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Update User — Personal and Contact Details, User Roles,
Hierarchy and Entitlements

Key Concepts

Itis possible to update a user’s personal details, contact details, their roles, hierarchy and the entitlements assigned to them.
Details that can be updated include:

« Personal Details — Username, first and last name

« Contact Details — Address, phone number, e-mail address

» User Roles and Hierarchy — Roles such as Cardholder and Non-cardholder and hierarchy assigned to the role
« Entitlements — Entitlements assigned to the user

You can only assign additional entitlements to another user if you are already entitled yourself. You cannot change your own

entitlements.

Step-By-Step Instructions

Screen ‘ Step/Action

o B o - 2 1. From the navigation bar, position your mouse
citi’ |~ CitiManager TEST couPANy 005-Us | - G | over the Manage Users drop-down menu and
click the User Search link.

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

fecount Mainienance The Search for Users screen displays.

Card Accounts Card Accounts >

Create User

User Search NOT AVAILABLE

2 View Requests ACCOUNTS OVERDUE 50% $ 0 00
.

OUTSTANDING UNACTIVATED

REQUESTS CARDS TOTAL RECENT ACTIVITY
o 20.00 m

TOTAL CREDIT REMAINING

Application Request Maintenance Request
REQUEST ID STATUS REQUEST TYPE REQUEST ID STATUS REQUEST TYPE
6124017465 Waiting for approval  Individual online application > 8104427890 Waiting for Individual online >

approval maintenance
6123307859 Waiting for approval  Individual online application >

6123307586 Waiting for approval  Individual online application >

6123307115 Waiting for approval Individual online application >

CitiManager Site Home Screen
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Screen ‘ Step/Action

2. To perform a search, type the desired search

citi  CitiManager TEST COMPANY 005 Us | = - ” criteria in the First Name, Last Name or
R = Username fields and click the Search button.
HOME Note: To perform an advanced search using the
Search BASIC SEARCH »> Card Number, Company Name, Email Address,
Employee ID and Status fields, click the More

SEARCH FOR USERS User Search Options button.

FIRST NAME LAST NAVE To search for users at a specific hierarchy level,

click the Lookup Hierarchy link. If necessary,

CARD NUMBER COMPANY NAME EMAIL ADDRESS click the (+) plus sign icon to expand the

hierarchy. Select the checkbox for the desired

EMPLOYEE ID STATUS HIERARCHY DETAILS hierarchy and click the Select button.

Activated - LOOKUP HIERARCHY

The search results display at the bottom of
(©LEss oPTIONS the screen.

Note: To sort the results by the Username,

USERNAME S FuLnan 3 CAROMUMAER  ROLE EMAIL ADDRESS & sTaTUS Full Name or Email Address columns, click the
~Urregistered-  PVT TESTACCOUNT  ssssssrasses 7982 column header name.

~Unregistered--  PVTTESTACCOUNT  sesmssuseens813 JENNIFER ELIZABETH SHIFFLETT@CITI.COM

kmtc005ch PVTTESTACCOUNT  sesesssens 0942 Cardholder e@mail com Activated 3. From the Username column, click the link for
prtestt PVTTESTACCOUNT  seesssssess2751  Cardholder tester testmanager@testi com Activated the user you wish to update.

The User Details screen displays the user
overview including contact details, user role
and user entitlements.

Search for Users Screen

4. Click the Update User link that displays on the
right-side of the screen.

Do

s

citi CitiManager TEST COMPANY 005 - US | = =

Manage Users ¥ Manage Card Program ¥ Resources ¥ Web Tools ~ Sign Out The Update USGI’ screen displays the Personal
HOME | SEARCH Details, Contact Details, User Role(s) and
User Details Hierarchy, and Entitlements.
CARD DETAILS RESET PASSWORD

N. NT N IMPANY NAM HIERARCHY DETAILS
ACTIVATE/DEACTIVATE USERS
kmtc005ch PVT TEST ACCOUNT TEST COMPANY 005
UPDATE USER
CONTACT DETAILS
ASSIGN/UNASSIGN

: % et APPLICATIONS
TEST MANAGER JACKSONVILLE FL UNITED STATES OF

AL CHRDO Y HMERICH ASSIGNIUNASSIGN COMPANIES
32258545600 e@mail com RESET REGISTRATION DETAILS

UNITED STATES OF
AMERICA
(1)-00000000000000000

USER ROLE(S)

CARDHOLDER

USER ENTITLEMENTS

Account summary Payment history

User Details Screen
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citi

Screen Step/Action

citi CitiManager

Home Manage Users v

HOME SEARCH USER DETAILS

Update User

Personal Details

kmtc005ch

Contact Details

User Role(s) and Hierarchy

TEST COMPANY 005-US | =

Manage Card Program ~

€ Update user details. The fields marked with asterisk () are mandatory

Cardholder

Non-Cardholder

Supervisar

CHANGE ROLE VIEW HIERARCHY

Entitlements

Resources ¥

Web Tools ™ Alerts ¥

SELECT ALL

Sign Out

DESELECTALL

Account maintenance
Account summary
Activate/Deactivate users

Add altemate user (Billing/FA Accts)

m e

Emulate user

Entitlements Template Tool

Links/Help

Message Board

Update Users

5. To change personal details:

a. From the Personal Details section header,
click the (+) plus sign icon to expand the
section.

b. Maintain the username and first and last
name as necessary.

6. Tochange contact details:

a. From the Contact Details section header,
click the (+) plus sign icon to expand the
section.

b. Maintain the address, phone numbers and
e-mail address as necessary.

7. Tochange the user’s role or hierarchy:

a. From the User Role(s) and Hierarchy section
header, click the (+) plus sign icon to expand
the section.

b. Click the Change Role link to unlock the role
checkboxes and then select/deselect the
checkboxes to change the user’s role.

c. Clickthe Set Hierarchy link to update the
user’s hierarchy.

The Set Hierarchy Screen displays.

d. Click the (+) plus sign icon to expand the
hierarchy tree. Click the checkboxes for the
hierarchies you wish to assign to the user.
When you are finished, click the Select
button.

The Update User screen displays.
8. To change the user’s entitlements:

a. From the Entitlements section header, click
the (+) plus sign icon to expand the section.

b. Select or deselect the entitlements you
would like to assign or unassign the user.

9. When you are finished making all changes, click
the Continue button that displays at the bottom
of the screen.

The Confirm Details screen displays.
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Screen | Step/Action

Pt

citi CitiManager

TEST COMPANY 005 - US I <

Home Manage Users ¥ Manage Card Program v Resources ¥

HOME = SEARCH USER DETAILS UPDATE USER
Confirm Details

Confirm the details that you entered.
CARD DETAILS

kmtc005ch PVT TESTACCOUNT TEST COMPANY 005 - US

HIERARCHY DETAILS

CONTACT DETAILS

TEST MANAGER 14000 CITICARDS ~ JACKSONVILLE FL
WAY

32258 e@mail.com

1-321-4321

UNITED STATES OF AMERICA
(1)-00000000000000000

CET-Central European Time

USER ROLE(S)

USER ENTITLEMENTS

Account summary Message Board

Add another account Profile

Alerts Search

Card maintenance View FAQ
Links/Help View requests

“ sk e

Web Tools ™ Alerts ¥

13214321

Sign Out

UNITED STATES OF AMERICA

Confirm Details

10. Verify your changes and click the Save
button. A confirmation message displays at

the top of the screen.
11. Click the OK button.

The Search for Users screen displays.
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Perform Account Maintenance

Key Concepts

To perform account maintenance, the Cardholder Maintenance form must be completed and submitted to Citi. Account Maintenance
allows the Agency Program Coordinator (APC) to update Cardholder account information such as card address, discretionary codes

and temporary spending controls.

You can maintain information such as the address, temporary credit limit, account status, and Merchant Category Code Groups (MCCGs).
You can close an account by selecting the appropriate account status from the Cardholder — Additional section.

Step-by-Step Instructions

Screen ‘ Step/Action

1. From the navigation bar, position your mouse

p i % ® 2
citi CitiManager TEST COMPANY 005 Us | . over the Manage Users drop-down menu and
Manage Card Program ~ Resources ¥ Web Tools ¥ Alerts ~ C“Ck the Card Accounts llnk
ACCORABIL R R . The Search for Cards — Search screen displays.

Card Accounts

Create User

User Search NOT AVAILABLE

2 View Requests ACCOUNTS OVERDUE 50% 0 00
OUTSTANDING UNACTIVATED -

REQUESTS CARDS TOTAL RECENT ACTVITY
o 20.00 m

TOTAL CREDIT REMAINING

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

6123307859  Waiting for approval  Individual online application >

6123307586  Waiting for approval  Individual online application  »

6123307115  Waiting for approval  Individual online application >

CitiManager Site Home Screen
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2. To narrow your search, type the desired search
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CitiManager

citi

Manage Users v

HOME

Search

SEARCH FOR CARDS

‘CARD FIRST NAME

BILL TYPE

--Select-

HIERARCHY DETAILS

LOOKUP HIERARCHY

NAME LINE 1

(OLESS OPTIONS

CARD NUMBER “ USERNAME 3

TEST COMPANY 005 - US | ~

Manage Card Program

Resources ¥

CARD LAST NAME

Test

All Countries

HIERARCHY NAME

EMPLOYEE ID

CARD NAME ¥

STATUS 3

Card Accounts

CARD NUMBER

HIERARCHY UNIT

BILL TYPE

De

Sign Out

BASIC SEARCH »>

EMPLOYEEID %

criteriain Card First Name, Card Last Name
or Card Number fields and click the Search
button.

Note: To perform an advanced search using the
Bill Type, Country, Username, Hierarchy Name,
Hierarchy Unit, Name Line 1, or Employee ID
fields, click the More Options button.

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

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

The search results display at the bottom of
the screen.

citi CitiManager
Manage Users v

HOME = SEARCH

Card Details

0.00

TEST COMPANY 005 - US | ~

Manage Card Program ~ Res

sources v Web Tools

+00 0020

CARD INFORMATION | EDIT >>

. Alerts ~ Sign Out

VIEW ACCOUNT INFORMATION

VIEW DISPUTES

CARD OVERVIEW

CURRENT BALANCE CREDIT LIMIT DATE ACCOUNT OPENED VIEW HIERARCHY

$0.00 $10.00 030212018
UPDATE ALERTS

PAYMENTS VIEW BILLING ACCOUNT
INFORMATION

LAST PAYMENT RECEIVED NEXT PAYMENT DUE

$8.89 (01/08/2019) $ 0.00 (Not Available) REPLACE LOST/STOLEN/NEVER
RECEIVED/DAMAGED CARD

STATEMENTS

C 28JAN2019  2BDEC2018  28NOV2018  28NOV2018 26 MAY 2018
AGING OF BALANCE
Days Past Due : 0 1.30 DAYS 31.60 DAYS 61-90 DAYS 91120 DAYS 2121 DAYS
‘Amount Past Due : § $0.00 $0.00 $0.00 $0.00 $0.00

Card Details — Edit

lisatest1006 PVT TEST ACCOUNT Open-Card Activation Required Centrally billed card 32515
PVT TESTACCOUNT Closed-Company Request Centrally billed card From the Card N u mber C0|u mn , C“Ck the |in k
priest1 PVT TEST ACCOUNT Closed-Company Request Centrally billed card for the card account you wish to view.
PVT TEST ACCOUNT Closed-Company Request Centrally billed card 1030000
PVTTESTACCOUNT  Open-Card Activation Requited  Centraly biled card 0856 The Card Details screen displays.
PVT TEST ACCOUNT Closed-Company Request Centrally billed card TEST
waes seee 1087 B607 PVT TEST ACCOUNT Closed-Company Request Centrally billed card
Card Account — Search for Cards Screen
- N 2 From the Card Information section header,

click the Edit link.

The Form Details screen displays.
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Screen | Step/Action

5. Complete the necessary updates to all sections
Cl,ﬁ CitiManager TEST COMPANY 005-US | ~ = = of the form.

Note: You can maintain information such as the
address, temporary credit limit, account status

Manage Users ¥ Manage Card Program ¥ Resources ¥ Web Tools ¥ Sign Out

HOME = SEARCH CARD DETAILS
Account Maintenance and MCCGs.

3. Form Details

Fields marked with the (s§) symbol are not

@ Please complete and submit the maintenance form below. Fields marked with the (§) symbol are not real time fields. Fields marked with (1) indicate a

previous maintenance request has been submitted but not yet processed real_tlme flelds' Flelds marked Wlth the (i)
indicate a previous maintenance request has
DOD CARD ACCOUNT MAINTENANCE -18A L been submitted but not yet processed. All

DEMOGRAPHICS un-marked fields are processed in real-time.

SPENDING CONTROLS C

If the Cardholder has agreed to go paperfree
for their statements, the checkbox below the
paperfree agreement will be selected. The
Temporary Cash Advance Limit Start Date and
Temporary Credit Limit Start Date fields are
real-time until 5:30 P.M. EST. After 5:30 P.M.
MCC Group WCCG Satus  MCCGroup  Single Purchass Limitfor MCCG Daly Volume Limit lor MCCG  Daily Amount Liitfor MCCG EST, you must enter a date that is greater than
e today’s date.

TEST Include 0 0 0
To add/remove an MCCG, click the Add/
RemoveMCCGroups link. Select or deselect
the checkbox(es) for the desired MCCGs. If
you are adding and deleting MCCGs to an
account, you must perform the additions prior
to submitting the deletions. When you are
finished, click the Update button and then the
Back to Form button.

>> Add/RemoveMCCgroups> >> Add MCC groups

a8

To close an account, from the Additional
section, from the Account Status drop-down
list, select the desired status.

B O

ADDITIONAL

There are several closed status options: Closed,
Closed Deceased, Closed Not Used/Inactivity,
o Closed Misuse, Closed Temporary Block,
Closed No Longer Employed, Closed Too Many
Account Maintenance — Form Details Screen Cards/Duplicate. The only closed status that
cannot be reopened in the CitiManager Site is
Closed Deceased. Closed Temporary Block is
equivalent to Deactivate.

(continued on pg. 10)
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Screen Step/Action

citi CitiManager

TEST COMPANY 005-US | ~

Manage Users ¥ Manage Card Program ¥ Resources ¥ Web Tools ™ Sign Out

HOME = SEARCH = CARD DETAILS
Account Maintenance

3. Form Details.

€ Please complete and submit the maintenance form below. Fields marked with the (§) symbol are not real time fields. Fields marked with (1) indicate a
previous maintenance request has been submitted but not yet processed

DEMOGRAPHICS

SPENDING CONTROL S o
MCC Group MCCG Status  MCC Group Single Purchase Limit for MCCG  Daily Volume Limit for MCCG Daily Amount Limit for MCCG

Action
TEST Include 0 0 0

>> Add/iRemoveMCCgroups> >> Add MCC groups

ADDITIONAL

SUBMIT CANCEL

Account Maintenance — Form Details Screen

(continued from pg. 9)

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

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

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

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

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

A confirmation message displays based on the
maintenance performed.

Click the OK button.

A confirmation screen displays at the top of
the screen.

Note: To order a replacement card, select the
checkmark in the Order a Replacement Card
section. Select the address to which you want
the replacement card to be delivered.
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Permanent Change of Station Status (PCS) Maintenance

Key Concepts

A Permanent Change of Station (PCS) status is used to keep the account balance from aging while a Cardholder is moving to a new
permanent duty location and extends the payment window for Cardholders.

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

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

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

Step-by-Step Instructions

Screen ‘ Step/Action

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

% ® 2

C|’t\|' CitiManager TEST COMPANY 005 - US | ~

Manage Card Program v Web Tools ~ Sign Out

Account Maintenance

The Account Maintenance Search screen
displays.

Card Accounts b

Card Accounts

Create User

User Search NOT AVAILABLE

2 View Requests ACCOUNTS OVERDUE 50% 0 00
OUTSTANDING UNACTIVATED -

REQUESTS CARDS TOTAL RECENT ACTIVITY
$ 20.00 -

TOTAL CREDIT REMAINING

Application Request Maintenance Request

REQUESTID STATUS REQUEST TYPE REQUEST ID STATUS REQUEST TYPE

6124017465 Waiting for approval  Individual online application > 6104427890 Waiting for Individual online >
approval maintenance

6123307859 Waiting for approval Individual online application >
6123307586 Waiting for approval  Individual online application 3

6123307115  Waiting for approval  Individual online application >

Home Screen

10



Screen ‘ Step/Action

2. To perform a search, type the desired search
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citi CitiManager

HOME
Account Maintenance

1.Search 2 Country and Language 3. Form Details

SEARCH

ACCOUNT NUMBER

USERNAME

USERNAME % NAME ¥

Manage Card Program v

TEST COMPANY 005-US | ~

Resources ¥

FIRST NAME

HIERARCHY NAME
SELECT HIERARCHY

ACCOUNT NUMBER %

<58 @

Do

Web Tools ~

LAST NAME

Tesi

STATUS &

® lisatest1005 PVT TESTACCOUNT
prtest1 PVT TESTACCOUNT
kmtc005ch PVT TESTACCOUNT
PVT TESTACCOUNT

PVT TESTACCOUNT

UPDATE ACCOUNT

Open-Card Activation Required
Closed-Company Request
Open-Card Activation Required
Closed-Company Reguest

Closed-Company Request

Search Screen

criteriain the Account Number, First Name,
Last Name or Username fields and click the
Search button.

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

The search results display at the bottom of the
screen.

Select the radio button for the account you wish
to place in PCS status and click the Update
Account PCS link that displays at the bottom of
the screen.

The Account Maintenance Form Details screen
displays.

11
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citi

Screen | Step/Action

~

citi CitiManager

TEST COMPANY 005 -US | ~

Manage Users ~ Manage Card Program + Resources

HOME
Account Maintenance

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

@ Please complete the form below and submit

PCSPVT
PCS
N
Y -
N ART
MISSION CRITICAL END DATE
03/18/2020

START PAD DAYS

SPENDING CONTROLS

MERCHANT CATE

MCC GROUP MCC GROUP ACTION
06659RETAI Include
06659CASH Include

DEMOGRAPHICS

ADDITIONAL

SUBMIT CANCEL

Web Tools ¥

MCCG END DATE

Sign Out

7. When you are finished, click the Submit button.

Form Details Screen

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

5. Fromthe PCS PVT section, complete the
Mission Critical Start Date and Mission Critical
End Date fields of the form.

Note: The mission critical start date has to be
greater than today’s date and only occur on
business days. The elapsed time between start
and end date cannot exceed more than 120
calendar days.

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

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

« MCC Groups

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

A confirmation message displays indicating the
form has successfully processed.

12
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Screen

tep/, n

Confirmation Message

Your request is taking longer than expected. Please
refer to the View Request screen to track the status

8. Click the OK button.

You are returned to the Account Maintenance
screen.

13



Treasury and Trade Solutions
citi.com/treasuryandtradesolutions

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

2185378 GTS26844 04/23


https://citi.com/treasuryandtradesolutions

	Online MaintenanceQuick Start Guide forNon-cardholdersDepartment of Defense
	Table of Contents
	Update User — Personal and Contact Details, User Roles,Hierarchy and Entitlements
	Perform Account Maintenance
	Permanent Change of Station Status (PCS) Maintenance




Accessibility Report





		Filename: 

		2185378 GTS26844 Online Maintenance Quick Start Guide for Non-cardholders DoD.pdf









		Report created by: 

		



		Organization: 

		







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



Summary



The checker found problems which may prevent the document from being fully accessible.





		Needs manual check: 1



		Passed manually: 1



		Failed manually: 0



		Skipped: 0



		Passed: 29



		Failed: 1







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		Needs manual check		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Failed		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



