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Introduction 
The online application work-flow below describes each step of the online application process and identifies key responsibilities. 

Note: The online application might be rejected or deleted by the Supervisor or APC. Please communicate with your Supervisor or APC 

if this happens. 

The card applicant uses the Invitation Passcode and e-mail address 
provided by the APC to complete the registration process 
and access the online application in the CitiManager Site. 

The card applicant completes and submits the online application. 
The online application moves to the Supervisor (Approver1) for approval. 

The Supervisor reviews and approves the online application. 
The online application moves to the APC for approval. 

The APC approves the online application. 
The online application moves to Citi for processing. 

Citi runs a soft credit score and processes the online application. 
The Cardholder will receive their card in the mail. 

Toggle Between Roles 

If you have access to the CitiManager site for multiple roles, you have to toggle between those accounts using the drop-down list that 

displays in the top-right corner of the screen. 

You may have Cardholder (CH), Program Administrator (APC), or Approver_1 (Supervisor) access depending on your roles. 
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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 to register in the CitiManager 

Site and access the online application. Both are obtained from your Agency Program Coordinator (APC). 

When completing the online application you will be prompted to enter your Supervisor’s (Approver1) e-mail address. Be sure to enter 

your Supervisor’s e-mail address. Do not enter your APC’s e-mail address. 

Once you submit your application, you will receive automated confirmation e-mails when your Supervisor and APC approve your 

application. 

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 

CitiManager Site Login Screen 

1. Navigate to citimanager.com/login. 

2. From the CitiManager Site Login screen header, 

click the Apply for a Card Today link. 

The User Registration screen displays. 

http://www.citimanager.com/login
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Screen Step/Action 

User Registration Screen 

3. Select the Invitation Passcode radio button 

and click the Continue button. 

The User Registration — Invitation Passcode/ 

Inviter’s Email screen displays. 

User Registration — Invitation Passcode/Inviter’s Email Screen 

4. In the Invitation Passcode field, type the 

Invitation Passcode that was provided to you 

by your APC. 

Note: The Invitation Passcode field is case 

sensitive. 

5. In the Inviter’s Email Address field, type the 

Inviter’s Email address sent to you by your APC. 

Note: This is typically the APC who sent you the 

invitation passcode. Usually, this is not your 

Supervisor (Approver1). 

6. Click the Continue button. 

The User Registration — Sign-on Details screen 

displays. 

Note: All new applicants are required to create 

a CitiManager Site user profile during the 

application process. 
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Screen Step/Action 

7. Complete the required fields in the Sign-on 
Details and Personal Information sections. 

Note: The password and username 

requirements display in a window as you type 

your password. A checkmark displays when the 

requirements are fulfilled. 

8. Click the Continue button. 

A confirmation message displays indicating 

your user ID has been created. 

The CitiManager Site sends an e-mail 

confirming the registration and username 

created. 

User Registration Screen — Sign-on Details 
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Screen Step/Action 

Confirmation Message 

9. Click the OK button. 

The Card Application Details screen displays. 
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Screen Step/Action 

User Registration Apply for Card — Card Application Details 

10. Complete the required fields in all sections of 

the application. Required fields are indicated by 

an asterisk (*). Click the (+) plus sign icon from 

the section headers to expand the sections if 

necessary. 

Note: Make sure to type your Supervisor’s 

e-mail in the Approver1 Email Address field, 

not your APC’s e-mail. Your Supervisor is 

the Approver1. In the Credit Worthiness 
Declaration section, select the authorize 

checkbox to allow Citi to pull a soft credit score. 

Your credit will not be negatively impacted by 

this. If you do not authorize the soft credit pull, 

select the do not authorize option. If you do 

not consent to the soft pull credit score, DD 

Form 2883 must be completed, signed by you, 

the Supervisor (Approver1), and the APC. This 

document must be retained on file by the APC. 

This form should not be uploaded to the your 

Account Documents. Contact your APC for the 

most current DD Form 2883. 

11. When you are finished, click the Submit button 

that displays at the bottom of the screen. 

An application submission confirmation 

message displays. 

12. Click the OK button. 

The CitiManager Login screen displays. 

Note: The approving Supervisor will receive an 

e-mail indicating your application is awaiting 

their approval. 
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View Application History 
Key Concepts 

You can view information about your account application and maintenance requests including the following information: 

• Request ID 

• 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 

Step-by-Step Instructions 

Screen Step/Action 

Home Screen 

1. From the CitiManager Site header, click the 

My Profile link that displays under your name. 

Note: Requests can also be accessed by clicking 

the View Requests link displayed on the black 

bar in the middle of the screen. 

The Contact Information screen displays. 
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Screen Step/Action 

My Profile — Contact Information 

2. Click the Request History link. 

A list of application and maintenance requests 

display. 

Note: If there are no requests, a message 

displays indicating there are no requests for 

this user. 

3. To sort requests, click on the header in which 

you’d like to sort the requests. 

4. To view the hierarchy, expand the row for the 

desired request by clicking the Ellipsis (...) link 

that displays to the right of the row you wish to 

expand. 

5. To view the details of a specific request, from 

the Request ID column, click the link for the 

desired request. 

The application or maintenance request details 

display with the approval history. 

My Profile — Request History 
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Screen Step/Action 

6. To view additional information from the 

Contact Information, Additional Information, 

Spending Controls sections or to view the 

CitiManager Cardholder Account Agreement, 

click the (+) plus sign icon from the section 

headers to expand the sections if necessary. 

7. To view the Audit Log, scroll to bottom of screen 

click the View Audit Log button. 

The Audit Log displays. 

8. To view/upload attachments, click the View 
Account Documents link. 

Note: The DD Form 2883 and any other 

documents with Personal Information are not to 

be uploaded as attachments. 

9. To pull the application back to draft status to 

make changes to the fields, click the Recall link. 

Note: Once the application is recalled, the form 

becomes available to edit and make changes. 

Once you are finished, click the Submit button 

and the application will move to the Supervisor 

(Approver1) and APC for approval. 

10. To generate a PDF version of the application, 

click the Download link. 

My Profile — Request Details 
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Screen Step/Action 

Audit Log 

11. When you are finished viewing the Audit Log, 

scroll to the bottom of the screen and click the 

Back button. 

Note: To return to the list of maintenance 

requests, click the Cancel link at the bottom of 

the screen then click the OK button. 



 

 

Treasury and Trade Solutions 
citi.com/treasuryandtradesolutions 

© 2023 Citigroup Inc. All rights reserved. Citi, Citi and Arc Design and other marks used herein 
are service marks of Citigroup Inc. or its affiliates, used and registered throughout the world. 

2208519 GTS26842 07/23 

https://citi.com/treasuryandtradesolutions

	Online Applications 
Quick Start Guide for 
Cardholders 
Department of Defense 
CitiManager
	Table of Contents 
	Introduction 
	Toggle Between Roles 
	Apply for Card Using an Invitation Passcode 
	View Application History 





Accessibility Report





		Filename: 

		2208519_Online Applications Quick Start Guide for Cardholders_DoD.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 0



		Passed manually: 2



		Failed manually: 0



		Skipped: 0



		Passed: 30



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Passed manually		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Passed manually		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Passed		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top



