UTSA Business Affairs

Card Activation and
CitiManager ®
Registration

Revised 11/30/2020

Credit Card Administration




The Universtty of Texas at San Antonio

UTSA Business Affairs

Activation Website

Enter the URL listed on the removal label on
the frontofthe card. You will be directed to
a secure Citibank webpage (HTTPS).

Verify Card Detalls

Enter Your Account Information

Last igits of pmary card holders social -
security number
Enter the last 4 digits ﬂ

of your EMPLID
. —— IR [
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Configure Card

crti

Configure Card 2. Configure Card

Your new credit card number- ORI HORHOCKIBOT 2

In order to use your card at chip enabled terminals, you must establ a PiM
Enter new 4-digit PIN: * number for this account. This PIN number must be used for all transactions at
chip enabled terminals for purchases and cash advance transactions

Re-enter new 4-digit PIN: *
Please provide your mobile phone number for us to contac ou in cases of
Primary cardholders mobile phone number suspected fraud. We will also use your mobile number to provide you with
(US phone numbers only): One-Time Passcedes for online transactions articipating merchants

Primary cardholders email address: *

— RN | e

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

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

TERMS & CONDITIONS | PRIVACY

citi® © e o orer o a ancia e o s the oup com s © 2015 Citigroup Inc.
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Registration Website

e Y S

1. Navigate to citimanager.com/login.

N— \ . 2. From the CitiManager Site Login
i English - crti screen New Users section, click the Self
Registration for Cardholderslink.

. The Self Registration for Cardholders —
Existing Users New Users - } )
Select Registration Process screendisplays.

CitiManager Site LoginScreen

3.Select the Fill the Card’s Data radio button
and click the Continuebutton.

CITI® COMMERGIAL CARDS

NI 00T The Self Registration for Cardholders—Card
and Contact Information screen displays.

LOGIN

Self Registration for Cardholders

1. Select Registration Process 2. Registration [D/Passcode 3. Sign on Details 4. Confirm

@ Please select the proper registration process for your organization

Regisiration ID/Passcode

® Fill the Card's Data

Credit Card Administration
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Note: If you added your mobile phone when activating your card, follow the instructions on pages 7-11
and if not, follow the instructions on pages 12-14.

4. Inthe Card Numberfield, type your card
number exactly as it appears on yourbilling
statement, no spaces or dashes.

CitiManager

LOGIN
Self Registration For Cardholders 5. In the Account Name field, type your
. r 2. Card and Contact Information n tal 4. Co m .
= account name exactly as it appears onyour
@ Enter details for self registration. The fields marked with asterisk (*) are mandatory. billi ng statement.
CARD DETAILS 6. Click the Continuebutton.
CARD NUMBER ; ;
e The Self Registration for Cardholders—OTP
Enter the account number from your card with no spaces or dashes. DetaI/S SCI’eel’l dISp/ayS.
— Note: If the Self Registration for

Test Cardholder

Enter the name that appears on your card. Please note that this must be entered exactly as it appears on your card.

Cardholders —OTP Details screen does not
display, then your mobile number is not on

m BACK CANCEL CLEAR file.Refer to the Self-Registration Using the
Card Details Option and CVV/CVCCode
(No Mobile Number on File) topic in this
User Guide.

CitiManager " 7. Select the radio button for the desired OTP
(one-time passcode) receipt option and click

LOGM ) the Continue button.

Self Registration For Cardholders

1. Seloct Ragistration Proce: 2 an { 1 3.0TP Details. Possible options are:

e Text Message

g 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. e Call Mobile

The Self Registration for Cardholders—OTP
Details screen displays.

® Text MessageXXXXXXX9247< Message and Data Rates May Apply >

(Call MobileXXXXXXX9247

m e

Terms & Conditions Privacy Accessibility Institutional Clients Group ©2020 Citigroup Inc

citi

Self Registration for Cardholders —OTP DetailsScreen
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8. Retrieve your OTP from the receipt option
selected.

CitiManager

9. In the One-time Passcode field, type the
eight-digit passcode and click the Continue

LOGIN
Self Registration For Cardholders

3.0TP Details. button.
ﬂ Please enter the One-time Passcode received. A messﬂge diSp/ayS.
ONE-TIME PASSCODE i Note: OTPs received by voice message or
s, text expires after 100 seconds. You have
six attempts to enter the OTP correctly. If
m CANCEL the OTP expired, or you have more thansix

failed attempts, you can click the Cancel
button to return to the receipt options

screen.
. Terms & Conditions  Privacy  Accessibility Institutional Clients Group ©2020 Citigroup Inc
cti , ' o 10.Click the OK button to close the message.
The Registration ID and Passcodes are
sent to your e-mail address and the Self
Self Registration for Cardholders —OTP Details Screen —Enter One-time Registration for Cardholders—Registration
Passcode ID/Passcode screen displays.

Note: If you experience any issuesreceiving
the registration ID and passcode, please
contact your Program Administrator.

TR 11Select the Registration ID/Passcoderadio
CitiManager y button and click the Continuebutton.

The Self Registration for Cardholders —

LOGIN
Self Registration for Cardholders Registration ID/Passcode screen displays.

on ID/Passcode 3. Sign on Details 4. Confirm

1. Select Registration Process 2 R:

@ Please select the proper registration process for your organization

® Regisiration [D/Passcode

Fill the Card's Data

Self Registration for Cardholders —Select Registration Process Screen
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CITI® COMMERGIAL CARDS

CitiManager

LOGIN

Self Registration for Cardholders

1. Selec stration Process 2. Registration ID/Passcode 3. Sign on Details 4. Confirm

o Enter details for self registration. The fields marked with asterisk(*) are mandatory.

Oo213h
* REGISTRATION ID

9s7pYsTadeZp4p9)1t4gda7 002 0o OoOo 0 0ol 0o 0o

* REGISTRATION PASSCODE

Self Registration for Cardholders —Registration ID/PasscodeScreen

12.1n the Registration ID field, type the
Registration ID supplied in the e-mail sent
from Citi.

13.In the Registration Passcode field, type the
Passcode supplied in the e-mail sent from
Citi.

14.Click the Continuebutton.

The Self Registration for Cardholders—Sign-
on Details screendisplays.

Credit Card Administration
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CITi® COMMERGIAL CARDS 15. Complete the required fields (*) for self-
- registration.
CitiManager
Note: The username and password
LOGIN requirements display in a pop-up window as
Self Registration for Cardholders you enter them. A checkmark displayswhen
1. Selec tion Process 2. Reg

ation ID/Passcode 3. Sign-on Details 4. Confirm the requirement is fulfilled.

@Enter details for sign on. The fields marked with asterisk (*) are mandatory. The fields dlsplayed and the username and
password requirements vary based on your

LSEANE company’s setup.

kmguati1

Gt 16. When you are finished, click the Continue
button.

CONFIRM PASSWORD The Self Registration for Cardholders—
SR ER R R B T Confirm screen displays.

ZIP/IPOSTAL CODE [XXXXX-XXXX]

11111

CONTACT NUMBER

8314777777

USER PROFILE EMAIL ADDRESS
Katherine @citi.com

CONFIRM USER PROFILE EMAIL ADDRESS

Katherine @citi.com

HELPDESK VERIFICATION QUESTION

Mother's Maiden Name v
* HELPDESK VERIFICATION ANSWER

ssssssss

* CONFIRM HELPDE SK VERIFICATION ANSWER

Self Registration for Cardholders —Sign-on DetailsScreen

Credit Card Administration
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CITI® COMMERCIAL CARDS 17.Review the information that displays and
- when you are finished, click the Confirm
CitiManager
button.
LOGIN A confirmation message displays.
Self registration for Cardholders
1. Select Registration Process 2. Registration |D/Passcode 3. Sign on Details 4. Confirm 18.Click the OK button.

O SO The CitiManager Site Login screendisplays.

- o i _ ) Note: Use the Username and Password
Kmguati2 ] Akro Cis you created to log in to the CitiManager
Site. Whenyou log in for the first time, you

CONTACT DETAILS ;

will be asked to select and answer three
UNITED STATES OF AMERICA 17 MAIN STREET - GLENN DALE challenge questions. You may be askedto
e SR EEE answer one of the challenge questions each
MA 24545 time you login.

Self Registration for Cardholders —ConfirmScreen
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Step-by-Step Instructions
Self-Registration Using the Card Details Option and CVV/CVC Code (No Mobile NumberonFile)

1. Navigate to citimanager.com/login.

\ P
CitiManager e citr 2. From the CitiManager Site Login
screen New Users section, click the Self
Registration for Cardholderslink.

Exitng Mser N s The Self Registration for Cardholders —
H Select Registration Process screendisplays.

CLEAR

CitiManager Site LoginScreen

CITI® COMMERGIAL

3. Select the Fill the Card’s Data radio button

L and click the Continuebutton.
LoGIN The Self Registration for Cardholders—Card
Self Registration for Cardholders _ and Contact Information screen displays.

1. Select Registration Process 2 Registratio

e Please select the proper registration process for your organization

Registration ID/Passcode

® Fill the Card's Data

Self Registration for Cardholders —Select Registration Process Screen —
Card Details

Credit Card Administration
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e [ S

ERCUL CARDS 4. Inthe Card Number field, type your card
number exactly as it appears on yourbilling

CitiManager

statement, no spaces or dashes.

LOGIN .
Self Registration For Cardholders S [0 805 G2l 18 GG S L 2 O

2. Card and Contact Information

account name exactly as it appearsonyour
billing statement.

0 Enter details for self registration. The fields marked with asterisk (*) are mandatory.
6. Click the Continuebutton.
CARD DETAILS

GARD NUMBER The Self Registration for Cardholders—
4614020084282628 CW/CVC Code screendisplays.

Enter the account number from your card with no spaces or dashes.

ACCOUNT NAME

Test Cardholder
Enter the name that appears on your card. Please note that this must be entered exactly as it appears on your card.

m o s e

7. Inthe CVV/CVC Code text field, type the
code from the back of your card and select
the checkbox validating that your screen

> v cooe cannot be viewed by others.

CitiManager

Self Registration For Cardholders

8. Click the Submitbutton.

Please provide GW/GVG code from the back of your card for verification.

[l Please check here to Indicate your screen cannot be viewed by others. 9. Click the OK button to close the message.

A message displays.

The Registration ID and Passcodes are

sent to your e-mail address and the Self

Registration for Cardholders—Registration
S Terms & Conditions Privacy Accessibility Institutional Clients Group ©2020 Citigroup Inc ID/PaSSCOde screen displays

Note: If you experience any issuesreceiving

the registration ID and passcode, please
contact your Program Administrator.

FeULlchkps

10.Select the Registration ID/Passcode radio
button and click the Continuebutton.

CitiManager

LOGIN

Self Registration for Cardholders The Self Registration for Cardholders —
1. Select Registration Process 2. Registration [D/Passcode 3. Sign on Details 4. Confirm Regisl’}’al’ion /D/PaSSCOde screen diSplayS.

0 Please select the proper registration process for your organization

® Regisiration [D/Passcode

Fill the Card's Data

m i
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11.1n the Registration ID field, type the
Registration ID supplied in the e-mail sent
CitiManager .
from Citi.

CITI® COMMERGIAL CARDS

12.1n the Registration Passcode field, type the
Passcode supplied in the e-mail sent from
Citi.

LOGIN
Self Registration for Cardholders

n Process 2. Registration ID/IPasscode 3. Sign on Details 4. Confirm

Sele stratio

13.Click the Continuebutton.

o Enter details for self registration. The fields marked with asterisk(*) are mandatory.

Do2i3h The Self Registration for Cardholders—

* REGISTRATION ID ) ) .
Sign-on Details screen displays.

9s7pYsTadeZp4p9)1t4gda7 002 0o OoOo 0 0ol 0o 0o

* REGISTRATION PASSCODE

Self Registration for Cardholders —Registration ID and PasscodeScreen

Credit Card Administration




The Universtty of Texas at San Antonio

UTSA Business Affairs

Seran e

CITi® COMMERGIAL CARDS 14. Complete the required fields (*) for self-
- registration.
CitiManager
Note: The username and password
LOGIN requirements display in a pop-up window as
Self Registration for Cardholders you enter them. A checkmark displayswhen
1. Selec tion Process 2. Reg

ation ID/Passcode 3. Sign-on Details 4. Confirm the requirement is fulfilled.

@Enter details for sign on. The fields marked with asterisk (*) are mandatory. The fields dlsplayed and the username and
password requirements vary based on your

LSEANE company’s setup.

kmguati1

T 15. When you are finished, click the Continue
button.

CONFIRM PASSWORD The Self Registration for Cardholders—
SR ER R R B T Confirm screen displays.

ZIP/IPOSTAL CODE [XXXXX-XXXX]

11111

CONTACT NUMBER

8314777777

USER PROFILE EMAIL ADDRESS
Katherine @citi.com

CONFIRM USER PROFILE EMAIL ADDRESS

Katherine @citi.com

HELPDESK VERIFICATION QUESTION

Mother's Maiden Name v
* HELPDESK VERIFICATION ANSWER

ssssssss

* CONFIRM HELPDE SK VERIFICATION ANSWER

Self Registration for Cardholders —Sign-on DetailsScreen
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CITI® COMMERCIAL CARDS 16.Review the information that displays and
- when you are finished, click the Confirm
CitiManager
button.
LOGIN A confirmation message displays.
Self registration for Cardholders
1. Select Registration Process 2. Registration |D/Passcode 3. Sign on Details 4. Confirm 17.Click the OK button.

O SO The CitiManager Site Login screendisplays.

- o i _ ) Note: Use the Username and Password
Kmguati2 ] Akro Cis you created to log in to the CitiManager
Site. Whenyou log in for the first time, you

CONTACT DETAILS i

will be asked to select and answer three
UNITED STATES OF AMERICA 17 MAIN STREET - GLENN DALE challenge questions. You may be askedto
A (CE/REGIO ZIPIPOSTAL CODE answer one of the challenge questions each
A 2zt time you login.

Self Registration for Cardholders —ConfirmScreen

reserved. Citi and Arc Design and CitiManager are registered service marks of ‘ I I

CitigrouplInc.
1978833 GTS26872 07/20
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