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Bulk On-line Application and Maintenance (BOLAM)
Overview

Bulk Online Application and Maintenance (BOLAM) allows companies to apply for and maintain accounts in bulk. The forms that

are utilized are a file version of what is created for the CitiManager® online forms. The process is meant for usage for 10 to 2,000
accounts. Based on your company set-up, the workflow for BOLA will vary. Refer to the Workflows section of this guide for additional
information.

BOLAM stands for Bulk On-line Application and Maintenance. We use the BOLA acronym when we are talking about new applications
only and we use the BOLM acronym when we are talking about account maintenance on existing accounts.

BOLA and BOLM files are spreadsheets that can be used via the CitiManager Site to deliver bulk requests for applications and
maintenance without relying on a Client Account Specialist (CAS). The CitiManager Site provides edits that alert the submitter when
they need to fix records before sending the file for processing. An e-mail is also sent to the submitter with the file processing results.
The e-mail will refer the submitter back to the CitiManager Site so any rejected record can be copied into a new spreadsheet, corrected
and then resubmitted.

There is an expedited card capability from BOLA, however, your company may or may not incur an additional fee according to your contract.
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Workflows

BOLA — Program Administrator to Citi Workflow

The following workflow provides an overview of the steps required by you and Citi during the Bulk Online Applications process if your
company uses the Program Administrator to Citi workflow.

BOLA — Program Administrator to Citi Workflow

Program
Administrator
monitors file status
to ensure all entries
completed

Program Program
Administrator inputs Administrator
cardholder data into uploads file into

template CitiManager

Program
Administrator
downloads template

Were all entries
successful?

Program
Administrator
creates new Unsuccessful entries
spreadsheet for returned for update
unsuccessful entry and resubmission
with corrections,

and uploads file
Successful entries

sent via file to our
internal processor

Information flows
through the
applications

processing system

Are there any errors
within the application
system?

Data received by
processor from
CitiManager

Card creation
complete

Citi

Review error with
Program
Administrator
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BOLA — Program Administrator to Card Applicant to Citi Workflow

The following workflow provides an overview of the steps required by Program Administrators, Card Applicants and Citi during the
Bulk Online Application process if the Program Administrator to Card Applicant to Citi workflow is used by your company, When this
workflow is used, Card Applicants are responsible for entering their personal data (e.g. address, phone number) on the form in the
CitiManager Site. Because this process relies on input from Card Applicants, the applications will not be completed and processed all
at once. Cards will only be created once the Card Applicant completes their portion of the application.

BOLA - Program Administrator to Card Applicant to Citi Workflow

Program Program CitiManager
Administrator inputs Administrator 8 g 8 Were all entries
. S monitors the file
Card Applicant data uploads file into successful?
: o status
into template CitiManager

Program
Administrator
downloads template

Program
Administrator
Program 8
Request enters o creates new Unsuccessful entries
. Administrator
Rejected by . . spreadsheet for returned for update
reviews failure : o
Processor status unsuccessful entries andresubmission
reason . .
with corrections and
uploads file

(via CitiManager)

Card Applicant
accesses
CitiManager and
completes
application

Successful entries
Application requests generate
enter DRAFT status registration emails
for each entry

Completed entries
are individually to
Citi’s internal
processor

Program Administrator/Card Applicant

Information flows Are there any
through the errors within the Card creation
application application complete
processing system system?

Data Received by
processor from
CitiManager

CITI

Failure reason
returned to
CitiManager
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BOLA — Program Administrator to Citi Workflow for Individual Liability or Program Administrator initiated BOLA

The following workflow provides an overview of the steps required by you and Citi during the BOLA process for individual liability
programs or Program Administrator initiated BOLA.

E-mail notification
sent to the future

Program
Program Program o

_— . o Administrator . q a
Administrator inputs Administrator monitors file status Were all entries Card Applicant, with
cardholder data into uploads file into successful? documentation

o Il i =
template CitiManager o EnSUreiall Entries regarding terms and
completed o
conditions

Program
Administrator
downloads template

Future Card
Applicant selected
Client creates new the “I agree” link.
spreadsheet for Unsuccessful entries
unsuccessful entry returned for update
with corrections, and resubmission
and uploads file

Successful entries
sent via file to our
internal processor

Program Administrator (via CitiManager)

Information flows
through the
applications

processing system

Data received by
processor from
CitiManager

Are there any errors
within the application
system?

Card creation
complete

Review error with
Program
Administrator

Canadian Individual Liability: For our Canadian portfolio, individual liability clients will be utilizing our Individual Online Application
(IOLA) process through CitiManager.
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Bulk Online Application (BOLA)

Key Concepts

Bulk Online Applications (BOLA) allows Program Administrators to initiate a large number of card applications in bulk using a file
upload process. If your company uses the Program Administrator to Citi workflow, Cardholders do not need to create their application
manually through the CitiManager Site. If your company is using the Program Administrator to Card Applicant to Citi workflow, Card
Applicants are required to enter personal data in the CitiManager Site before the application can be processed.

When uploading applications using BOLA:

« Only use the BOLA Form Template downloaded from the correct hierarchy in the CitiManager Site. Copy the hierarchy displayed in
the downloaded form to all records in the BOLA Form Template. It’s best practice to use one form per one hierarchy.

» Required fields may vary depending on your company setup and workflow. Program Administrators need to complete all required
fields before uploading the BOLA Form Template. For the Program Administrator to CITI workflow, the Program Administrator is
required to complete all card application fields. For the Program Administrator to Card Applicant to Citi workflow, the Program
Administrator completes the required fields on the BOLA Form Template and once it is submitted, registration details for the
CitiManager Site are sent to the Card Applicant and once they register and log in, they will complete the remainder of the fields and
submit the application to Citi for processing.

» Do not reorder or delete columns because it will cause your entire spreadsheet to fail.

« You can hide columns you do not use or color code (highlight) them to suit your needs to ensure they are completed. You do not have
to make the columns visible or remove the highlights for the spreadsheet to process.

« Country designations in North America are either USA (United States) or CAN (Canada).
« Use anew BOLA Form Template for each bulk upload; do not create a new tab in the same document.
» For optimal processing and reporting results, it’s recommended that you limit the number of records loaded per day to 1,000.

» BOLA files process between 8:00 A.M. and 6:00 P.M. EST, Monday through Friday. File cut off times still apply because files that
begin at the cut off time have to be given time to complete prior to our nightly processing. Processing time for a file is determined
by file size and is volume dependent.

« Onceyou have completed the spreadsheet, it must be uploaded to the CitiManager Site. After it is uploaded, monitor the status
and verify if any rows were rejected. The larger the file and number of BOLAs in the queue, the longer the processing time will be
to complete.

» For Individual Liability programs, once the BOLA has been successfully uploaded and there are no errors, a consent e-mail is sent
to Cardholders and they must agree to the terms and conditions before the application is processed. The status of applications
can be viewed on the View Requests screen and those that are pending Cardholder consent will have a status of Waiting for email
consent. The consent e-mail will be re-sent automatically at a frequency based on your company’s set-up (e.g. 2, 4, 6, 8,10 days).
The consent e-mail can also be re-sent manually from the View Request screen by clicking the Resend BOLA Email Consent link
on the right-side of the screen. It is not possible to change an incorrect e-mail address for an auto or manual resend of the e-mail
consent. It’s recommended that a new BOLA be uploaded with the correct e-mail address and the old application be deleted.
Applications that are pending Cardholder consent may be automatically deleted based on your company’s setup (e.g. After 60,

90 days). Applications can also be deleted manually from the View Request screen by clicking the Delete Application Request
link on the right-side of the screen. Only applications in Waiting for email consent can be deleted. Once the application has been
approved, it cannot be deleted by you or Citi. Your company may also be set-up to prevent duplicate applications for someone who
has the same name and e-mail address.
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| Bulk Online Application (BOLA)

Download the Bulk Online Application Form Template

Note: Itis recommended you download the BOLA Form Template if you have not done so prior and any time your form has been updated.

Step-by-Step Instructions

Screen ‘ Step/Action

AGENCY CORP S -US | =

CitiManager

citi

Manage Users ~ Resources & Tools ™ Alerts ¥

File Management
Print Multiple Statement

— Reports

0
3%
OUTSTANDING
REQUESTS
111390

Set Alert:
o 42%
UNACTIVATED
‘CARDS
819

Set Passcode

$ 6.00

TOTAL CREDIT REMAINING

Application Request Maintenance Request

1. From the navigation bar, position your mouse
over the Manage Card Program drop-down

menu and click the File Management link.

Sign Out

The Document Management screen displays.

$ 0.00

TOTAL RECENT ACTIVITY

REQUESTID  STATUS REQUEST TYPE REQUEST ID STATUS REQUEST TYPE

6282003166  Waiting for approval  Individual online application There are no pending Maintenance requests that are waiting your
6280379501  Waiting for approval  Individual online application > approval

6279857558  Waiting for approval  Individual online application >

6249141133 Waiting for approval  New Account Application >

6209843827 Waiting for approval  New Account Application >

6209843751 Waiting for approval  Individual online application >

6203555757 Waiting for approval  Individual online application >

Manage Card Program — File Management Menu

o~

- J
citi CitiManager AGENCY CORP5-US | ~ ~

Home Manage Users ~ Manage Card Program ~ Resources & Tools ~ Alerts ~
HOME

Document Management

SR AR @ Dovnload Bulk Online Application Form Template

VIEW HIERARCHY SELECT FUNCTION

SETALERTS Bulk Online Application

SELECTACTIVITY
Download Bulk Online Application History
Upload Bulk Online Application Data File
Update PA Email Address For Status Emails
® Download Bulk Onfine Application Form Template

Download Bulk Online Application Form Template

DOWNLOAD

2. From the Select Function drop-down list, verify
Bulk Online Application is selected. If not,
select it from the drop-down list.

Sign Out

From the Select Activity section, select the
Download Bulk Online Application Form
Template radio button.

Click the Download button.

The Download Form Template screen displays.

Document Management Screen
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Screen ‘ Step/Action

5. Click the (+) plus sign icon to expand the

T CitiManager AGENCY CORP5-US | = . . .
cru g hierarchy tree. Select the hierarchy to which you
Home Manage Users ¥ Manage Card Program ¥ Resources & Tools ¥ Alerts ¥ Sign Out WOU|d Iike the Card accounts to be Set Up u nder

and click the Download button.

HOME = DOCUMENT MANAGEMENT

Bownlead Eoiml-mplae The select format window displays.

€ Dovnload Bulk OLA form. Please select one or more hierarchies and click on Download button to download form(s)

HIERARCHY
O 1089996 TEST ACCTS-AGENCY CORP 5
(¥) [¥] 0020000 IMPLEMENTATIONS TESTING

/:;\ 0025020 AGENCY CORP 5LVL 2 25020

DOWNLOAD CANCEL

Download Form Template Screen

6. Select the Download Excel Template or
Download Text Template radio button and click
the Download button.

A message displays indicating the file may be
cached to your computer’s hard drive.

Please select a format to download!

¢ Download Excel Template

Download Text Template

DOWNLOAD CANCEL

Select Format Window

7. Click the OK button.

A message displays indicating the file
downloaded successfully.

Please note that the downloaded file may have been cached to your local
computer's hard drive.

“ s

Download Message Window
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Bulk Online Application (BOLA)

Screen ‘ Step/Action

— s
Cltl CitiManager AGENCY CORP5-US | *

Xls

Home Manage Users ~ Manage Card Program ~ Resources & Tools Alerts

(] File downloaded successfully

HOME  DOCUMENT MANAGEMENT
Download Form Template

@ Download Bulk OLAform. Please select one or more hierarchies and click on Download button to download form(s)

HIERARCHY
©) 1089996 TEST ACCTS-AGENCY CORP 5
(Dl + 0020000 IMPLEMENTATIONS TESTING
0025020 AGENCY CORP 5 LVL 2 25020

DOWNLOAD

CANCEL

Recent download history x

@s  TSYS_APP_202312211138_Kz8habGotGF8
FITVnOKzbtMIWvWyHigLGecZW6IAHO=

Full download history

8. To open the form, navigate to Recent Download
History (Chrome) Download History (Edge) and
click the Open link.

The BOLA Form Template opens in the selected
format.

Browser Document Options Window

TSYS_APP_202402221302_htdkF... ™

9. Complete the required fields and save the

fle ~ Home Insert Draw Pagelayout Formulas Data Review \View Automate Help Acrobat SecurezP | 2 || & | document to your Computer’s hard drive. Refer
fw A | [aa [ - E 9, | | A conditional Formatting ol ’
M~ | BN = AT A T Format as Table ~ o=y
L it | 2 i et e to the Complete the BOLA Form Template
o =4 Hiv & A - - [ Cell Styles ~ 2 - . e . .
topic for additional information about
Clipboard Font Fl Styles Analysis Sensitivity Add-ins ~
= 5 = 3 completing and saving the spreadsheet.
A B [ D E ]
1 |Form ID PA Email Address 430 Company Number 412 Identifier for Card Unit498.First Name 499 Middld
2 |System pre-filled data in the ¢ REQUIRED: Enter the Level »REQUIRED: BOLA: Ente REQUIRED: First Name on tt OPTIONA
3 [a9892 jane com I Jane Mancy
4
=
Sl
7]
8 |
9|
10/
1]
12|
13]
14
15|
16|
17|
18|
19|
20
21] =i
22| ‘ =
| BOLASheet-1 | @ | o
Ready [@ % Accessibility: Unavailable [ Display Settings B M ———+ 100
BOLA Form Template

10
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Complete Bulk Online Application Form Template

Note: You can make formatting changes, such as hiding unneeded columns or highlighting mandatory fields. Do not change the text in
the headers or delete or move any columns.

Step-by-Step Instructions

Screen ‘ Step/Action

Autoseve @) [5] TSVS APP AN2A0222130 Hd. ~ P 1. Populate the BOLA Form Template with all of
File Home Insert Draw Pagelayout Formulas Data Review View Automate Help Acrobat  SecureZIP |7\ \il the required information

% [arial [<[w0 - ] (o7 | | BEH Conditional Formatting~ | [pmi | | [ O] ’
ﬁj 5 || ey — |ﬂ P Format as Table IEI \ﬁ‘ . .
e e e A e CRN e Notes: The PA Email Address is populated
Clipboard 1 Font sl | Styles | Anaiysis | Sensitivity | Add-ins | ™ based on the proﬁle ofthe user who
o § 4 e -

downloaded the form. The Form ID, PA Email
and the Identifier for Card Unit/ Hierarchy are

A B T D E pre-filled and are mandatory for each record in

1 |Form ID PA Email Address 430.Company Number 412 Identifier for Card Unit498 First Name 499 Middle
i rfgvﬁsézm pre-filled data in the [}ME o REQUIRED: Enter the Level )IREQU\RED, BOLA: EnIEEEEEnSUIRED, First Name on Irﬁ:;\\[])NAL: the Spl‘eadsheet. Please Copy thls InfOI’matlon
5 down to each record.
6 |
7| . .
& If your organization manages MCCGs at a
o Cardholder level, they should be added to the
: BOLA Form Template.
14
15 . .
8 Refer to row two of the form for field formatting
18 H
s requirements.
20
2
= -

BOLA Sheet -1 ® 4l O
Ready [® T Accessibility: Unavailable L& Display Settings i) mo-—a—t 100%

BOLA Form Template (Excel Spreadsheet)

Wl S5t X 2. When you are finished, save the file as an Excel
(R Tt e 7 Deskiop > BOLA *]° : spreadsheet to your computer’s hard drive.
Organize = New folder - @ .
! : From the File menu, select Save As.
@ OneDrive - Citi S
i e v s The Save As window displays.
Microsoft Teoms 3. Navigate to the desired folder location on your
Shiy computer’s hard drive.
= This PC
-'inf‘p' 4. Inthe File name field, type the new name of the
B Documents spreadsheet.
¥ Downloads
f:f[ Note: The file can be saved using any standard
i videos file naming convention, however each file that is
0y . . .
. ' uploaded must have a unique file name to avoid
Save as type: Excel 97-2003 Workbook (") v uploading the same file multiple times and to
o assist with troubleshooting.
Osa
The file must be saved in .xls format, not .xlsx
A Hide Folders Tools ~ Cancel . ’
or an error will occur.
Excel Save As Window .
5. Click the Save button.

The file is saved to your computer’s hard drive
and is ready to be uploaded.

1
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Upload Completed Bulk Online Application Form Template

Step-by-Step Instructions

Screen ‘ Step/Action

1. From the navigation bar, position your mouse
over the Manage Card Program drop-down
menu and click the File Management link.

cm CitiManager AGENCY CORP 5-US | » 2 =

Manage Users ~ Resources & Tools > Alerts ~ Sign Out

fle e o The Document Management screen displays.

Print Multiple Statement

—. Reports

3°A) Set Alerts | 42%
$ 0.00
OUTSTANDING UNACTIVATED -

REQUESTS CARDS TOTAL RECENT ACTIVITY
= 6.00 w

TOTAL CREDIT REMAINING

Application Request Maintenance Request

REQUEST ID STATUS REQUEST TYPE REQUEST ID STATUS REQUEST TYPE

6282003166 Waiting for approval  Individual online application > )
There are no pending Maintenance requests that are waiting your

6280379501 Waiting for approval  Individual online application > approval

6279857558  Waiting for approval  Individual online application >
6249141133 Waiting for approval  New Account Application >
6200843827 Waiting for approval  New Account Application >

6209843751 Waiting for approval  Individual online application >

Manage Card Program — File Management Menu

12
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Bulk Online Application (BOLA)

Screen Step/Action

CitiManager

AGENCY CORP5-US | =

cti

Home Manage Users ~ Manage Card Program ~ Resources & Tools ~ Alerts ¥

HOME
Document Management

JOCUMENT MANAGEMENT € Upload Buik Online Application File. The fields marked with asterisk (*) are mandatory
DOCUMENT MANAGEM Y

VIEW HIERARCHY SELECT FUNCTION

SET ALERTS

Bulk Online Application -

SELECTACTIVITY
Download Bulk Online Application History
® Upload Bulk Online Application Data File
Update PA Email Address For Status Emails
Download Bulk Online Application Form Template

UPLOAD BULK ONLINE APPLICATION DATA FILE

TSYS_APP_202312211138_Kz8habGotGF

UPLOAD

BROWSE

2. From the Select Function drop-down list, verify
Bulk Online Application is selected. If not,
select it from the drop-down list.

Sign Out

From the Select Activity section, select the
Upload Bulk Online Application Data File radio
button.

The Upload Bulk Online Application Data File
section displays.

From the Upload Bulk Online Application
Data File section, click the Browse button to
navigate to the updated Excel file (.xIs not .xIsx
format) saved locally to your computer’s hard
drive. Select the file and click the Open button.

The file name displays in the field to the left of
the Browse button.

Click the Upload button.

Document Management Screen

CitiManager processes the file and confirmation
message displays at the top of the screen.

Note: Exceptions may occur during processing
due to incorrect formatting of fields or omission
of mandatory fields. Exceptions that occur
should be reviewed in the Error Description file.
Applications will not be processed until errors
are resolved. Additionally, for Individual Liability
programs, the e-mail consent will not be sent
to Cardholders.
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Screen Step/Action

—~ -
C|t| Clthanager AGENCY CORP5-US | =
Home Manage Users ¥ Manage Card Program v Resources & Tools ¥ Alerts ¥ sign Out

HOME

Document Management

€ Download Bulk Online Application History

VIEW HIERARCHY

SELECT FUNCTION

SETALERTS Bulk Online Application i

SELECTACTIVITY

® Download Bulk Online Application History
Upload Bu pplication Data File
Update PA Email Address For Status Emails
Download Bulk Online Application Form Template

DOWNLOAD BULK ONLINE APPLICATION HISTORY

@ Please dick on the link to download the appropriate file

B 2 | = |

BH:: « s 0 -

UPLOADED/ARRIVED  ORIGINAL ERROR ERROR DESCRIPTION
DATE FILE FILE

VIEWING 1-20 OF 597

UPLOADED/ARRIVED FILE STATUS

TSYS_APP_2023

12/21/2023

e Completed

nt_Age

23_5062  Completed

10/30/2023
03:37:55 PM

" m

Completed

63_LOG.xt

_506263_ERR.xls

Document Management Screen — Download Bulk Online Application History

7. From this screen, you can choose one of the

6. Toreview the status of the records submitted in
the BOLA file, from the Select Activity section,
select the Download Bulk Online Application
History radio button.

The Download Bulk Online Application History
section displays the list of files uploaded and
their status.

following options:

» To view a copy of the completed BOLA file
that was uploaded, from the Uploaded/
Arrived File column, click the link from the
corresponding date you wish to view.

To view the Excel file that contains errors,
from the Original error file column, click the
file name link.

Note: Only the failed files will display.

If there is no file listed, then there were

no errors associated with that Excel file.
However, in cases where the CitiManager
Site cannot process the uploaded file (e.g.
BOLA uploaded under the BOLM flow or a
column was deleted or changed), the entire
file will fail and this will be reflected in the
Error Description file but an Original Error file
will not be generated because that template
cannot be used. The successful files will
process without further action and no link
will display.

Any record found in the error file has not been
transmitted to Citi for processing. You must
use the error file to make any corrections so
you don’t duplicate any applications. When
you are finished, rename the file and upload it.

« Toview the error log file and details for the
file you uploaded, from the Error Description
File column, click the link name of the file you
uploaded.

14
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Screen Step/Action

citi

Manage Users ~

CitiManager

HOME
Search

REQUEST ID

USERNAME

(O LEss OPTIONS

REFINE BY REQUEST TYPE
All

Individual online
application

| Bulk online applications
New account application

Individual online
maintenance

Bulk online maintenance
Direct debit authorization

SEPA direct debit
authorization

Update Multiple Accounts
Account Upgrade
Account Reinstatement

PCS Individual
maintenance

PCS Bulk maintenance

REFINE BY STATUS

v Al

More >>

AGENCY CORP 5 -US | v

Manage Card Program ~

SEARCH FOR REQUESTS

FIRST NAME

FROM DATE

DOWNLOAD(XLS!

Resources & Tools

TO DATE

L [ wanseg]

Alerts ~

Sign Out

BASIC SEARCH >>

View Requests

LAST NAME

HIERARCHY DETAILS

VIEWING 1-20 OF 41

LOOKUP HIERARCHY

B:

8. Toview the status of the BOLA requests that
were successfully uploaded:

a. From the navigation bar, position your

REQUESTID »  NAME % STATUS #  REQUEST TYPE & LAST MODIFIED DATE %

6087518665 IPCTEST Expired Bulk online applications 04/03/2019 12:30:37 PM
8086921043 Bam Test Expired Bulk online applications 03/28/2019 01:44.:44 PM
6086911978 Bam Test Expired Bulk online applications 03/28/2019 12:11:21 PM
6086910855 Bam Test Expired Bulk online applications 03/28/2019 12:00:40 PM
6086910145 Bam Test Expired Bulk online applications 03/28/2019 11:55:03 AM
6081238443 Bam Test Expired Bulk online applications 02/13/2019 11:59:10 AM
6081190222 Bam Test Expired Bulk online applications 02/13/2019 10:18:28 AM
6072097121 test test Expired Bulk online applications 10/17/2018 03:44:45 PM
6069043039 Test Test Expired Bulk online applications 08/31/2018 09:11:18 AM
6068992921 Test Test Expired Bulk online applications 08/30/2018 11:34:01 AM
6068992319 Test Test Expired Bulk online applications 08/30/2018 11:27:55 AM
6057358373 Sharon Test Expired Bulk online applications 02/15/2018 01:22:36 PM
6057358365 Kevin Test Expired Bulk online applications 02/15/2018 01:22:36 PM
6057358357 Verna Test Expired Bulk online applications 02/15/2018 01:22:36 PM
6057358340 Beverly Test Expired Bulk online applications 02/15/2018 01:22:36 PM
6057358332 Ted Test Expired Bulk online applications 02/15/2018 01:22:36 PM
6057351642 Sharon Test Expired Bulk online applications 02/15/2018 11:35:02 AM
6057351634 Kevin Test Expired Bulk online applications 02/15/2018 11:35:02 AM
6057351626 Vemna Test Expired Bulk online applications 02/15/2018 11:35:02 AM
6057351618 Beverly Test Expired Bulk online applications 02/15/2018 11:35:01 AM

VIEWING 1-20 OF 41

m:

View Requests

mouse over the Manage Users drop-down
menu and click the View Requests link.

The Search for Requests screen displays.

Enter the desired search criteria and click
the Search button.

The search results display at the bottom of
the screen.

From the Refine By Request Type section,
de-select the All checkbox and only select
the Bulk online applications checkbox.
Click the Search button.

The bulk online application requests display.
To view a request, click the Request ID link.
The View Request screen displays.

Note: A unique Request ID will generate for
each record that was successfully uploaded.

The Request ID is used for reference when
contacting Citi for assistance, for example if
the Cardholder does not receive their card.

For Individual Liability programs and for
International Payment Cards, the status

will remain as Waiting for email consent
until the Cardholder agrees to the terms and
conditions. Once the consent is received, the
status will change to Approved. To sort by
Waiting for email consent status, from the
Refine by Request type options, select All
and then sort the results using the Status
column header arrows. A maximum of 1,200
records can be returned.

If your company uses the Program
Administrator to Card Applicant to Citi
workflow, registration credentials will

be sent to the Card Applicant. If these
credentials are lost or not received, they may
be re-sent by clicking the Resend BOLA
Registration Details link on the right-side of
the View Requests screen.
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BOLM — Program Administrator to Citi Workflow

The following workflow provides an overview of the steps required by you and Citi during the Bulk Online Maintenance (BOLM) process.

BOLM — Program Administrator to Citi Workflow

Program Program Program
o e . ) g Administrator . Successful entries
Administrator inputs Administrator monitors file status Were all entries I . o file to our
Cardholder data into uploads file into successful? .
o internal processor
template CitiManager

Program
Administrator
downloads template

to ensure all entries
completed

Program
Administrator
creates new Unsuccessful entries
spreadsheet for returned for update
unsuccessful entry and resubmission
with corrections,
and uploads file

Data received by .
. Card maintenance
Operations from Are there any errors ?
complete

CitiManager

Review error with
Program
Administrator
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Bulk Online Maintenance (BOLM)

Key Concepts

Bulk Online Maintenance (BOLM) allows Program Administrators to initiate a large number of Cardholder Maintenance requests in
bulk using a file upload process.

When uploading BOLM requests:

Only use the BOLM Form Template downloaded from the correct hierarchy in the CitiManager Site. Copy the Form ID displayed in the
downloaded form to all records in the BOLM Form Template.

Required fields include the Form ID, 16-digit account number, Employee ID, or Social Security Number (if applicable) as well as any
fields that need to be changed. Required fields are dependent on the form.

Do not reorder or delete columns because it will cause your entire spreadsheet to fail.

You can hide columns you do not use or color code (highlight) them to suit your needs to ensure they are completed. You do not have
to make the columns visible or remove the highlights for the spreadsheet to process.

Address fields minimally required are Address Line 1, City, State and Zip Code in the United States and Address Line 1 City, Province
and Canadian Postal Code for Canadian accounts.

Country designations in North America are either USA (United States) or CAN (Canada).
Use a new BOLM Form Template for each bulk upload; do not create a new tab in the same document.
No more than 2,000 records can be added to the Excel spreadsheet.

BOLM (and BOLA) files process between 8:00 A.M. and 6:00 P.M. EST, Monday through Friday. File cut off times still apply because
files that begin at the cut off time have to be given time to complete prior to our nightly processing. Processing time for a file is
determined by file size and is volume dependent.

Once you have completed the spreadsheet, it must be uploaded to The CitiManager Site. After it is uploaded, monitor the status
and verify if any rows were rejected. The larger the file and number of BOLAs in the queue, the longer the processing time will be
to complete.

17
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Download the Bulk Online Maintenance Form Template
Note: It is recommended you download the BOLM Form Template if you have not done so prior and any time your form has been updated.

Step-by-Step Instructions

Screen ‘ Step/Action

1. From the navigation bar, position your mouse
over the Manage Card Program drop-down

menu and click the File Management link.

File Management N The Document Management screen displays.

o

Cm CitiManager AGENCY CORPS - US | =

Print Multiple Statement
— Reports

Set Alerts

39 - - 42¢
DU'ISTAﬁI’JING SekFamcade UNACTIV{TQED $ 0-00

REQUESTS CARDS TOTAL RECENT ACTIVITY
o 6.00 s

TOTAL CREDIT REMAINING

Application Request Maintenance Request

REQUEST ID STATUS REQUEST TYPE REQUEST ID STATUS REQUEST TYPE

6282003166 Waiting for approval  Individual online application >
There are no pending Maintenance requests that are waiting your

6280379501 Waiting for approval  Individual online application ~ » approval
6279857558 Waiting for approval  Individual online application >
6249141133 Waiting for approval ~ New Account Application >
6209843827  Waiting for approval ~ New Account Application >
6209843751 Waiting for approval  Individual online application >
6203555757  Waiting for approval  Individual online application >
Manage Card Program — File Management Menu
. B 2. From the Select Function drop-down list,
cru EUNRHERTS S SRRl : select Bulk Online Maintenance.
Home Manage Users ~ Manage Card Program ~ Resources & Tools + Alerts > Sign Out 3. From the Select Activity section, select the
. ’
HoME Download Bulk Online Maintenance Form
PochmelEMGage s Template radio button.
e @ Download Bulk Online Maintenance Form Template 4. Click the Download button
VIEW HIERARCHY SELECT FUNCTION .
The Download Form Template screen displays.
SETALERTS Bulk Online Maintenance ¥
SELECTACTIVITY

Download Bulk Online Maintenance History
Upload Bulk Online Maintenance Data File
Update PA Email Address For Status Emails

8 Download Bulk Online Maintenance Form Template

D Bulk Online Mai Form Template

Document Management Screen

18
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Screen ‘ Step/Action

citi CitiManager

AGENCY CORP5-US |+

Home Manage Users ~ Manage Card Program v Resources & Tools ~

HOME = DOCUMENT MANAGEMENT
Download Form Template

HIERARCHY
(—) 1089996 TEST ACCTS-AGENCY CORP 5

@ L.i 0020000 IMPLEMENTATIONS TESTING

® 0025020 AGENCY CORP § LVL 2 25020

DOWNLOAD CANCEL

Alerts ¥

@ Dovmioad Bulk OLM form. Please select ane or more hierarchies and click on Download button to download form(s)

Sign Out

5. Select the checkbox for your assigned hierarchy

Download Form Template Screen

and click the Download button.

The select format window displays.

Please select a format to download

® Download Excel Template

Download Text Template

WNLOAD CANCEL

Select Format Window

6. Select the Download Excel Template or

Download Text Template radio button and click
the Download button.

A message displays indicating the file may be
cached to your computer’s hard drive.

computer's hard drive

n e

Download Message Window

Please note that the downloaded file may have been cached to your local

7. Click the OK button.

A message displays indicating your document
downloaded successfully.

19



CitiManager — Bulk Online Applications/Bulk Online Maintenance User Guide | Bulk Online Maintenance (BOLM)

N

CItl

Screen ‘ Step/Action

Recent download history X
— e R
citi CitiManager AGENCY CORP5-US | ~ s TSYS_MAINT 202312211155_Kz8habGotG
FEFTTVROKZDEMIWVWWYHigLGecZWGIAH
0=.xi
958« Done
Home Manage Users ~ Manage Card Program ¥ Resources & Tools ¥ nierts = SR ©

HOME DOCUMENT MANAGEMENT
Download Form Template
o Download Bulk OLM form. Please select one or more hierarchies and click on Download button to download form(s).
HIERARCHY
(‘\ 1089996 TEST ACCTS-AGENCY CORP 5
Q\ & 0020000 IMPLEMENTATIONS TESTING

® 0025020 AGENCY CORP 5 LVL 2 25020

DOWNLOAD CANCEL

Browser Document Options Window

8. Toview the document, navigate to Recent
Download History (Chrome) Download History
(Edge) and click the Open link.

The BOLM Form Template opens in the
selected format.

H &- - \IN 9eYiGl

File Home Insert Pagelayout Formulas Data  Review

ol R Q 3 O\ i New Window TIsplit [ - -
= S Amange Al Hide "

Normal Page Break [ custom Views | Gridlines (v Headings  Z00m 100% Zoom to ) Switch  Macros

Preview Selection = Freeze Panes Windows

Symantec ICT  ACROBAT  Secur \ Georgenson,.. S Share

Page Layout

2 System pre-filled data in the \REQUIRED: 16 digit cardholk OPTIONAL -to close an accc Address line 1 of the applicar Address line 2 of the applicar
3 37187

Macre ~

Al v fe  FormID v
A B o3 D E -
1 Form ID 497 Account number 417 Account Status 418 Mailing Address Line 1 418 Mailing Address Line 2

BOLM Form Template

9. Complete the required fields and save the
document to your computer’s hard drive. Refer
to the Complete the Bulk Online Maintenance
Form Template topic for additional information
about completing and saving the spreadsheet.
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Complete Bulk Online Maintenance Form Template

Note: You can make formatting changes, such as hiding unneeded columns or highlighting mandatory fields. Do not change the text in

the headers or delete or move any columns.

Step-by-Step Instructions

‘ Step/

Excel Save As Window

1. Populate the BOLM Form Template with all of
File Home Insert Page Layoul Formulas Data  Review S Symantec ICT ACROBATSecureZI? ! eclsbn_. /;l Share the req u | I’ed informatlon .
] Page Layout | Formula Bar O\ ;ﬂ Q —_— New Window ] Split | -
B Amange Al Hide .
odmal Page Bresk 17 Cstom Views [¥] Gridines () Headings 200 100% Zoomto il Do s Note: Refer to row two of the form for field
! o - formatting requirements. The Form ID,
Al 4 Jx Form ID v
ccount Number, Employee ID or i
A . . 5 . - A t Number, Empl ID or SSN (If it
1 F [[*] 497 A be 417 A S 418.Mailing Addi Line 1 419.Mailing Addi Line 2 H H H H .
2 S;;Tem pre-filled data in the -REOUG\EOEUSS :;ﬂ;;{ cardholc OPTICC):V?C[-I;i%:e an acec Audre:;lgr?e 1 ol;et:se aIS:\icamudre::me 2 Dr'et:: gl;j‘:\mgl IS Conflgu red within your form) and the fields
3 37187 . . . . .
4 being maintained are required in each row of
5
$ the spreadsheet. Be careful not to insert any
2 spaces or extra characters into any unused
i fields as this will cause errors when the files
12
= are processed.
15
e 2. When you are finished, save the file as an Excel
1’ spreadsheet to your computer’s hard drive.
20 o
21 From the File menu, select Save As.
BOLM Form Template The Save As window displays.
|¥]Save As el 3. Navigate to the desired folder location on your
T N[ - o , .
&3 (=) » Boasow » sOLM = | 41 || Search 80X A computer’s hard drive.
Organize * New folder = - 7] . :
. E— e 4. Inthe File name field, type the new name of the
& 880755 (\\nasta S spreadsheet.
% datapub_tpal (\y 81 BOLM Excel 1 Test
e i Note: The file can be saved using any standard
%] BOLM Excel 3 Test 4 file naming convention, however each file that is
4] BOLM Form 13843 . . .
BOLA_BOLM uploaded must have a unique file name to avoid
BOLA . o . .
S 2 uploading the same file multiple times and to
. . . assist with troubleshooting.
EefmpeE) BOLM Fom (3252015 e The file must be saved in .xls format, not.xlsx or
Save as type: | Excel 97-2003 Workbook - .
_ - = an error will occur.
S Thisnbnad 5. Click the Save button.
o Liida Folders Tools v [ sae | [ cancel The file is saved to your computer’s hard drive

and is ready to be uploaded.
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Upload Completed Bulk Online Maintenance Form Template

Step-by-Step Instructions

Screen ‘ Step/Action

citi’

Manage Users v

3%
OUTSTANDING
REQUESTS

111390

Application Request

REQUESTID  STATUS

CitiManager

AGENCY CORP5-US | ~ o

Resources & Tools ~ Alerts ¥ Sign Out

File Management

Print Multiple Statement
Reports

Set Alerts

Set Passcode

$ 0.00

TOTAL RECENT ACTIVITY

UNACTIVATED
CARDS
k]

TOTAL CREDIT REMAINING

Maintenance Request

REQUEST TYPE REQUEST ID STATUS REQUEST TYPE

6282003166  Waiting for approval
6280379501 Waiting for approval
6279857558  Waiting for approval
6249141133 Waiting for approval
6209843827  Waiting for approval
6209843751  Waiting for approval

6203555757  Waiting for approval

Individual online application >
There are no pending Maintenance requests that are waiting your

Individual online application ~ » approval

Individual online application 3
New Account Application >
New Account Application >
Individual online applicaton >

Individual online application

Manage Card Program — File Management Menu

1.

From the navigation bar, position your mouse
over the Manage Card Program drop-down
menu and click the File Management link.

The Document Management screen displays.
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Screen Step/Action

citi CitiManager

AGENCY CORP5-US | ~

Home Manage Users ~ Manage Card Program ~ Resources & Tools ~ Alerts ~

HOME
Document Management

@ Upload Bulk Online Maintenance File. The fields marked with asterisk (*) are mandatory.

SELECT FUNCTION

SETALERTS Bulk Online Maintenance ¥

SELECTACTIVITY

Download Bulk Online Maintenance History

®) Upload Bulk Onli intenance Data File
Update PA Email Address For Status Emails

Download Bulk Online Maintenance Form Template

UPLOAD BULK ONLINE MAINTENANCE DATA FILE

TSYS_MAINT_202312211155_Kz8habGot BROWSE

Sign Out

Document Management Screen

2. From the Select Function drop-down list, verify
Bulk Online Maintenance is selected. If not,
select it from the drop-down list.

3. From the Select Activity section, select the
Upload Bulk Online Maintenance Data File
radio button.

The Upload Bulk Online Maintenance Data File
screen displays.

4. From the Upload File section, click the Browse
button to navigate to the updated Excel file
(.xIs not .xIsx format) saved locally to your
computer’s hard drive. Select the file and click
the Open button.

The file name displays in the field to the left of
the Browse button.

5. Click the Upload button.

CitiManager processes the file and confirmation
message displays.

Note: Exceptions may occur during processing
due to incorrect formatting of fields or omission
of mandatory fields. Exceptions that occur
during this part of the process will not generate
an email and must be reviewed in the Error
Description file.
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Screen Step/Action

CitiManager

AGENCY CORP5-US | =

citi

Home Manage Users ¥ Manage Card Program v Resources & Tools ¥

HOME

Document Management

@ Download Bulk Online Maintenance History

DOCUN

VIEW HIERARCHY SELECT FUNCTION

SETALERTS Bulk Online Maintenance ¥

SELECTACTIVITY

® Download Bulk Online Maintenance History

Upload Bulk Online Maintenance Data File
Update PA Email Address For Status Emails
Download Bulk Online Maintenance Form Template

DOWNLOAD BULK ONLINE MAINTENANCE HISTORY

@ Prease click on the link to download the appropriate file.

]

VIEWING 1.20 OF 370

UPLOADED/ARRIVED FILE UPLOADED/ARRIVED ORIGINAL

DATE ERROR FILE

Alerts ¥

= EE

nzsls

ERROR DESCRIPTION FILE

Sign Out

19

STATUS

12/21/2023
12:02:14 PM

0412812023

BOLM_Form_5_23 xIs 28202
- o 10:13:56 AM

BOLM_From_03252022 x| 12/21/2022
s 09:33:30 AM

TSYS_MAINT

BOLM_Form_5_23 21

7496_LOG.0xt

Completed

Completed

Completed

Document Management Screen — Download Bulk Online Maintenance History

6. Toreview the status of the records submitted in
the BOLM file, from the Select Activity section,
select the Download Bulk Online Maintenance
History radio button.

The Download Bulk Online Maintenance History
section displays the list of files uploaded and
their status.

7. From this screen, you can choose one of the
following options:

« To view a copy of the completed BOLM file
that was uploaded, from the Uploaded/
Arrived File column, click the link from the
corresponding date you wish to view.

« Toview the Excel file that contains errors,
from the Original error file column, click the
file name link.

Note: Only the failed records will display.

If there is no record listed, then there were
no errors associated with that Excel file.
However, in cases where the CitiManager
Site cannot process the uploaded file (e.g.
BOLA uploaded under the BOLM flow or a
column was deleted or changed), the entire
file will fail and this will be reflected in the
Error Description file but an Original Error file
will not be generated because that template
cannot be used. The successful files will
process without further action and no link
will display.

Any record found in the error file has not been
transmitted to Citi for processing. You must
use the error file to make any corrections so
you don’t duplicate any applications. When
you are finished, rename the file and upload it.

» Toview the error log file and details for the
file you uploaded, from the Error Description
File column, click the link name of the file you
uploaded.

24



N
ITI

CitiManager — Bulk Online Applications/Bulk Online Maintenance User Guide | Bulk Online Maintenance (BOLM) C

Screen Step/Action

8. Toview the status of the BOLM requests that
were successfully uploaded:

Cllﬁ CitiManager AGENCY CORP5-US | * L

Manage Users v Manage Card Program ~ Resources & Tools v Alerts ~ Sign Out a From the navigation bar position your
. ’
HOME mouse over the Manage Users drop-down
Sadleh BASIC SEARCH>> menu and click the View Requests link.
SEARCH FOR REQUESTS The Search for Requests screen displays.
- — b. Enterthe desired search criteria and click
REQUESTID FIRST NAME LAST NAME
— the Search button.
USERNAME FROM DATE 70 DATE HIERARCHY DETAILS The search results display at the bottom of
] oo o I the screen
() LESs OPTIONS c. From the Refine By Request Type section,
de-select the All checkbox and only select
DOWNLOADIXLS the Bulk online maintenance checkbox.
REFINE BY REQUEST TYPE REQUESTID v  NAME 3 STATUS ¥ REQUEST TYPE & LAST MODIFIED DATE % C“Ck the Search button
Al 6047565500 managert3st Processed  Bulk online maintenance  05/15/2017 08:37:30 AM .
Individisal onfine The bulk online maintenance requests
application
Bulk online applications dISp Iay.

e ecountspplcaten d. Toview the request, click the Request

Individual online

maintenance ID link.
v Bulk online maintenance
Direct debit authorization The request selected displays.
SEPA direct debit . .
authorization Note: A unique Request ID will generate for

Update Multiple A t
e each record that was successfully uploaded.

Account Upgrade

Account Reinstatement The Request ID is used for reference when
e contacting Citi for assistance, for example
PCS Bul maintenance if there is an issue with the maintenance
REFINE BY STATUS request.
za

More >>

Search for Request Screen
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