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Overview

Document Scope

This CitiManager® Site User Guide provides detailed step-by-step instructions for some of the most commonly used CitiManager Site
functions available to Non-cardholders.

Your Access May Vary

The functions to which you have access 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 company’s setup.

A Note About Navigation

Most step-by-step instructions in this User Guide assume you are already logged into the CitiManager Site. Refer to the Log In to
CitiManager Site topic for the steps required to log in.

Unless otherwise noted, the step-by-step instructions begin from the CitiManager Site Home screen.
What Is CitiManager?

The CitiManager Site is a powerful online tool that allows Non-cardholders to efficiently manage their card programs. Depending on
your company’s setup, you will be able to:

« View accounts, statements, balances and transactions
» Dispute transactions

« View authorizations/declines

« Review and approve/reject application and maintenance requests
« Perform account maintenance

« Create users

« Activate and deactivate users

« Assign applications and companies

» Set passcodes

* Manage alerts

« Manage your profile

Compatible Browsers

The CitiManager Site is compatible with the latest versions of Chrome and Edge.
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Basic Navigation

Description

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 program — including accounts overdue, total credit remaining, number of un-activated cards and recent
activity at your hierarchy level.

You can also view a list of application and maintenance requests. Use the navigation options from the header and the navigation bar
as well as quick links to navigate to additional program information and preferences.

Screen Descriptions

Header

—~.

citi (1) CitiManager(2) acencvcores-us |~ (3 ) @4 @ 5 a §

1. Click the Citi logo on the far left-side of the
header to be directed to the Citi Commercial

Home (rdl) Manage Users VeManageCard Program ve Reporting & Library ¥ (§[§)) Resources & Tools vm Alerts ¥ @ Guided Self-Service ® | Sign Out

Cards website.

0
Accoumswgg 57% 2. Click the CitiManager link on the left-side of

carDs TOTAL RECENT ACTIVITY the header to return to the Home screen.
$6.00®

8114

TOTAL CREDIT REMAINING

3. Your company name displays on the left-side of
the header. If you have access to more than one

Application Request (21 Maintenance Request 22 .
company, you may select another one using the

REQUESTID STATUS REQUEST TYPE REQUESTID STATUS REQUEST TYPE

6715287337 Waiting for approval Individual online application > d rop - d own l ist.

There are no pending Maintenance requests that are waiting your approval

6710454627 Waiting for approval Individual online application > . .

6671099122 Waiting for approval Individual online application > 4 lf yOU need assistance from the HelpdeSk’ ClICk

G66646813¢  Waiing for approval  New Account Application > the Contact Help Desk icon that displays on

CitiManager Site Home Screen the right-side of the header.

5. Ifyou have both Cardholder and Non-
cardholder access to the CitiManager Site,
you can toggle between both accounts by
positioning your mouse over the role icon that
displays on the right-side of the header and
selecting the desired role.

6. Click the My Profile icon on the far right-side
of the header to access or modify your profile
details.

Navigation Bar
7. Click the Home link to return to the Home screen.

8. Position your mouse over the Manage Users
drop-down menu to complete a new card
application for a Cardholder, create a new
CitiManager Site account for Non-cardholders,
perform a user search and view requests. Once
you have completed a search, the Cardholder
Details or Non-Cardholder Details screens can
be used to view account information and are the
launching point to perform account activities
using the links on the left-side of the screen.
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Screen Descriptions

9. Position your mouse over the Manage Card
Program drop-down menu to perform bulk

A~

citi (1) CitiManager(2) acexcvcores-us |~ (3 ) @4 @ 5 a 6

Wencge Users 'GMM““ g hierarchy transfers, perform document
management (e.g. bulk online maintenance,
0 @ bulk online applications, upload the supervisor
ACGOUNTS OVERDUE 57% list), print multiple statements, run CitiManager
UNACTIVATED
$ 6.00 @ CARDS TOTAL RECENT ACTMITY Reports, set alerts for a hierarchy, set
T TR passcodes and pre-fill application form data
and view your hierarchy.
Application Request (21 Maintenance Request 22 . .
— 10. Position your mouse over the Reporting
6715287337 Waiting for approval Individual online application > There are no pending Mainienance requests that e wing your approvel & Library d rop- down menu to access the
6710454627 Waiting for approval Individual online application > CitiManager _ Reporting tOOl, the Library and
6671099122 Waiting for approval Individual online application >
run reports.
6666468134 Waiting for approval New Account Application >
CitiManager Site Home Screen 11. Position your mouse over the Resources &

Tools drop-down menu to access Expense
Management if you have the entitlement,
access the Learning Center, view Links & Help,
view messages, initiate a search for Non-
cardholders to view their hierarchy, role, full
name, and user profile e-mail address.

12. Position your mouse over the Alerts drop-down
menu to manage your alert subscriptions, view
the audit log, and the view on-demand mobile
alert information.

13. Click the Guided Self-Service link to open a
guided self-service window. Once the window
is open you can search for a topic or click on
the Quick Actions that display to open step-
by-step instructions. The window will remain
open until you close it so you can reference the
instructions while you perform the task. The
topics available are limited to frequently asked
questions and are based on your entitlements.
For step-by-step instructions for all functions,
refer to the CitiManager Non-cardholder End-
to-End Guide. The full library of User Guides
and web-based training is available from the
Learning Center.

14. Click the Sign Out link on the far right-side of
the navigation bar to log out of the CitiManager
Site.
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Screen Descriptions

Screen Components

citi’ 1) CitiManager(2) scexcvcores-us |~ (3 L@ @ 5 2@
13 14,

e 7 B 'eManageCard Program ve Reporting & Library ~ ([8)) Resources & Tools '0 Alerts ¥ @ Guided Self-Service ® | Sign Out

15. From the search field located below the
navigation bar on the right, you may perform
a search by typing a first or last name or a card

1 6) account number and then press Enter on your
ACCOUNTS OVERDUE 57% .
UNACTIVATED $ keyboard. The Search Result screen displays.
$ 6 00 @ C);I:?S TOTAL RECENT ACTIVITY.
R G 16. The top of the first dashboard tile is Accounts
Overdue which displays the number of
Application Request (21 Maintenance Request 22 accounts that are currently past due. The
REQUEST ID STATUS REQUEST TYPE REQUESTID STATUS REQUEST TYPE number Of accou nts dlsplayed iS recent from
B715287327 Watting for approval Individual online application > There are no pending Maintenance requests that are waiting your approval the p reViOUS CyC | e. Th iS app | ieS to | nd |V|d u al |y
6710454627 Waiting for approval Individual online application >
6671099122 Waiting for approval Individual online application > billed programs Only.

6666468134 Waiting for approval New Account Application >

17. The bottom of the first dashboard tile is Total
Credit Remaining which displays the total
remaining credit for the hierarchy assigned to
you. This tile only displays a dollar amount for
centrally billed programs. For individually billed
programs, an amount does not display.

CitiManager Site Home Screen

18. The second dashboard tile is Unactivated
Cards which displays the number of cards that
have not been activated. The total includes
both open and closed individual accounts.

19. The third dashboard tile is Total Recent Activity
which displays the total amount of activity in
the current billing cycle.

20. Use the quick links displayed below the
dashboard in the middle of the screen to create
a user, apply for a new card, set your personal
alerts and set a passcode.

21. In the Application Request section located
below the quick links on the right-side of
the screen, you can view a list of pending
Application Requests that are waiting for
your review.

22. In the Maintenance Request section located
below the quick links on the right-side of
the screen, you can view a list of pending
Maintenance Requests that are waiting for
your review.




PR
I

CitiManager Site Non-cardholder Quick Start Guide | RegisterasaNon-cardholderin the CitiManager Site C

Register as a Non-cardholder in the CitiManager Site

Key Concepts
As a Non-cardholder it’s possible to register for the CitiManager Site so you can manage your card program.
In order to register, another Non-cardholder must set up a profile first which will generate a Registration ID and a Registration Passcode.

Citi will send one e-mail with the Registration ID and another with your Registration Passcode. These e-mails are required during the
registration process.

Once you receive your registration details, you must register within 60 days or your details will expire. You will be reminded every
15 days until your registration is complete.

The Registration ID and Passcode can be re-sent by another Non-cardholder.

Step-By-Step Instructions

Screen ‘ Step/Action

1. Navigate to www.citimanager.com/login.

—~ —

citi | cCitiManager Engin =

Ty | ¢ Cianaser Site bogin screen displaye.
Apply for a Card Today > % Need Assistance?

2. Click the Register as a Non-Cardholder link.

User 1D Password

The Registration ID/Passcode screen displays.
DOWNLOAD THE CITIMANAGER APP

Manage your Citi
Commercial Card

itiManager® At Your Service

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

== Lesrmbore Laarnbiore

CitiManager Site Login Screen
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Screen | Step/Action

3. Inthe Registration ID field, type the
Registration ID supplied in the e-mail sent from

LooM 4. Inthe Registration Passcode field, type the

Self Registration For Non Cardholders i K . . .

e . Registration Passcode supplied in the e-mail
sent from the CitiManager Site.

citi CitiManager

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

5. Click the Continue button.

15q2563kexejfka3kl
The Contact Information screen displays.

m e e

Registration ID/Passcode Screen

ot CiiManager 6. From the Country drop-down list select your

country.
I . i ostal Code field, type your zin/
S o postal code.
Self Registration For Non Cardholders
: £ Comsctinfometion . 8. Click the Continue button.

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

The Sign on Details screen displays.

UNITED STATES OF AMERICA -
22159 =
m pAcK CrERR R

Contact Information
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Screen | Step/Action

9. Inthe Username field, type your desired

Py

citi CitiManager username
I | votc: The username requirements display
LoaiN in awindow as you type your username.
Self Registration For Non Cardholders A checkmark displays when each requirement
s 3. Sign on Details . .
is fulfilled.

@ Enter details for sign on. The fields marked with asterisk (*) are mandatory,

R 10. In the Password field, type and confirm a
KaemmeyerMB password that meets the requirements.

Note: The password requirements display
— in a window as you type your password.
---------- A checkmark displays when each requirement

is fulfilled.
22153 -
. 11. In the Confirm Password field, re-type the
1 v | - 987-654-3423 password'
meyerk8&10@noemail.com 12. Verify the information in the Zip/Postal Code,

Contact Number and User Profile Email
Address fields and update if necessary.

13. From the Helpdesk Verification Question
T drop-down list, select a question that will be
Mother's Maiden Name - used to verify your identity should you need to

< ANSWER contact the helpdesk, reset your password or
retrieve your username.

14. From the Helpdesk Verification Answer field,

type an answer to the Helpdesk verification
BACK CANCEL CLEAR .
m question you selected.
Sign on Details Screen 15. When you are finished, click the Continue button.

The Confirm screen displays.

16. Review the details and click the Confirm
button.

L~

citl CitiManager

A confirmation message displays indicating
LOGIN R . . .
Self Reglstration for Non Cardholders registration was successful and a confirmation
1. Registration [DiPasscode 2. Sign-on Details 3.Confirm e-mail is sent to the address entered during the
registration process.

o Confirm the details that you entered

kmguat11 HO00COOXTriw1 11 XulcBaTkk

m o e

Confirm Screen
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Register as a Non-cardholder in the CitiManager Site

Screen

tep/, n

User registration is successful. Please use this new
username and password for future CitiManager

access

Confirmation Message

17.

Click the OK button.

The CitiManager Site Login screen displays.
When you log in for the first time, you will be
prompted to select and answer three challenge
questions.

Note: As an extra security measure, each time
you log in, you may be required to answer one of
the challenge questions.

=

Citi CitiManager

Apply for a Card Today > & Need Assistance?

DOWNLOAD THE CITIMANAGER APP
Manage your Citi
Commercial Card

CitiManager® At Your Service Getting Back to Business Travel? Top 10 Features on CitiManager

Whether you're traveling or reconciling
expenses, CitiManager makes managing your
Citi Commercial Card quick and easy.

Learn More

Have any Questions? Click learn more for video
tutorials and frequently asked questions.

Managing your card with CitiManager is now
easier than ever! Find out what you can do.

Learn More Learn More

CitiManager Site Login Screen

18.

Type your username and password and click the
Sign On button.

The Reset Challenge Questions and Answers
screen displays.
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Screen | Step/Action

e 19. Select and answer three challenge questions.
CItl CitiManager

I | ‘< Toconi the challene auestion

answers, you will be asked to answer the

LOGIN . . .
e G 3 e s £ TG questions twice during the set-up process.

20.Click the Save button.

o Select challenge questions and set answers.
CHALLENGE QUESTION 1 The CitiManager Site Home screen displays.
What is your favorite car? hd
* ANSWER 1

wee

CONFIRM ANSWER 1

L)
CHALLENGE QUESTION 2

What is your favorite foed or drink? hd
ANSWER 2

weses

CONFIRM ANSWER 2

LT
CHALLENGE QUESTION 3

‘Who is your favorite singer? hd
ANSWER 3

CTTYTYS

CONFIRM ANSWER 3

“ o e

Reset Challenge Questions and Answers Screen
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Log In to the CitiManager Site

Key Concepts

In order to access your account information in the CitiManager Site, you must log in to the application using a valid username and
password and then you may be asked a challenge question.

As an additional layer of security, you may be required to enter a one-time passcode (OTP) during the log in process. If prompted, select a
receipt option from the available options. The available options are based on your profile, and may include text message, call office or call
mobile phone. Once you enter the OTP, the CitiManager Site Home screen displays and you will not need to answer a challenge question.

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

Step-By-Step Instructions

Screen ‘ Step/Action

1. Navigate to www.citimanager.com/login.

ey &

CItl CitiManager Eaglish =

Ty | ¢ CVianager Site bogin screen displaye.
Apply for a Card Today > % Need Assistance?

2. Inthe UserID field, type your user ID.

3. Inthe Password field, type your password.

DOWNLOAD THE CITIMANAGER APP

Manage your Citi
Commercial Card

4. Click the Sign On button.
The Challenge Questions screen displays.

Note: If the One-time Passcode receipt option
screen displays, select how you would like to
receive your one-time passcode and click the
Continue button. When the eight-digit code is
received, enter it on the One-time Passcode
screen in the CitiManager Site and click the
Continue button.

CitiManager® At Your Service

Whether you're traveling or reconciling Have any Questions? Click learn more for video Managing your card with CitiManager is now

expenses, CitiManager makes managing your tutorials and frequently asked questions. easier than ever! Find out what you can do.
Citi Commercial Card quick and easy.

[

CitiManager Site Login Screen

5. Answer the challenge question and click the
citi CitiManager Continue button.

LOGIN

Answer Challenge Question

o Answer the challenge question to continue

m e

Challenge Questions Screen

11
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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.

To retrieve your username, the following information is required:

« Your first and last name

« Your country

» Your contact phone number

» The zip code/postal code associated with your user profile
« The e-mail address associated with your user profile

» Your Helpdesk verification answer

Step-By-Step Instructions

Screen ‘ Step/Action

1. Navigate to www.citimanager.com/login.

Py

Citi CitiManager

ey e st Losn sereen displaye.
Apply for a Card Today > L Need Assistance?

2. Click the Forgot User ID link.

The Forgot User ID — Select Role screen displays.

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

m

CitiManager Site Login Screen

12
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Screen | Step/Action

3. Select the Non-Cardholder role radio button
and click the Continue button.

I | oo On— sername — Enter

Signon / Details screen displays.
Forgot User ID ®

I~

citi CitiManager

N\ Y o
() @ ® @

Select Role Enter Details Verify \dJ&\ty Retrieve User ID

Select Access Level

Based on your access level, please select the appropriate option. Please note: if you have multiple access levels, do not select Virtual Cardholder.

Select Access Level

Cardholder

This is my only role, | have atleast one physical card and may also have virtual card(s

(8) Non-Cardholder

'm an administrator (supervisor, approver or verifying officer) for my company

Card Applicant
'm waiting on my card to arrive.

Forgot User ID — Select Role

4. Inthe First Name field, type your first name.

citi  citiManager ,
5. Inthe Last Name field, type your last name.

I . . Country drop-down lst, select your

LOGIN

Forgot Sign On - Username country.
el s 7. Inthe Contact number field, type your contact
€ Enter details to retrieve your sign on - username. The fields marked with asterisk (*) are mandatory phone number. On|y numeric values are
PERSONAL DETAILS a“OWed.
= 8. Inthe Zip/Postal code field, type the zip code
associated with your user profile.
Smith
9. Inthe Email Address field, type the e-mail
CONTACT DETAILS address associated with your user profile.
UNITED STATES OF AMERICA - 10. In the Confirm Email Address field, re-type the
NUMBER e-mail address that is associated with your user
~ | - 7275555555 .
profile.
e 11. Click the Continue button.

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

Kate.Smith@noemail.com

Kate. Smith@noemail.com

CONTINUE CANCEL CLEAR

Forgot Sign On — Username — Enter Details Screen
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Screen | Step/Action

12. In the Helpdesk Verification Answer field, type
citi CitiManager the answer to the verification question and click

The Forgot Sign On — Username — OTP Details
— Select OTP Option screen displays.

LOGIN
Forgot Sign On - Username

S 0 D s 3. Helpdesk Verification.

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

ESK VERIFICATION QUESTION

Mother's Maiden Name

m e

Forgot Sign On — Username — Helpdesk Verification Screen

13. Select the desired contact option and click the
citi CitiManager Continue button.

I | 1 passcode s sent via text message or phone

call depending on the option you selected.

LOGIN
Forgot Sign On - Username
Se ole. 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< Message and Data Rates May Apply =

®) Call Office

® (XXXXXX8282)

Call Mobile

CONTINUE CANCEL

Forgot Sign On — Username — OTP Details — Select OTP Option Screen
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Screen ‘ Step/Action

Cfﬁ CitiManager

LOGIN
Forgot Sign On - Username

2. Enter Details. 3. Helpdesk Verification. 4. OTP Details.

o Please enter the One-time Passcode received

ONE-TIME PASSCODE

CONTINUE CANCEL

Forgot Sign On — Username — Enter OTP Screen

14.In the One-Time Passcode field, type the

passcode you were provided and click the
Continue button.

A confirmation message displays indicating
your username was sent to your e-mail address.

An email has been sent to the specified Email

Address with your username.

Forgot Sign On — Username — Username Message Screen

15. Click the OK button

The CitiManager Site Login screen displays.

15
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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.
To reset your password, the following information is required:

« Avalid username

» The zip/postal code associated with your profile
« The e-mail address associated with your profile
« Your Helpdesk verification answer

Step-By-Step Instructions

Screen ‘ Step/Action

1. Navigate to www.citimanager.com/login.

o~

cit CitiManager

The CitiManager Site Login screen displays.

Apply for a Card Today >

2. Click the Forgot Password link.

Useri0 Password

The Forgot Password — Select Role screen
citi . displays.

DOWNLOAD THE CITIMANAGER APP
Manage your Citi
Commercial Card

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 video Managing your card with CitiManager is now

expenses, CitiManager makes managing your tutorials and frequently asked questions. easier than ever! Find out what you can do.
Citi Commercial Card quick and easy.

== Lesrore Lear More

CitiManager Site Login Screen

16
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Screen | Step/Action

citi CitiManager

LOGIN
Forgot Password

1. Select Role.

@ select your role

Cardholder

® Non Cardholder/Card Applicant

m e

Forgot Password — Select Role Screen

3. Select the Non-Cardholder role radio button

and click the Continue button.

The Forgot Password — Enter Details screen
displays.

CI"E CitiManager

LOGIN
Forgot Password

2. Enter Details.

€D Enter details to create your new password. The fields marked with asterisk (*) are mandatory
Katysmith
54321

katy.smith@noemail.com

|katysnum@noeman com|

m conee e

Forgot Password — Enter Details Screen

. Inthe Username field, type your username.

In the Zip/Postal Code field, type the zip code
associated with your user profile.

In the Email Address field, type the e-mail
address associated with your user profile.

In the Confirm Email Address field, re-type
the e-mail address associated with your user
profile.

. Tovalidate the information entered, click the

Continue button.

The Forgot Password — Helpdesk Verification
screen displays.
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Screen | Step/Action

9. Inthe Helpdesk Verification Answer field, type
the answer to the verification question.

citi | citiManager

LOGIN

Forgot Password The Forgot Password — OTP Details — Select
1. Select Role = 3. Helpdesk Verification. 4. OTP Details OTP Optlon screen d,'splays.

10. Click the Continue button.

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

HELPDESK VERIFICATION QUESTION

Mother's Maiden Name
HELPDESK VERIFICATION ANSWER

CONTINUE CANCEL

Forgot Password — Helpdesk Verification Screen

11. Select the desired contact option and click the

Gl | Silarage Continue button
A password is sent via text message or phone
LOGIN

Forgot Password call depending on the option you selected.

1 Select R 2. Enter Details Ipdesk Verificat 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< Message and Data Rates May Apply >

Call Office

8 (OXXX8282)

Call Mobile

CONTI CANCEL

Forgot Password — OTP Details — Select OTP Option screen

18
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Screen ‘ Step/Action

. - 12.In the One-Time Passcode field, type the
il | Eiftfaragen passcode you were provided and click the

I | Continue button.

LOGIN
Forgot Password

A confirmation message displays indicating a
er o temporary password was sent to your e-mail
I address.

o Please enter the One-time Passcode received.

ONE-TIME PASSCODE

m e

Forgot Password — Enter OTP Details Screen

13. Click the OK button.

The CitiManager Login screen displays. Log in
to the CitiManager Site using your temporary
password. You will be asked to reset your
password once you log in.

Atemporary password has been generated and sent

to your email address.

Forgot Password — Temporary Password Message Screen

19
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Search for a Cardholder and View Cardholder Details

Key Concepts

As a Program Administrator, you can search for Cardholders assigned to hierarchies within your span of control. Once you complete a
search you may click the link from the Username column to access the following information on the Cardholder Details screen:

« Balance, credit limit and payment information
« Recent transactions and previous statements
« Aging of balance information

« Card contact information

The Cardholder Details screen is also a launching point if you want to perform account maintenance or perform other actions such

as assign/unassign applications or companies, emulate a cardholder, replace a card, reset a password, reset registration details,
update alerts, view account information, initiate/view a dispute if it was initiated online in the CitiManager Site and view entitlements
or the hierarchy.

Step-By-Step Instructions
Search for Cardholder

Screen ‘ Step/Action

1. From the navigation bar, position your mouse

Do

s

citi CitiManager TEST COMPANY 005- US | ~

9 @

over the Manage Users drop-down menu and
click the Search link.

Manage Users «  Manage Card Program ¥ Reporting & Library >  Resources&Tools ¥ Alerts v  Guided Self-Service @ | Sign Out

Create a New User» The Search screen displays.

Search

View Reguests
-

ACCOUNTS OVERDUE | REPORTING >} 47% 0 0 o
UNACTIVATED .

CARDS TOTAL RECENT ACTIMITY
6.00

TOTAL CREDIT REMAINING

Application Request Maintenance Request

REQUESTID  STATUS REQUEST TYPE REQUEST ID STATUS REQUEST TYPE

6651416973  Waiting for approval  Individual online application > -
There are no pending Maintenance requests that are waiting your

66114092256  Waiting for approval  Individual online application > approval

6606328091  Waiting for approval  Individual online application >
6282003166 Waiting for approval  Individual online application >

6280379501  Waiting for approval  Individual online application >

6279857558 Waiting for approval  Individual online application >

CitiManager Site Home Screen — Manage Users Menu

20



N
ITI

CitiManager Site Non-cardholder Quick Start Guide | Search fora Cardholderand View Cardholder Details C

Screen | Step/Action

2. To perform a search, type the desired search
criteria and click the Search link.

s

citi CitiManager TEST COMPANY 005 - US | ~

Home Manage Users ~ Manage Card Program v Reporting & Library ¥  Resources & Tools ¥ Alerts ¥  Guided Self-Service Sign Out

Note: To search by Employee ID, Status Type or
Manage Users & Accounts. / Search / Billing Type, click the Add More Criteria link.

Search Result
The search results display at the bottom of the

Search screen.

C Reset Fields

First Name Lost Name Care or Account Nomber Note: To sort the results by a column, click
‘ rest - Caranoleer the column header name. To filter your results
by status types, use the Status Types field to
Username Email Address Company Name Hierarchy
£ Enter email ad TEST COMPANY 005-US  ~ L1: TEST COMPANY 005 ... ~ select/deselect sort options.

@ Add More Criteria | Q search > 3. From the Username column, click the link for

the card account you wish to view.
Search Results

st Topes The Cardholder Details screen displays the
view Al - Show 20 rows » | L-6efe tems LExport card overview including current balance,
available credit, credit limit, payment history,
Username First Name Last Name T Card or Account. Card Status Billing Type Role User Status
aging of balance, recent transactions, previous
|7\ --Unregiste £ TEST ACCOUNT ren e 052 27 Open cac CARDHOLDER Pending statements, transaction details and card
| ] zUnregiste Pt TEST ACCOUNT wren vren 1087 66 Closed View onl cac CARDHOLDER Pending contact infOrmatiOn
| | kmtcoosen vt TEST ACCOUNT ven ares 2236 09, Closed View onl cac CARDHOLDER Activated
Note: To perform a new search or return to your
I ‘ --Unregiste VT TEST ACCOUNT ween weee +o00 00... Closed View onl... CBC CARDHOLDER Pending
search results, from the breadcrumbs that
lisatest100 VT TEST ACCOUNT Open CBC CARDHOLDER Activated display on top-|eft Of the screen, position your
[] cunregiste 2wt TEST ACCOUNT erve saun 1085 88 Closed View onl. cac CARDHOLDER Panding

mouse over the ellipsis (...) and click either
Search or Search Results.

Search Screen
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Cardholder Details Screen Overview

Screen Step/Action

1. Links displayed on the left-side of the screen
citi’  CitiManager TEST COMPANY 005 -US | + . .
can be used to perform additional actions on
oy MnreRamy ERiNTEre Brrefety fohe e the card account. The links displayed are based
et on your entitlements and company set-up.

PVT TEST ACCOUNT © izt e © Gver Cord Acietion Reqived 2. Ifthe account has pending application and
i) @ maintenance requests or the Cardholder has
pesign/Unassign Applications Esooom srot not yet registered for the CitiManager Site, a
Ao Unssion Cony E— message displays at the top of the screen and

you can click the link to view the requests or
RP— | et (5 resend the registration details.
$0.00 0.00 et aveievie S 3. Inthe card information section, the card
number, card status, the current balance,
£ vow Sonecunss poants ’ Omemmesy > available credit, statement closing date and
credit limit display. If you have additional card
sooo accounts, adrop-down arrow displays, and
you can select another account to view. The
200y Usbeobovel [otODevsd ERicizObevsy) WElelbos account status displays in the top-right of
soee see snee seoe seee the sections. You can click the Edit/Account
—— Maintenance or Replace Card buttons to
e —— — - perform account maintenance or initiate a card
I — replacement.
. 4. Inthe Payment Due section, the current
[N At Tesnctry > amount due, the next payment due and last
exacontactintormation (@ ET— payment received display. Click the View
I v e aserenen Scheduled Payment link to display any
e oo A T o Or AemICA T e bt sy eal 2 scheduled payment information such as
Z“‘OMMM “ amount, date, bank routing number, bank
BN [ iz 8 name, bank account number and type and the
o5 aseres status of the payment.
(O fen e otans e et petnmanencs > 5. In the Payment History section, the date,
Cardholder Details Screen payment amount and status of the payment
display. Click the View Payment History link to
display payment information such as amount,
date, bank routing number, bank name, bank
account number and type and the status of the
payment.
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Screen tep/Action

6. Inthe Aging of Balance section, the total past
due and days past due (1-120) display.

s R 2

citl’ CitiManager TEST COMPANY 005 -US | =

Manage Users ~  Manage Card Program v Reporting & Library +  Resources & Tools v Alerts Guided Self-Service ® | Sign Out

7. Inthe Recent Transactions/Statements
Comasarveans section, you can view recent or billed
transactions. You can select a statement
date from the Time Period drop-down list.
E;osoom ‘”“”‘“Q'"f_‘;"; You can also click the links on the top-right
of the section to view additional statement

PVTT TO
VI'TEST ACCOUN Citi Commercial Card - ++00 0020 (€))  OperCard et Reqred

Cardholder Detaits (o

Credit Limit $ 1.00

details, perform an advanced search, print a
Povment oue o Poyment ove. (44 et (O statement or download a statement. From the

Current Amount Due @ Next Payment Due ©

Date | Payment Amount Status . .
$0.00 0.00 ot e T bottom of the section, you can click the Load
More Transactions link to display additional
() View Seheuied Payments > © Vewoymentistry > transactions. Ten transactions display by
coount Information default and ten additional will display if you
load more transactions. You can click the View
- Fae All Transaction link to view all transactions or
search for a transaction.
e e e s s 8. The Card Contact Information section displays
Recent Transactions 7 Additional Statement Details | Advanced Search | Print Statement | Download Statement the account name’ the address and ContaCt
o el s - information, the account status and company
name. From the bottom of the section, you
can click the View More Details link to display
[ QU View A Teaneaetions > additional contact information or click the Edit/
Account Maintenance link to perform account
Card Contact Information 8 CitiManager Status: Activated A .
maintenance.
PVT TEST ACCOUNT Address Email Address(es)
lisatest1005 TEST MANAGER, 14000 CITI CARDS Primary Email:
sens snes 0000 0020 LORIDA, UNITED STATES OF AMERICA lisa test@noemail com

12345

Card Status: Open
Account Opened Mar 02,2018
Employee ID: 32515 Phone(s)

Company Name - TEST COMPANY  Phone Number:
005 1234567850

@ View More Details | [E3 Eedit/ Account Maintenance >

Cardholder Details Screen
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Search for Non-cardholders and View User Account
Information

Key Concepts

You can search for a Non-cardholder and view their user account information. Once the search is complete, you may view account
information including their:

« CitiManager Status
« Company Name

« Address

« E-mail Address

« Phone Number

« Role

« Entitlements

Step-By-Step Instructions

Search for Non-cardholder

Screen ‘ Step/Action

1. From the navigation bar, position your mouse

I~ e @ @ &
citi CitiManager TGN TS N S over the Manage Users drop-down menu and
Manage Users ~  Manage Card Program ¥ Reporting & ~  Resources Self-Service © | Sign Out click the Search link.
Create aew Liserd . The Search screen displays.
Search

View Requests
v

ACCOUNTS OVERDUE | RePORTING>>(] 47% 0 0 o
UNACTIVATED .

CARDS TOTAL RECENT ACTIVITY
6.00

TOTAL CREDIT REMAINING

Application Request Maintenance Request

REQUESTID  STATUS REQUEST TYPE REQUEST ID STATUS REQUEST TYPE

6651416973  Waiting for approval  Individual online application . . -
There are no pending Maintenance requests that are waiting your

8611409225 Waiting for approval  Individual online application > approval

6606328091 Waiting for approval  Individual online application >
6282003166 Waiting for approval  Individual online application ~ »

6280379501 Waiting for approval  Individual online application >

6279857558 Waiting for approval  Individual online application >

CitiManager Site Home Screen — Manage Users Menu
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Screen Step/Action

Prn

citi CitiManag

Home Manage Users ¥

Manage Users & Accounts
Search Result
Search

First Name

Enter first name

Username

@ Add More Criteria

Search Results
Status Types

View All -

Username First Name

kmtests KM

View User Details

er TEST COMPANY 005 - US | ~

Manage Card Program v Reporting & Library ~

/ Search /

Last Name

Test Enter number

Email Address

Enter email address

Card or Account Number

Company Name

TEST COMPANY 005 - US -

Resources & Tools >  Alerts ¥

| Q search

Last Name T Card or Account

Card Status

Show 20 rows ~

Non-cardhalder

Billing Type Role

Guided Self-Service @ | Sign Out

C Reset Fields

Role Types

Non-Cardholder + Card Ap... ~

Hierarchy

L1: TEST COMPANY 005... +

LExport

User Status

Inactive

Search Screen

2. To perform a search, type the desired search

criteria and click the Search link.

Note: To filter by Non-cardholder, from the Role
Types drop-down list, select Non-Cardholder
+ Card Applicant. To search by Employee ID,
Status Type or Billing Type, click the Add More
Criteria link.

The search results display at the bottom of the
screen.

Note: To sort the results by a column, click

the column header name. To filter your results
by status types, use the Status Types field to
select/deselect sort options. To sort the results
by the Non-cardholder role, select Non-
cardholder from the Role Types drop-down
list.

From the Username column, click the link for
the card account you wish to view.

The Non-Cardholders Details — User Account
Information screen displays the user status,
name, company, address, e-mail address,
phone number, role, and entitlements

Note: To perform a new search or return to your
search results, from the breadcrumbs that
display on top-left of the screen, position your
mouse over the ellipsis (...) and click either
Search or Search Results.

2
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Non-cardholder Details Screen Overview

Screen Step/Action

FIRSTLAST ©

User Account Information: | 3

Nor-CarcroiderDetets (]

KM Test
kmtestd
Company Name - TEST COMPANY
005
Edit CitiManager Profile View Shared Companies (4

Reset Password

Reset Registration Details

& Edit CitiManager Profile 5

Entitiements | ©

Account Account
maintenance summary
Alerts Allow/Disallow
set passcade
pre-fill edit
Card Accounts Card

maintenance

CitiManager No  CitiManager_OL
ncardholder_Se  A_Aging_Repor
If_Registration. t
Pending_Report

CitiManager OL  CitiManager_Us
M_Approved M er_Registration

aintenance Rep  _Status_Detaile
ort d_Report
Create Internal Create MCCG

User template

cfﬁ CiﬂManager TEST COMPANY 005 -US | ~
Home Manage Users Manage Card Program v Reporting & Library ~

Address
ALLCITY,

Resources & Tools ¥ Alerts ¥  Guided Self-Service ® | Sign Out

Manage Users & Accounts / - /
Non-Cardholder Details " -
© This user's CitiManager Profile is inactive, Activate User X

NJ, UNITED STATES OF AMERICA

08817

Phone(s)

Phone Number: UNITED STATES OF AMERICA (1)-1234567890
Mobile Number: UNITED STATES OF AMERICA (1)-

Activate/Deacti
vate users

Apply for card

Citimanager_B
OLA_Portfolio_
Report

CitiManager_OL
A_Approved_Ca
rd_Report

CitiManager_Us
er_Registration
_Status_Summa
ry_Report

Create user

Add alternate
user (Billing/FA
Acets)

Approve
requests

Citimanager_8
OLM_Portfalio_

Report und_requests R _Report
eport
Cit oL ti oL tiM oL

CitiManager Status: Inactive A

Email Address(es)

Primary Email: abc@example.com

>

Add alternate Add another
user (Indiv account
Accts)

Assign/Unassig  Assign/Unassig

n applications. n companies 4

Citimanager_CS  Citimanager_M
A_Rejected_Ref aintenance_Log

A_Cards_Proce
ssed_Report

CitiManager W Corporate Corporate
aiting_for_signe  Account Account Setup
d_copy_report  Maintenance

Delete Delete links Delete
Application Messages
Request

A_Status_Repo M_Aging_Repor

it t 5.

Non-cardholder Details Screen

1.

Links displayed on the left-side of the screen
can be used to perform additional actions on
the account.

A message and links will display at the

top of the screen if the account has been
inactivated or if the user has not registered in
the CitiManager Site. If the account has been
inactivated, you can click the Activate User
link to activate the user. If the user has not
registered in the CitiManager Site, the Resend
Registration Details link displays.

In the User Account Information section, the
account status, account name, company,
address and contact information display.

To view the companies you have in common
with the Non-cardholder, click the View Shared
Companies button.

To edit the user’s CitiManager profile, including
personal details, contact details, roles,
hierarchy, and entitlements, click the Edit
CitiManager Profile link.

In the Entitlements section, the entitlements
and role assigned to the Non-cardholder display.
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View Statements and Recent Transactions

Key Concepts

You can view a Cardholder’s current statement or a statement from previous months. You can also view recent transactions for a
Cardholder that have posted to the account but have not yet been billed to a statement. Transaction data will be retained for the
previous 72 statements. Statements that are three years or older are archived and a request needs to be submitted to download them.

The Recent Activity/Statements section of the Cardholder Details screen displays the posting date, transaction date, transaction
details, exchange rate, amount and status of recent transactions. You can expand each transaction to view additional detail that may
have been sent to Citi from a merchant. Transaction detail includes the original currency amount, currency exchange rate and the
conversion amount that was posted and may include items such as airline name, ticket and flight number.

Additionally, you can initiate a dispute if the transaction meets the requirements.
You can also perform an advanced search of billed transactions by status type, a specific date, a date range, description or amount.

You can download and print transactions for individually or centrally billed accounts. If you wish to print recent transactions, it’s
recommended you download the transactions in Excel format. After you open the downloaded file, you can print it by selecting Print
from the File menu.

Step-By-Step Instructions

Screen ‘ Step/Action

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

Do

Cl’ﬁ CitiManager TEST COMPANY 005 - US | =

(o @

Manage Users ~  Manage Card Program ~ Reporting & Library ¥  Resources& Tools = Alerts >  Guided Self-Service ® | Sign Out

Create a New User® The Search screen displays.

Search

View Reguests
-

ACCOUNTS OVERDUE | REPORTING>>{ 470/
S ; $ 0.00

UNACTIVATED

CARDS TOTAL RECENT ACTIMITY
6.00

TOTAL CREDIT REMAINING

Application Request Maintenance Request

REQUESTID  STATUS REQUEST TYPE REQUESTID STATUS REQUEST TYPE

6651416973  Waiting for approval  Individual online application > N
There are no pending Maintenance requests that are waiting your

6611409225 Waiting for approval  Individual online application > approval

6606328091  Waiting for approval  Individual online application >
6282003166  Waiting for approval  Individual online application >

6280379501  Waiting for approval  Individual online application  »

6279857558 Waiting for approval  Individual online application >

CitiManager Site Home Screen — Manage Users Menu
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Screen | Step/Action

2. To perform a search, type the desired search
criteria and click the Search link.

Cm CitiManager TEST COMPANY 005 - US | ~
Home Manage Users ¥  Manage Card Program v Reporting & Library ¥ Resources&Tools ¥ Alerts ¥  Guided Self-Service @ | Sign Qut Note' TO Search by Employee ID Status Type or
. ’

Manage Users & Accounts / Search / Billing Type, click the Add More Criteria link.
Search Result
The search results display at the bottom of the

Search screen.

C Reset Fields
st e Lt e Note: To sort the results by a column, click
£ the column header name. To filter your results
by status types, use the Status Types field to

Enter first name Test Enter number Cardholder -

Email Address Company Name Hierarchy )
B Enter email address TEST COMPANY 005-US = L1: TEST COMPANY 005 ... ~ SeleCt/deseleCt sort options.
@ Add More Criteria | @ e > 3. From the Username column, click the link for

the Cardholder account you wish to view.

h Result . .
:ea:cp e The Cardholder Details screen displays.

View All - Show 20 rows ~ LExport
Username First Name Last Name 1 Card or Account Card Status Billing Type Role User Status
[ cunreqiste 2wt TEST ACCOUNT e 5227 Open cac CARDHOLDER Pending
[ umeqste  evr TEST ACCOUNT ClosedViewonl . caC CARDHOLDER Pending
[ ] kmtcoosen  evr TEST ACCOUNT wes sree 2296 09_.. Closed View onl... cBC CARDHOLDER Activated
[] cunreqste vt TEST ACCOUNT Closed View onl.. cac CARGHOLDER Pending
lisatest100  FVT TEST ACCOUNT e 0000 OpEn cac CARDHOLDER Activated
\:\ —Unregiste  FVT TEST ACCOUNT Closed View onl... cac CARDHOLDER Pending

Edit/Account Maintenance

Search Screen
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Screen Step/Action

CitiManager

TEST COMPANY 005 -US | ~

citi

Manage Users ~  Manage Card Program ~

Manage Users & Accounts / = /
Cardholder Details /

PVT TEST ACCOUNT ®

Cardnolder Details

cwm Belance @

8 0.00

Assign/Unassign A

ssign/Unassign Com

ot Closing December
3

ger Profile
Emulate Cardholder

Payment Due : No Payment Due

Current Amount Due &

Card Contact Information

PVT TEST ACCOUNT
lisatest1005

ases suse 2200 0020

Card Status: Open

Account Opened Mar 02,2018
Employee ID: 32515

Company Name - TEST COMPANY
005

@ View More Details

Reporting & Library v  Resources & Tools ~  Alerts ~

© There are 1 pending requests under this user. View Requests

Citi Commercial Card - <=00 0020

Next Payment Due @

Date | Payment Amount status
$0.00 0.00 (Nt Available) e T T e f P par o
[i] View Scheduled Payments > @ View Payment History >
unt Information
unt Information
Aging of Balance
Total Overdue
1-30 Days 31-60 Days 61-90 Days 91-120 Days >121 Days
$0.00 $0.00 $0.00 $0.00 $0.00
Recent Transactions Additional Statement Details | Advanced Search | Print Statement | Download Statement
Time Period Type
Recent Transaction - All Status -
Date Transaction Date  Details ExchangeRate  Amount status

Guided Self-Service @ | Sign Out

® Open-Cerd Activation Required

Available Credit @

$1.00

Credit Limit $ 1.00

Payment History

| Q. view Al Transactions >

CitiManager Status: Activated A

Address Email Address(es)
TEST MANAGER, 14000 CITI CARDS

ORIDA, UNITED STATES OF AMERICA
12345

Primary Emait;

sa test@noemall. com

Phone(s)

Phone Number:
1234567890

| [E3 Edit/ Account Maintenance >

Cardholder Details Screen

4.

From the Recent Transactions/Statements
section, select the statement date from the
Time Period drop-down list. Ten transactions
display by default. The transaction post date,
transaction date, transaction details, exchange
rate, transaction amount and status display.

« Toview ten additional transactions on
the Cardholder Details screen, click the
Load More Transactions link. To view all
transactions, click the View All Transactions
link.

» To expand the transaction and view
additional transaction information, click
the arrow link on the right-side of the
transaction.

« Toview authorizations/declines, view the
transaction status in the Status column
(Posted, Pending, Declined, Diverted).

« Toview additional information about a
transaction and a decline reason, click the
arrow link on the right-side of the transaction
to expand it. Once the transaction is
expanded, you can also click the View More
Details button.

» Toview a snapshot of additional account
details, credit limits, balance and payment
details, click the Additional Statement
Details link.

« To perform an advanced search, click the
Advanced Search link. From the Advanced
Search screen, you can filter by status
type, or a date range or search by a date,
description or amount.

Note: By default, the Time Period and Search
fields are not available for input. To activate
the fields, click the Hide Advanced Search
link. To filter by Date Range or Amount
Range, click the Advanced Search link to
display these field.
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Screen Step/Action

« To download statements in either Comma
Separated Value (CSV), Portable Document
Format (PDF) or Excel (EXL) format, click

the Download Statement link and select
the desired option. If you intend to print the
statement, PDF is the recommended format.
To print, you can open downloaded file and
select Print from the File menu.

CitiManager Site Non-cardholder Quick Start Guide | View Statements and Recent Transactions

citi’ CitiManager

TEST COMPANY 005 -US | ~

Manage Users ~  Manage Card Program ~

Reporting & Library v  Resources & Tools ~  Alerts ~ Guided Self-Service @ | Sign Out

© There are 1 pending requests under this user. View Requests X

Citi Commercial Card - <=00 0020

Manage Users & Accounts / = /
Cardholder Details /

PVT TEST ACCOUNT ®
® Open-Cerd Activation Required

Cardnolder Details

Available Credit @

cwm Belance @

8 0.00 $100

Assign/Unassign A

ssign/Unassign Com

nt Closing December
3

Credit Limit $ 1.00

Note: A request needs to be submitted to
download statements that are three years or

ger Profile

Emulate Cardnolder Payment Dus : No Payment Due Payment History

Current Amount Due & Next Payment Due @

prep by o - older. When you click on the statement date
o icon, a download request window displays.
N v s ey , py— 3 Click Yes, to confirm the request. After 24
e hours, return to the Cardholder Details
o screen and click the statement date icon for
$0.00 the statement you downloaded to access the
T — View Archived Statements screen. Click the
- — St — _— Download link to download the statement to
your computer.
I - « Toinitiate a dispute online, either select the
——— = = checkbox for the transaction(s) and then
R click the Dispute Charges link or when the
E—— g transactions is expanded, click the Dispute
Transaction button.
Card Contact Information Sevesmatel A~ « Toview/attach/delete transaction
PVT TEST ACCOUNT naaress Emai Aderess(ee

documents, click the arrow link on the right-
TEST MANAGER, 14000 CITICARDS
R Tagag 7 VNITED STATES OFANERICA. tsatest@nosmal com side of the transaction to expand it and then
Card Status: Open
click the Upload Receipt File button.

lisatest1005 Primary Emait;

Account Opened Mar 02,2018

Employee ID: 32515

Company Name - TEST COMPANY
005

@ View More Details

Phone(s)

Phone Number:
1234567890

| [E3 Edit/ Account Maintenance

Cardholder Details Screen
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Perform Account Maintenance

Key Concepts

Account Maintenance allows Non-cardholders to update Cardholder account information such as address, Employee ID, credit limit,
temporary spend controls, account status and Merchant Category Code Groups (MCCGs). For individuality billed accounts, a Non-
cardholder is not permitted to perform account maintenance on their own account.

You can close an account by selecting the appropriate account status from the Spending Control or Cardholder-Demographics
section based on your company setup.

Step-by-Step Instructions

Screen ‘ Step/Action

1. From the navigation bar, position your mouse

= it % ® &
citi’  CitiManager restcoveanyoos us | A over the Manage Users drop-down menu and
Manage Users =  Manage Card Program ~ Reporting & Li Self-Service @ | Sign Out Cl ICk the search |Ink'
B o Note: You can also click the Edit/Account

o Maintenance link from the Cardholder Details

View Requests

- screen.

ACCOUNTS OVERDUE | REPURTI!G:’>° 47%
IR $ 0 00 The Search screen displays.

CARDS TOTAL RECENT ACTIVITY
6.00

TOTAL CREDIT REMAINING

Application Request Maintenance Request

REQUESTID  STATUS REQUEST TYPE REQUESTID STATUS REQUEST TYPE

6651416973 Waiting for approval  Individual online application  » N -
There are no pending Maintenance requests that are waiting your

66114092256  Waiting for approval  Individual online application > approval

6606328091 Waiting for approval  Individual online application >
6282003166  Waiting for approval  Individual online application >

6280379501 Waiting for approval  Individual online application >

6279857558 Waiting for approval  Individual online application ~ »

CitiManager Site Home Screen — Manage Users Menu
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Screen | Step/Action

2. To perform a search, type the desired search
criteria and click the Search link.

Cm CitiManager TEST COMPANY 005 - US | =

Home Manage Users ¥ Manage Card Program v Reporting & Library ¥  Resources & Tools ¥ Alerts ¥  Guided Self-Service @ | Sign Out

Note: To search by Employee ID, Status Type or

Manage Users & Accounts / Search / Billing Type, click the Add More Criteria link.
Search Result
The search results display at the bottom of the

Search Screen.

C Reset Fields

First Name Lost Name Gaid o AecoirTAmBAE Note: To sort the results by a column, click
b Ente Cardplder - the column header name. To filter your results
) by status types, use the Status Types field to
Username Email Address Company Name Hierarchy
g Enter em TEST COMPANY 005-US = LL: TEST COMPANY 005... ~ select/deselect sort Options.
@ Add More Criteria | @ ot > 3. From the Username column, click the link for

the card account you wish to maintain.
Search Results

S Note: You can also select the checkbox for the
View Al - Show 20 rows » | 16ef 6 tems Lexport account and then scroll down to the bottom

of the screen and click the Edit/Account

Username First Name LastName T Card or Account, Card Status Billing Type Role User Status
Maintenance button. If you choose this option,
continue to Step 5.

KmtcOOSen  PVT TEST ACCOUNT sreesus 759609, Closed Not Used. e CARDHOLDER Activated
The Cardholder Details screen displays.

I — TESTACCOUNI  wooen698580..  Closedotlsed..  CBC CARDHOLDER  Pending

Edit/Account Maintenance

Search Screen
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Screen

Py

citi CitiManager

TEST COMPANY 005 - US | ~

Home Manage Users ~ Manage Card Program ~

Manage Users & Accounts / =+ /
Cardholder Details /

PVT TEST ACCOUNT ®

Cardnolder Detais

Assign/Unassign Applications

Assign/Unassign C:

Emulate Cardnolder Payment Due : No Payment Due

Replace Card Current Amount Due &

$0.00

Reset Password
Reset Registration Details

Alerts

[i#] View Scheduled Payments

Resources & Tools ~

How canwe help? @ | Sign Out

There are 1 pending requests under this user. View Requests

© Open-Cerd Activation Required

Available Credit @

$1.00

Credit Limit $ 1.00

Payment Histary

Next Payment Due @

0.00 (Mot Available)

Date | Payment Amount Status

© The company il sette any balance bus

5 © ViewPaymectHitory N
Account Information
View Billing Account Information
Aging of Balance
View Disputes.
Total Overdue
View Hierarchy $0.00
1-30 Days 31-60 Days 61-90 Days 91-120 Days >121 Days
$0.00 $0.00 $0.00 $0.00 $0.00
Recent Transactions A onal Statement Details | Advanced Search | Print Statement
Time period Type
Recent Transaction - | | Austatus -
Date TransactionDate  Details ExchangeRate  Amount status
anssction found for selecte
| Q view All Transactions >
Card Contact Information CitiMansger Statusi Activated A\
PVT TEST ACCOUNT Address Email Address(es)
lisatest1005 TEST MANAGER, 14000 CITI CARDS  Primary Emait
MAKE B VE
EREaEs00 0020 FLORIDA, UNITED STATES OF AMERICA 's2 test@noemall.com
Card Status: Open 2345
Account Opened Mar 02,2018
Employee ID: 32515 Phones)
Company Name - TESTCOMPANY  Phone Number
4 1234567830
005
@ View More Details | @ Edit/ Account Maintenance >

Cardholder Details Screen

‘ Step/Action

4. Click the Edit/Account Maintenance button
from the Current Balance section of the screen.

The Account Maintenance screen displays.
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Screen Step/Action

5. Complete the necessary updates to all sections

citi’ | citiManager B TESTCOMPANY 005 -US ~

Home  Manage Users ¥ Manage Card Program v Reporting & Library ¥ Resources & Tools v Alerts v Guided Self-Service @ | Sign Out

HOME
Account Maintenance

e 3.Form Details

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

TS2_IOLM Long Form ssee vesn 2060 8888

I oLm (©]

Smith
BUSINESS PHONE
5554442222
HOME PHONE §
5554441111
MOBILE NUMBER
5554443333
EMAIL ADDRESS
Kim@noemail.com
MAILING ADDRESS LINE 1
Atten: Kim Smith
MAILING ADDRESS LINE 2
111 Main Street

MAILING ADDRESS LINE 3

MAILING STATE

ACCOUNT STATUS

Open -
CREDIT LIMIT

1000

SINGLE PURCHASE LIMIT i

3
2
H
S

100
CASHLIMIT
100
EMPLOYEE ID
BOLMTEST

MASTER ACCOUNT CODE

TEMPORARY CREDIT LIMIT

EMPORARY CREDIT LIMIT START DATE

END DATE
MERCHANT CATEGORY CODE
McC GROUP mece mec McC GROUP SINGLE PURCHASE DAILY VOLUME LIMIT
STATUS ~ GROUP  DIVERSIONACCOUNT  LIMITFOR MCCG FORMCCG
ACTION
TEST999081 Include 0 0

>> Add/RemoveMCCgroups

SUBMIT CANCEL

Account Maintenance — Form Details Screen

of the form.

To add/remove an MCCG, click the Add/
RemoveMCCGroups link in the Spending
Controls section. Select or deselect the
checkbox(s) for the desired MCCGs. If you are
adding and deleting MCCGs to an account, you
must perform the additions prior to submitting
the deletions. When you are finished, click the

Update button and then the Back to Form button.

To close an account, from either the Spending
Controls or Cardholder-Demographics section
(based on your company setup), select a closed
status from the Account Status drop-down
list. The Closed Temporary Block status is
equivalent to Deactivate. In the United States,
the only accounts that can be re-opened
through the account maintenance process are
those with a closed status of Closed Temporary
Block (Used for things such as leave of absence
or maternity leave). For all other closed statuses
used, with the exception of Closed Deceased, a
new application will need to be completed.

If you need to add comments to explain the
reasons for account changes, enter them in the
Account Comments field on the maintenance
form. You can enter a maximum of 500
characters in the field. You can view previous
comments by clicking the View History button.

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

citi’ | citiManager B TESTCOMPANY 005 -US ~

Home  Manage Users ¥ Manage Card Program v Reporting & Library ¥ Resources & Tools v Alerts v Guided Self-Service @ | Sign Out

HOME

) A confirmation message displays based on the
Account Maintenance

angusse. 3. Form Detaits maintenance performed.
@ Piease complete and submit the maintenance form below. Fields marked with the (§) symbol are not real time fields .
Fields marked with (1) indicate a previous maintenance request has been submitted but not yet processed. 7. Click the OK button.
T$2_IOLM Long Form e seee 2060 8888

A confirmation screen displays at the top of the
screen.

Smith

BUSINESS PHONE
5554442222
HOME PHONE §
5554441111
MOBILE NUMBER

5554443333

Kim@noemail.com

MAILING ADDRESS LINE 1

Atten: Kim Smith

MAILING ADDRESS LINE 2

111 Main Street

MAILING ADDRESS LINE 3

MAILING STATE

ACCOUNT STATUS

Open -
CREDITLIMIT

1000

SINGLE PURCHASE LIMIT FOR CARD

100

CASHLIMIT

100

EMPLOYEE ID

BOLMTEST

MASTER ACCOUNT COD!

Y CREDIT LIMIT

ORARY CREDIT LIMIT START DATE

Y CREDIT LIMIT END DATE

ERCHANT CATEGORY CODE
McC GROUP mece mec McC GROUP SINGLE PURCHASE DAILY VOLUME LIMIT
STATUS ~ GROUP  DIVERSIONACCOUNT  LIMITFOR MCCG FORMCCG
ACTION
TEST999081 Include 0 0

>> Add/RemoveMCCgroups

SUBMIT CANCEL

Account Maintenance — Form Details Screen
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Manage Application and Maintenance Requests
(View Requests)

Key Concepts

You can search for and view all online application and maintenance requests submitted through the CitiManager Site. Non-
cardholders can approve or reject the user requests as well as print requests, view the audit log and add comments to a request.
It’s recommended that you check requests on a regular basis to ensure they are being processed.

From the View Request screen you can also:

« View the Audit Log

« Override an approval

» Delete an application request
» Download applications

« View account documents

The option to approve and reject a request depends on the workflow and the status of the selected request.

If the Company Number is not entered when setting the passcode and is entered during the approval process instead, generic COU and
DPN consents are displayed at the bottom of the application. Consent e-mails will be sent to the applicant based on the liability type
entered during the approval process. The application will not be processed until the applicant agrees to the new terms and conditions.

If the Company Number is modified after the application is submitted, updated COU and DPN consent e-mails may be sent to the
applicant if necessary based on the liability type change. The application will not be processed until the applicant agrees to the new
terms and conditions.

To delete an online application request, a Non-cardholder must have that entitlement assigned to them.

The Delete Application Request link is only enabled when the Select Request Type is Individual online application and the
application status is not Processed or Approved.

Common request statuses include the following:

Request Status | Description

Approved Request was approved by the non-cardholder and will be processed by Citi.

Draft Request was saved but not submitted.

More Information Requested Request was sent back by the approver requesting additional information.

Pending Final Review by Citi Request was placed in queue for CAS to process (e.g. when two applications were submitted

with the same social security number). This status is not updated in the CitiManager Site.
Contact your CAS for the current status of the request.

Rejected by the Processor Request was rejected by the backend processor. Contact your CAS who will identify and correct
the issue.

Processed Request was processed and a card will be issued.

Waiting for Approval Online Card Application request is awaiting non-cardholder approval.

Waiting for Signed Copy Request has been approved but the country regulations require the applicant to sign a physical
copy of the application and forward it to (CGSL).

Waiting for Supervisor Approval Request is awaiting Supervisor approval.

Expired Request was not handled within a predefined time period.
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Screen ‘ Step/Action

ey

citi CitiManager

(. @

TEST COMPANY 005- US | ~

Manage Users ~  Manage Card Program v Reporting & Library ~  Resources & Tools v  Alerts Self-Service @ | Sign out ®
Create a New User»

Search

View Requests
NOT AVAILAD

ACCOUNTS OVERDUE 0%
UNACTIVATED $ o = 0 0

TOTAL RECENT ACTIVITY'

$ 10.00 “w

TOTAL CREDIT REMAINING

Application Request Maintenance Request

REQUEST ID STATUS REQUEST TYPE REQUESTID STATUS REQUEST TYPE

6124017465  Waiting for approval Individual online application > 6104427890  Waiting for approval  Individual online maintenance
6123307859 Waiting for approval Individual online application >

6123307586 Waiting for approval Individual online application >

6123307115 Waiting for approval Individual online application >

6123306521  Waiting for approval Individual online application >

6123101609 Waiting for approval New Account Application >

6123101146 Waiting for approval New Account Application >

6086023766 Waiting for approval Individual online application >

CitiManager Site Home Screen — Manage Users Menu

1.

From the navigation bar, position your mouse
over the Manage Users drop-down menu and
click the View Requests link,

OR

From the Home screen Application Request or
Maintenance Request sections, click desired
Request ID link and continue to Step 5.
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Screen Step/Action

citi CitiManager TEST COMPANY 005-US |+

Home  ManageUsers o Manage Card Program v Reporting & Library v
Home
Search

SEARCH FOR REQUESTS

FIRST NAME

(©)LESS OPTIONS

DOWNLOAD(XLS)

REFINE BY REQUEST TYPE

[

°
2

Resources & Tools ¥ Alerts ¥ Guided Self-Service ® | Sign Out ®

View Requests

LAST NAME

HIERARCHY DETAILS

LOOKUP HIERARGHY

VIEWING 120 OF 51

BASIC SEARCH >>

m--

More>>

REFINE SEARCH

VIEWING 120 OF 51

M Al REQUESTID v NAME 3 STATUS & REQUEST TYPE & LAST MODIFIED DATE %
6635969840  PVTTESTACCOUNT  Processed Individual online mainienance  0g/23/2025 12.04:51 AM
6596637824  PVTTESTACCOUNT  Processed Individual oniine maintenance  07/12/2024 11:36:21 AM
6596605086  PVTTESTACCOUNT  Processed Individual oniine mainenance  09/23/2025 1:12:00 AM
6596604501  PVTTESTACCOUNT  Processed Individual oniine maintenance  07/12/2024 11-11:20 A
6516398432  PVTTESTACCOUNT  Processed Individual oniine mainenance  10/24/2023 11:36:18 AM
6516397798 PVT TEST ACCOUNT Processed Individual online maintenance 10/24/2023 11:34:01 AM
6596637624  PVTTESTACCOUNT  Processed Individual oniine maintenance  07/12/2024 11:36:21 AM
6696605086  PVTTESTACCOUNT  Processed Individual oniine mainenance  07/12/2024 11:12:00 AM
6596604501 PVT TEST ACCOUNT Processed Individual online maintenance 07/12/2024 11:11:20 AM
6516398432  PVTTESTACCOUNT  Processed Individual online maintenance  10/24/2023 11:36:18 AM
6516397798  PVTTESTACCOUNT  Processed Individual oniine maintenance 101242023 11:34:01 AM
6515245311 PVTTESTACCOUNT  Processed Individual online maintenance 1012012023 10:53:23 AM
6515047923 PVTTESTACCOUNT  Approved Individual online maintenance 1012012023 06:26:00 AM
6513098415 PVTTESTACCOUNT  Rejected by processor  Individual online maintenance  10/16/2023 07:57:54 AM
6503689676  PVTTESTACCOUNT  Approved Individual oniine maintenance  09/25/2023 11:22:43 AM
6505689221 PVT TEST ACCOUNT Approved Individual online maintenance 09/25/2023 11:21:36 AM
6505667472 PVTTESTACCOUNT  Approved Individual online maintenance 091252023 11:18:12 AM

REFINE BY STATUS 6486459206  PVTTESTACCOUNT  Processed Individual online mainenance  08/01/2023 12:10:31 PM

g Al 6432234869  PVTTESTACCOUNT  Processed Individual online maintenance  03/04/2023 04:02:34 AM
6432214747  PVTTESTACCOUNT  Processed Individual online maintenance  03/03/2023 02:40:05 PM
6253537572 PVTTESTACCOUNT  Processed Individual online maintenance  08/13/2021 01:48:18 PM
6182269774  PVTTESTACCOUNT  Processed Individual online maintenance  10/20/2020 09:50:33 AM
6182288966 PVT TEST ACCOUNT Rejected by processor Individual online maintenance 10/20/2020 09:48:11 AM
6154235375 PVT TEST ACCOUNT Processed Individual online maintenance 06/22/2020 01:25:23 PM
6154183443 PVTTESTACCOUNT  Processed Individual online maintenance 0612212020 10:28:01 AM

Mz« -

Search for Requests Screen

2. To perform a search, type the desired search
criteria and click the Search button.

Note: To perform an advanced search use the
User Name, From Date and To Date fields.

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

The search results display at the bottom of the
screen. A maximum of 1,200 records can be
returned at a time.

Note: To sort the results by the Request ID,
Name, Status, Request Type or Last Modified
Date columns, click the column header name.

3. To further filter the requests by type or status,
select the desired checkbox(es) in the Refine
by Request Type or Refine by Status sections
displayed on the right-side of the screen.

Note: De-select the All checkboxes first to
activate the sort option checkboxes.

The requests displayed are filtered by the
options selected.

4. Toview arequest, from the Request ID column,
click the link for the request you wish to view.

The View Request screen displays.
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o~

Citl

HOME = SEARCH

6635969840

NEW ACCOU!

SP3 TS2 DHS
® APPROVE
REJECT

CitiManager

Manage Users -  Manage Card Program v Reporting & Library v

View Request

€ ViewApprove/Reject Request

REQUEST DETAILS

Waiting for approval

NT APPLICATION

NEW ACCOUNT APPLICATION

NEW ACCOUNT APPLICATION

“ e secoma

TEST COMPANY 005-Us | ~

09/23/2025 12:04:51 PM

35478

Resources & Tools v Alerts v  Guided Self-Service ® | Sign Out @

VIEWAUDIT

OVERRIDE APPROVAL

DELETE APPLICATION REQUEST

®

View Re

quest Screen

5. Review the request details.

6. When you are finished reviewing the request,

select either the Approve or Reject radio button.

Note: If the request is rejected, you are
required to type a reason for the rejection

in the Comments field and then click the
Save comment link. By default, the Allow for
Resubmit checkbox is selected. De-select the
checkbox if resubmission is not allowed.

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

A confirmation message displays.
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