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CitiManager

Citibank puts all card activity online for secure
24/7 access. You can download statements,
view unbilled transactions, view pending
authorizations and declined transactions.
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E-Mail and Text Alerts

E-mail and Short Message Service (SMS) alerts
notify you of critical account activity such as
when the statement is ready, payment is due, a
transaction was declined, or suspected fraud.
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Chip & Pin Technology

Chip and PIN cards feature an embedded
microprocessor that improves security when
you make purchases at Chip-activated
terminals. Every time you use your card at a
Chip-activated terminal, the embedded Chip
generates a unique, one-time use code for each
transaction. This makes it extremely difficult for
the card to be copied or counterfeited.
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Activating Your New Card
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Activation Website

Enter the URL listed on the removal label on the
front of the card. You will be directed to a
secure Citibank webpage (HTTPS).
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Verify Card Details

1. Werify Details

Enter Your Account Information

COMNTACT UY

Please enter your new credit card number: *

Security code: *
Last 4 dlgl-‘ﬁ of prinmary card holder's social o
SecCurmy number prowvided

Enter the last 4 digits
of yvour EMPLID
§ ——~ IR e

= Reqguired Field

For your securty, avokd using a public or shared computer when conducting corporate card transactions

If you are experiencing technical dificulties activating your card, please call the number on the activation sticker and a Cili representative will assist

Wiou

TERMS & CONDITIONS PRVACY

citi”
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Configure Card

citi

2. Configure Card

Configure Card

Your new credit card number: IR IR R R I R D R O R R T 2
Im order to u your card at chip enabled terminals, you must establish a PIN
Enter new 4-digit PIMN: * number for this account. This PIM number must be used for all transactions at
chip enabled terminals for purchases and cash advance transactions
Re-enter new 4-digit PIN: =

FPlease prowide your mobile phone number for us to CoNtact you in cases of
FPrimary cardholders mobile phone number suspected fraud. We will also use your mobile number to provide you with
(US phone numbers onl One-Time Passcodes Tor online transactions at participating merchants.

Primary cardholders email address: *

= Required Field
For your security, avoid using a public or shared computer when conducting corporate card transactions.

IT you are experiencing technical difficulties activating your card, please call the number on the activation sticker and a Citi representative will assist
Vo

TERMS & CONDITIONS | PRIVACY

Cl/t—l_m = 2015 Citigroup Inc
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Confirmation

citi

Credit Card Activated 3. Confirmation

Your Citi Commercial Card R R 0T 2
Clfick orr fryperfink
Y¥ou hawve successiully activated your Citi Commercial Card. Plea

for online access 1o print and view statements, customize alerts ar
maobile dewvice.

visit hittp:fwww_citimanager. com/login to
sign up for CitiManager mobile to mg;

ter your account
WOour account an your

For your security, avoid using a public or shared computer when conducting corporate card transactions

IT you ane experencing technical diculties activating yvour cand, pkease call the number on the activation sticker and a Citl representative will assist
you

TERMS & CONDITIONS PRV ACY

citi® . <

& 2015 Ciligroup Inc
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Registering Your Card on
CitiManager
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Registration Website

CITIE COMMERCIAL CARDS

CitiManager

Screen Step/Action
1. Navigatetoc :imanager.tcm_-"l-:ncin
Exi5ti"g Users New USE‘I‘S 2. From the CitiManager Site Login screen
click the Self-registration for Cardholders
Self Registrati Ca Ide
The Salf-reqistration for Cardholders screen
Self Registrati or Mon Cardholders

Apply For Card

Forgot username? | Forgot password?
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Self-Registration Options

CITIE COMMERCIAL CARIDS

3. Select the Fill the card’s data radio button

CItIManager click the Continue button

LOGIN

Self Registration For Cardholders

1. Select Registration Process 2. Card and Contact Information 3. Sign on Details 4. Confirm

o Please select the proper registration process for your organization.

Registration ID/Passcode

® Fill the Card's Data
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Registration Details

Self registration for Cardholders 4. Inthe Card number field, type your card
(@) Erie cetae tor st regisation The fid marked wihsstrsk () are mandatry Lo procee number exactly as it appears on your billing
statement, no spaces or dashes.
Card Details
* Card number * Account name 5 ‘n the ACCOUHt name fleld, type \/OUT
- B account name exactly as it appears on your
Enter the account number from your card with no spaces or dashes Enter the name that appears on your card, Please note that this ik
must be entered exacily as it appears on your card. bll | | ng Statement
Contact detals 6. In the Contact details section, enter the
* Ackiress e 1 Acdress ne 2 *Town /Ciy billing address for your card exactly as
1700604 MAIN STREET GEORGETOWN ) il
it appears on your billing statement. An
* Country * State/Province/Region * Zip/Postal code DOOOOCIC00] . A : . .
UTEDSTATESOF AMERCA  + [ =] 5610 ) asterisk (*) indicates a required field.
Enter your billing address for your card. 2 o 5
i Note: If you use a nine-digit zip code, enter
m all nine dIQIJ[S
7. Click the Continue button.
Self-registration for Cardholders Screen - Card Details The Sign on details screen displays.
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Sign On Detalls

Sign on details

P - - .
|\0}\ Enter details for sign on. The fields marked with asterisk (*) are mandatory to proceed

* Usemame

newuser(1

* Password

ssssssse

* Confirm password

* Email Address

BAJacobus@email.com

Cell/ Mobile Phone Number

2972172172

Use the last 4 digits of your EMPLID for

the Helpdesk verification answer.
* Helpdesk verific ation question

Last4 of SSN

* Helpdesk verificstion answer

* Confirm Helpdesk verification answer

Cla

Sign on details Screen

8. Complete the required fields (*) for self-
registration.

Note: The username and password
requirements display in a pop-up window
as you enter them. An X displays until the
requirement has been fulfilled.

The fields displayed and the username and
password requirements vary based on your
company's setup.

9. When you are finished, click the Continue
button.

The Recap screen displays.

Credit Card Administration
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Registration Recap

10. Review the information that displays and

Recap
when you are finished, click the Confirm
button.
Username The Confirmation message screen displays.
newuserol 11. Click the OK button.
Card number
HEAKHAKAXKOIT209 The CitiManager Site Login screen displays.
Q;ﬂ;ﬁ;ﬁme Note: Use the Username and Password

you created to log in to the CitiManager

Contact details Site. When you log in for the first time, you

Address line 1 Country will be asked to select and answer three
435491 MAIN STREET UNITED STATES OF ) -
==t = AMERICA challenge questions. You will be asked to

answer one of the challenge questions each

State/Province/Region time you Iog in

Address line 2

OK
Town / City Zip/Postal code
OKLAHOMA CITY 73112-3400
Email Address Celll Mobile Phone Number

BAJaccb@email.com

Recap Screen

Office of Financial Affairs Credit Card Administration
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Registration Confirmation

~~
Citibank™ Commercial Cards

Canflimation message

1. Click the OK button.

- T e R L e i oo
The CitiManager Site Login screen displays.

Note: Use the Username and Password

you created to log in to the CitiManager
Site. Wwheii you log in for the first time, you
will be asked to select and answer three
challenge questions. You will be asked to
answer one of the challenge questions each

time you log in.

Terituh it il

Ermasrgar S Copyright & 2008- 2009 Ciigroup
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Challenge Questions

" : : ' 12. Select and answer three challenge

* What is your mothers malen‘nama? S w |- questions. You will be as "iFLl to answer
" Answer 1 : : : _ one of the challenge questions each

g ) ) ; time you log in.

: Confem . Answer 1

-

--Ehadienge-Queston-2 -

| Wha is WL favorie persan from hl&tul}’:_‘“ -
-------

| Challenge Question 3 ) )
- What is- the name of your favorite movie? : -

: Answer 3

LA A L ]2

| Confiern Angwer 3
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Navigating CitiManager
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CitiManager Site Login

Enter the user name and

Existing Users :
g password that you just created

I -

Forgot username? | Forgot password?
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Home Screen Components

Headear

Citlanagar

Wiew your company. I you hawve access Lo

mora than e, you may selact it using the
$9.101.61 drop-down list

Bl U]

2.  Access My Profile functions or sign out of the
CitiManager Site.
- | meriwition | T a8 ... _ L 3. Wiew the Message Board.

Screen Components

T AT T e m [ —— (R R
. i 'ﬂ_ <. Wiew high-level account metrics such as credit
paka :“”‘ limit, available credit, current balanoc and

e ‘:j: amaount due. IT your organization allows you

e - o make payments, the Make a Payment link
displays. For centrally billed accounts, the

amaount due by your company displays.

= Usa the account drop-down arrow o toggle
between card acoounts il you have more

than onea.

= Use the gquick links o navigate to the
Statements and Alerts screens.

Wiew list of transactons that posted sinoe
your last statement.

B. Lsa the search Tield o perform a basic

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

= Click the > Forward arrow to navigate to the
Statements screen

Office of Financial Affairs Credit Card Administ
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Side Bar Navigation

sereem 0 |veseretone

Side Navigation Bar

-Elrr'.l.:ln.:ll;nr -o il cer e . - 6 '1'..':'.“"_';'."6[53 -l:ltr : 20

4

Click the Home button to return to the Home
SCreer.

E;'.;:',El..ﬁl rieteying M. Clickthe Cards button to view an

e erview ol your card account, payment
information, statemeants, aging ol balance,
recent transactions and your card contact

Recent Activities R a Lo < : — information.
e m - e T oy o == T 12. Clickthe Statements button to select a
. i i o monthly staterment to view and also view
- e Y
s recenl activity, change your paperless selttings
T ae and wiew disputes.
15D -

13. Click the Resources button to view messages,
access FAQs and Links & Help.
4. Click the Tools button to navigate to other

anlineg tools il you have access.

15 Click the Alerts button to manage your alert
subscriptions, view the audit log and view on-
demand moabile alert informaton.

Office of Financial Affairs Procard/Travel Card Administration
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Statements

1. The Statements section displays an overview
CitiManager  [h g f t '
of your statement and allows you to toggle
-, between statements by clicking the icon for
Statements the statement date.
2. If you have more than one card account, use

the drop-down arrow to toggle between card

= = = = = = S accounts.
3. The overview section provides balance and
payment information for the dates displayed.
OVERVIEW FOR MOV 04 TO DEC 03 (8 - = 1 4, A list of billed or r
CARD NUMBER MAME 0N CARD PREVIOUS BALANCE BALANCE DUE statement display
KRR K X AN XOSOEST Hayden Sutt Sowo % 0.00 = = i
TRAMSACTION TOTAL PAYVMENTS RECEIVED PAYMENT DUE DATE 5. Use the search field to perfcrm a basic
§ 2,758 41 S 0UOD: T 28/20%0 - " 2 b s
transaction search by the details, amount
or date or click the Advanced Search link to
Billed Transactions < 5 Transaction Detaits, Amount or Date
' ,. = narrow your search.
6
6. Click the Download link to download a
SHmm———[E———— TRANSACTION DETARS ExcaaNcE RATE .
statement.
MO 208 MIO4f208 MOLNTAR FOWAD
REFEREMCE TRANSACTING TRANSACTION 7. The list of transactions will display the
AMOUNT CURRENCY 9 ) . ) .
ns.00 uso transaction date, posting date, details and
amount.
MO 200 o200 L FE.0
njoafzon e e HILLTOP SALES 36T e 8. To view additional transaction detail or
AIOT 20T NIOSS20M 0B64 .- dispute a transaction, click the ellipsis (...) link
bl that displays on the right-side of the row you

wish to expand.

0

Click the Dispute button to dispute a
transaction. The row must be expanded to
view the dispute button.

Office of Financial Affairs Credit Card Administ
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Recent Activity & Authorizations

* From the Statements page click on the Recent
tab and scroll to the bottom of the page to
view your unbilled transactions and to see
what has been authorized (or declined) for
your card account.

- PO

This is Aot your final statement.

Office of Financial Affairs Credit Card Administration
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Setting Alerts
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Home Screen - Alerts

$10,000.00

Credit Limit

XX06-8605 v

i Company
11l AGENCY CORPS-US~

$9,101.61

Avallable Credit @

TRANSACTION DETAILS

Welecme, JOHN C
My Profile | Sign Dut

$296.04

Current Balance

EXCHANGE RATE

Transaction details, amount or date

CONTACT HELF DESK

atr

ADVANCED SEARCH »»

AMDUNT

On-Demand Maobile Alerts

03/22/2017 03/23/2017

03/22/2017 03/23/2017

SEAFOOD

INN & CONF CNT

LODGING

AIRWAYS

AIRWAYS

2760

442.00

78.00

677.20

15.00

Home Screen — Alerts

Screen Step/Action

1.

From the CitiManager Site side navigation
bar, position your mouse over the

Alerts button and then click the Alerts
Subscription link.

The Alerts Subscription screen displays.

Office of Financial Affairs
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Ierts Subscriptionmail

2. Toenterfedit the email address(es) where

Searn vou want alerts sent, click the Emall
Addresses — EdIt link and complete the
following steps when the Emall Address

CONTACT PREFERENCES Preferences window opens:
AR R ey a) Type and confirm up to five email

hamanmif@noamail oo [+31 FIZTae111 ATET addresses.

Alerts Subscription

Alerts Subscription Screen b) Click the Save button.

Email Address Preferesnces

Please verify your email
ENTER ADDRESS(ES) COMFIRSE ADDRESS(ES) address and add the

= - email address of the
contact person listed on
your application.

ehn.card@noemail.com jerhe candEEnoe mail cam

jehnci@destnet jehno@itest.net

Alerts Subscription Screen — E-mall Address Preferences

Office of Financial Affairs Credit Card Administration
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Alerts Subscription—-SMS Text

Screen StepfAction
3. To edit your mobile number, your mobile
Alerts Subscription searen carrier, and your notification preferences,

click the Moblle Phone Number — EdIt link
and complete the following steps when the

CONTACT PREFERENCES Moblle Number Preferences screen opens:
EMAIL ADDRESS MOBILE PHONE NUMEER a) In the Country Code and Moblle Number
hamaTRaooma o PRI PR field, type a valid mobile phone number

where you wish alerts to be sent.
Alerts Subscription Screen
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 Carrlers field and
Mobile Namber Preference . R R
select your mobile carrier.
MOBILE NUMBER CONTACT PREFRENCES MNote: If Sprint is yvour carrier, you are
i - & Mo eKAmED T ' automatically enrolled in this subscription
i notification. This is a requirement of
Sprint. Canadian users are automatically
23334444 i . o
01:00 AM enrolled in this subscription due to
= . regulations in Canada.
- Gebect-- c) Click in the Preferred Time Zone field
¥ou can choose when yau would .
Ve b rECEhE SIS bent akerts. Sunday and select your preferred time zone.
no seleciion s made, you wil Muonday
recene SMS teat alens o the Tuesday d) Click in the From and To fields and select

time they ara procegssed. You . . - -
many updae your preferences at the time-frame in which you would like to

ary ime «| Thursday )
Friday receive alerts.
Saturday - :
e) From the list of weekdays, select the days
“ you would like to receive alerts.

f) Click the Save button.

+| Wednesday

Alerts Subscription Screen — Moblle Number Preference

Office of Financial Affairs Credit Card Administ
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Transactional Alerts

TRANSACTIONAL ALERTS

4, To subscribe to alerts, select the Emall
T 1
ALERT NAME EMAIL i Alerts and/or SMS (Moblle Alerts)
checkbox(es) for each of the alerts you wish

52 o .
to receive.

Availabie Credit Remaining (%) @) 20 @ To unsubscribe to alerts, deselect the
Emall Alerts and/for SMS (Moblle Alerts)
checkbox{es) for the alerts you no lonager

: HHen i v wish to receive.

Note: Some alerts may be greyed out and

T - P unavailable. Available alerts are set by your
Program Administrator. Alerts that are
selected and greyed out are mandatory.

S ° b For more information about each alert, click

Payments Received o = the information icon next to the alert name.

Some alerts require you to type or select

, a threshold setting that will trigger the
 Cwerdue i ] alert. For example, for the Avallable Credit
Remalning % alert, you must select the
desired Avallable Credit Remalning %o.
When the selected percent of remaining
credit level is met, you will receive an alert.

the terms and
e screen and

N

When you are finished, revies
; . ; conditions at the bottom of t
Select the email and text options for transactional and ) N L.

if you agree, select the checkbox.

account alerts as shown.
Mote: If you do not agree to the terms and
conditions, yvou will not be able to receive
alerts.

6. Click the Save button.

Office of Financial Affairs Procard/Travel Card Administration
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Account Alerts

ACCOUNT ALERTS

ALERT NAME EMAIL SMS TEXT
Account Cancellation Notice i ]

Account Cancelled Motice i ]

Account Suspension Notice i [ "

Card Defivery Issue Motice D

Library Folder Motificason [ ]

LostStolen Card Nobce 0‘ -

My Card Application Ststus L i ]

My Card Maintenance Status i ] -

Mew Staterment Avadable i ] v,

Select the email and text options for transactional and

account alerts as shown.

Office of Financial Affairs

4,

n

o

To subscribe to alerts, select the Emall
Alerts andfor SMS (Moblle Alerts)
checkbox({es) for each of the alerts you wish
to receive.

To unsubscribe to alerts, deselect the
Emall Alerts and/or SMS (Moblle Alerts)
checkboxi{es) for the alerts you no longer
wish to receive.

Note: Some alerts may be greved out and
unavailable. Available alerts are set by your
Program Administrator. Alerts that are
selected and greyed out are mandatory.

For more information about each alert, click
the information icon next to the alert name.

Some alerts require you to type or select
a threshold setting that will trigger the
alert. For example, for the Avallable Credit
Remalning %6 alert, you must select the
desired Avallable Credit Remalning %o.
When the selected percent of remaining

credit level is met, vou will receive an alert.
When you are finished, review the terms and
conditions at the bottom of the screen and
if you agree, select the checkbox.

MNote: if yvou do not agree to the terms and
conditions, vou will not be able to receive
alerts.

Click the Save button.

Credit Card Administ
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Text Message Terms &
Agreement

TERMS & CONDITIONS

| Terms & Conditions: Message and Data Rates May Apply. For a list of supported carriers, click here.
To suspend SMS text alerts, uncheck the SMS text alerts above or text STOP to 462484 (GOCITI).

For help, text HELP to [#] from your mobile device. 462484 (GOCITI).

Office of Financial Affairs Credit Card Administration
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My Profile

Office of Financial Affairs Credit Card Administration



rsity of Texas at San

UTSA Busmess Affairs

My Profile Overview

* The My Profile screen allows you to update the
following:

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

Password
Reset challenge questions

Merge CitiManager Site user names if you have more
than one

Link/Unlink another card account

Office of Financial Affairs Credit Card Administration
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My Profile Links

My Profile Screen

Screen Descriptions

: ! : [ 1. Click the My Profile link from the header
A CitiManager 'AGENGY CORP 5 - US - irreae | Sgnou B atr to access links used to view and maintain
» profile information.

My Profile: Contact Information

2

CONTACT INFORMATION
USER ROLE AND HIERARCH? information.

ENTITLEMENTS

2. Click the links that display on the left side
. The fields marked with asterisk (*) are mandatory to Of the screen to VieW and maintain prof”e

USER PREFERENCES

1234 Main 5t

Office of Financial Affairs Credit Card Administration
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Link Card Account

CARD DETAILS

CARD NUMBER NAME ON CARD

XXXXXXXXXX 222 22i/ YOUR NAME

Office of Financial Affairs Credit Card Administration
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Link Card Account Detalls

HOME ' MY PROFILE:LINK/UNLINK CARD ACCOUNT

~Link Card Account

' @ Update user details. The fields marked with an asterisk (*) are required
CARD DETAILS

Office of Financial Affairs Credit Card Administration
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Link Card Account Detalls

CONTACT DETAILS

Select

Select

Office of Financial Affairs Credit Card Administration



The University of Texas at San Antonic

UTSA Business Affairs

Questions?
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