEXT PAYMENT DUE

$ 0.00 (Not Available) $.0.00 (Not Available)

STATEMENTS

RECENT Dec 2022 Jan 2023

AGING OF BALANCE

Days Past Due : 0 130 DAYS 31.60 DAYS 61.90 DAYS 91-120 DAYS >121DAYS
Amount Past Due : § $0.00 $0.00 $0.00 $0.00 $0.00
0.00
CARD CONTACT INFO

CARD NUMBER ACCOUNT STATUS FIRST NAME
- -60 7982 Closed-Company Request PVT

LAST NAME ADDRESS LINE 1 ADDRESS LINE 2

TEST ACCOUNT TEST MANAGER 14000 CITI CARDS WAY

crry STATE COUNTRY

JACKSONVILLE FL UNITED STATES OF AMERICA
HIERARCHY EMPLOYEE ID PHONE NUMBER
9999005-0000000-0000000-0000000- 1030000 302-302-3021

0000000-0000000-0000000-0000000

MOBILE PHONE NUMBER FAX NUMBER EMAIL ADDRESS
302-302-3021 £0000000000000000 Jane Test @noemail.com
ZIP[POSTAL CODE

32258645600

Card Details Screen
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Screen ‘ Step/Action

Ferntd
citi CitiManager & TESTCOMPANY 005-US ~
Home Manage Users ¥ Manage Card Program Resources ¥ Web Tools ~

HOME
Account Maintenance
1. Search 2. Country and Language 3. Form Details

(}) indicate a previous maintenance request has been submitted but not yet processed.

DOD CARD ACCOUNT MAINTENANCE -IBA

DEMOGRAPHICS

SPENDING CONTROLS

OVERALL CREDIT LIMIT

CASH LIMIT

CREDIT WORTHINESS

MERCHANT CATEGORY CODE

MCC GROUP MCCG MCC GROUP  SINGLE PURCHASE LIMIT DAILY VOLUME LIMIT FOR
STATUS ACTION FORMCCG MCCG
06659RETAI 0 0

>> Add/RemoveMCCgroups
TEMPORARY CREDIT LIMIT

TEMPORARY CREDIT LIMIT START DATE

TEMPORARY CREDIT LIMIT END DATE

= e

TEMPORARY CASH ADVANCE LIMIT

TEMPORARY CASH ADVANCE LIMIT START DATE
TEMPORARY CASH ADVANCE LIMIT END DATE
ADDITIONAL

DOD CARD ACCOUNT MAINTENANCE - IBA

SUBMIT CANCEL

Alerts ¥ Sign Qut

0 Please complete and submit the maintenance form below. Fields marked with the (§) symbol are not real time fields. Fields marked with

seas snas 0057 4834
(O]

S

DAILY AMOUNT LIMIT FOR
MCCG

0

®

Account Maintenance — Form Details Screen

5. Complete the necessary updates to all sections
of the form.

Note: You can maintain information such as
the address, temporary credit limit, account
status, mission critical dates, and MCCGs.
International phone numbers cannot be added
on the Account Maintenance screen. You can
enter an international phone number on the
Update User screen (Manage Users > User
Search > Update User > Contact Details) or
on the Alerts screen (Manage Users > Card
Accounts > Update Alerts > Mobile Phone
Number — Edit).

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 un-marked fields are processed in real-time.
To expand a section header, click the (+) plus
sign icon.

The Temporary Cash Advance Limit Start Date
and Temporary Credit Limit Start fields are
processed in real-time and can be updated 24
hours a day excluding weekends, Thanksgiving,
Christmas and New Year’s.

To add/remove an MCCG, click the Add/
Remove MCC Groups link in the Spending
Controls section. Select or deselect the
checkbox(s) for the desired MCCGs. If you are
adding and deleting MCCGs to an account, you
must perform the additions prior to submitting
the deletions. When you are finished, click the
Update button and then the Back to Form
button.

To close an account, from the Additional
section, from the Account Status drop-down
list, select the desired status. The Closed
Temporary Block status is equivalent to
Deactivate.

(continued)
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Screen Step/Action

citi CitiManager @ TEST COMPANY 005-US ~ h -
Home Manage Users ¥ Manage Card Program ¥ Resources ¥ Web Tools ¥ Alerts ¥ Sign Out

HOME

Account Maintenance

1. Search 2. Country and Language 3. Form Details

0 Please complete and submit the maintenance form below. Fields marked with the (§) symbol are not real time fields. Fields marked with
(}) indicate a previous maintenance request has been submitted but not yet processed.

DOD CARD ACCOUNT MAINTENANCE -IBA sees wese BT 4834
DEMOGRAPHICS ®

SPENDING CONTROLS

0]

OVERALL CREDIT LIMIT

CASHLIMIT

CREDIT WORTHINESS

MERCHANT CATEGORY CODE

MCC GROUP MCCG MCC GROUP  SINGLE PURCHASE LIMIT DAILY VOLUME LIMIT FOR DAILY AMOUNT LIMIT FOR
STATUS ACTION FORMCCG MCCG MCCG
06659RETAI 0 0 0

>» Add/RemeveMCCgroups
TEMPORARY CREDIT LIMIT

TEMPORARY CREDIT LIMIT START DATE

TEMPORARY CREDIT LIMIT END DATE

TEMPORARY CASH ADVANCE LIMIT

TEMPORARY CASH ADVANCE LIMIT START DATE
TEMPORARY CASH ADVANCE LIMIT END DATE
ADDITIONAL 1’3‘:}

DOD CARD ACCOUNT MAINTENANCE - IBA

SUBMIT CANCEL

Account Maintenance — Form Details Screen

To put the account in mission critical status,
enter the dates for mission critical status in the
Mission Critical Start Date and Mission Critical
End Date fields. The mission critical start date
has to be greater than today’s date and only
occur on business days. Mission Critical can be
set for up to 120 calendar days.

If you need to add comments to explain the
reasons for account changes, enter them in the
Account Comments field on the maintenance
form. You can enter a maximum of 500
characters in the field. You can view previous
comments by clicking the View History button.
This information is also fed to CitiManager —
Reporting and is included in reporting.

To order a replacement card, you may select
the checkbox in the Order a Replacement Card
section. Select the address to which you want
the replacement card to be delivered.

You may also initiate a card replacement in the
CitiManager Site when a card has been lost,
stolen, never received or damaged. Refer to the
Replace Lost/Stolen/Never Received/Damaged
Card topic in the CitiManager Non-cardholder
End-to-End User Guide for additional
information.

When you are finished updating the form, click
the Submit button.

A confirmation message displays based on the
maintenance performed.

Click the OK button.

A confirmation screen displays at the top of the
screen.
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Perform PCS Account Maintenance

Key Concepts

A Permanent Change of Station (PCS) status is used to keep the account balance from aging while a Cardholder is moving to a new

permanent duty location and extends the payment window for Cardholder.

The component’s policies determine whether Individually Billed Accounts (IBAs) will be used for PCS.

To place a Cardholder in PCS status, an APC must place the account into mission critical status and ensure the PCS Status indicator

issetto.

Pending travel vouchers should be settled prior to an individual’s departure for PCS.

Step-By-Step Instructions

Screen ‘ Step/Action

® 2

©

~
cltl CitiManager # TEST COMPANY 005-US ~

Manage Card Program Web Tools ¥ Alerts ¥ Sign Out

Account Maintenance

Card Accounts Card Accounts -

Create User 4

User Search NOT AVAILABLE

0,
WL \iew Requests ACCOUNTS OVERDUE 50% 0 0 0
OUTSTANDING UNACTIVATED L]

REQUESTS CARDS TOTAL RECENT ACTIVITY
$ 20.00

TOTAL CREDIT REMAINING

Application Request Maintenance Request
REQUEST ID STATUS REQUEST TYPE REQUEST ID STATUS REQUEST TYPE
6124017465 Waiting for approval Individual enline application > 6104427890 Waiting for Individual online
approval maintenance

6123307850 Waiting for approval  Individual online application ~ »
6123307586 Waiting for approval Individual online application ¥
6123307115  Waiting for approval  Individual online application >

6123306521 Waiting for approval Individual online application ~ »

CitiManager Site Home Screen

1.

From the CitiManager Site side navigation

bar, position your mouse over the Manage
Users drop-down menu and click the Account
Maintenance link.

The Account Maintenance — Search screen
displays.

26



CitiManager Site Agency Program Coordinator Quick Start Guide | Perform PCS Account Maintenance C

N
ITI

Screen ‘ Step/Action

& TEST COMPANY 005-US ~

citi’ CitiManager

Manage Users ¥ Manage Card Program ~ Resources ¥

HOME
Account Maintenance

1. Search 2. Country and Lan

SEARCH

ACCOUNT NUMBER FIRST NAME

USERNAME HIERARCHY NAME

SELECT HIERARCHY

QU ® 2

Web Tools ~ Alerts ~ Sign Out

LAST NAME

test

3. Select the radio button for the account you wish

UPDATE ACCOUNT

USERNAME % NAME = ACCOUNT NUMBER % STATUS %
®  lisatest1005 PVT TESTACCOUNT sese sese 2400 0020 Open-Card Activation Required
prtest1 PVT TEST ACCOUNT sess vess 052 2751 Closed-Company Request
kmtc005¢ch PVT TESTACCOUNT 96 0942 Open-Card Activation Required
PVT TEST ACCOUNT +eee anes 080 7982 Closed-Company Request
PVT TEST ACCOUNT weve seew 0085 8813 Closed-Company Request

Account Maintenance — Search Screen

2. To perform a search, type the desired search
criteria in Account Number, First Name, Last
Name, Username, Employee ID, or SSN fields
and click the Search button.

Note: To search for an account at a specific
hierarchy level, click the Select Hierarchy link.
If necessary, click the (+) plus sign icon to
expand the hierarchy. Select the checkbox

for the desired hierarchy and click the Select
button.

The search results display at the bottom of
the screen.

to place in PCS status and click the Update
Account PCS link that displays at the bottom
of the screen.

The Account Maintenance — Form Details
screen displays.
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Screen

Step/. n

Welcome, KARLA ~
My Profile | Sign Out E]

Company
CE DOD TRAVEL IB - US

CitiManager

HOME
Account Maintenance
1. Se:

arch 2 Country and Language 3. Form Details

Fields marked with () indicate a previous maintenance request has been submitted but not yet processed

DOD CARD ACCOUNT MAINTENANCE -IBA

DEMOGRAPHICS

SPENDING CONTROLS
OVERALL CREDIT LIMIT

25

CASH LIMIT

CREDIT WORTHINESS

MERCHANT CATEGORY CODE
MCC GROUP MCCG mCcC
STATUS GROUP
ACTION

SINGLE PURCHASE
LIMIT FOR MCCG

DAILY VOLUME LIMIT
FORMCCG

DAILY AMOUNT LIMIT
FORMCCG

06659RETAI 0 0 0

=> Add/RemoveMCCgroups
TEMPORARY CREDIT LIMIT

TEMPORARY CREDIT LIMIT START DATE

TEMPORARY CREDIT LIMIT END DATE

TEMPORARY CASH ADVANCE LIMIT

TEMPORARY CASH ADVANCE LIMIT START DATE

TEMPORARY CASH ADVANCE LIMIT END DATE

ADDITIONAL

DOD CARD ACCOUNT MAINTENANCE - IBA

SUBMIT CANCEL

o Please complete and submit the maintenance form below. Fields marked with the (§) symbol are not real time fields.

vese eeve 0237 2612

®
©

Account Maintenance — Form Details Screen

4.

Verify the PCS Indicator is set to Y and update
if necessary.

From the PCS section, complete the Mission
Critical Start Date and Mission Critical End
Date fields of the form.

Note: The mission critical start date has to be
greater than today’s date and only occur on
business days.

The elapsed time between start and end date
cannot exceed more than 120 calendar days.

Depending on the PCS, you may need to
complete additional fields/sections such as:

« Start Pad Days and End Pad Days. PAD days
are the number of days you want to give a
traveler as an extension to check in to their
next duty station

*« MCC Groups

« Temporary Credit Limit, Temporary Credit
Limit, Start Date and Temporary Credit Limit
End Date

When you are finished, click the Submit button.

A confirmation screen displays indicating the
form has successfully processed.

Click the OK button.

The CitiManager Home screen displays.
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Manage Application Requests (View Requests)

Key Concepts

You can search for and view all online application requests submitted through the CitiManager Site. APCs can approve or reject the
user requests as well as print the application.

From the View Request screen you can also:

« Override an approval

» Delete an application

« Download applications

» View Account Documentation

The option to approve and reject an application depends on the workflow and the status of the selected request.

The Delete Application Request link is only enabled when the Select Request Type is Individual online application, and the
application status is not Processed or Approved.

Request Status Descriptions

Request Status ‘ Description

Approved Application was approved by the non-cardholder and will be processed by Citi.

Draft Application was saved but not submitted.

More Information Requested Application was sent back by the approver requesting additional information.

Pending Final Review by Citi Request was placed in queue for CAS to process (e.g. when two applications were submitted

with the same social security number). This status is not updated in the CitiManager Site.
Contact your CAS for the current status of the request.

Processed Application was processed and a card will be issued.

Waiting for Approval Online Card Application request is awaiting non-cardholder approval.

Waiting for Approver1 Approval Application is awaiting Approver1 approval.
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Step-By-Step Instructions

Screen ‘ Step/Action

@
Do

ey
Cltl CitiManager # TEST COMPANY 005-US ~

Manage Card Program ~ Web Tools ~ Alerts ¥

Account Maintenance

Card Accounts Card Accounts

Create User »

User Search NOT AVAILABLE

0,
2 View Requests ACCOUNTS OVERDUE 50 A} 0 00
\ )
OUTSTANDING UNACTIVATED L

REQUESTS CARDS TOTAL RECENT ACTIVITY
20.00

TOTAL CREDIT REMAINING

Application Request Maintenance Request

REQUESTID  STATUS REQUEST TYPE REQUESTID  STATUS REQUEST TYPE

6124017465 | Waiting for approval Individual online application >
6123307859 Waiting for approval  Individual online application
6123307586 Waiting for approval Individual online application 3
6123307115  Waiting for approval Individual online application >

6123306521 Waiting for approval Individual online application >

CitiManager Site Home Screen

1.

From the navigation bar, position your mouse
over the Manage Users drop-down menu and
click the View Requests link,

OR

From the Home screen Application Request
section, click desired Request ID link and
continue to Step 5.
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Screen Step/Action

Py L 2 2. To perform a search, type the desired search
citi CitiManager B TESTICOMPANY 008 UsP ; 25 e e .
criteriain the Request ID, First Name or Last
Manage Card Program + Resources ¥ Web Tools Alerts ~ Sign Out Name fields and click the Search button.
HOME
Search e Note: To perform an advanced search use the

User Name, From Date and To Date fields.

REQUEST ID LAST NAME

To search for users at a specific hierarchy level,
click the Lookup Hierarchy link. If necessary,
o _ - o click the (+) plus sign icon to expand the

=) LoOKUP HERARCHY hierarchy. Select the checkbox for the desired
hierarchy and click the Select button.

test

(OLESS OPTIONS

The search results display at the bottom of

DOWNLOAD(XLS)

the screen.
REFINE BY REQUEST TYPE REQUESTID » NAME $ STATUS & REQUEST TYPE & LAST MODIFIED DATE &
~ Al 6253537572 PVTTESTACCOUNT  Processed Individual online maintenance  08/13/2021 05:48:18 PM
Note: To sort the results by the Request
6182289774 PVTTESTACCOUNT  Processed Individual online maintenance  10/20/2020 015033 PM ...
6154235375 PVTTESTACCOUNT  Processed Individual online maintenance  08/22/2020 052523 PM ... ID, Name, Status or Req uest Type, or Last
6154183443 PVT TESTACCOUNT  Processed Individual online maintenance  06/22/2020 02:2801 PM ... Modified Date COlUmnS, C|iCk the Column
6154182254 PVTTESTACCOUNT  Processed Individual online maintenance  06/22/2020 02:22:39 PM h ea.d er nam e
6147418369 PVTTESTACCOUNT  Processed Individual online maintenance  06/03/2020 10:23:56 AM
6114256917  PVT TESTACCOUNT  Processed Individual online maintenance ~ 11/06/2018 01:56:42 PM  +as 3. To further filter the req uests by type or status,
8114251215  PVTTESTACCOUNT  Processed Individual online maintenance  11/06/2019 01:26.02 PM

select the desired checkbox(es) in the Refine

6104427890 PVTTESTACCOUNT  Waiting for approval  Individual online maintenance ~ 08/16/2019 10:39:46 AM

0MZISSS PYTTESTACCONT  Processes vl omne manenarce  OS1S2010 032N . by Request Type or Refine by Status sections
6104197113  PVTTESTACCOUNT  Processed Individual online maintenance  08/14/2019 111818 AM ... dis played on the left-side of the screen.
6093463062 PVTTESTACCOUNT  Processed Individual online maintenance  05/15/2019 04:22:48 PM  +..
6093462916  PVTTESTACCOUNT  Processed Individual online maintenance  05/15/2019 042115 PM  va Note: De-select the All checkboxes first to
REFINE BY STATUS 6093461629  PVT TESTACCOUNT  Processed Individual online maintenance ~ 05/15/2019 04:1125PM  +.s activate the SOI't o ptIO n CheCkbOXeS .

Al

Approved The requests displayed are filtered by the

Orat options selected.

Moare information required

Processed 4. Toview arequest, from the Request ID column,
e click the link for the request you wish to view.

<

A%

Waiting for approval

Waiting for Signed Gopy

The View Request screen displays.

More >>

REFINE SEARCH

Search for Requests Screen
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Screen | Step/Action

5. Review the application details.

Cl’ﬁ CitiManagEr B TEST COMPANY 005 -US + .
Note: To expand a section header, click the (+)
Home Manage Users ~ Manage Card Program ¥ Resources ¥ Web Tools ™ Alerts ¥ Sign Out p|us sign iCOn.
HOME = VIEW REQUESTS . . . . . .
6. When you are finished reviewing the application,

View Request ) . )
select either the Approve or Reject radio button.

OV\e\'f€Approve€Reject Request. . . . .
Note: If the application is rejected, you are

LIS AT UETAIE required to type a reason for the rejection

6069998471 Walting for approval 091132018 120741 PM 29208 USRS in the Comments field and then click the

T$2 US Travel Corparate Liability Lang Form DOWNLOAD Save comment link. By default, the Allow for

DELETE APPLICATION Resubmit checkbox is selected. De-select the

CARDHOLDER INFORMATION @ h kb f b . . . ” d

R B ACCOUNT DOCUEITS checkbox if resubmission is not allowed.

se0aco0t T 7. When you are finished, click the Submit button.
COMPANY NUMBER

9999081 A confirmation message displays.

NAME LINE 2

N -
FIRST NAME
Michelle
LAST NAME
Kup
MERCHANT CA f CODE
MCC GROUP MCCG STATUS MCC GROUP SINGLE PURCHASE LIMIT FOR
ACTION MCCG

=> Add/RemoveMCCgroups
“SHIPPING ADDRESS ®

TS2 US Travel Corporate Liability Long Form
& APPROVE

REJECT

SUBMIT CANCEL  SAVE COMMENT

APPROVAL HISTORY

ACTION DATETIME APPROVER RE-APPLY DESCRIPTION

View Request Screen
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Search for User and View Details

Key Concepts
You may search for users (Cardholder and Non-Cardholder) and view their account details such as:

« Card details

« Contact details

« Userroles

« User entitlements
» Hierarchy details

From the User Details screen you can also use the links that display on the right-hand side to:

« Reset auser’s password

» Deactivate a user

« Update a user

« Assign/Unassign applications

Step-by-Step Instructions

Screen ‘ Step/Action

. ) 1. From the navigation bar, position your mouse
citi | CitiManager B TESTCOMPANY 005 -Us © AR v over the Manage Users drop-down menu and
click the User Search link.

po
D

Manage Card Program v Resources v Web Tools ~ Alerts v Sign Out

Account Maintenance The Search screen displays.

Card Accounts Card Accounts -

Create User

User Search NOT AVAILABLE

0,
L view Requests ACCOUNTS OVERDUE 50% 0 0 0
OUTSTANDING UNACTIVATED -

REQUESTS CARDS TOTAL RECENT ACTIVITY
$ 20.00

TOTAL CREDIT REMAINING

Application Request Maintenance Request

REQUESTID  STATUS REQUEST TYPE REQUESTID  STATUS REQUEST TYPE

6124017465 Waiting for approval Individual online application 3
6123307859 Waiting for approval Individual online application ¥
6123307586 Waiting for approval Individual online application >
6123307115  Waiting for approval  Individual online application >

6123306521 Waiting for approval Individual online application  »

CitiManager Site Home Screen
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Screen ‘ Step/Action

o~

Ccrt

CitiManager & TEST COMPANY 005-US ~

Manage Users ~ Manage Card Program ~ Resources ~

HOME
Search

SEARCH FOR USERS

FIRST NAME LAST NAME

Test

CARD NUMBER 'COMPANY NAME

TEST COMPANY 005 - US

EMPLOYEE ID STATUS

(O LESS OPTIONS

& @ a

Web Tools ¥ Alerts ~

Sign Out

BASIC SEARCH>>

User Search

EMAIL ADDRESS

HIERARCHY DETAILS

FOORUPHIERARGHK

2. To perform a search, type the desired search
criteriain the First Name, Last Name or
Username fields and click the Search button.

Note: To perform an advanced search use the
Card Number, Company Name, Email Address,
Employee ID and Status fields.

To search for users at a specific hierarchy level,
click the Lookup Hierarchy link. If necessary,
click the (+) plus sign icon to expand the
hierarchy. Select the checkbox for the desired
hierarchy and click the Select button.

The search results display at the bottom of the
screen.

Note: To sort the results by the Username, Full

—~
Cltl CitiManager @ TEST COMPANY 005-US ¥

Manage Users ~ Resources ¥

Manage Card Program ~

HOME = SEARCH
User Details
CARD DETAILS

PVT TESTACCOUNT TEST COMPANY 005

kmtcO05ch
CONTACT DETAILS

TESTMANAGER JACKSONVILLE FL

14000 CITI CARDS WAY

32.2;3545900 e@mu o 302130273[‘12 1'

UNITED STATES OF AMERICA
(1)-00000000000000000

USER ROLE(S)

CARDHOLDER

USER ENTITLEMENTS
Account summary Message Board
Add another account Profile
Alerts. Search
Card maintenance

View FAQ

Links/Help

View requests

USERNAME * FULL NAME & CARD NUMBER ROLE EMAIL ADDRESS & STATUS
T —————— oo Name or Email Address columns, click the
_Unregistered— PVT TEST ACCOUNT LISA GIBBONS@Test.com column header name.
--Unregistered-- PVT TEST ACCOUNT Jane.Smith@noemail.com . .
R 3. From the Username column, click the link for
--Unregistered-- PVTTESTACCOUNT ~ sssesssssans! 9079 Mike.Smith@nnoemail.com
--Unregistered-- PVTTESTACCOUNT  sseerersanns; 8813 Kate.Nelson@noemail.com the Card accou nt you WISh to view.
kmtc005ch PVTTESTACCOUNT ~ eeccsereancef 0942 Cardholdk @mail Activated . .
e e e The User Details screen displays.
prtest1 PVTTESTACCOUNT  ssssssssssss] 2751 Cardholder tester testmanager@testf com Activated
Search Screen
& u R 4. As necessary, click the link for the desired

Web Tools ™ Alerts Sign Out

RESET PASSWORD
HIRARGHY EIAS ACTIVATE/DEACTIVATE USERS
UPDATE USER
A ASSIGN/UNASSIGN APPLICATIONS
UNITED STATES OF AMERICA ASSIGN/UNASSIGN COMPANIES
RESET REGISTRATION DETAILS

302-302-3021

User Details Screen

function that displays on the right-side of the
screen.
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Retrieve Forgotten Username

Key Concepts

If you forget your username, you will need to retrieve it in order to log into the CitiManager Site. When you are finished submitting the
request, 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

» Your contact phone number

» The zip code/postal code associated with your user profile
« The e-mail address associated with your user profile

Step-By-Step Instructions

Screen ‘ Step/Action

1. Navigate to www.citimanager.com/login.

citi CitiManager

The Cltilanager Site Login screen displays.

2. Click Forgot User ID link.

User 10 Password

The Forgot Sign On — Username — Select Role
screen displays.

DOWNLOAD THE CITIMANAGER APP
Manage your Citi
Commercial Card

CitiManager® At Your Service Getting Back to Business Travel? Top 10 Features on CitiManager

Whether you're traveling or reconciling Have any Questions? Click learn more for video Managing your card with CitiManager is now

expenses, CitiManager makes managing your tutorials and frequently asked questions. easier than ever! Find out what you can do.
Citi Commercial Card quick and easy.

CitiManager Site Login Screen
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Screen | Step/Action

54321

Kate. Smith@noemail.com

Kate Smith@ncemail.com

m caneer e

Forgot Sign On — Username — Enter Details Screen

3. Select the Non Cardholder/Card Applicant
citi | citiManager role radio button and click the Continue
LoGiN The Forgot Sign On — Username — Enter
Forgot Sign On - Username Details screen displays.

1. Select Role.
@ selectyourrole
Cardholder
® Non Cardholder/Card Applicant
Forgot Sign On — Username — Select Role Screen

4. Inthe First Name field, type your first name.
citi CitiManager ]

5. Inthe Last Name field, type your last name.

I . - Country drop_down st select your
Forgot Sign On - Username country.

s 7. Inthe Contact number field, type your contact
€D Enter details to retrieve your sign on - usemname. The fields marked with asterisk (*) are mandatory phone number. On|y numeric values are allowed.
FERSONAUDETALS 8. Inthe Zip/Postal code field, type the zip code

e associated with your user profile.
9. Inthe Email Address field, type the e-mail
Smith
address associated with your user profile.
CONTACT DETAILS . . .
10. In the Confirm Email Address field, re-type the
UNITED STATES OF AMERICA - e-mail address that is associated with your user
profile.
1 ~ | -| 7275555555
11. Click the Continue button.

The Forgot Sign On — Username — Helpdesk
Verification screen displays.
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Screen | Step/Action

cn’ﬁ CitiManager

LOGIN
Forgot Sign On - Username
1. Select F 3. Helpdesk Verification.

@ Enter details to create your new password. The fields marked with asterisk (*) are mandatory.

HELPDESK VERIFICATION

Mother's Maiden Name

m e

Forgot Sign On — Username — Helpdesk Verification Screen

12.

In the helpdesk verification answer field,
type the answer to the helpdesk verification
question and click the Continue button.

The Forgot Sign On — Username — OTP Details
screen displays.

Note: You have three attempts to answer the
helpdesk verification question correctly.

Cfﬁ CitiManager

LOGIN
Forgot Sign On - Username

1. Select Role. 2 Enter Details. 3. Helpdesk Verification. 4. OTP Details.

o Your CitiManager session requires additional authentication. Please select your preference for receipt of a One Time
Passcode. A Passcode will be delivered according to your preference after you select Continue.

Text Message< Message and Data Rates May Apply >

® Call Office

8 (XOOXXXX8282)

Call Mabile

CONTINUE CANCEL

Forgot Sign On — Username — OTP Details

13.

From the OTP Details screen, select the
appropriate contact option and click the
Continue button.

A passcode is sent via text message or phone

call depending on the option you have selected.
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Screen ‘ Step/Action

citi CitiManager

LOGIN
Forgot Sign On - Username
1. Select Role. 2. Enter Details. 3. Helpdesk Verification. 4. OTP Details.

o Please enter the One-time Passcode received

ONE-TIME PASSCODE

CONTINUE CANCEL

Forgot Sign On — Username — Input OTP

14. From the One-Time Passcode field, type the
passcode you were provided and click the
Continue button.

A confirmation message displays.

An email has been sent to the specified Email

Address with your username.

Confirmation Message

15. Click the OK button.

The CitiManager Site Login screen displays and
the CitiManager Site sends an e-mail with your
username.
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Reset Forgotten Password

Key Concepts
If you forget your password, you will need to reset it in order to sign in to the CitiManager Site.
To reset your password, the following information is required:

« Avalid username

« The zip/postal code associated with your profile
« The e-mail address associated with your profile
« Your Helpdesk verification answer

Step-By-Step Instructions

Screen ‘ Step/Action

1. Navigate to www.citimanager.com/login.

—~

cit CitiManager

2. Click the Forgot Password link.

user 10 Password

The Forgot Password — Select Role screen
displays.

DOWNLOAD THE CITIMANAGER APP

Manage your Citi
Commercial Card

Remember User ID

CitiManager® At Your Service Getting Back to Business Travel? Top 10 Features on CitiManager

Whether you're traveling or reconciling Have any Questions? Click learn more for video Managing your card with CitiManager is now
expenses, CitiManager makes managing your tutorials and frequently asked questions. easier than ever! Find out what you can do.
Citi Commercial Card quick and easy

Learn More Learn More Learn More

CitiManager Site Login Screen

The CitiManager Site Login screen displays.
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Screen | Step/Action

3. Select the Non Cardholder/Card Applicant role

=~

ciu CitiManager radio button and click the Continue button.
I | e Forgot Password — Enter Details screen
LOGIN displays.

Forgot Password

1. Select Role.

@ selectyour role.

Cardholder

®) Non Cardholder/Card Applicant

m e

Forgot Password — Select Role Screen

4. Inthe Username field, type your username.

Cfﬁ CitiManager . . .
5. Inthe Zip/Postal Code field, type the zip code

I | ssociated with your user profile.

LOGIN . . .
ForgetPassword 6. Inthe Email Address field, type the e-mail
s 2. Entor Dotais. desk\ ; : address associated with your user profile.
@ Enter details to create your new password. The fields marked with asterisk (*) are mandatory. 7. Inthe Confirm Email Address fie|d, re _type
SERNAME the e-mail address associated with your user
Katysmith profile.
54321 8. Tovalidate the information entered, click the

Continue button.

katy.smith@noemail.com

(FIRM EM ss The Forgot Password — Helpdesk Verification
katy smith@noemail.com screen displays.

m e e

Forgot Password — Enter Details Screen
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Screen ‘ Step/Action

citi CitiManager
LOGIN

Forgot Password
1. Select Role. 2. Enter Details elpdesk Verificat, 4. OTP Details.

o Your CitiManager session requires additional authentication. Please select your preference for receipt of a One Time
Passcode. A Passcode will be delivered according to your preference after you select Continue

Text Message< Message and Data Rates May Apply >

Call Office

8 (XXXXXX8282)

Call Mobile

m e

Forgot Password — OTP Details — Select OTP Option

- 9. Inthe Helpdesk Verification Answer field, type
citi’  citim R .
Hianager the answer to the verification question.
_ 10. Click the Continue button.
LOGIN
Forgot Password The Forgot Password — OTP Details screen
ES e E 3. Helpdesk Verification. 4 d"splays.
ﬁ Enter details to create your new password. The fields marked with asterisk (*) are mandatory.
HELPDESK VERIFICATION QUESTION
Mother's Maiden Name
HELPDESK VERIFICATION ANSWER
Forgot Password — Helpdesk Verification
11. From the OTP Details screen, select the

appropriate contact option and click the
Continue button.

A confirmation message displays indicating a
temporary message has been created and set to
your email address.
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citi | citivanager

LOGIN
Forgot Password

4. OTP Details.

o Please enter the One-time Passcode received.

ONE-TIME PASSCODE

CONTINUE CANCEL

Forgot Password — Enter OTP Details

12.In the One-Time Passcode field, type the
passcode you were provided and click the
Continue button.

A confirmation message displays indicating a
temporary message has been created and sent
to your email address.

Atemporary password has been generated and sent
to your email address.

Forgot Password — Temporary Password Message Screen

13. Click the OK button.

The CitiManager Site Login screen displays.
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