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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.
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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

Header

CitiManager m(’STD us-u ‘Mehxnxne — . . . .
e 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.

s20,000.00 +17,959.64 $2,040.36 s1,983.36

Credit Limit Available Credit @ Ci t Bal: Due by 11/09/2022 @ . . . . .
| | S ralne SeE AHETEERES Tl 2. Click the My Profile link to view or modify your

profile information.

3. Click the Log Out link to sign out of the

Recent AC“""‘V. CitiManager Site.
Advanced Search >>
Recent Authorization(s) 4. Click the Envelope icon to view the message
TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE AMOUNT STATUS boa rd
10/19/2022 13:46:02 - Airport - 57.00 Approved

Screen Components

View All

Unbilled Transaction(s) 5. View high-level account metrics such as credit
TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE  AMOUNT ||m|t’ available Credit, Current balance and
1011972022 10/19/2022 PAYMENT RECEIVED — THANK 1 -426.24 5 amount due |f your agency/organizatlon a”ows
Ton920z2 10202022 Aiport ! o ’ you to make payments, the Make a Payment
View Al link displays. For centrally billed accounts, the

amount due by your company displays.

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

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

8. In the Recent Activity section, you can view
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 Descriptions

Side Navigation Bar

CitiManager “(,3TD us - U Zemfe e . A
9. Click the Home icon to return to the Home
screen.
s20,000.00 s17,959.64 $2,040.36 s1,983.36 10. Click the Cards icon to view an overview of your
‘ Credit Limit Available Credit @ Current Balance Due by 11/09/2022 © . .
Make a Payment card account, payment information, statements,

aging of balance, recent transactions and your
card contact information.

Recent AC“""‘Y. 11. Click the Statements icon to select a monthly
Advanced Search >> . . ..
statement to view and also view recent activity,
Recent Authorization(s) . .
TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE AMOUNT STATUS Change your paperless settlngs and VIeW
10/19/2022 13:46:02 - Airport - 57.00 Approved d iSputeS.
View Al 12. Click the Resources icon to view messages,

Unbilled Transaction(s)

access FAQs and Links & Help.

TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGERATE  AMOUNT

101912022 101912022 PAYMENT RECEIVED — THANK 1 42624 5 13. Click the Alerts icon to manage your alert
10192022 1012012022 Airport 1 57.00 > SUbSCFiptiOﬂS, view the audit Iog and view
Ve a1 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

1. Click the My Profile link from the header.

Welcome, KATHE_.

o Company
ﬁ CitiManager TRAINING USE ONLY - (@ By profile | Sign out

2. Click the links that display on the left side

My Profile: User Preferences . . . .
B % of the screen to view and maintain profile

- information.
CONTACT INFORMATION o Update your preferences. The fields marked with an asterisk (*) are mandatory.
CARD MAINTENANCE * SELECT YOUR HELP DESK VERIFICATION QUESTION
Mother's Maiden Name »

USER ROLE AND HIERARCHY
* YOUR ANSWER

ENTITLEMENTS
USER PREFERENCES
* CONFIRM YOUR ANSWER
CHANGE PASSWORD
HESET CHALLENGE PREFERRED LANGUAGE (FOR CORRESPONDENCE
QUESTIONS EORC )
ENGLISH -
MERGE USERNAMES
* PREFERRED HIERARCHY SORTING
CHANGE PRIMARY COMPANY
UNIT NUMBER -
LINKIUNLINK CARD
ACCOUNT PREFERRED DATE FORMAT
MM/DD/YYYY -

ASSIGN/UNASSIGN

ALTERNATE USER PREFERRED TIME FORMAT

APPLY FOR NEW CARD 12hr clock -
REQUEST HISTORY PREFERRED TIME ZONE
PST-Pacific Standard Time -

CITIMANAGER LOG IN
HISTORY
PREFERRED 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

Screen | Descriptions

1. The Card Information section displays the
card name, number and status, hierarchy,

ompany Welcome, CE
0D TRAVEL IB - US

HOME employee ID, credit limit, total balance, cost
Card Details center and default accounting code and
‘ payment information.

CARD INFORMATION ACCOUNT UPGRADE

2. Inthe Statements section click the Recent or

CARD MAINTENANCE

CARD OVERVIEW statement date icons to view recent transactions
NAME ON CARD CARD NUMBER ACCOUNT STATUS VIEW ACCOUNT .

CE TEST ACCOUNT 22 S ——— Open DOCUMENTS or current and previous statements.

HIERARCHY EMPLOYEE ID CREDIT LIMIT . . .

9999201-0029000-0039001 1234867903 $25.00 3. The Aging of Balance section displays

CURRENT BALANCE COST CENTER DEFAULT ACCOUNTING CODE historical balances from 1to 120+ days.

$0.00 Not Availzble Not Availzable

4. The Card Contact Information section displays
RAYMENTSRRMIEWHISTOR Y the contact information associated with your
card or statement including name, address,

STATEMENTS phone numbers and e-mail address.
= . = = = = £ 5. On the right-side of screen, additional links
RECENT 23DEC 2019 23NOV 2019 250CT 2019 23 SEP 2019 23 AUG 2019 . . .
display based on your entitlements. Links could
include Card Maintenance, Request Refund or
AGING OF BALANCE ‘ .
i View Refund requests.

Past Due 1-30 DAYS 31-60 DAYS 61-90 DAYS 91-120 DAYS >121 DAYS

0 $0.00 $0.00 §0.00 §0.00 $0.00
Total Past Due

Amount
$0.00

CARD CONTACT INFO | EDIT>>

FIRST NAME LAST NAME ADDRESS LINE 1

CE TEST ACCOUNT 22 1WAY

cmy STATE COUNTRY

NEW CASTLE DE UNITED STATES OF AMERICA
EMPLOYEE ID PHONE NUMBER MOBILE PHONE NUMBER
1234567903 2222222227 2222222222

FAX NUMBER EMAIL ADDRESS ZIP/IPOSTAL CODE
00000000000000000 cardholder@nocemail.com 19721230001
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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 Descriptions

- T, 1. The Statements section displays an overview
of your statement and allows you to toggle

HOME between statements by clicking the icon for the

Statements statement date.

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

STATEMENTS

RECENT 23DEC 2019  23NOV 2019  230CT 2019 QsEiadlgbl 23 AUG 2019 3

The overview section provides balance and
payment information for the dates displayed.

OVERVIEW FOR AUG 24 TO SEP 23 .

CARD NUMBER NAME ON CARD PREVIOUS BALANCE T EE 4. A list of billed or recent transactions for the
--------- 37 2612 CE TEST ACCOUNT 22 $000 $4.00 statement d|Sp|ay

TRANSACTION TOTAL PAYMENTS RECEIVED AVAILABLE CREDIT PAYMENT DUE DATE

s 000 2100 10162015 5. Use the search field to perform a basic

Make Payment

transaction search by the details, amount
or date or click the Advanced Search link to
narrow your search.

Billed Transactions . . 6

ADVANCED SEARCH >>

Click the Download link to download a

DOWNLOAD (PDF, CSV, XLS) . Statement'
TRANSACTION__ POSTING DATE  TRANSACTION DETAILS EXCHANGE RATE AMOUNT D\SPUTE. 7. The list of transactions will display the
DATE
transaction date, posting date, details and
09/10/2019 09/10/2019 Gas Station 1 400
amount.
m . 8. To view additional transaction detail, click the
VIEW AUTHORIZATIONS . . . . . .
ellipsis (...) link that displays on the right-side

of the row you wish to expand.

9. 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

+ Request a refund

+ 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 i‘r

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

Manage your Citi -
Corporate Card on the =
go! :

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 Managing your card with CitiManager is
expenses, CitiManager makes managing video tutorials and frequently asked now easier than ever! Find out what you
your Citi Commercial Card quick and easy. questions. «can do.

Learn More Learn More. Learn More

CitiManager Site Login Screen



http://citimanager.com/login
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Screen | Step/Action
;o e viaton Fesscod oo putin
CitiManager citi

4. Click the Continue button.

LOGIN

tack Reglatration The User Registration — Invitation Passcode/

. ’ . .
o ‘Welcome to CitiManager. Please select the proper registration process for your organization. You should have received one of the following codes from ln Vi ter S Emal/ screen dISp/a yS.
your Program Administrator. If you do not have a code, please contact your Program Administrator.

CitiDirect System Client Code
My organization provided me a "CitiDirect System Client Code” to apply for a card, reinstatement or account upgrade.

® Invitation Passcode

My organization provided me with an Invitation passcode and Inviter's Email to apply for a card

Prefilled Application Code:

My organization provided me with a Registration ID and Passcode to apply for a card

CONTINUE CANCEL

User Registration Screen

Invitation Passcode that was provided to you by

Loen your APC.

User Registration - Invitation Passcode/Inviter's Email

1. Passcode Verification 2. Sign-on Details 3. Country and Language 4. Card Application Details 6. In the |nViter'S Email Address erId, type the

(€D You vill be prompted in the nex! four steps o register for the CitiManager website and complets the card application Inviter's Email address that was provided to you
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. by yO ur A PC .

* INVITATION PASSCODE

7. Click the Continue button.

*INVITER'S EMAIL ADDRESS

The User Registration — Sign-on Details screen
displays.

katherine@citi.com

CONTINUE BACK CANCEL CLEAR

User Registration — Invitation Passcode/Inviter's Email Screen
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Screen | Step/Action

1. Passcode Verification 2. Sign-on Details 3. Country and Language

() Step 2 of 4: - Please complete the information below to create your CitiManager User Profile. It is important you remember these details as your
usermame and password will be used for future GitiManager log-in and your verification question will be used by the Helpdesk for authentication in case you

forget these details
SIGN-ON DETAILS @
* USERNAME
chuatl@
* PASSWORD
sssssssssssssnss
* CONFIRM PASSWORD

“ HELPDESK VERIFICATION QUESTION

Mother's Maiden Name A
“ HELPDESK VERIFICATION ANSWER

* CONFIRM HELPDE SK VERIFICATION ANSWER

PERSONAL INFORMATION e
* FIRST NAME

Mary
* LAST NAME

Jones.
* COUNTRY

UNITED STATES OF AMERICA -
* CONTACT NUMBER

8315661212
*ZIPIPOSTAL CODE [XXXXX-XXXX]

11111
* EMAIL ADDRESS

kgeorge@gmail.com

* CONFIRM EMAIL ADDRES S

kgeorge@gmail.com|

m e e e

CitiManager citr
LOGIN
User Registration

4. Card Application Details

User Registration Screen — Sign-on Details

8. 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.

9. Click the Continue button.
A confirmation message displays.

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

Your user ID has been created successfully. Please
proceed further to apply for a card

Confirmation Message

10. 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.

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

The Card Application Details screen displays.

n

®
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Screen Step/Actio

12. Complete the required fields in all sections of

CitiManager . . . . . .
the application. Required fields are indicated by
LOGIN an asterisk (*).
User Registration Apply for card . o
| Pt £ Srpalis @ Gunyeiarers e ErnEEET Note: If the sections of the application are

collapsed, click the (+) plus signicon in the
section header to expand them.

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

FORM DETAILS

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

PODIOARITIEE An application submission confirmation

INDIVIDUAL ONLINE APPLICATION message displays.
DEMOGRAPHICS ® 14. Click the OK button.
ADDITIONAL ® The CitiManager Login screen displays.

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

By checking the box, I: (i) acknowledge | have read the Citi® Department of Defense Services Travel Card Program Cardholder their approval.
Agreement; (i) agree to be bound by the terms and conditions as set forth in the Agreement; and (iii) understand that

only the Department of Defense may request particular Authorization Parameters (Section Ill). This application is for a Department of
Defense Travel Card account, which may be standard or restricted, as described in the Cardholder Agreement. | expressly agree to

accept whichever type of account is i Pursuant to i of law, including the U.S.A. PATRIOT ACT, the bank is
required to request additional information to verify your identity.

IMPORTANT INFORMATION about opening a new Citibank® Corporate Travel Card account: To help the United States Government fight
terrorism and meney laundering, Federal law requires us or your employer to obtain, verify, and record information that identifies each
person that opens an account. What this means for you: when you open an account, we or your employer will ask for your name, a street
address, date of birth, and an identification number, such as a Social Security number, that Federal law requires us or your employer to
obtain. We or your employer may also ask to see your driver's
license or other identifying documents that will allow us or your employer identifies you. We appreciate your cooperation

Declaration

Credit Worthiness declaration

Declaration - Please read the declaration below:

|, as the cardholder, authorize the bank to obtain credit score on me as described in the agreement

|, as the cardholder, DO NOT authorize the bank to obtain credit score on me. Therefore, | have completed and submitted an alternate credit
worthiness assessment (DD Form 2883), and | will not be eligible for a standard card

INDIVIDUAL ONLINE APPLICATION

susmMIT SAVE AS DRAFT  CANCEL

User Registration Apply for Card — Card Application Details

12



t ®
CitiManager Site Quick Start Guide/DoD - Cardholder | Getting Started CI I

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.

citi CitiManager E

Note: If you clicked the Click to register today!
Aply for aCard Todsy > “ link from the Welcome to CitiManager e-mail
sent to you, start the registration process from
vsario - Step 3.

DOWNLOAD THE CITIMANAGER APP
Manage your Citi
Corporate Card on the

go!

2. From the CitiManager Site Login screen, click

the Register as a Cardholder link.

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 Managing your card with CitiManager is
expenses, CitiManager makes managing video tutorials and frequently asked now easier than ever! Find out what you

your Citi Commercial Card quick and easy. questions. cando.

Learn More Learn More Learn More

CitiManager Site Login Screen

13
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Choose Language

CitiManager English ~

Register for Online Access

Enter the credit card number and security code (CVV) on

your new card to get started.

Credit Card Number

[ R LY.}

Security Code (CVV)

Fancel

citi

Register for Online Access

3.

Screen | Step/Action

In the Credit Card Number field, type your
16-digit credit card number.

In the Security Code (CVV) field, type the CVV
security code that displays on the back of your
credit card.

. Click the Continue button.

The verify identity screen displays.

Choose Language

CitiManager English ~

Welcome, Sajjan137

To help us protect your account, we'll need to verify your
identity.

XXRXXKXXKXX

Last 4 digits of SSN

Continue Cancel

citi

Last 4 of Social — Employee ID — Date of Birth

In the Last 4 of Social = OR — Employee ID

— OR - Date of Birth field, type the number
that was provided by your agency/organization
during the application process. This number

is either the last four digits of your social
security number (SSN) or the last four digits of
your Employee ID depending on your agency/
organization set-up.

Note: If you are a non-US Cardholder, the Date
of Birth field displays. Type you date of birth
in mm/dd/yyyy format or select it using the
Calendar.

Click the Continue button.

The Verification Method screen displays.

14
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Screen | Step/Action

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?

® Text Mobile (~**-=*=-9789)
O Call Office (**=-***-0945)
D Call Home (=**-==-0945)
O Call Mobile (*=*-***-9789)
Register using temporary credentials, we'll send to the email we
have on file,

By clicking Continue below, | agree to receive a call or text me:

foneet

Choose Language
English ~

citr

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.

CitiManager

One-Time Code

Enter the One-Time Identification Code sent to your mobile
phone (**=-***-8892),

One-Time Identification Cade

Resend code.

Continue Cancel

Choose Language
English =

citr

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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Screen

| Step/Action

Sign On Details

Let's s=t up your username and password for your new account

v 12 - 18 characters

¥ Include 1 letter

+ Include 1 number

" A character cannot reappear more than twice
+ Approved special characters

Password Strength: Strong

Primary Email Address

‘ ma75455@nonoemail.com

alternate Email Address (Optional

mars455@noemail.com|

e

Choose Language:
English =

citi

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.

CitiManager

Customer Services
Verification

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

Customer Services Question
What is your Mother’s Middle Name? =
Client Services Answer

Confirm Client Services Answe

\—’BaCk foneel

Choose Language
English =

7 Wk ke

atr

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
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Screen

| Step/Action

CitiManager

Review and Register

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

Account Details

Username Dbesinol23
Card Number KAXXKXKNKKKK-6454

Account Name Sajiani37 Golwal3T

Register Account Cancel

(Choose Language
English =

atr

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.

CitiManager

All set, Sajjan137

o You've successfully registered your account.

Please keep this new username and passwerd for futur

CitiManager® access

Download the CitiManager® App
Manage your new Citi Corporate Card on the go.

(Choose Language
English =

ctr

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
guestions. 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/Action

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

3 ) The CitiManager Site Home screen displays.
Security Questions

Select security questions and set answers to verify your identity anytime you log into your account Note: YOU can not Select ac ha | |enge q Uestion
Security Question 1
more than once.

In which city were you born?

Security Question Answer 1 Confirm Security Question Answer 1

Security Question 2
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

Security Questions
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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
guestion.

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

Cm' CitiManager . !41'3
2. From the CitiManager Site Login screen, type
RoeylorpCadlTodeys your User ID and Password in the required
fields.

DOWNLOAD THE CITIMANAGER APP oay pusls i 3. Click the Slqn On button.
Manage your Citi - au , , ,

The One-time Passcode receipt options screen
Corporate Card on the 5534 |23: displays.
qol e 3
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 Managing your card with CitiManager is
(v , Citil make: video tutorials and frequently asked now easier than ever! Find out what you
your Citi Commercial Card quick and easy. questions. cando.

Learn More Learn More Learn More

CitiManager Site Login Screen
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Screen | Step/Action

4. Select the option for how you would like to

CitiManager .
receive your OTP.
SelectOTEOpton Note: Possible options are Email, Text Message,
S?E;(‘a;;:‘:‘:::\:nagev session requires additional authentication, Please select your preference for receipt of a One Time Passcode. A Passcode will be delivered according 1o your preference afier you C a | | Offl c e’ C a | | H om e' an d C a | | M o bl | e.
Text Message (OCCOGOOK2158)< Message and Data Rates May Apply > O n |y th eo pt | ons curre nt | y Set u p |n yo ur
® 7o esao o et cocEOOROMAGE o CitiManager Site profile will be available as

el s Bt BRI possible options.

SRR 5. Click the Continue button.

Call Home (XXXXXXXXX8514)

Call Mobile (XXXXXXXX2159)

Select OTP Option Screen - E-mail

@ COMMERCIAL CARDS

CitiManager Sign Out C]t]

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)

Terms & Conditions Privacy Accessibility Institutional Clients Group ©2018 Citigroup Inc

—
c|t| CITI, CITl and Arc Design, CITIBANK and CITIGROUP are trademarks and service marks of Citigroup Inc_ or its affiliates and are used and registered

Select OTP Options Screen - Text
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Screen | Step/Action

6. Retrieve your OTP from the receipt option

O Oy BiMeing | y W P gL P selected.
RS ¥ om o)
s Raply Reghy NC[:IM' n B OneNote & = i Related - 2
Junk~ Delete | Repl eply Forward love Mark Categorize Follow  Translate vom
2 B More ~ 2 EPAOONT | resd e Upe - D Seecrs
Delete Respond Mowe Tags r. Editing Zoom

| Fri6n/2013 1141 P

citicommercialcards.admin@citi.com

I Your One-time Passcode
To  MKumar
Dear TEST USER10,
Your One-time Passcede is 43706500,
This passcode will expire in 120 seconds
Regards,
Citi® Commercial Cards
Global Customer Service
PLEASE DONOT REPLY TO THIS MESSAGE.
Protect yoursell from anline fraud, 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 the message to submitphishing @citi.com.

OTP - E-Mail

Beéie2s

Your Citi Commercial Card One-
Time PIN is Z6IAJ0.

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

IText message (1] A

OTP - Text

7. Inthe One-time Passcode field, enter the eight-
digit passcode received from the receipt option
S you selected and click the Continue button.

CitiManager

Q) Please enier the One-time Passcade received

Note: A OTP sent by e-mail expires after
120 seconds. A OTP by voice message or

[ o text expires after 100 seconds. Additionally,
you have six attempts to enter the OTP
correctly. If your OTP is expired, or you
have more than six failed attempts, you

* ONE-TIME PASSCODE

o o R Bt K can click the Cancel button to return to the
N receipt options screen or you can log into
Enter OTP Screen CitiManager again to initiate the process

from the beginning.

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

8. When you are ready to log out, from the
CitiManager Site header, click the Sign Out link.

Welcome, | essie

e Company
CitiManager CNH GLOBAL US -US ~ Wy Profile| |

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:

+ A valid username
+ The last six digits of your account number
+ Your Helpdesk verification answer

Step-by-Step Instructions

Screen | Step/Action

1. Navigate to citimanager.com/login.

citi’ CitiManager @

2. From the CitiManager Site Login screen, click
AppiyforaCard Today > tance? the Forgot Password link.

The Forgot Password — Select Role screen
displays.

DOWNLOAD THE CITIMANAGER APP
Manage your Citi
Corporate Card on the

go!

CitiManager® At Your Service

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

Lesn More Lear Mre =

CitiManager Site Login Screen
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Screen | Step/Action

CitiManager

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

OSe\ectyuur role

® Cardholder
have cards linked and this is my only role.

Non Cardholder/Card Applicant
administer card program on behalf of my company or organization OR | have applied for a card and yet to receive it

CONTINUE CANCEL

Forgot Password — Select Role Screen

3. Select the Cardholder radio button and click

the Continue button.

The Forgot Password — Enter Details screen
displays.

CITI® COMMERGIAL CARDS

CitiManager

LOGIN
Forgot Password

1. SelectRole. 2. Enter Details. 3. Helpdesk Verification. 4. OTP Details
o Enter details to create your new password. The fields marked with asterisk (*) are mandatory.

* USERNAME

demochB4

* CARD NUMBER (Last 6 digits)

* ENTER THE CODE IN THE IMAGE

‘ 86901

SELECT AUDIO CHALLENGE

CODE:

CONTINUE CANCEL  CLEAR

Forgot Password — Enter Details Screen

In the Username field, type your username.

In the Card Number field, type the last six digits
of your card number.

In the 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.

Click the Continue button.

The Helpdesk Verification screen displays.

CITI® COMMERGIA

CitiManager

LOGIN
Forgot Password
1. SelectRole. 2 Enter Detalls. 3. Helpdesk Verification. 4. OTP Details.

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

HELPDESK VERIFICATION QUESTION
Last 4 of SSN

* HELPDESK VERIFICATION ANSWER

m e

Forgot Password — Helpdesk Verification Screen

In the Helpdesk Verification Answer field, type
the answer to the verification question and
click the Continue button.

The OTP Details screen displays.
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Screen | Step/Action

o Please enter the One-time Passcode received

* ONE-TIME PASSCODE

m e

Forgot Password — OTP Details — Enter Passcode Screen

9. From the OTP Details screen, select the
GitiManager appropriate contact option and click the
Continue button.
A passcode is sent via text message or phone
call depending on the option you
OYour 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. have se/eCtEd'
@ Text Message (XXXXXXXXX0833)< Message and Data Rates May Apply >
Call Office (XXXXXX0833)
Call Mobile (XXXXXXXXX0833)
Forgot Password — OTP Details — Receipt Options Screen
10. In the One-Time Passcode field, type the
CitiManager passcode you were provided and click
the Continue button.
LOGIN
IR ERTENE A confirmation message displays.
1. Select Role. 2 Enter Details. 3 Helpdesk Verification. 4. OTP Details.
11. Click the OK button.

A message displays indicating a temporary
password has been generated and sent to

your e-mail address. Use this password to the
CitiManager Site. You will be prompted to create
a new password.
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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.

—

citi CitiManager _ *ﬁ:

2. From the CitiManager Site Login screen, click
Apply for a Card Today » il the Forgot User ID Iink-

The Forgot Sign On — Username screen displays.

DOWNLOAD THE CITIMANAGER APP
Manage your Citi
Corporate Card on the

go!

CitiManager® At Your Service

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

Learn More Learn More Learn More

CitiManager Site Login Screen
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CitiManager

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

o Select your role.

@ Cardholder

have cards linked and this is my only role

Non Cardholder/Card Applicant
administer card program on behalf of my company or organization OR | have applied for a card and yet to receive it

m e

Forgot Sign On — Username — Select Role Screen

Screen | Step/Action

Select the Cardholder radio button and click
the Continue button.

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

CITI® COMMERCIAL GARDS

CitiManager

LOGIN

Forgot Sign On - Username

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

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

* EMBOSSED NAME

ce test account 22

* ACCOUNT NUMBER (FULL NUMBER)

* ENTER THE CODE IN THE IMAGE

|79381\

SELECT AUDIO CHALLENGE

CODE:

m e e

Forgot Sign On — Username — Screen

In the Embossed Name field, type your name
as it appears on your card.

In the Account Number (Full Number) field,
type your full account number.

In the 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.

Click the Continue button.

The Forgot Sign On — Username — Helpdesk
Verification screen displays.

CitiManager

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

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

HELPDESK VERIFICATION QUESTION
Mother's Maiden Name

* HELPDESK VERIFICATION ANSWER

m e

Forgot Sign On — Username — Helpdesk Verification Screen

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

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

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

LOGIN
Forgot Sign On - Username

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

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

® Text Message (XXXCOXXXX0833)< Message and Data Rates May Apply >
Call Office POOOOOCKXXXT185)

Call Mobile (XXXXXXXXX0833)

m s

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

Screen | Step/Action

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

A passcode is sent via text message or phone
call depending on the option you
have selected.

CITI® COMMES

CitiManager

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

o Please enter the One-time Passcode received

* ONE-TIME PASSCODE

CONTINUE CANCEL

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

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

A confirmation message displays.
1. Click the OK button.

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

Update User Preferences

Key Concepts

It is 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

MER(

o ‘Comoany Wielenme.
CitiManager GTD US - US | my Profie | Sign out

s20,000.00

Credit Limit

s17,959.64

Available Credit @

s2,040.36

Current Balance

s1,983.36

Due by 11/09/2022 @
Make a Payment

Recent Activity
Advanced Search >>

Recent Authorization(s)

TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE AMOUNT STATUS

10/19/2022 13:46:02 Airport 57.00 Approved
View All

Unbilled Transaction(s)

TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE  AMOUNT

10/19/2022 10/19/2022 PAYMENT RECEIVED — THANK 1 -426.24

10/18/2022

View All

10/20/2022

Airport

1

57.00

Home Screen

tep/Action

From the CitiManager Site header, click the My
Profile link that displays under your name.

The My Profile — User Preferences
screen displays.
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Screen | Step/Action

L]

CitiManager

EI:IEI Company
TRAINING USE ONLY - US

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 g

* YOUR ANSWER

* CONFIRM YOUR ANSWER

PREFERRED LANGUAGE (FOR CORRESPONDENCE)

ENGLISH -

* PREFERRED HIERARCHY SORTING

UNIT NUMBER »
PREFERRED DATE FORMAT

MM/DD/YYYY -
PREFERRED TIME FORMAT

12hr clock -
PREFERRED TIME ZONE

PST-Pacific Standard Time -

PREFERRED CURRENCY FORMAT

System Default -

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:

* 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

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

Step-by-Step Instructions

Screen | Step/Action

1. From the CitiManager Site header, click the My
Profile link that displays under your name.

- ‘Comuoany ANSIcome
PR GTD US - US | myProfe | San 0w

The My Profile: User Preferences screen
$20,000.00 s17,959.64 $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
10/19/2022 13:46:02 - Airport - 57.00 Approved
View All
Unbilled Transaction(s)
TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE  AMOUNT
1019/2022 101972022 PAYMENT RECEIVED — THANK 1 -426.24 >
10/182022 10/20/2022 1 57.00

Airport

View All

Home Screen
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Screen | Step/Action

2. Click the Request History link.

Welcome, CE

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

A list of application and maintenance requests
display.

HOME
My Profile: User Preferences

Note: If there are no requests, a message
CARD MAINTENANCE * SELECT YOUR HELP DESK VERIFICATION QUESTION displays indicating there are no requeStS for
Mother's Maiden Name -4 th|s user.

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

USER ROLE AND HIERARCHY
* YOUR ANSWER

ENTITLEMENTS
USER PREFERENCES
* CONFIRM YOUR ANSWER
CHANGE PASSWORD
RESET CHALLENGE .
QUESTIONS. PREFERRED LANGUAGE (FOR CORRESPONDENCE)
ENGLISH -4
MERGE USERNAMES
* PREFERRED HIERARCHY SORTING
CHANGE PRIMARY COMPANY

UNIT NUMBER -4
LINK/UNLINK CARD ACCOUNT

PREFERRED DATE FORMAT
ASSIGN/UNASSIGN MM/DDIYYYY &
ALTERNATE USER

PREFERRED TIME FORMAT
APPLY FOR NEW CARD

12hr clock -4
REQUEST HISTORY

PREFERRED TIME ZONE
CITIMANAGER LOG IN

HISTORY PST-Pacific Standard Time -

PREFERRED CURRENCY FORMAT

System Default -

w poo e

My Profile — User Preferences

A CtManager e ys | omeCE 3. To sort requests, click on header in which you'd
like to sort the requests.
HOME
My Profile: Request History 4. To view the hierarchy, expand the row for the

desired request by clicking the ellipsis (...) link
that displays to the right of the screen.

CONTAGT INFORMATION o List of Application and Maintenance Requests

CARD MAINTENANCE DOWNLOAD (X1s)

VIEWING 1-10 OF 23 «] 11213 »
USSR ROLEAND HIERARCHY REQUESTID v STATUS & REQUEST TYPE & LAST MODIFIED DATE & MODIFIED BY & 5. TO VieW the details Of a Specific request, from
ENTITLENENTS 6162673104  Processed  Individual online 07/23/202001:37.08 ~ CETEST the Request ID column, click the link for the
USER PREFERENCES maintenance ACCOUNT 22 ' '
RS 6139692012 Pending Account Upgrade 0412912020 041202 CE TEST desired requ est.
ACCOUNT 22
I The application or maintenance request details

MERGE USERNAMES displ ith th [ hist
CHANGE PRIMARY COMPANY Isplay wi & approval history.
LINK/UNLINK CARD ACCOUNT

ASSIGN/UNASSIGN ALTERNATE
USER

APPLY FOR NEW CARD

REQUEST HISTORY

My Profile — Request History
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Screen | Step/Action

6. To view additional information from the

#  CitiManager CEBODTRAVEL B-US s prome ' Sanoe | 2] A . . .
Demographics or Additional sections, click
;:ME WP:’L”EE=:EQ“E‘T”'ST°"Y the (+) plus sign icon from the section header
equest History

as necessary.

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

e 7. To view the Audit Log, scroll to bottom of
Request Details screen click the View Audit Log button.
Request ID Current status LAST MODIFIED DATE Form ID
6162673104 Processed 0712312020 01:37:08 35602 The AUd/t LOg disp/ays.

DOD CARD ACCOUNT MAINTENANCE -IBA

DEMOGRAPHICS ®
EXPIRATION DATE §

FIRST NAME

MIDDLE INITIAL

LAST NAME

MAILING ADDRESS LINE 1

MAILING ADDRESS LINE 2

MAILING ADDRESS LINE 3

ALTERNATE EMPLOYER'S NAME

SUPERVISOR EMPLOYER'S ADDRESS

SUPERVISOR PHONE NUMBER

ADDITIONAL ®

DOD CARD ACCOUNT MAINTENANCE - IBA

Approval History

ACTION DATEITIME APPROVER REAPPLY DESCRIPTION
Approved 071232020 K Leom
01:37:09

VIEW AUDITLOG VIEW ACCOUNT DOCUMENTS  CANCEL

My Profile — Request Details
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HOME ' MY PROFILE:REQUEST HISTORY

View Audit Log

Company
d:l] CE DOD TRAVEL IB - US

€D View applications and maintenance request audit history

Welcome, CE
My Profile | Sign Out

Viewing 1100722 | </ 11213 »
Date & Time Of Change ~ Changed By  Type Of Updated Field Id Value NewValue  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 SystEwm  Field Mailing Country  UNITED STATES OF
01:37:09 PM AMERICA

Audit Log

8. When you are finished viewing the Audit Log,
scroll to the bottom of the screen and click the
Back button.
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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

" Company
CitiManager CITI DEMO TRAVEL USC2 - US ~

saemens | - 12,291,37 §1,208.63 $604.29

Available Credit @ Current Balance Due by 08/14/2020 ©®

2010 Make a Payment

JUN 20 JUL 20

Go Paperless
P Advanced Search >>

& Past Payments

TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE AMOUNT STATUS

Screen | Step/Action

07/28/2020 e SUPERCENTER e 10.00 Approved

0772072020 = SUPERCENTER == 14.74 Decline

Home Screen — View Recent Link

From the CitiManager Site side navigation

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.

The Statements — Recent screen displays. An
overview of the account displays at the top
of the screen. Recent activity displays at the
bottom of the screen.

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

in the Statements header to toggle between
accounts.
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Screen | Step/Action

CitiManager

HOME

Statements

APR 2017

CARD NUMBER
XXXXXXXXXX667203

NEXT STATEMENT DATE
05/14/2017

Company
1B COMPAN!

FEB 2017

This is not your final statement.

OVERVIEW FOR MAY 14 TO PRESENT

NAME ON CARD
JOHN C CARD

BALANCE AS OF
04/17/2017

Y - US

Welcome, JOHN C i~

My Profile | Sign Out

TOTAL BALANCE
$2258.20

TOTAL DEBITS POSTED AS
OF 04/17/2017

STATEMENTS XX00-1076

TRANSACTION TOTAL
$2.258.20

TOTAL CREDITS POSTED AS
OF 04/17/2017

VIEW AUTHORIZATIONS

$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
50.00
$0.00
Recent Activities Hotel n
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

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 | Step/Action

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

XX00-1076

m IR

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
$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 0314/2017 HOTELS J 00 E
NY
REFERENCE NUMBER ~ TRANSACTION TRANSACTION TRANSACTION
24614029253253000000 AMOUNT CURRENCY DETAILS Moce
576 400 usD More Information

Statements — Recent Transactions Addit

ional Detail

3. To view additional transaction detail, click the
ellipsis (...) link that displays on the right-side
of the row you wish to expand.

The row expands and additional transaction
details display.
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Step-by-Step Instructions

To Download Recent Transactions

Screen | Step/Action

4
o Company Welcome, JOHN C N
CitiManager IB COMPANY - US My Profile | Sign Out u

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

Recent Activities header.
Statements

The download options display in a new window.

STATEMENTS XX00-1076

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 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. %LS

EXCHANGE AMOUNT  DISPUTE
TRANSACTION DATE POSTING DATE TRANSACTION DETAILS RATE
1 400

03/14/2017 03/14/2017 HOTELS

m VIEH ATHOREATIONS

Statements — Recent Transactions Download Link

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.

Please select a download format.

Ocsv

@ Excel

Statement Screen — Download Options

37



CitiManager Site Quick Start Guide/DoD - Cardholder | Statements I I

Screen |S /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

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

= Company ‘Welcome, JOHN C
CitiManager 1B COMPANY - US My Profile | Sign Out

~  Your file is ready for download.

The document opens in the selected format.

= Note: Once the document is open, you
Recent Activities Transaction Details, Amount or Date can print it by selecting Print from the
ADVANCED SEARCH >> .
File menu.

DOWNLOAD (PDF, XLS

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 479.52
Do you want to open or save Statement.pdf from cafeuat.cards.citidirect.com? f’;ft‘;‘:"
Open Save | v|| Cancel =

Statements Screen — Open Document

9 ™ g Unbilled.s [Compatibility Mode] - Microsoft Excel =
- . - \Unbilledls [Compatiilty Mode] - Microsoft Bxcel
Home | Insert Pagelayout Formulas Data  Review  View  Acrobat  SecureZlP 6@ o @ =
* aal MM T General a
B 7 U- o - A e $ - % Find &
4 e : Select ~
d & Font o Alignment Number Styles Cells Editing
F
ER 01/05/2012 01/09/2012 5.41E+21 W A 24156 USD
HER 01/05/2012 01/09/2012 5.55419E+22 145.57 USD
ER 01/06/2012 01/09/2012 "25247802006000132021158 | — e 2264 USD
ER 01/06/2012 01/09/2012 "55641862007010179011627 55.83 USD
ER 01/09/2012 01/10/2012 "25247802009000210019402 | — 26.9 USD
RCHASE  01/09/2012 01/10/2012 "55436872010690102087463 3036 USD ||
ER 01/10/2012 01/11/2012 "25140612011000018248101 - 1254 USD
ER 01/10/2012 01/11/2012 "25140612011000018248168 46.67 USD
ER 01/10/2012 01/11/2012 "25247802010000234016571 — 42.75 USD
HER 01/10/2012 01/11/2012 "55446412011200923300012 34.74 USD
ER 01/12/2012 01/13/2012 "25140612013000018448709 e - — 199.08 USD
ER 01/12/2012 01/13/2012 "25140612013000018448816 14.98 USD
ER 01/12/2012 01/13/2012 "25247802012000285022799 | — s 834USD |
HER 01/12/2012 01/16/2012 "05410192013105110349974 12.99 USD
ER 01/13/2012 01/16/2012 "25140612014000018548929 - 1868 USD
ER 01/13/2012 01/16/2012 "55432862013000 11683 USD |
» | Sheet1 /43 [Tl " » ]

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:

» An account, balance and payment overview
« A list 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

. Wel 1. From the CitiManager Site side navigation bar,
ﬁ Lol dh Crioevo TRAVEL US C2-US = e ign Out z

position your mouse over the Statements icon
and then click the icon for the statement date

oo Y A 291 37 $1 208 63 $604 29 you wish to view. Use the Back and Forward

Avallable Credit @ Current Balance Due by 08/14/2020 @ (< ») arrows to navigate between years.
Make a Pament
JUN20 JUL 20 The Statements screen displays for the month

selected. Billed transactions display at the
bottom of the screen.

2010

Advanced Search >>

Note: If you have more than one card account,

2 Fast Evonares click the account number drop-down arrow
TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE AMOUNT STATUS .
in the Statements header to toggle between
07/28/2020 - SUPERCENTER - 10.00 Approved
accounts.

0712912020 - 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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Screen | Step/Action

CitiManager fﬁ"é%ﬂpm
HOME
Statements

STATEMENTS

This is not your final statement.

OVERVIEW FOR MAY 14 TO PRESENT

Y - US

RECENT APR 2017 MAR 2017 FEB 2017

Welcome, JOHN C ~ atr

My Profile | Sign Out

XX00-1076

m Y pHoRETONS

CARD NUMBER NAME ON CARD TOTAL BALANCE TRANSACTION TOTAL
XXXXXXXXXXE6T203 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
$0.00
Billed Transactions hikel nﬂ
ADVANCED SEARCH »
DOWNLOAD (PDF, CSV, XLS)
EXCHANGE AMOUNT  DISPUTE
TRANSACTION DATE POSTING DATE TRANSACTION DETAILS RATE
1 4.00
03/14/2017 03/14/2017 HOTELS

Statements Screen — Search

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 | Step/Action

HOME

Statements

RECENT AFR 2017 FEB 2017

This is not your final statement.

OVERVIEW FOR MAY 14 TO PRESENT

CARD NUMBER NAME ON CARD TOTAL BALANCE
XXXXXXXXXX667203 JOHN C CARD $2,258.20
NEXT STATEMENT DATE BALANCE AS OF TOTAL DEBITS POSTED AS
o0s5/14fzo17 04/17/2017 OF 04/17/2017
$0.00 $0.00
TOTAL PAYMENTS POSTED PENDING AUTHORIZATIONS PAYMENT DUE DATE
AS OF 05/14/z2017 05M14/2017 05/23/2017
$000
$0.00
Billed Transactions Hotel

DOWNLOAD (PDF, CSV, XLS;

Welcome, JOHN C

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

STATEMENTS XX00-1076

TRANSACTION TOTAL
$2.258.20

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

ADVANCED SEARCH »

m AR

EXCHANGE AMOUNT  DISPUTE
TRANSACTION DATE FOSTING DATE TRANSACTION DETAILS RATE
03/14/2017 03/14/2017 HOTELS 1 0 Izl
REFERENCE NUMBER  TRANSACTION TRANSACTION TRANSACTION
24614029253253000000 AMOUNT CURRENCY DETAILS Mot
576 400 usD More Information

Statements Screen — Additional Transaction Detail

3. To view additional transaction detail, click the
ellipsis (...) link that displays on the right-side
of the row you wish to expand.

The row expands and additional transaction
details display.

4
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Step-by-Step Instructions

To Download Statements

Screen | Step/Action

S CCompany Welcome, JOHN C
CitiManager IB COMPANY - US My Profile | Sign Out

HOME

Statements

= STATEMENTS XX00-1076

This is not your final statement.

OVERVIEW FOR MAY 14 TO PRESENT

CARD NUMBER NAME ON CARD TOTAL BALANCE TRANSACTION TOTAL
XEXXXXXXXXE67203 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
$0.00
$0.00

Billed Transactions Hotel n

ADVANCED SEARCH >
DOWNLOAD (PDF, CS!

EXCHANGE AMOUNT  DISPUTE
TRANSACTION DATE POSTING DATE TRANSACTION DETAILS RATE
1 400

03/14/2017 03/14/2017 HOTELS

m B

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.

Ocsv

@® 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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- Company Welcome, JOHN C
CitiManager 1B COMPANY - US My Profile | Sign Out
~  Your file is ready for download.
Billed Transactions Transaction Details, Amount or Date
ADVANCED SEARCH
DOWNLOAD (PDF, CSV, XLS]
TRANSACTION DATE FOSTING DATE TRANSACTION DETAILS EXCHANGE RATE AMOUNT
03/14/2017 03/14/2017 HERTZ RENTALS 176.99
03/14/2017 03/14/2017 HILTON HOTELS 29874
03/14/2017 03/14/2017 DELTA AIRLINES 479.52
Do you want to open or save Statement.pdf from cafeuat.cards.citidirect.com? X ghout the
In certain
‘ Open | ‘ Save ‘ = ‘ | Cancel ‘
Statements Screen — Open/Save Options
CITIBANK CORPORATE CARD Account Statement
Commerical Card Account
SWITH
ey Account Inquiries:
c I t I Toll Free: ={E00N248-4553
Intermational: HED4PES4-7314 | Account Nurmber: JOOOE00OOE0-5888
TODVTTY: HETTHE05-T27E
I — 2 B !
Summary of Account Activity Payment Information
Previous Balncs 4002 e Belance 5000
Payments #6.01 Past Due Amourt 5000
Credits $0.00 Cisputed Amount 20,00
Purchases & Othar Chames. 2499 Amcurt Over Credit Linit 5000
Cash Trarsadfiors 0.00 Ivinimum Payimert Due 20,00
Cash Trarsaction Fees 0,00 Payment Due Date A30/2017
Interest Charges 0.00 Statement Closing Date 100572017
o Diays in Blling Feriod kA
™ . J
Credit Limit 310
Pomilbble Crecht Limit 310 ‘Send Notice of Billing Ermors and Customer Service Inciries to:
Cesh Achance Limit =] CITIBANK, N.A., PO BOX 6125, SICUX FALLS SD 571176125
Pmibble Cash Achance Limit k1]
. J
T ti
Post  Trans
Date  Date  MCC Reference Numier DesariptionLocaion Amount
0907 0803 5389 24690160P48100438348558 1 T 80424 us 473
08 0804 5812 24239000p48000013806363 2 024 us 2026
94 0914 0000 744850000SBO0000000EGES 3 8501 PY
FINANCE CHARGE SLMVARY Your Arnual Perceriiage Rate (APR) s the ennuel inerest rte on your sccount.
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

y Welcome, Desmo... E
EMO TRAVELUSC2-US v My Profile | Sign Out

CitiManager

Statements

$604.29

Due by 08/14/2020 @
Make a Payment

2,291.37 $1,208.63

Available Credit @ Current Balance
2010

JUN 20 JUL 20

Advanced Search >>

& Past Payments

TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE AMOUNT STATUS

Screen | Step/Action

. Before you can make a payment online, your

07/28/2020 o SUPERCENTER W 10.00 Approved

07/29/2020 = SUPERCENTER = 14.74 Decline

Home Screen — Payments Link

From the CitiManager Site side navigation bar,
position your mouse over the Statements icon
and then click the Payments link.

You can also click the Make a Payment link that
displays on the Home screen (under Due in
date) or on the Statements screen (under the
Payment Due Date).

The Payments screen displays.

banking account information must be entered.

If the desired pay from account information
already exists, go to Step 7.

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 | Step/Action

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

Account Information

oAdd an account. The fields marked with an asterisk 4 ln the Bank ROUtIng Number fleld' type the
hcpmanmlatony: bank routing code for the account.

* ACCOUNT TYPE

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

12112m21

5. In the Pay From Account field, type the
account number.

* BANK ACCOUNT NUMBER
34343434

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.

Payments Screen — Additional Transaction Detail

Comany O — ) . 7. To select the desired pay from account, click
CitiManager IB COMPANY - US My Profile | Sign Out . .
the appropriate radio button.
~
HOME
Payments 8. In the Select Payment Amount section, click
- the radio button for the desired payment
= 1. Make a Payment 2. Confirm Payment 3. Success .
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 TYPE BANK NAME 9‘ TO SChedU|e a payment |n the future type a
® 021000089 XXXXX0145 Checking account a DELETE date or select it from the calendar
(@) 021000089 XXXXX2345 Savings account i DELETE
(O 021000089 XXXXX3456 Checking account aTl DELETE 10 To SmeIt your payment' CIICk the Pay bUttOﬂ.

The Confirm Payment screen displays.

SELECT PAYMENT AMOUNT

@ Current Balance:$ 629.39
O Amount Due:$ 629.39

O Gther Amount

ENTER PAYMENT DATE
04/19/2017

PAY SCHEDULED & PAST PAYMENTS

DISCLAIMER

= 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
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 — Make a Payment
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Screen Step/A

i Company Welcome, JOHN C
CitiManager |B COMPANY - US My Profile | Sign Out
HOME

Payments

1.Make 3 Payment 2. Confirm Payment 3. Success

You have requested the following payment

PAY FROM ACCOUNT ACCOUNT TYPE BANK ROUTING CODE BANK NAME
ros il Checking account 121121121 cIm
AMOUNT

$629.39

m o

DISCLAIMER

* 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 Citibank
Card account on this day.

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

Business days are Monday through Friday, exciuding Federai holidays. If paying from a Savings account and/or Credit Union, piease ensure your financial

institution supports automated payments_

Payments — Confirm Payment

11. Review your payment information and click the
Confirm button.

The Success screen displays your payment
information and a confirmation displays at the
top of the screen.

- Company Welcome, JOHN €
CitiManager 1B COMPANY - US My Profile | Sign Out
HOME

Payments

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 CITI

xxxxx/ Checking

AMOUNT
$629.39

DISCLAIMER

* 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 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

12. Click the OK button.

The Scheduled & Past Payments screen
displays.
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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.

It is 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

Screen | Step/Action

1. From the CitiManager Site side navigation bar,
e e el position your mouse over the Alerts icon and
then click the Alerts Subscription link.

The Alerts Subscription screen displays.

$3,500.00 $2,291.37 1,208.63 :604.29

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

*03 7103 v

Alerts

Advanced Search >>

Alerts Subscription

Audit Log 3 TRANSACTION DETAILS EXCHANGE RATE AMOUNT STATUS

On-Demand Mobile Alerts
SUPERCENTER = 10.00 Approved

07/2912020 SUPERGCENTER = 14.74 Decline

Home Screen — Alerts
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Screen | Step/Action

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

HOME

CONTACT PREFERENCES
a) Type and confirm up to five email addresses.
EMAIL ADDRESS MOBILE PHONE NUMBER
hemant@noemail com | EDIT (#) 17327891111 | AT&T | EDIT

b) Click the Save button.

Alerts Subscription Screen

Email Address Preferences

ENTER ADDRESS(ES) CONFIRM ADDRESS(ES)

ONE ONE
john.card@noemail.com john.card@neemail.com
™o T™WO

johnc@test.net johnc@test.net

THREE THREE

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

Alerts Subscription

CONTACT PREFERENCES

EMAIL ADDRESS
hemant@noemail.com | EDIT

Search

MOBILE PHONE NUMBER
(+)17327891111 | AT&T | EDIT

Alerts Subscription Screen

Mobile Number Preference

MOBILE NUMBER
*COUNTRY CODE & MOBILE NUMBER

1

2223334444

*US SUPPORTED CARRIERS:

AT&T

“You can choose when you would
like to receive SMS text alerts. If

no selection is made, you will
receive SMS text alerts at the
time they are processed. You
may update your preferences at
any time.

CONTACT PREFRENCES
*PREFERRED TIME ZONE
GMT
FROM
01:00 AM
*To
--Select--

Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday

Alerts Subscription Screen — Mobile Number Preference

3.

To edit your mobile number, your mobile carrier,
and your notification preferences, click the
Mobile Phone Number - Edit link and complete
the following steps when the Mobile Number
Preferences screen opens:

a) In the Country Code and Mobile Number
field, type a valid mobile phone number
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.

b) Click in the Supported Carriers field and
select your mobile carrier.

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.

¢) Click in the Preferred Time Zone field and
select your preferred time zone.

d) Click in the From and To fields and select the
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.

f) Click the Save button.
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Screen Step/Action

4. To subscribe to alerts, select the Email Alerts
and/or SMS (Mobile Alerts) checkbox(es) for

T o B* each of the alerts you wish to receive.
Alerts Subscription

‘Welcome, Lessie

= Company
CitiManager AGENCY CORP 5 - US - My Profile | Sign Out

To unsubscribe to alerts, deselect the

Email Alerts and/or SMS (Mobile Alerts)
checkbox(es) for the alerts you no longer wish
Emall Addresses Moblie Phone Number to receive.

hemant@noemail com EDIT (+)11145559481 | AT&T | EDIT

CONTACT PREFERENCES

Note: Some alerts may be greyed out and

TRANSACTIONAL ALERTS . .
Q unavailable. Available alerts are set by your
S e Program Administrator. Alerts that are selected
Alert Returned Mail T2 o v and greyed out are mandatory.
* Available Credit Remaining (%) . . .
Avaiabl Credit Ramaining 08 @ | Select 96 of remairing credit level which should rigger Z For more information about each alert, click the
an alert, e.g. 5%,
information icon next to the alert name.
Credit Limit Changed i ]
Deciined Transaction e i Some alerts require you to type or select a
— : = threshold setting that will trigger the alert.
Declining Balance Expiry (el Racnice - xpiy Appmamm? i . .
e e nednihgncSEy kg aing % For example, for the Available Credit

Remaining % alert, you must select the

Direct Debit Set-Up i ]
Dispute Resolution Notice o Dispute Resolution Notice o deSIred Avallable Credlt Remalnlng %'
T @ tiiaton il occurfor every ransaton mace ot sccou When the selected percent of remaining

excluding payments.

o vate 1o credit level is met, you will receive an alert.
= Provide the transaction amount which should

igh Value Transaction ['i) . . .
LV astich) L 50 ;nge(ana\srt Enter a positive number up to 15 4 5. When you are f|n|shed, review the terms and
igits in length, excluding decimals, e.g. 500.
Payment Dus/invoice o conditions at the bottom of the screen and if
Payments Received @ Notfcation of payment reversais, f any wi be sent out via emal you agree, select the checkbox.
Reminder: Payment Past Due /
Overaue ° Note: If you do not agree to the terms and
T — conditions, you will not be able to receive
= alerts.
ALERT NAME EMAIL TEXT
Account Cancellation Notice [ ) 6 C“Ck the SaVe button.
Account Cancelled Notice (i ] . . .
The alerts settings are saved and a confirmation
Account Suspension Notice [ ] .
5 message displays at the top of the screen. The
Address Changed i
—— 5 PIN confirmation number screen displays if you
ar enewal v
———— P - elected to receive alerts on your mobile device
™ for the first time or you changed your mobile
Card Delivery Issue Notice () phone number.
iRt e . Note: If you elected to receive alerts on your
My Card Application Status (i ] . . . .
mobile device, you will receive a text message
My Card Maintenance Status (i) . . .
o with a PIN. On the CitiManager Site PIN
Activate your Card v O
confirmation number screen, type the PIN
TERMS & CONDITIONS . . . .
number received on your mobile device in the
Terms & Conditions: Message and Data Rates May Apply. For a list of supported carriers, click here. To suspend PIN Confirmation number f|e|d and C“Ck the
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). Confirm button.

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

1. From the CitiManager Site Home screen:

oo ‘Company Welcome:
CitiManager GTD US - US My Profile | Sign Out

Click the Cards icon from the side-navigation
bar. When the Card Details screen displays,
$20,000.00 s17,959.64 $2,040.36 $1,983.36 click the View Pin link that displays on the

Credit Limit Available Credit @ Current Balance Due by 11/0912022 @ 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.
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
10/19/2022 13:46:02 - Airport - 57.00 Approved .

Code field.
View All

Unbilled Transaction(s)

TRANSACTION DATE POSTING DATE TRANSACTION DETAILS EXCHANGE RATE  AMOUNT

Home Screen

CITI® COMMERGIAL GARDS Contact Help Desk.

- Company Welcome, Desmo...

CitiManager TRAINING USE ONLY - US  wy profile '| Sign Out X citi
5 HOME

Card Details

CARD INFORMATION 212323 CARD MAINTENANCE
CARD OVERVIEW

NAME ON CARD CARD NUMBER ACCOUNT STATUS

KAT GEORGEGE e AR Open-Card Activation Required
HIFRARCHY EMPLOYEE ID CREDIT LIMIT
1004600-0020000-0000001- 10100101010 § 3.500.00

0040002-25252525

CURRENT BALANCE COST CENTER DEFAULT ACCOUNTING CODE
$2.29137 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

IERCIAL CARDS

Welcome, Desmo...
My Profile | Sign Out

Company
TRAINING USE ONLY - US

CitiManager

E Home = Card Details
Card Details: View PIN

Passcode will be delivered according to your preference after you select continue.

® Text Message < Message and Data Rales May Apply >
® +HXXXXK2222

Call Office
Call Home

Call Mobile

e

o Your GitiManager session requires additional authentication. Please select your preference for receipt of a One Time Passcode.

Card Details: OTP Options Screen

CITI® COMMERGIAL CARDS

Welcome, Desmo_
My Profile | Sign Out

CitiManager

Company
TRAINING USE ONLY - US

Home = Card Details

Card Details: View PIN

“ e

=

Coniact Help Desk.

citi

Card Details: Enter OTP

CITI& COMMERCIAL GARDS:

Welcome, Desmo...
My Profile | Sign Out

CitiManager

Company
TRAINING USE ONLY - US

E Home  Card Details
Card Details: View PIN

Card Number:
wser aere sue 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 anyene 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

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 it in
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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