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User Guide Overview

Document Scope

This CitiManager® Site User Guide provides detailed step-by-step instructions for the most common CitiManager Site functions used
by Cardholders.

Your Access and Configuration 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. Some fields are defined at the company level so there may be variances in what is described in this User
Guide based on your agency/organization’s setup.

Screen captures in this guide contain dummy data for personal information and it is used for illustrative purposes only.
Web-browser Compatibility

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

Basic Navigation
Key Concepts

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 account — including your credit limit, total balance and available credit. You can also view recent transactions
that have posted since your last statement. Use the navigation options from the header and the side navigation bar as well as quick
links to navigate to additional account information and preferences.

Home Screen

Screen ‘ Descriptions

CHATWITHUS# | Contact Help Desk Header

CITI® COMMERGIAL GARDS
T

0 “ETD us-gmm;e@ne ctr

CitiManager
1. Your agency/organization name displays in the

header. If you have access to more than one,
you may select it using the drop-down list.

©

$20,000.00

Credit Limit

s17,959.64

Available Credit @

s2,040.36

Current Balance

s1,983.36

Due by 11/09/2022 @
Make a Payment 2 .

Click the My Profile link to view or modify your
profile information.

w00

3. Click the Log Out link to sign out of the
- Recent Activity @ CitiManager Site.
9 Advanced Search >>
Recent Authorization(s) 10 4. Click the Envelope icon to view the message

TRANSACTION DATE

POSTING DATE

TRANSACTION DETAILS

EXCHANGE RATE

AMOUNT STATUS

10/19/2022 13:46:02

View All

Unbilled Transaction(s)

TRANSACTION DATE

POSTING DATE

Airport

TRANSACTION DETAILS

EXCHANGE RATE ~ AMOUNT

57.00 Approved

10/19/2022

10192022

View Al

10/19/2022

10/20/2022

PAYMENT RECEIVED — THANK 1

Airport

-426.24

1 57.00

Screen Components

5. View high-level account metrics such as credit

6. Use the account drop-down arrow to toggle
between card accounts if you have more
than one.

7. Usethe quick links to request a replacement
card, view requests, statements or alerts.

8. Inthe Recent Activity section, you can view

board.

limit, available credit, current balance and
amount due. If your agency/organization allows
you to make payments, the Make a Payment
link displays. For centrally billed accounts, the
amount due by your company displays.

Recent Authorizations which are authorized or
declined transactions that have not yet posted
to the account and Unbilled Transactions
which have posted since your last statement
and will appear on the next one.
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Screen

CITI® COMMERCIAL CARDS

CitiManager

$20,000.00

Credit Limit

=37 5009 G

Recent Activity (8

s17,959.64

Available Credit @

s2,040.36

Current Balance

CHATWITHUS#8 | GostactHelp Desic

(1 158 W GTD Us-@mm‘;e@ne ctr

s1,983.36

Due by 11/09/2022 @
Make a Payment

10192022

View Al

10/20/2022

Airport

1

15 Q) Advanced Search >>
Recent Authorization(s) 10
TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE AMOUNT STATUS
10119/2022 13:46:02 Airport 57.00 Approved
View All

Unbilled Transaction(s)

TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE
101192022 10/19/2022 PAYMENT RECEIVED - THANK 1

Descriptions
Side Navigation Bar

9. Click the Homeicon to return to the Home
screen.

10. Click the Cards icon to view an overview of your
card account, payment information, statements,
aging of balance, recent transactions and your
card contact information.

11. Click the Statements icon to select a monthly
statement to view and also view recent activity,
change your paperless settings and view
disputes.

12. Click the Resources icon to view messages,
access FAQs and Links & Help.

13. Click the Alerts icon to manage your alert
subscriptions, view the audit log and view
on-demand mobile alert information.
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My Profile Overview
Description

The My Profile screen allows you to access links that are used to view your user role, hierarchy and entitlements. Additionally, you may
update the following depending on your entitlements:

« CitiManager Site contact details

« User preferences such as language, date and time format and currency
» Password

» Reset challenge questions

« Change your primary company if you are assigned more than one

« Assign/Unassign Alternate user

« View application and maintenance request history

My Profile Screen
Screen ‘ Descriptions
[ ™ - - . . .
" i 1. Click the My Profile link from the header.
A GtiManager TRANRG U ey o y
i 2. Click the links that display on the left side of the
My Profile: User Preferences . p y_ . .
B8 2 screen to view and maintain profile information.

U A =
CONTACT INFORMATION o Update your preferences. The fields marked with an asterisk (*) are mandatory.

< VERIFICATI N

CARD MAINTENANCE

Mother's Maiden Name hi
USER ROLE AND HIERARCHY

SWER
ENTITLEMENTS

USER PREFERENCES

CHANGE PASSWORD

RESET CHALLENGE
QUESTIONS

FERRED LANG

ENGLISH -
MERGE USERNAMES

CHANGE PRIMARY COMPANY

LINK/UNLINK CARD

ACCOUNT PREFERRED DATE

MM/DD/YYYY =
ASSIGNUNASSIGN
ALTERNATE USER e EEDOEn e A

PREFERRED TIME FORMA
APPLY FOR NEW CARD 12hr clock -
REQUEST HISTORY PREFERRED TIME ZONE
CITIMANAGER LOG IN PST-Pacific Standard Time h

HISTORY

RED CURRENCY FORMAT

System Default -
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Card Details Overview

Description

The Card Details screen provides a high-level summary of your card account information including the following:

« Card Overview: Card name, number and status, hierarchy, employee ID, credit limit, total balance, cost center and default

accounting code

« Payments: Last payment made, next payment due, view history (if entitled)

« Statements: Recent transaction activity, previous statements
« Aging of balance information (1-120+ Days)
« Contact information associated with your card/statement

Depending on your program and agency/organization’s settings you may also be entitled to perform account maintenance, request a

refund and view refund requests.

Card Details Screen

CitiManager

HOME

Card Details

CARD OVERVIEW

NAME ON CARD
CE TEST ACCOUNT 22

HIERARCHY
9999201-0029000-0039001

CURRENT BALANCE
$000

STATEMENTS (2

Number of Days

0

Total Past Due
Amount

$0.00

FIRST NAME
CE

cIry
NEW CASTLE

EMPLOYEE ID
1234567903

FAX NUMBER
00000000000000000

RECENT 23 DEC 2019

AGING OF BALANCE (3

Past Due 1-30 DAYS
$0.00

CARD NUMBER
anes weee 0037 2612

EMPLOYEE ID
1234567903

COST CENTER
Not Available

PAYMENTS = VIEW HISTORY

23NOV 2019 23 0CT 2019

31-60 DAYS 61-90 DAYS
$0.00 $0.00

LAST NAME
TEST ACCOUNT 22

STATE
DE

PHONE NUMBER
2222222222

EMAIL ADDRESS
cardholder@noemail com

ompany
CE DOD TRAVEL IB - US

ACCOUNT STATUS
Open

CREDIT LIMIT
$ 2500

DEFAULT ACCOUNTING CODE
Not Available

23 SEP 2019 23 AUG 2019

91-120 DAYS > 121 DAYS
$ 0.00 $0.00

CARD CONTACT INFO | EDIT>> @)

ADDRESS LINE 1
1WAY

COUNTRY
UNITED STATES OF AMERICA

MOBILE PHONE NUMBER
2222222222

ZIPIPOSTAL CODE
19721230001

Welcome, CE

My Profile | Sign Out

5

ACCOUNT UPGRADE
CARD MAINTENANCE

VIEW ACCOUNT
DOCUMENTS

‘ Descriptions

1.

The Card Information section displays the
card name, number and status, hierarchy,
employee ID, credit limit, total balance, cost
center and default accounting code and
payment information.

In the Statements section click the Recent or
statement date icons to view recent transactions
or current and previous statements.

The Aging of Balance section displays historical
balances from 1to 120+ days.

. The Card Contact Information section displays

the contact information associated with your
card or statement including name, address,
phone numbers and e-mail address.

On theright-side of screen, additional links
display based on your entitlements. Links could
include Card Maintenance, Request Refund or
View Refund requests.
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CItl

Statements Overview

Description

The Statements screen displays an overview of your recent transactions, your current statement or a statement from the previous

36 statements.

You can also download your statement and dispute a transaction if it billed to your statement within the previous 60 days.

Statements Screen

Screen Descriptio

CitiManager

HOME
Statements

sTaTements @)

Cl

ENT 23DEC 2019 23NOV 2019  230CT 2019

OVERVIEW FOR AUG 24 TO SEP 23 (3

CARD NUMBER
weee suee =37 2612

$4.00

Billed Tra

DOWNLOAD (PDF

TRANSACTION
DATE 7

TRANSACTION TOTAL

NAME ON CARD
CE TEST ACCOUNT 22

PAYMENTS RECEIVED
$0.00

nsactions 4

csv, x.s) (B

POSTING DATE TRANSACTION DETAILS

Cl
-us My Profile | Sign Out

pARIG RN 23 AUG 2019

PREVIOUS BALANCE
$0.00

AVAILABLE CREDIT
$21.00

EXCHANGE RATE

BALANCE DUE
5400

PAYMENT DUE DATE
100182019
Make Payment

ADVANCED SEARCH >>

AMOUNT DISPUTE

09/10/2019

09/10/2019 Gas Station

9
m R

8.
400

. The overview section provides balance and

. Alist of billed or recent transactions for the

. To view additional transaction detail, click the

The Statements section displays an overview
of your statement and allows you to toggle
between statements by clicking the icon for the
statement date.

If you have more than one card account, use
the drop-down arrow to toggle between card
accounts.

payment information for the dates displayed.

statement display.

Use the search field to perform a basic
transaction search by the details, amount
or date or click the Advanced Search link to
narrow your search.

Click the Download link to download a
statement.

The list of transactions will display the
transaction date, posting date, details and
amount.

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

Click the Dispute button to dispute a
transaction.
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Getting Started
What is CitiManager?
Description

The CitiManager Site is a powerful online tool that allows Cardholders to view and manage their account at any time. Based on your
agency/organization’s set up, some of the key self-service activities may include:

+ Retrieve a forgotten username or password

« View recent activity and current and past statements

« View credit limits, total balances and transaction level detail

« Make a payment

« Requestarefund

« Manage e-mail and mobile alerts

« Dispute a transaction and view the dispute once it’s submitted
« Manage preferences and update contact information

For Department of Defense Cardholders who do not have a CitiManager profile, the CitiManager Site will send you Registration ID and
Passcode e-mails once activity is recorded on your Cardholder account. Once received, you can complete the CitiManager Site self-
registration process to access your account details.
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Apply for Card Using an Invitation Passcode
Key Concepts

Before you can apply for a new card, an Invitation Passcode and the inviter’s e-mail address are required. Both are obtained from your
Agency Program Coordinator (APC).

Once you have submitted your application, you will receive a confirmation message when the necessary approvals have been received,
either from a Supervisor and/or APC.

You can view the status of your application in the CitiManager Site by using the username and password created during the
application process to log in and navigate to My Profile > Request History. Refer to the View Application and Maintenance Request
History topic in this user guide for additional information.

Once your card application is approved, the account will be linked to the CitiManager Site username and password that was created
during the application process. This will allow you to log in to the CitiManager Site to view balances, credit limits, statements and
perform other self-service tasks.

Step-by-Step Instructions

Screen ‘ Step/Action

1. Navigate to citimanager.com/login.

citi CitiManager nitas
et Aot 2. From the CitiManager Site Login screen header,
click the Apply for a Card Today link.

The User Registration screen displays.
DOWNLOAD THE CITIMANAGER APP Crﬁ —
S e
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.

== T i

CitiManager Site Login Screen



http://citimanager.com/login

PR
ITI

CitiManager Site Quick Start Guide/DoD — Cardholder | Getting Started C

Screen ‘ Step/Action

3. Select the Invitation Passcode radio button
and click the Continue button.

I | . User Registration — Invitation Passcode/

LoGIN Inviter’s Email screen displays.
User Registration

o~

citi CitiManager

e Welcome to CitiManager. Please select the proper registration process for your organization. You should have received one of the
following codes from your Program Administrator. If you do not have a code, please contact your Program Administrator.

® |nvitation Passcade
Prefilled Application Code

m e

User Registration Screen

4. Inthe Invitation Passcode field, type the
Invitation Passcode that was provided to you by

LOGIN | USER REGISTRATION 5. Inthe Inviter’s Email Address field, type the
User Registration - Invitation

Passcode/lnviter's Email

citi’ CitiManager

Inviter’s Email address that was provided to you
by your APC.

1. Passcode Verification 2_Sign on Details 3. Country Language 4. Card Application Details

6. Click the Continue button.

Q You will be prompted in the next four steps to register for the CitiManager website and complete the card application
Step 1 of 4: - Please enter the Invitation Passcode and Inviter's Email Address provided by your organization. Please contact your card

program administrator if you do not have these details. The User Registration —_— Sign—on Details screen
displays.

Kate Smith@noemail.com

m AR

User Registration — Invitation Passcode/Inviter’s Email Screen

10
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Screen ‘ Step/Action

ot S — 7. Complete the required fields in the Sign-on
Details and Personal Information sections.
I | ot The password and username
et Registration requirements display in a window as you type
1 2. Sign-on Details 3 Couri age 4 Card Appication Deta your password. A checkmark displays when the
o Step 2 of 4: - Please complete the information below to create your CitiManager User Profile. It is important you remember these details as your req Uirements are fu |fi | Ied'

username and password will be used for future CitiManager log-in and your verification question will be used by the Helpdesk for authentication in case you
forget these details.

8. Click the Continue button.

SIGN-ON DETAILS (O]

JISERNAM

A confirmation message displays indicating
your user ID has been created.

chuatl@

The CitiManager Site sends an e-mail
confirming the registration and username
SK VERIFICATION QUESTION created.

Mother's Maiden Name -

>DESK VERIFICATION ANSWER

ssssssss

ssssssss

PERSONAL INFORMATION ©
Katie

Smith
UNITED STATES OF AMERICA =
8315551212

OSTAI POCEXX-XXXX]

11111

katie.smith@noemail.com
IDRESS

katie.smith@noemail.com

User Registration Screen — Sign-on Details

9. Click the OK button.

The User Registration — Country and Language
screen displays.

Note: Based on your company’s set-up, this
screen may not display. Continue to Step 12.

10. The Select country and Select language fields
should be pre-populated based on what was
entered in the User Profile screen. Click the

Your user ID has been created successfully. Please

proceed further to apply for a card Continue button.

“ The Card Application Details screen displays.

Confirmation Message

11
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Screen ‘ Step/Action

11. Complete the required fields in all sections of
the application. Required fields are indicated by

I

Note: If the sections of the application are
User Registration Apply for card collapsed, click the (+) plus sign icon in the

4. Card Application Details

citi CitiManager

section header to expand them.

o Step 4 of 4: - Please complete the form below and submit.

12. When you are finished, click the Submit button
that displays at the bottom of the screen.

FORM DETAILS

1B Agency - US

An application submission confirmation

T message displays.
o 13. Click the OK button.

The CitiManager Login screen displays.
Smith

Note: The approving Supervisor will receive an
e-mail indicating your application is awaiting
their approval.

Contact Information
Residence Information
Additional Information

Spending Controls

As a service, Citi may notify you about important updates to your Account via an automated dialing system, pre-
recorded messages and/or SMS text messages to your wireless device. Examples might include notification of
returned mail or suspected fraud on your account. The typical wireless charges may apply from your wireless
carrier, however, there is no charge from Citi Should you provide us with your mobile number at any time, you
agree that Citi may use your mobile number to contact you. Should you prefer to not receive these notifications
on your wireless device, you may opt out by emailing the Bank at optoutcellconsent@eciti com

susmIT

User Registration Apply for Card — Card Application Details

12
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Register as a Cardholder
Key Concepts

As a Cardholder it is possible to register for the CitiManager Site so you can view your account information, view statements and
balances and perform other service tasks such as set your alerts or view your PIN.

To complete the registration process, you will need the following information:

« Your credit card number.

« The CVV security code from the back of your credit card.

« The last four digits of your Employee ID/Social Security Number that were provided to you during the application process.

Step-by-Step Instructions to Register as a Cardholder

Screen ‘ Step/Action

1. Navigate to citimanager.com/login.

—

citl CitiManager
Note: If you clicked the Click to register today!
Apply for a Card Today > & Need Assistance?
link from the Welcome to CitiManager e-mail
sent to you, start the registration process from
Step 3.
DOWNLOAD THE CITIMANAGER APP let\l —
Manage your Citi 2. From the CitiManager Site Login screen, click
T : .
Commercial Card the Register as a Cardholder link.
Lo The Register for Online Access 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.

m

CitiManager Site Login Screen

13
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citi

Screen ‘ Step/Action

e

Last 4 of Social — Employee ID — Date of Birth

3. Inthe Credit Card Number field, type your
Citi’  CitiManager 16-digit credit card number.
_ 4. Inthe Security Code (CVV) field, type the CVV
security code that displays on the back of your
credit card.
Register for Online Access D ) )) ) 1 5. Click the Continue button.
-E,‘;t:'n_:e sl :“edt e funbl i i The verify identity screen displays.
‘ et V.Y
I |
Register for Online Access
6. Inthe Last 4 of Social — OR — Employee ID
citi CitiManager English + — OR — Date of Birth field, type the number
during the application process. This number
is either the last four digits of your social
security number (SSN) or the last four digits of
Welcome, Sajjan137 - your Employee ID depending on your agency/
Next we'll need to verify your identity with / (_:;-?1\.\ organization set-up.
details that only you would know. ‘ d b | PR
0 Note: If you are a non-US Cardholder, the Date
of Birth field displays. Type you date of birth
Lest 4 digits of SSN -OR- Employee 1D in mm/dd/yyyy format or select it using the
il Calendar.
7. Click the Continue button.

The Verification Method screen displays.

14
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citi

Screen ‘ Step/Action

citi CitiManager

Verification Method
we'll finish the verification process by sending you a One:
Time Identification Code to a number you've already

provided. Please select the number below.

Where should we send your code?

Call Mol

o

Verification Method

8. Select the radio button for the phone number
where you want to receive the one-time
passcode.

Note: If you are not able to receive a one-time
passcode using the available options, click the
Register using temporary credentials, we’ll
send to the email we have on file link. The
screen will refresh and a Registration ID and
Passcode will be sent to your e-mail address.
Enter your Registration ID and Passcode and
continue to Step 12.

9. Click the Continue button.

The One-Time Code field screen displays.

citi CitiManager

2:46

Time remaining to enter code

One-Time Code
Enter the One-Time Identification Code sent to your mobile
phone (**=-*++-88G72)

i

One-Time Identification Code

10. In the One-Time Identification Code field, type
the one-time passcode code that was sent to
the option selected.

Note: The one-time passcode expires after
three minutes and you have six attempts to
enter it correctly. The time remaining displays
at the top of the screen. If time expires before
the one-time passcode is entered correctly, a
message window displays. Click the Try Again
button and then click the Resend code link to
have a code sent again.

11. Click the Continue button.

The Sign On Details screen displays.

15
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citi

Screen ‘ Step/Action

—~

cru CitiManager PP

Sign On Details

our username and passward for your new account.

Password Strength: Strong

ma75455@nonoemail.com

ma75455@noemail.com|

Sign On Details

12. In the Username field, type a username that
meets the requirements.

Note: If the username you entered already
exists, you will be asked to enter a different one.

13. In the Password field, type a password that
meets the requirements.

14. In the Confirm Password field, re-type the
password.

15. In the Primary Email Address field, verify the
e-mail address that is pre-populated based
on the e-mail address provided during the
application process and update it if necessary.

Note: This is the e-mail address that will be
used as your primary e-mail address in your
CitiManager Site Profile.

16. In the Alternate Email Address (Optional) field,
type an alternate e-mail address.

Note: This is an optional field. The alternate
e-mail address can be used for alerts.

17. Click the Continue button.

The Client Services Verification screen displays.

citi CitiManager

Customer Services

Verification
Select a question and create an answer to verify your
dentity anytime you call-in or contact Customer Services.

ek ok

mar Se

‘(ﬂ
\

Continue

Customer Services Verification

18. From the Client Services Question drop-down
list, select the question that will be used to
verify your identity when you call Customer
Service.

19. In the Client Services Answer field, type the
answer to the question you selected.

Note: This is a free-form field and it is not case
sensitive.

20.In the Confirm Client Services Answer field, re-
type the answer to the question you selected.

21. Click the Continue button.

The Review and Register screen displays.

16



CitiManager Site Quick Start Guide/DoD — Cardholder | Getting Started

citi

Screen ‘ Step/Action

citi CitiManager

Review and Register
Almaost done! Review and confirm your details to complete
the registration process.

Account Details

Username

Card Number

Account Name Sajjant3T Gohwall

 emm—
Register Account Back

Review and Register

22.Review the information displayed and when you
are finished, click the Register Account button.

The Confirmation screen displays indicating you
have successfully registered your account.

—~

citi CitiManager

All set, Sajjan137
o You've successfully registered your account.

Please keep this new username and password for futur
CitiManager® access.

Download the CitiManager® App

Manage your new Citi Corporate Card on the go.

Sign On

23.To continue to the CitiManager Site, click the
Sign On button.

The Security Questions screen displays.

Note: When you log in for the first time, you will
be asked to select and answer three challenge
questions. For subsequent logins, you may be
asked to answer one of the challenge questions
to complete the log in process.

17
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Screen ‘ Step/. n

24.Select, answer and confirm three challenge
questions and click the Save button.

Security Questions The CitiManager Site Home screen displays.

Select security questions and set answers to verify your identity anytime you log into your account

Note: You cannot select a challenge question
more than once.

Confirm Security Question Answer 1

What is your nickname?

Security Question Answer 2 Confirm Sacurity Question Answer 2

Security Question 3
Who is your favorite singer?

Security Question Answer 3 Confirm Security Question Answer 3

Security Questions

18
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Log In/Out of the CitiManager Site
Key Concepts

In order to access your account information in the CitiManager Site, you must login to the application using a valid username
and password.

You will be prompted to enter a one-time passcode (OTP) during the log in processes. When prompted, you will select a receipt option
from the available options. Once you enter the OTP, the CitiManager Home screen displays and you will not need to answer a challenge
question.

If you cannot remember your username or password, refer to the Retrieve Forgotten Username or Reset Forgotten Password topicsin
this user guide.

If you need additional information about CitiManager Site registration, refer to the Register as a Cardholder topic in this user guide.
When logging out of the CitiManager Site, be sure to use the Sign Out link so the system closes all your current session information
properly.

Do not close the CitiManager Site by clicking the browser or tab Close [X] button. Even though the browser/tab closes, your session
remains open. You will either need to clear your cache or close your browser to end the session.

You will be automatically logged out of the CitiManager Site after 15 minutes of inactivity. If you receive an expiration warning
message, you can click the OK button to keep your session open.

Step-by-Step Instructions

Screen ‘ Step/Action

1. Navigate to citimanager.com/login.

—~

Citl CitiManager i

2. From the CitiManager Site Login screen, type
your User ID and Password in the required
fields.

Apply for a Card Today > R Need Assistance?

3. Click the Sign On button.

DOWNLOAD THE CITIMANAGER APP

Manage your Citi [ e ) The One-time Passcode receipt options screen
Commercial Card 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.

=

CitiManager Site Login Screen
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Screen ‘ Step/Action

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

] Call Office, Call Home, and Call Mobile.
Select OTP Option

citi CitiManager

o Only the options currently set up in your
CitiManager Site profile will be available as

possible options.

5. Click the Continue button.

Select OTP Option Screen — E-mail

citi CitiManager

LOGIN

Select OTP Option

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 (XXXXXXX3333)< Message and Data Rates May Apply
Call Office (XXXXXX6666)

Call Mobile (XXXXXXX3333)

m e

Select OTP Options Screen — Text

20
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Screen ‘ Step/Action

6. Retrieve your OTP from the receipt option
selected.

[ > S O Find
P oo Q

¢ Categorize Follow Translate | Zoom
S - b Seleces

Delete Respond Maove Tags = Editin,

& Junk~

Zoom

mercialcards.admin@citi.com

]

Your One-time Passcode

Dear TEST USER10,

Your One-time Passcode 1s 43706500,

This passcode will expire in 120 seconds

Regards,

Citi® Commercial Cards

Global Customer Service

PLEASE DONOT REPLY TO THIS MESSAGE.
Protert yourself from online frand, or "phishing"

Remember, Citi will never ask you for your password, or to update personal or business information wia email. If you receive email you believe tobe
suspicious or fraudulent, please forward th to submitphish

OTP - E-Mail

Your Citi Commercial Card One-
Time PIN is Z6IAJ0.

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

OTP -Text

a9 7. Inthe One-time Passcode field, enter the
i e i eight-digit passcode received from the receipt

I | option you selected and click the Continue

LOGIN button.
Forgot Password
Select 4. 0TP Details. Note: A OTP sent by e-mail expires after

120 seconds. A OTP by voice message or text
expires after 100 seconds. Additionally, you

0 Please enter the One-time Passcode received.

Sulitil St r have six attempts to enter the OTP correctly.
"""""" If your OTP is expired, or you have more than
six failed attempts, you can click the Cancel
eanest button to return to the receipt options screen
oryou can log into CitiManager again to initiate
Enter OTP Screen the process from the beginning.

The CitiManager Site Home screen displays.
You have successfully logged into the
CitiManager Site.

CitiManager

I I
G ‘ S | ‘ ; 8. When you are ready to log out, from the
gk N etosaLus us - e e e —T ’
SO i CitiManager Site header, click the Sign Out link.

Sign Out The screen refreshes and the CitiManager Site

Login screen displays.
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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. You can also contact your APC for help

retrieving your password.
To retrieve your password, the following information is required:

» Avalid username
« The last six digits of your account number
» Your Helpdesk verification answer

Step-by-Step Instructions

Screen ‘ Step/Action

—

Citl CitiManager

Apply for a Card Today >

DOWNLOAD THE CITIMANAGER APP
Manage your Citi
Commercial Card

T Need Assistance?

CitiManager® At Your Service

Whether you're traveling or reconciling
expenses, CitiManager makes managing your
Citi Commercial Card quick and easy.

Getting Back to Business Travel?

Have any Questions? Click learn more for video
tutorials and frequently asked questions.

Learn More

Managing your card with CitiManager is now
easier than ever! Find out what you can do.

CitiManager Site Login Screen

1.

Navigate to citimanager.com/login.

From the CitiManager Site Login screen, click
the Forgot Password? link.

The Forgot Password — Select Role screen
displays.
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Screen ‘ Step/Action

3. Select the Cardholder radio button and click
the Continue button.

I, | The Forgot Password — Enter Details screen

LOGIN disp/ays.
Forgot Sign On - Username

1. Select Role.

citii  CitiManager

@ select your role

®) Cardholder
Non Cardholder/Card Applicant

‘CONTINUE CANCEL

Forgot Password — Select Role Screen

it 4. Inthe Username field, type your username.
citi itiManager
5. Inthe Card Number field, type the last six digits

I | ofyour card number.

LOGIN

Forgot Password 6. Inthe Enter the Code in the Image field, enter
St S o the CAPTCHA code displayed in the shaded
Enter details to creale your new password. The fields marked with asterisk (*) are mandatory. image.

Note: To listen to the CAPTCHA code, select the
Select Audio Challenge checkbox and click the
Play Audio button.

Katysmitn

7. Click the Continue button.

|03414
SELECT AUDIO CHALLENGE The Helpdesk Verification screen displays.

CONTINUE CANCEL CLEAR

Forgot Password — Enter Details Screen
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Screen ‘ Step/Action

8. Inthe Helpdesk Verification Answer field, type

—~

Citl CitiManager . . . )
the answer to the verification question and click
I | < Continue button,
LOGIN

Forgot Password The OTP Details screen displays.

3. Helpdesk Verification.

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

HELPDE SK VERIFIC

Mother's Maiden Name

m e

Forgot Password — Helpdesk Verification Screen

9. From the OTP Details screen, select the

—~

S | R appropriate contact option and click the
I | continue button.
LOGIN . )
A passcode is sent via text message or phone

Forgot Password
) call depending on the option you have selected.

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

®) (XXXXXX8282)

Call Mobile

m e

Forgot Password — OTP Details — Receipt Options Screen

10. In the One-Time Passcode field, type the

—

il | Eieneger passcode you were provided and click the
I | continue button.
LOGIN . . .
Forgot Password A confirmation message displays.
L OTFDacals. 11. Click the OK button.
o Please enter the One-time Passcode received A message d"splays indicating a temporary
ONE-TIME PASSCODE password has been generated and sent to
"""""" your e-mail address. Use this password to

the CitiManager Site. You will be prompted to

m CANCEL create a new password.

Forgot Password — OTP Details — Enter Passcode 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. Your can also contact your APC for help retrieving your username.

To retrieve your username, the following information is required:

« Your full account number
+ The embossed name as it appears on your card
» Your Helpdesk verification answer

Step-by-Step Instructions

Screen ‘ Step/Action

1. Navigate to citimanager.com/login.

—

citl CitiManager
2. From the CitiManager Site Login screen, click
Apply for a Card Today > & Need Assistance?
the Forgot User ID link.
e The Forgot Sign On — Username screen
DOWNLOAD THE CITIMANAGER APP cl"t\l —— disp’ays-
Manage your Citi
[ e ]

Commercial Card

CitiManager® At Your Service Getting Back to Business Travel?

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.

m

CitiManager Site Login Screen
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citi

Screen ‘ Step/Action

citi | CitiManager

LOGIN
Forgot Sign On - Username

1. Select Role.

€ select your role

& Cardnolder
Non Cardnolder/Card Applican

CONTINUE CANCEL

Forgot Sign On — Username — Select Role Screen

3. Select the Cardholder radio button and click
the Continue button.

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

citi CitiManager

LOGIN
Forgot Sign On - Username

2. Enter Details.

@ Enter details to retrieve your sign on - usemame. The fields marked with asterisk (*) are mandatory

Katie Smith

| 68273

SELECT AUDIC CHALLENGE

E
CONTINUE CANCEL CLEAR

Forgot Sign On — Username — Enter Details

4. Inthe Embossed Name field, type your name as
it appears on your card.

5. Inthe Account Number (Full Number) field,
type your full account number.

6. Inthe Enter the Code in the Image field, enter
the CAPTCHA code displayed in the shaded
image.

Note: To listen to the CAPTCHA code, select the
Select Audio Challenge checkbox and click the
Play Audio button.

7. Click the Continue button.

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

8. Inthe challenge question field, type the

cti  citim ; .
e answer to the challenge question and click the
EOCH Note: You have three attempts to answer the
Forgot Sign On - Username .
_ challenge question correctly.

3. Helpdesk Verification.

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

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

HELPDESK VERIFICATION QUEST]

Mother’s Maiden Name

m e

Forgot Sign On — Username — Helpdesk Verification Screen

9. From the OTP Details screen, select the

CitI | CitiManager appropriate contact option and click the
LOGIN A passcode is sent via text message or phone
Forgot 3'97“ 9" - Username call depending on the option you have selected.

Select Role er Details. 3. Helpdesk Verification. 4. OTP Details.

;\; 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

®) (XXXXXX8282)

Call Mobile

CONTINUE CANCEL

Forgot Sign On — Username — OTP Details — Receipt Options Screen

10. In the One-Time Passcode field, type the

citi CitiManager passcode you were provided and click the
LOGIN A confirmation message displays.

Forgot Sign On - Username
S g . 11. Click the OK button.

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

The system sends your username to the e-mail
address on file.

Please enter the One-time Passcode received

CONTINUE CANCEL

Forgot Sign On — Username — OTP Details — Enter Passcode Screen
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My Profile

Update User Preferences
Key Concepts
Itis possible to update the following CitiManager Site user preferences:

« Help Desk verification question and answer
« Language

« Hierarchy Sorting (Unit name or number)

» Date Format

» Time Format

« Time Zone

» Currency Format

The Help Desk verification question/answer is used to confirm your status with Citi when you call the Help Desk for assistance
(Corporate and Federal Government clients, except Department of Defense).

Step-by-Step Instructions

Screen tep/Action

e : . 1. From the CitiManager Site header, click the My
CitManager {h *™&roUs-uUs X Profile link that displays under your name.

The My Profile — User Preferences screen

$20,000.00 17,959.64  :2,040.36  :1,983.36 displays.

Credit Limit Available Credit @ Current Balance Due by 11/09/2022 @

Make a Payment

Recent Activity

Advanced Search >>

Recent Authorization(s)

TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE AMOUNT STATUS

1011912022 13:46:02 - Airport - 57.00 Approved
View All

Unbilled Transaction(s)

TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE AMOUNT

1011912022 10/19/2022 PAYMENT RECEIVED — THANK 1 42624 ¥

1011912022 1012012022 Airport 1 57.00 5
View Al

Home Screen
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Screen

‘ Step/. n

L

CitiManager

0 " "
Company Welcome, KATHE
[15H] TRAINING USE ONLY - US | My Profile |Sign Out

My Profile: User Preferences

CONTACT INFORMATION

CARD MAINTENANCE

USER ROLE AND HIERARCHY

ENTITLEMENTS

USER PREFERENCES

CHANGE PASSWORD

RESET CHALLENGE
QUESTIONS

MERGE USERNAMES

CHANGE PRIMARY COMPANY

LINK/UNLINK CARD
ACCOUNT

ASSIGN/UNASSIGN
ALTERNATE USER

APPLY FOR NEW CARD

REQUEST HISTORY

CITIMANAGER LOG IN
HISTORY

o Update your preferences. The fields marked with an asterisk (*) are mandatory.

* SELECT YOUR HELP DESK VERIFICATION QUESTION
Mother's Maiden Name =

YOUR ANSWER

CONFIRM YOUR /

12hr clock b

TIME ZONE

PST-Pacific Standard Time b

System Default hd

My Profile Screen — User Preferences

2. Make any necessary changes to your user
preferences.

Note: An asterisk (*) indicates a required field.
The Mobile Phone Number field is a required
field. If you choose not to provide your mobile
phone number, you must select the opt out
checkbox. Otherwise, you will not be able to
save your changes.

3. When you are finished, click the Save Changes
button.

A confirmation message displays at the top of
the screen.
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View Application and Maintenance Request History
Key Concepts
You can view information about your account application and maintenance requests including the following information:

» RequestID

« Status

» Request Type

» The date the request was last modified

« Audit information such as which fields have changed, when they were updated and by whom.
« Hierarchy

Itis also possible to download the Online Application Report, which provides a history of the request.

Step-by-Step Instructions

Screen ‘ Step/Action

—_— ) commy M= 1. From the CitiManager Site header, click the My
Profile link that displays under your name.

The My Profile: User Preferences screen

$20,000.00 :17,959.64  :2,040.36  :1,983.36 displays.

Credit Limit Available Credit @ Current Balance Due by 11/09/2022 @
Make a Payment

Recent Activity
Advanced Search >>
Recent Authorization(s)
TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE AMOUNT STATUS
10/192022 13:46:02 - Airport - 57.00 Approved
View Al
Unbilled Transaction(s)
TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE  AMOUNT
10/19/2022 10/19/2022 PAYMENT RECEIVED — THANK 1 -426.24 >
10/19/2022 10/20/2022

Airport 1 57.00 >

View All

Home Screen
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Screen Step/Action

[ 2. Click the Request History link.

<t Company
ﬁ CitiManager CE DOD TRAVEL IB-US | my Profile | Sign Out

A list of application and maintenance requests

HOME
My Profile: User Preferences display.
R o @ Update your preferences. The fields marked with an asterisk (*) are mandatory. Note: If there are no requests, a message
CARD MANTENANCE FICATION QUESTION displays indicating there are no requests for this
USER ROLE AND HIERARCHY i user.
ENTITLEMENTS o
USER PREFERENCES

* CONFIRM

CHANGE PASSWORD

RESET CHALLENGE
QUESTIONS

PREFERRED L
ENGLISH -
MERGE USERNAMES

CHANGE PRIMARY COMPANY

LINK/UNLINK CARD ACCOUNT

ASSIGN/UNASSIGN

ALTERNATE USER
PREFERRED TIME FORMAT
APPLY FOR NEW CARD
12hr clock b4
REQUEST HISTORY
PREFERRED TIME ZONE
CITIMANAGER LOG IN
HISTORY PST-Pacific Standard Time b4

System Default A

w poo e

My Profile — User Preferences

T . . . E)
A | Ciwanager G el s MEOTECE 3. Tosortrequests, click on header in which you'd
like to sort the requests.
HOME
Syl e Al 4. To view the hierarchy, expand the row for the
CONTACT INFORMATION o List of Application and Maintenance Requests desired request by C“Cking the e||ipSiS (...) Iink
CARD MAINTENANCE DOWNLOAD (s that displays to the right of the screen.
VIEWING 1-10 OF 23 «1 11213 »
USERROLEAND HIERARCRY REQUESTID v STATUS & REQUESTTYPE & LAST MODIFIED DATE &  MODIFIED BY & 5 TO View the deta”s of a Specific req UeSt, from
ENTITLEMENTS ; g CETEsT ) .
Jetn PRereRECee aidla e e HECERET. the Request ID column, click the link for the
CHANGE PASSWORD 6139692013 Pending Account Upgrade 04/29/2020 04:12:02 CE TEST d es | red req u est .
ACCOUNT 22

RESET CHALLENGE QUESTIONS

The application or maintenance request details
display with the approval history.

MERGE USERNAMES

CHANGE PRIMARY COMPANY

LINK/UNLINK CARD ACCOUNT

ASSIGN/UNASSIGN ALTERNATE
USER

APPLY FOR NEW CARD

REQUEST HISTORY

My Profile — Request History
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Screen

ﬁ CitiManager

HOME = MY PROFILE:REQUEST HISTORY

Request History

has been submitted but not yet processed

Request Details
Processed

6162673104

DOD CA

CCOUNT MAINTENANCE -IBA

DEMOGRAPHICS

EXPIRATI

ALTERNATE

ADDITIONAL
DOD CARD ACCOUNT MAINTENANCE - IBA
Approval History

07/23/2020 K
01:37:09

VIEW AUDITLOG VIEW ACCOUNT DOCUMENTS

Approved

(€D View Requests. Fields marked with the () symbol are not real time fields. Fields marked with ('f) indicate a previous maintenance request

Leom

CANCEL

T T
Welcome, CE
My Profile | Sign Out

Company
fih cF bob TRAVEL 18- US

07/23/2020 01:37-08 35602

®

7. Toview the Audit Log, scroll to bottom of screen

My Profile — Request Details

tep/A n

6. Toview additional information from the
Demographics or Additional sections, click the

(+) plus sign icon from the section header as
necessary.

click the View Audit Log button.

The Audit Log displays.
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Screen Step/Action
T T . . . . .
- company Welcome,CE 8. When you are finished viewing the Audit Lo
“ CitiManager CE DOD TRAVEL IB - US | My Profile | Sign Out y g g
scroll to the bottom of the screen and click the
HOME = MY PROFILE:REQUEST HISTORY
: : Back button.
View Audit Log
€D View applications and maintenance request audit history
Viewing 110022 | «| 123
Date & Time Of Change  Changed By Type Of Updated Field Qld value New Value Messages FIELD
Update STATUS
07/23/2020 SYSTEM Status NA Processed
01:37:15 PM
07/23/2020 SYSTEM Status NA Initiate Approved
01:37:09 PM
07/23/2020 SYSTEM Request NA
01:37:15 PM
07/23/2020 SYSTEM Field Mailing Address 1 PENNS WAY
01:37:09 PM Line 1
07/23/2020 SYSTEM Field Mailing City NEW CASTLE
01:37:09 PM
07/23/2020 SYSTEM Field Mailing Country  UNITED STATES OF
01:37:09 PM AMERICA
Audit Log
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Statements
View and Download Recent Transactions

Key Concepts

Recent unbilled transactions are transactions that have posted to your account but have not yet billed to a statement. The recent
unbilled transactions that display will appear on your next statement. The information displayed on the Recent screen is not
considered a final statement.

You can download transactions for individually or centrally billed accounts.

If you wish to print your 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

To View Recent Transactions

Screen ‘ Step/Action

‘ 1. From the CitiManager Site side navigation
CitiManager i D e bar, position your mouse over the Statements
button and then click the View Recent link that
displays at the top of the fly-out menu.

statemonts 12,291.37 $1,208.63 5604.29

Available Credit @ Current Balance Due by 08/14/2020 © The Statements — Recent screen displays. An
Heeasamen overview of the account displays at the top

of the screen. Recent activity displays at the

bottom of the screen.

2010

JUN 20 JUL 20

Go Paperiess

Note: If you have more than one card account,
T click the account number drop-down arrow
TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE AMOUNT STATUS in the Statements header to toggle between

Advanced Search >>

Payments

07/28/2020 = SUPERCENTER - 10.00 Approved accounts.

07729/2020 = SUPERCENTER = 14.74 Decline

Home Screen — View Recent Link
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Screen ep/Action

HOME

Statements

RECENT

This is not your final statement.

OVERVIEW FOR MAY 14 TO PRESENT

Welcome, JOHN C

o Company
CitiManager 1B COMPANY - US My Profile | Sign Out

— STATEMENTS

m v saREATONs

CARD NUMBER NAME ON CARD TOTAL BALANCE TRANSACTION TOTAL
XXXXXXXXXX667203 JOHN C CARD $ 2.258.20 $2.258.20
NEXT STATEMENT DATE BALANCE AS OF TOTAL DEBITS POSTED AS TOTAL CREDITS POSTED AS
05/14/2017 04/17/2017 OF 04/17/2017 OF 04/17/2017
$0.00 $0.00 $ 0.00
TOTAL PAYMENTS POSTED PENDING AUTHORIZATIONS PAYMENT DUE DATE
AS OF 05/14/2017 05/14/2017 05/23/2017
5000
$0.00
Recent Activities Hotel nﬂ
ADVANCED SEARCH »
DOWNLOAD (PDF, CSV, XLS,
EXCHANGE AMOUNT  DISPUTE
TRANSACTION DATE POSTING DATE TRANSACTION DETAILS RATE
03/14/2017 03/14/2017 HOTELS 1 400

Statements Screen — Recent Transactions/Search

2. 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 Recent Activities section and click
the Search button. Click the Advanced Search
link to access additional search criteria.

The transactions are filtered by the search
criteria entered.
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Screen ep/Action

i i Welcome, JOHN C =3 3. Toview additional transaction detail, click the
itiManager IB COMPANY - US My Profile | Sign Out
ellipsis (...) link that displays on the right-side
::Et . il of the row you wish to expand.
atements

The row expands and additional transaction
details display.

APR 2017 FEB 2017

This is not your final statement.

OVERVIEW FOR MAY 14 TO PRESENT

CARD NUMBER NAME ON CARD TOTAL BALANCE TRANSACTION TOTAL
XXXXXXXXXX667203 JOHN C CARD $2,258.20 $2,258.20
NEXT STATEMENT DATE BALANCE AS OF TOTAL DEBITS POSTED AS TOTAL CREDITS POSTED AS
05/14/2017 0a/17/2017 OF 04/17/2017 OF 04/17/2017
$0.00 $0.00 $0.00
TOTAL PAYMENTS POSTED PENDING AUTHORIZATIONS PAYMENT DUE DATE
AS OF 05/14/2017 05/14/2017 05/23/2017
$0.00
$000

Recent Activities Hotel nﬂ

ADVANCED SEARCH »
DOWNLOAD (PDF. CSV. XLS!
EXCHANGE AMOUNT  DISPUTE
TRANSACTION DATE POSTING DATE TRANSACTION DETAILS RATE
03/14/2017 03/14/2017 HOTELS . 300
NY
REFERENCE NUMBER  TRANSACTION TRANSACTION TRANSACTION
24614029253253000000 AMOUNT CURRENCY DETAILS Mo
576 400 usD More Information

m AP

Statements — Recent Transactions Additional Detail
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Step-by-Step Instructions

To Download Recent Transactions

Screen tep/Action

CitiManager

HOME

Statements

STATEMENTS

This is not your final sta’

OVERVIEW FOR MAY 14

CARD NUMBER
XXXXXXXXXX66T203

NEXT STATEMENT DATE

Company
1B COMPANY - US

tement.

TO PRESENT

NAME ON CARD
JOHN C CARD

BALANCE AS OF

Welcome, JOHN C
My Profile | Sign Out

TOTAL BALANCE
$2,258.20

TOTAL DEBITS POSTED AS

TRANSACTION TOTAL
$2,258.20

TOTAL CREDITS POSTED AS

05/14/2017 04/17/2017 OF 04/17/2017 OF 04/17/2017
$0.00 $0.00 $0.00
TOTAL PAYMENTS POSTED PENDING AUTHORIZATIONS PAYMENT DUE DATE
AS OF 05/14/2017 05/14/2017 05/23/2017
$0.00
$0.00
Recent Activities Hotel nﬂ
ADVANCED SEARCH »
DOWNLOAD (PDF. CSV, XLS!
EXCHANGE AMOUNT  DISPUTE
TRANSACTION DATE POSTING DATE TRANSACTION DETAILS RATE
03/14/2017 03/14/2017 HOTELS 3 00
VIEW AUTHORIZATIONS

Statements — Recent Transactions Download Link

1.

From the Statements — Recent screen, click
the Download link that displays under the
Recent Activities header.

The download options display in a new window.

Please select a download format.

Ocsv

@® Excel

Statement Screen — Download Options

2. Select the radio button for the desired

download format and click the Download
button.

Note: The download options are Comma
Separated Value (CSV) or Excel (XLS). Excel is
the default option. If you intend to print your

statement, Excel is the recommended format.

A download message displays stating that the

file will be cached to your computer.
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Screen ep/Action

3. Click the OK button.

A message displays at the top of the screen
indicating your document is ready for download
and the browser document option window
displays. The location of the Save or Open
options vary based on your browser settings.

Please note that the downloaded file may be
cached on your computer.

Statements Screen — Download Message

- s . —3 4. From the browser document option window,
CitiManager 1B COMPANY - US My Profile | Sign Out .
click the Open button.

The document opens in the selected format.

= Note: Once the document is open, you can print
Recent Activities el et it by selecting Print from the File menu.

ADVANCED SEARCH >

DOWNLOAD
TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE AMOUNT
03/14/2017 03/14/2017 RENTALS 176.99
03/14/2017 03/14/2017 HOTELS 298.74
03/14/2017 03/14/2017 AIRLINES 47952

Do you want to open or save Statement.pdf from cafeuat.cards.citidirect.com? par

Open save v || Cancel )
Statements Screen — Open Document
- g - Unbilled.xls [Compatibility Mode] - Microsoft Excel - = | =)
Home | Insert  Pagelayout Formulas Data  Review View  Acrobat  Securezp a @ o@ =
2 arial oA = & el A
= - £ | = pelcte - | B~ 2
g |B L U-|H A= £ g [ Format - | @ o il
d & Font 5 Alignment Number Styles Cells Editing
E6 M. >
A B c D £ F =
{ER 01/05/2012 01/00/2012 o 541E+21 b 24156 USD
HER 01/05/2012 01/09/2012 5 55419E+22 14557 USD
ER 01/06/2012 01/03/2012  "25247802006000132021158 —— — 2264 USD
HER 01/06/2012 01/09/2012  '55541862007010179011627 5583 USD
ER 01/09/2012 01102012 "25247802008000210019402 — 269 USD
RCHASE  01/09/2012 01/10/2012  55436872010600102087463 3036 USD |-
ER 01/10/2012 01/11/2012  "25140612011000018248101 - 1254 USD
HER 01/10/2012 01/11/2012  "25140612011000018248168 46 67 USD
ER 01/10/2012 01/11/2012  "25247802010000234016571 -_— 4275 USD
HER 01/10/2012 01/11/2012 '55446412011200923300012 3474 USD
ER 01/12/2012 01132012 "25140612013000018448709 - 199.08 USD
HER 01/12/2012 01/13/2012  25140612013000018448816 14.98 USD
ER 01/12/2012 01132012 "25247802012000285022799 —— - 834UsD |
HER 01/12/2012 0116/2012  '05410132013105110349974 12,99 USD
ER 01/13/2012 01/16/2012  "25140612014000018548929 - 1868 USD
HER 01/13/2012 014612012 '55432862013000358698652 116.83 USD |
¥ | Sheet1 3 0Kl v » ]

Statements Screen — Excel Document
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View and Download Statements
Key Concepts

You can view either your current statement or a statement from the previous 72 statements. You can also view recent transactions that
have not billed to your statement.

The Statements screen displays the following information:

« Anaccount, balance and payment overview
« Alist of transactions that have billed to your account
» Transaction details

From the Statements screen you can also download your statement and dispute a transaction. You can download transactions for
individually or centrally billed accounts.

If you wish to print your statement, it’s recommended you download it in PDF format. Once the PDF document is open, you can print it
by selecting Print from the File menu.

Step-by-Step Instructions

To View Statements and Transactions

Screen ‘ Step/Action

‘ 1. From the CitiManager Site side navigation bar,
position your mouse over the Statements icon
and then click the icon for the statement date

, 2 you wish to view. Use the Back and Forward
statements 'H2,291.37 $1,208.63 :604.29

Available Credit @ Current Balance Due by 08/14/2020 @ (< >) arrows to navigate between years.
Make a Payment

S CUE 28 The Statements screen displays for the month
selected. Billed transactions display at the
bottom of the screen.

. Y Welcome, Desmo_ | 137
ﬂ‘ CitiManager ITIDEMO TRAVEL USC2- US> My Profile | Sign Out B citi

2010

Go Paperless

Payments Advanced Search >>

Note: If you have more than one card account,
click the account number drop-down arrow

in the Statements header to toggle between
accounts.

Scheduled & Past Payments

TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE AMOUNT STATUS

07/28/2020 . SUPERCENTER e 10.00 Approved

07/2012020 . SUPERCENTER - 14.74 Decline

To view transactions that have posted to your
account but not yet to your statement, click the
View Recent link.

Home Screen — Select Statement Date
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HOME

Statements

This is not your final statement.

OVERVIEW FOR MAY 14 TO PRESENT

CARD NUMBER NAME ON CARD

XXXXXXXXXX667203 JOHN C CARD

NEXT STATEMENT DATE BALANCE AS OF

05/14/2017 0a/17/2017
$0.00

TOTAL PAYMENTS POSTED PENDING AUTHO

AS OF 05/14/2017 05/14/2017
$0.00

$0.00

i Company
CitiManager IB COMPANY - US

RECENT APR zO1T MAR 2017 FEB 2017

RIZATIONS

Welcome, JOHN C

My Profile | sign Out

STATEMENTS

TOTAL BALANCE TRANSACTION TOTAL
$2.258.20 $2.258.20

TOTAL DEBITS POSTED AS TOTAL CREDITS POSTED AS
OF 04/17/2017 OF 04/17/2017

$0.00 $ 0.00

PAYMENT DUE DATE
05/23/2017

m D

Billed Transactions Hotel
ADVANCED SEARCH »>
DOWNLOAD (PDF, CSV, XLS!
EXCHANGE AMOUNT  DISPUTE
TRANSACTION DATE POSTING DATE TRANSACTION DETAILS RATE
03/14/2017 03/14/2017 HOTELS 1 400

Statements Screen — Search

Screen ep/Action

2. 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 Transactions section and
click the Search button. Click the Advanced

Search link to access additional search criteria.

The transactions are filtered by the search
criteria entered.
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Screen ep/Action

e ™ Wecome,some | | 3. To view additional transaction detail, click the
1B COMPANY - US

CitiManager My Profile | Sign Out

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

The row expands and additional transaction
details display.

RECENT AFR 2017 MAR 2017

This is not your final statement.

OVERVIEW FOR MAY 14 TO PRESENT

CARD NUMBER NAME ON CARD TOTAL BALANCE TRANSACTION TOTAL
XXXXXXXXXX667203 JOHN C CARD $2.258.20 $2.258.20
NEXT STATEMENT DATE BALANCE AS OF TOTAL DEBITS POSTED AS TOTAL CREDITS POSTED AS
05/14/2017 04/17/2017 OF 04/17/2017 OF 04/17/2017
$0.00 $ 0.00 $0.00
TOTAL PAYMENTS POSTED PENDING AUTHORIZATIONS PAYMENT DUE DATE
AS OF 05/14/2017 05/14/2017 05/23/2017
5000
$0.00

Billed Transactions Hotel nﬂ

ADVANCED SEARCH »
DOWNLOAD (PDF, CSV, XLS

EXCHANGE AMOUNT  DISPUTE
TRANSACTION DATE POSTING DATE TRANSACTION DETAILS RATE
03/14/2017 03/14/2017 HOTELS 1 400
REFERENCE NUMBER  TRANSACTION TRANSACTION TRANSACTION
24614029253253000000 AMOUNT CURRENCY DETAILS Mo=
576 400 usD More Information

m e

Statements Screen — Additional Transaction Detail
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Step-by-Step Instructions

To Download Statements

Screen tep/Action

g ‘Company
CitiManager 1B COMPANY - US

HOME

Statements

STATEMENTS

This is not your final statement.

OVERVIEW FOR MAY 14 TO PRESENT

Welcome, JOHN C

My Profile | Sign Out

CARD NUMBER NAME ON CARD TOTAL BALANCE
HAXXXXXXXXE66T203 JOHN C CARD $2,258.20
NEXT STATEMENT DATE BALANCE AS OF TOTAL DEBITS POSTED AS
05/14/2017 o4/17/2017 OF 04/17/2017
$0.00 $ 0.00
TOTAL PAYMENTS POSTED PENDING AUTHORIZATIONS PAYMENT DUE DATE
AS OF 05/14/2017 05/14/2017 05/23/2017
$0.00
$000
Billed Transactions Hotel
DOWNLOAD (PDF.CS
EXCHANGE
TRANSACTION DATE POSTING DATE TRANSACTION DETAILS RATE

TRANSACTION TOTAL
$2,258.20

TOTAL CREDITS POSTED AS
OF 04/17/2017
$ 0.00

ADVANCED SEARCH »

AMOUNT  DISPUTE

03/14/2017 03/14/2017 HOTELS

m AR

1

4.00

Statements Screen — Download Link

From the Statements screen, click the
Download link that displays under the Billed
Transaction header.

The download options display in a new window.

Please select a download format.

@® PDF

O Excel

Statements Screen — Download Options

2. Select the radio button for the desired

download format and click the Download
button.

Note: Download options include Comma
Separated Value (CSV), Portable Document
Format (PDF) or Excel. PDF is the default option.

If you intend to print your statement, PDF is the
recommended format.

A download message displays stating that the
file will be cached to your computer.
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Screen ‘ Step/Action

3. Click the OK button.

A message displays at the top of the screen
indicating your document is ready for download
and the browser document option window
displays. The location of the Save or Open
options vary based on your browser settings.

Please note that the downloaded file may be
cached on your computer.

_ e

Statements Screen — Download Message
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Welcome, JOHN C

% Company
CitiManager 1B COMPANY - US My Prafile | Sign Out

v

Billed Transactions

DOWNLOAD (FDF, CSV, XLS;

TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANOE RATE

Screen Step/Action

Transaction Details, Amount or Date

ADVANCED SEARCH

AMOUNT

03/14/2017 03/14/2017 HERTZ RENTALS
03/14/2017 03/14/2017 HILTON HOTELS
03/14/2017 03/14/2017 DELTA AIRLINES

176.99

29874

479.52

Do you want to open or save Statement.pdf from cafeuat.cards.citidirect.com?

ighout the

In certain

Open Save = Cancel
Statements Screen — Open/Save Options
CITIBANK CORPORATE CARD Account Statement
Commerical Card ACcount
SMITH
r et Account Inquinies:
c It I Tall Free: HE00F2454553
Intermational: 142049547314 | Account Number: OGO X000XXE0-6888
TODTTY: 7T HEE-T276
= . f - ™\
fSummry of Account Activity ) Payment Information
Previous Balrce $0.02 My Balerca $0.00
Payments =0 Past Due Amourt $0.00
Cridits 20,00 Disputted Amount $000
Furcheses & Other Charges. $£24.99 Amount Over Credik Limit 000
Cach Trarsactions 20.00 Ivinimum Payrmert Cue 000
Cash Trarsaction Fess .00 Payment Due Date 1030/2017
Interest Charges 3000 Closing Date 10052017
o - Ceys i Blling Period 3]
. N X J
Credit Limnit 310
Pyailable Credit Limik 10 Send Motice: of Billing Ermors and Customer Service Inguinies toc
Cash Advance Limit L CITIBANEK, N.A., PO BOX 6125, SICUX FALLS SDSF 1176125
Pwmibblez Cash Advance Limit #
. J
Transactions
Post Trans
Date  Date MGG Reference Number Description/Locafion Amount
807 0a0E 5399 246501600451004383458885 1 —— a4 s 473
0908 0804 5812 24239000P48500013806363 2 80424 us 2026
0914 0an4 0000 7448503(PSBO0000000ESES 3 8501 PY
FINANCE CHARGE SUMMARY ¥our Arnual Percertage Rate (APR) s the ann_elinterest mte on your acocunt.
Type of Balance Annual Percentage Rates Periodic Rate* Balance Subject to Finance Charges

Statements — PDF

4. From the browser document option window,
click the Open button.

The document opens in the selected format.

Note: Once the document is open, you can print
it by selecting Print from the File menu.
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Make a Payment
Key Concepts

If your agency/organization allows it, you can make an online payment. If paying from a Savings account and/or Credit Union,
ensure your financial institution supports automated payments.

Before you can make a payment online you must enter your banking account information. The required information includes:

* Your bank routing number
» Your checking or savings account number

You may choose from the following payment amount options:

Payment requests received by 4:00 p.m. Eastern Time (ET) on a bank business day are posted to your Citibank Card account on the
same day.

Payment requests received after 4:00 p.m. ET on a bank business day will post the next business day.
Business days are Monday through Friday, excluding federal holidays.

For additional information about viewing your payment history, refer to the View Scheduled and Past Payments (View Payment
History) topic in this user guide.

Step-by-Step Instructions

Screen ‘ Step/Action

Contact Help Desk

: . . 1. From the CitiManager Site side navigation bar,
A CitiManager R e e S g el position your mouse over the Statements icon
and then click the Payments link.

ctatements 2,291 37 - 1 ,20863 560429 You can also click the Make a Payment link that

s Available Credit @ Current Balance Due by 08/14/2020 © displays on the Home screen (under Due in date)
Make a Payment
or on the Statements screen (under the Payment
JUN 20 JUL 20
Due Date).

The Payments screen displays.

Go Paperiess

Auginca searciine 2. Before you can make a payment online, your

Sl B b Pt - banking account information must be entered.
TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE AMOUNT STATUS
7282020 _ . _ 1000 Kpproved If the desired pay from account information
0712012020 - AR - e e already exists, go to Step 7.
Home Screen — Payments Link To add a new pay from account, click the Add
link from the Select Payment Account header
and go to Step 3.

The Account Information window displays.
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Screen

tep/A n

Account Information

@ Add an account. The fields marked with an asterisk
(*) are mandatory.

ACCOUNT TYPE
CHECKING ACCOUNT
BANK ROUTING NUMBER

1212m21

3.

From the Account Type drop-down list, select
the appropriate pay from account type.

In the Bank Routing Number field, type the
bank routing code for the account.

Note: The bank name will automatically
populate after you type a valid routing number.

‘ ) 5. Inthe Pay From Account field, type the account
—— number.
34343434
2K NAvE 6. Click the Save button.

BANK N.A. RICA,

The new bank account is added.
Note: To add another account, repeat Steps

3-6.

To delete an existing account, select the radio
button for the account and then click the
Delete link that displays on the right side.

SELECT PAYMENT AMOUNT

@® Current Balance:$ 629.39

O Amount Due:$ 629.39

O other Amount

ENTER PAYMENT DATE

04/19/2017

DISCLAIMER

Citibank Card account on this day.

AST PAYMENTS

* If we receive your request to make a payment online by 4:00 p.m. Eastern Time (ET), on a bank business day. your payment will post to your

- o Welcome, JOHN C 7. To select the desired pay from account, click the
CitiManager |B COMPANY - US My Profile | Sign Out . .
appropriate radio button.
HOME
Payments 8. Inthe Select Payment Amount section, click
= 1. Make a Payment 2. Confirm Payment 3. Success the radlo bUtton for the deSIred payment
option. If you selected Other amount, type the
SELECT PAYMENT ACCOUNT | ADD payment amount in the text entry field.
BANK ROUTING NUMBER PAY FROM ACCOUNT ACCOUNT TYFE BANK NAME 9 TO Schedule a payment in the future type a date
(O} 021000089 XXXXX0145 Checking account CITI E . ’
or select it from the calendar.
(@ 021000089 XXXXX2345 Savings account CITI ELETE
O 021000089 XXXXX3456 Checking account CImi ELETE 10' TO Smeit your payment’ C”Ck the Pay bUtton‘

The Confirm Payment screen displays.

= If we receive your request to make a payment online after 4:00 p.m. Eastern Time (ET). your payment will post the next business day.
= Business days are Monday through Friday, excluding Federal holidays. If paying from a Savings account and/or Credit Union, please ensure your

financial institution supports automated payments.

Payments — Make a Payment
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Screen Step/Action

- Company Welcome, JOHN G 0 11. Review your payment information and click the

CitiManager |B COMPANY - US My Profile | Sign Out
Confirm button.

HOME ()

Payments The Success screen displays your payment
information and a confirmation displays at the

1. Make a Pay! 2. Confirm Payment 3. Success
top of the screen.

You have requested the following payment

PAY FROM ACCOUNT ACCOUNT TYPE BANK ROUTING CODE BANK NAME

00K Checking account 121121121 cim

AMOUNT

$629.39

DISCLAIMER

* If we receive your request to make a payment oniine by 4:00 p.m. Eastern Time (ET), on a bank business day, your payment will post to your Citibank
Card account on this day.

* If we receive your request to make a payment online after 4:00 p.m. Eastern Time (ET), your payment will post the next business day.

* Business days are Monday through Friday, excluding Federal holidays. If paying from a Savings account and/or Credit Union, please ensure your financial
institution supports automated payments_

Payments — Confirm Payment

Welcome, JOHN C P 12. Click the OK button.

g Company

CitiManager 1B COMPANY - US My Profile | Sign Out
A The Scheduled & Past Payments screen
HOME
displays.

Payments play
1.Make a Payment 2. Confirm Payment 3. Success
REFERENCE NUMBER DATE OF POSTING DATE OF PAYMENT CARD NUMBER
089025 21-DEC-2016 04/19/2017 XXXXXXXXXX56027T
PAY FROM ACCOUNT/ACCOUNT ACCOUNT TYPE BANK ROUTING CODE BANK NAME
TYPE Checking account 121121121 cm

xxxxx/ Checking

AMOUNT
$629.39

DISCLAIMER

= If we receive your request to make a payment oniine by 4:00 p.m. Eastern Time (ET), on a bank business day, your payment will post to your Citibank
Card account on this day.

* If we receive your request to make a payment onfine after 4:00 p.m. Eastern Time (ET), your payment will post the next business day.

Business days are Monday through Friday, excluding Federal holidays. If paying from a Savings account and/or Credit Union, please ensure your financial
institution supports automated payments.

Payments — Success
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Alerts

Manage Alert Subscriptions
Key Concepts

As a Cardholder, you can set alerts so notifications are automatically sent via e-mail and/or to your mobile device when certain
selected activity occurs on your account, for example, when statements are available and when payments are received.

There are two types of alerts to which you can subscribe:

« Transactional Alerts — An alert is sent when a defined condition or threshold is met, for example an alert is triggered when a
payment is received or when a defined percentage of your credit limit is met.

« Account Alerts — An alert is sent when there are status changes to your account, for example when your address is changed or
when your statement is available.

Itis possible to enter up to five e-mail addresses and customize when you will receive your SMS alerts based on:

» Time zone
« Time of day
« Day of week

Once you have subscribed to mobile alerts in the CitiManager Site, you will receive a confirmation text message on your mobile device
with a four-digit PIN. The four-digit PIN must be entered on the PIN confirmation number screen in the CitiManager Site. Once the
PIN has been entered, the CitiManager Site will send another text to your mobile device confirming activation. The confirmation text
message is sent any time you change or enter a new mobile phone number.

On-Demand Mobile Alerts

In addition, once you have registered your mobile device number in the CitiManager Site, you have full access to on-demand mobile
alerts. On-demand mobile alerts allow you to request and receive immediate information such as account balances, payment
amounts and due dates. Refer to the Manage On-demand Mobile Alerts topic in CitiManager Cardholder User Guide for additional
information.

Step-by-Step Instructions

Scree ‘ Step/Action

. : ” 1. From the CitiManager Site side navigation bar,
A CitiManager R S i position your mouse over the Alerts icon and
then click the Alerts Subscription link.

53,500-00 52,29137 51,20863 <604.29 The Alerts Subscription screen displays.

Credit Limit Available Credit @ Current Balance Due by 08/14/2020 @
Make a Payment

Alerts

Advanced Search >>

Alerts Subscription

Audit Log TRANSACTION DETAILS EXCHANGE RATE AMOUNT STATUS

On-Demand Mobile Alerts
SUPERCENTER = 10.00 Approved

07/2912020 SUPERCENTER - 14.74 Decline

Home Screen — Alerts
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Screen ‘ Step/Action

2. To enter/edit the email address(es) where you
s want alerts sent, click the Email Addresses —
Edit link and complete the following steps when
the Email Address Preferences window opens:

Alerts Subscription

CONTACT PREFERENCES
a) Type and confirm up to five email addresses.

MOBILE PHONE NUMBER

EMAIL ADDRESS
(+) 17327891111 | AT&T | EDIT

hemant@noemail. com | EDI b) Click the Save button.

Alerts Subscription Screen

Email Address Preferences

ENTER ADDRESS(ES) CONFIRM ADDRESS(ES)

john.card@noemail.com john.card@noemail.com

TWO

johnc@test.net johnc@test.net

THREE THREE

Alerts Subscription Screen — E-mail Address Preferences
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Screen ‘ Step/Action

3. To edit your mobile number, your mobile
Alerts Subscription e carrier, and your notification preferences, click
the Mobile Phone Number — Edit link and

complete the following steps when the Mobile

CONTACT PREFERENCES
Number Preferences screen opens:
EMAIL ADDRESS MOBILE PHONE NUMBER .
hemant@noemai.com | EDIT (+)17327891111 | AT&T | EDIT a) In the Country Code and Mobile Number
field, type a valid mobile phone number
Alerts Subscription Screen where you wish alerts to be sent.

Note: Only numeric values are allowed in this
field. The country code defaults based on the
country associated with your profile.

Mobile Number Preference

b) Click in the Supported Carriers field and
MOBILE NUMBER CONTACT PREFRENCES select your mobile carrier.

PREFERRED TIME ZON

Note: If Sprint is your carrier, you are
automatically enrolled in this subscription
notification. This is a requirement of Sprint.
Canadian users are automatically enrolled in
this subscription due to regulations in Canada.

GMT

FROM

01:00 AM

o

--Select--

You can choose when you would

like to receive SMIS text alerts. If Songay c) Click in the Preferred Time Zone field and

no selection is made, you will Monday .

receive SMS text alerts at the Tuesday select your preferred time zone.

time they are processed. You Wednesday

may update your preferences at . . o

any time Thursday d) Click in the From and To fields and select the
g ;‘E’day time-frame in which you would like to receive

alerts.

e) From the list of weekdays, select the days you
would like to receive alerts.

Alerts Subscription Screen — Mobile Number Preference f) Click the Save button.
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Screen Step/.

n

. oy s — 4. To subscribe to alerts, select the Email Alerts
CitiManager AGENCY CORP 5-US ~ My Profile 'I Sign Out .
and/or SMS (Mobile Alerts) checkbox(es) for
e s " each of the alerts you wish to receive.
Alerts Subscription
To unsubscribe to alerts, deselect the Email
Alerts and/or SMS (Mobile Alerts) checkbox(es)
CONTACT PREFERENCES . .
for the alerts you no longer wish to receive.
Emall Addresses Moblle Phone Number
hemant@noemailcom | EDIT (4)11145555481 | ATST | EDIT Note: Some alerts may be greyed out and
unavailable. Available alerts are set by your
Q TRANSACTIONAL ALERTS ..
Program Administrator. Alerts that are selected
T Tl and greyed out are mandatory.
Alert Returned Mail T2 0 i . . .
T - For more information about each alert, click the
* Available Credit Remaining
pvalable Credt Remaming 08 @) | et 8 f i e vl v sl e v information icon next to the alert name.
Credit Limit Changed (i Some alerts require you to type or select a
Declined Transaction O e e e i b threshold setting that will trigger the alert.
o S —— For example, for the Available Credit
eclining Balance Expiry eclining Balance Expiry Approachin e .
approacning o . e i < Remaining % alert, you must select the desired
T ° Available Credit Remaining %. When the
Dispute Resolution Notice @ Dispute Resolution Notice & selected percent of remaining credit level is
S ansatitn @ tifcation wil occur for every ransaction made to the account, met, you will receive an alert.
excluding payments.
LA N 5. When you are finished, review the terms and
igh Value Transacticn o rioget an aiset. Enter A posTive rmberUp 075 > - .
= ot e it g conditions at the bottom of the screen and if
Payment bue/inuoice ) you agree, select the checkbox.
Payments Received @ Notification of payment reversals, if any will be sent out via email
Note: If you do not agree to the terms and
Reminder: Payment Past Due /
vt i conditions, you will not be able to receive alerts.
APCOURTRLEEE 6. Click the Save button.
SMs
e e The alerts settings are saved and a confirmation
Account Cancellation Notice [ ] .
. message displays at the top of the screen. The
Account Cancelled Notice
— o . PIN confirmation number screen displays if you
ccount Suspension Notice
) elected to receive alerts on your mobile device
Address Changed (i ] >
——— 0 - for the first time or you changed your mobile
New Statement Available o Z phone number.
Pt meete O Note: If you elected to receive alerts on your
Card Delivery Issue Notice . . . .
! " mobile device, you will receive a text message
Lost/Stolen Card Notice (i ] ¥ . V. .
with a PIN. On the CitiManager Site PIN
My Card Application Status [ ] . .
o confirmation number screen, type the PIN
My Card Maintenance Status
—_— . = = number received on your mobile device in the
PIN confirmation number field and click the
TERMS & CONDITIONS .
Confirm button.
Terms & Conditions: Message and Data Rates May Apply. For a list of supported carriers, click here. To suspend
SMS text alerts, uncheck the SMS text alerts above or text STOP to 462484 (GOCITI). For help, text HELP to [#] from
your mobile device. 462484 (GOCITI).
Alerts Subscription Screen — Alert Selections
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View PIN

Key Concepts

During the activation process, you are prompted to set up a four-digit PIN that may be used at certain merchant terminals. In order to
process your transaction, some merchants require that you enter the four-digit PIN as an additional layer of security.

You can view your PIN in the CitiManager site. If you would like to change your PIN, please contact Citi using the number on the back of
your card.

To view your PIN in the CitiManager site, you are required to enter either a one-time passcode (OTP) or the CVV/CVC (security code)
from the back of your card. The OTP option is only available if your mobile number/office numbers have been entered on your user
profile. If your mobile number/office numbers have not been entered on your user profile, you are required to enter the CVV/CVC from
the back of your card.

Step-by-Step Instructions

Screen ‘ Step/Action

S REllie SRR e e 1. From the CitiManager Site Home screen:

-

32
CitiManager fulli] GTD US -US  MyProfie | Sign Out (] citi

Click the Cards icon from the side-navigation
bar. When the Card Details screen displays,

s17 959 64 $2 040 36 s1 983 36 click the View Pin link that diSpIayS onthe

Credit Limit Available Credit @ Current Balance Due by 11/09/2022 @ right_ side of the screen.
Make a Payment

OR

Click the View Pin link from the quick links that

Recent Activity display on the black bar.

Advanced Search >>
Recent Authorization(s) The Card Details: View PIN screen displays
TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE AMOUNT STATUS either the OTP receipt Options Or the CVV/CVC
Code field.

10/19/2022 13:46:02 = Airport = 57.00 Approved

View All

Unbilled Transaction(s)

TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE  AMOUNT

Home Screen

CIME COMMERGIAL CARDS Contact Help Desk.
T T T T

o Company Welcome, Desmo._._ 4 n
CitiManager TRAINING USE ONLY - US  wy profile | Sign out [P citi
E HOME
Card Details
CARD INFORMATION 212323 CARD MAINTENANCE
VIEW PIN
CARD OVERVIEW
NAME ON CARD CARD NUMBER ACCOUNT STATUS
KAT GEORGEGE sees ceee a2 2323 Open-Card Activation Required
HIFRARCHY EMPLOYEE ID CREDIT LIMIT
1004600-0020000-0000001- 10100101010 $ 350000
0040002-25252525
CURRENT BALANCE COST CENTER DEFAULT ACCOUNTING CODE
$2.291.37 Not Available 1000000001
Date Account Opened
05/12/2011
PAYMENTS ' VIEW HISTORY
LAST PAYMENT RECEIVED
11/03/2019

Card Details Screen
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Screen Step/Action

‘GITI® GOMMERGIAL GARDS Gontsct Help Desk.

Welcome, Desmo...
My Profile | Sign Out

citr

Company
TRAINING USE ONLY - US

CitiManager

Home = Card Details

Card Details: View PIN

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

& Text Message < Message and Data Rales May Apply >
@ HXX0K2222

Call Office
Call Home

Call Mobile

ik

Card Details: OTP Options Screen

MMERCIAL CARDS Contact Help Dask.

T T T

Welcome, Desmo... P
My Profile | Sign Out

Company o
TRAINING USE ONLY - US citi

Home = Card Details

Card Details: View PIN

‘ CitiManager

Card Details: Enter OTP

Gonisct Help Desk.
T T T

COMMERGIAL CARDS

Welcome,
My Profile

CitiManager (B4 citr

Company
TRAINING USE ONLY - US
Home ' Card Details

Card Details: View PIN

aaee 2323
‘Your PIN for use at ATM's and card terminals is 5858

Important Information

Do not leave your screen unattended with your PIN on display.

Do not write it down or keep a record of it - even in disguised form.

Do not tell anyone your PIN - even people claiming to be law enforcement or Bank staff.

Only enter your PIN when using your card at card terminals or ATMs.

Your PIN does not need to be used when making a transaction online, over the telephone or via email

View PIN Screen

2.

If the OTP receipt options display, select
the radio button for the desired option (text

message or call) and click the Continue button.

Once you have retrieved the OTP, enter itin
the One-Time Passcode field and click the
Continue button.

OR

If the CVV/CVC Code field displays, type the
CVV/CVC code from the back of your card and
click the Continue button.

Your PIN displays.
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