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CitiManager® Site Upgrade Transition Reference Document

Introduction

At Citi, we're always focused on improving convenience and increasing efficiency and our latest CitiManager® Site release updates the
interface for Non-cardholders with an all-new look and feel.

All the functions you currently use are still available. However, navigation and workflows are more streamlined, and managing
Cardholders will be easier than ever.

This overview document will assist with your transition by mapping how you previously navigated to functions in the CitiManager Site
and how to access them in the new interface.

For detailed steps on how to perform CitiManager Site functions highlighted in this transition document, refer to the CitiManager
Non-cardholder Quick Start Guide or the CitiManager Non-cardholder End-to-End User Guide. To access these guides, log in to the
CitiManager Site and from the side navigation bar, click the Web Tools icon and select the Learning Center link.


www.citimanger.com/login
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Login Screen

Navigate to the CitiManager Login screen to access the CitiManager Site. From this screen you can also choose your language before
you log in, retrieve a forgotten username, reset your password, and self-register as a Non-cardholder.

CitiManager (Previously) ——— -  CitiManager (Now)

Navigation: Navigation:
www.citimanager.com/login www.citimanager.com/login

CitiManager Site Login Screen CitiManager Site Login Screen

File Edit View Favorites Tools Help

Citi® Commercial Cards

0ose Language ;
Cltlu Choose language CitiManager E’;wgl?s}:vq o ati

Engiish

L ﬁimmﬂ users Existing Users New Users

Password

kgdemol Self Registration for Cardholders

Self Registration for Non

Eorgot usemname?

Eorgot password? Apply for card
b ri “
Self reqistration for Cardholders
o ] Self reqisiration for Non Cardholders CLEAR
- i Aoply for carg
-
Forgot usemame? | Forgot password? Need Assistance?

41
ou are authorized to use this System for approved business purposes only. Use for any otner purpose s prohibited. All transactional records, reports, &-mail,

‘software, and other data generated by or residing upon this System are the property of the company and may be used by the campany for any purpose.
: unauihorized activities il uses cookies on this website. By continuing to use this site, you give consent for cookics to be
used our Priva which contains. ‘on our use of cookies.
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Home Screen

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 outstanding requests, accounts overdue, total credit remaining, number of un-activated
cards and recent activity.

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

CitiManager Site Login Screen Header
: 1. View your company. If you have access to more than one,
you may select another company by selecting it from the

anager

®© caoscans - drop-down list.
\ 2. Access My Profile functions or sign out of the CitiManager
0, AACCOUNTS OVERDUE 1 %
OUTSTANDING UNACTIVATED $ 433,575.59 Site.

REQUESTS CARDS TOTAL RECENT ACTMTY
- $ 1,000.00 o

TOTAL CREDIT REMAINING

3. View the Message Board.

Application Request. Maintenance Request. 4. Contact the HeIp Desk for assistance.

REQUESTID  STATUS REQUEST TYPE REQUESTID  STATUS REQUEST TYPE

5 Waiting for approval  Individual online application 6010965892 Waiting for approval ~Individual online maintenance

> 5. If you have both Cardholder and Non-cardholder access to
o ’ the CitiManager Site you can toggle between both using
C 3 /aiting for approval Individual online maintenance >
6010962600 Waiting for approval _ Individual oline maintenance > the drop-d rop list.
>
>
>

6 Waiting for approval New Account Application 84 Waiting for approval ~ Individual online maintenance

Waiting for approval  New Account Application

Waiting for approval  Individual online application
4 Waiting for approval  Individual online application 6010961149 Waiting for approval  Individual online maintenance

9 Waiting for approval  Individual online application 6010768791 Waiting for approval  Individual online maintenance

Screen Components

6. Complete a search by typing a name or card account
number and then select an action from the drop-down list
such as Card Accounts or View Requests.

v v v v v v v

Waiting for approval  Individual online application 6010768783 Waiting for approval _ Individual online maintenance

7. View high-level account metrics such as outstanding
requests, accounts overdue, total credit remaining, percent
un-activated cards and total recent activity.

8. Use the quick links to create a user, apply for new card, set
your personal alerts and set passcode.

9. View a list of pending Application Requests that are
waiting for your review.

10. View a list of pending Maintenance Requests that are
waiting for your review.

Side Navigation Bar
1. Click the Home icon to return to the Home screen.

12. Click the Manage Users icon to view card account details,
view recent and billed statements, perform account
maintenance, view requests, view refund history, perform a
user search, print multiple statements, view disputes, view
hierarchy, create a user and assign/unassign applications.

13. Click the Manage Card Program icon to complete a new
account applications, run reports, and set passcodes.

14. Click the Resources icon to view messages, access FAQs
and Links & Help.

15. Click the Tools icon to navigate to CitiManager — Reporting,
CitiManager — Transaction Management or CitiManager
— Expense Management if you are entitled and also the
Learning Center.

16. Click the Alerts icon to manage your alert subscriptions, view
the audit log and view on-demand mobile alert information.
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Searches

The process of performing searches has been streamlined so you no longer have to select filters to change the qualifiers such as
equals, starts with, ends with and contains. Instead, you can simply type full or partial search criteria into the desired field without

selecting a qualifier. You can choose a basic search or click the More Options button for additional search options. Up to 1,000 results
can be returned before you have to further refine your search.

CitiManager (Previously) ———M @ —————» ELEL RG]

Search Options Search Options

[-| Search: Card Accounts | Users in Unit | Print Multiple Statements | View Requests

Card number(equals) 5ill ype (cquals)

v v

Hierarchy Details :

Hierarehy name(equals) Hierarehy unit (equals)

— ! CARD FIRST NAME CARD LAST NAME CARD NUMBER
Username(equsls) Name lie1(eguals)
v v 123
[ -] Advanced search

(®) MORE OPTIONS

Search Parameters

Search parameters

|Last name |contains t
|—Select— | equals
|—Selett— | equals
|—Selett— | equals

¥ Select hierarchy
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Manage Users

To view and manage card accounts and users, click the Manage Users icon from the side navigation bar.

Click the Card Accounts link to view card accounts, disputes, hierarchies, modify alerts received by the cardholder, view and download
statements and transactions (billed and recent) and dispute a transaction.

Click the View Requests link to view/approve/deny application and maintenance requests.

Click the User Search link to reset a user's password, activate/de-activate a user, update a user’s personal and contact details, roles,
hierarchy and entitlements. You can also assign/unassign companies.

You can also click the appropriate links to perform account maintenance, view refund history, print multiple statements and create

a user.

CitiManager (Previously) ———  ———————————————»p  CitiManager (Now)

Navigation: Manage User Access Tab

User Maintenance Options

Citi® Commercial Cards

cti

Welcomel Katherine 04/18/2018 For assistance please contact Citi Customer Services

CITI DEMO TRAVEL US G2-Us ~

Home  Manage Card Accounts  Manage User Access  Manage Card Program  Resources My Profile  Web Tools

ActivatelDeactivate User

User Maintenance | Admin Maintenance | Messages

SetAlerts  UnlockCard Update User

Pending User Requests  Reports  Reset Password

©

5) Logout

| -] Search: Activate/Deactivate User

Last name(euals)
| v

(Lookup Hierarchy.

No. | Hierarchy name Role | Full name

First name(equals) Username(equals)

‘Cerd number(equals)

KK/ < Pagetoft > 5|

User Profile Email Address | ContactMo.4 | ContactNo.2 | Fullacdress
K€ < Pagetof > i

Username:

Navigation: Manage Users Icon

Manage Users Options

. Company Welcome, Estel
CitiManager {CORPS-US~ | MyProfi out

8 Manage Users

BASIC SEARCH >>

LAST NAME USERNAME
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View and Manage Card Accounts

You can view and manage card account information from the Card Details screen. You can view a card overview, payments, aging of

balance and card contact information. You can also navigate to recent transactions and previous statements. It is also possible to view

disputes and hierarchy information and update alerts for the card account.

CitiManager (Previously) ——— —————————————»p  CitiManager (Now)

Navigation: Manage Card Accounts Tab > Card Accounts >
Search > Manage Account Button

Card Accounts Screen

Citi® Commercial Cards

cti

Welcome! Katherine (04/18/2018 For assistance please contact Citi Customer Services 3 Logout

CITI COMMERCIAL GARDS DEMO COMPANY ()

Navigation: Manage Users Icon > Card Accounts Link > Search

Card Details Screen

MMERCIAL CARD:

CitiManager

HOME | SEARCH RESULTS

Card Details

Cortac Help Desk

Company Welcome,
AGENCY CORP5-US~ My Profile citi

Home  Manage Card Accounts

Manage User Access  Manage Card Program

I +| Card Accounts : Unregistered

Account Summary  Statement _Unbilled Transactions _ View Dispute

Resources My Profile

Web Tools

Click the links to view
disputes, hierarchy
information and update
alerts for the card account.

CARD INFORMATION | EDIT >> VIEW ACCOUNT INFORMATION

W DISPUT
CARD OVERVIEW VIEW DISPUTES

P———

BALANCE CREDITLIMIT

VIEW HIERARCHY

[ aci. JR view nformaion about your account

% Current Account Summary
Current batance: [ 2.04.25 | Last payment received [ 272351 @31012010)

Credit imit: |5 1000000 i i

Nextpayment ues 52,114 43 Caez510) | |

¥ Card Infermation

$6,533.96

Click the View History link
to view payment history.

VIEW TBR HIERARCHY

PAYMENTS | VIEW HISTORY UPDATE ALERTS

LAST PAYMENT RECEIVED
$111.00 (14-JAN-2010)

NEXT PAYMENT DUI
$0.00 (Not Available)

_| Click the Recent icon to view recent
transactions or click a statement date icon

STATEMENTS . . .
to view billed transactions and statements.
= . = = ViEW MoRE
REGENT | JUNZOf7 | WAYZOTT | APRZOTT | MARZOT | MARZOt
AGING OF BALANCE
s1500AYS > 1210AYs
s000 000

Cara number: | 0000000000758 open
Name: | KEVIN ERICSON EmployeeD: | 11111
Addross Line 1;_|ANY STREET Work Pione: | 1111224120
Addross Line 2 | AAACENTRAL AVE STE 250 Wiobile Number; | 1111000300
City: | WaRREN Fax Nomber: | 1111000000
StteRegion: |NJ Emait |A@BCOM
Couniry: | UNITED STATES OF AMERICA Posta Coder | 337013852
Mierarchy: | 55555.22300.55504
» Update account
%] Aging of Balance
past Doy 130 3160 5130 str20 sra1s
Y Balance past due Balance past due
Amount som s000 s000 s00 soo
| Transactions Since Last Statement
Transaction [ posting - Transaction | Transaction | Exchange | GardiPosting
No- ldate Date s CrshinEn |Amount urrency RRate. amount
[1|03/16/2010 031772010 | 5554160076072003105058 KIN #300848 Q35 192 5D 192
|2 037162010 0311872010 | 05410190076426570625556 |LI'S GRI6S100006510 1937 ISD 1937
03162010 |0312010 | Dsa1D1o007e531068853000 NEWs 10195019 763 ) 763
DONALD'S F34236 7 s2¢ 5 s2e
(o3ROl [ON1BR0MD |0S4iD1S007E06006R65 540 RENTACAR w5

5D 16055
» Show authorizations » Show addtional transactions

v Past Statements.

Statement date: 03/15/2010 020152010
e o s
e vamions B B
- i s
o oo s
[

“The last actvity for your account was posted on 0311722010,

CARD NUMBER
aneeanne 258 0112
ADDRESS LINE 1
555 Main Street

STATE
oH

PHONE NUMBER
5554441111

CARD CONTACT INFO

FIRST NAME LASTNAME
BRIAN SMITH
ADDRESS LINE 2 cy
CANTON
COUNTRY EMPLOYEE ID
UNITED STATES OF AMERICA 1234507
EMAIL ADDRESS ZIPIPOSTAL CODE
44332

Brain@nomail.com
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View Statements and Transactions

From the Statements screen, you can navigate to current or previous statements and view transactions. You can also view
recent transactions (unbilled) for a card account that have posted to the account but have not yet been billed to a statement. The
Statements screen displays a snapshot of credit limits, balances, payments posted, pending authorizations and due dates. A list of

transactions display and you can expand each row to view additional detail that may have been sent to Citi from a merchant and also

dispute a transaction if it is eligible.

CitiManager (Previously) ———— > CitiManager (Now)

Navigation: Manage Users Icon > Card Accounts Link > Search >

Transactions Tabs

Statements Screen

Navigation: Manage Card Accounts Tab > Card Accounts >
Search > Manage Account Button > Statement or Unbilled

Citi® Commercial Cards
. Welcomel Katherine  06/26/2018 For assistance please contact Citi Customer Services 5) Logout
Cltl GiT] COMMERGIAL GARDS DEMO GOWPA
Home  Manage Card Accounts  Manage User Access ~ Manage Card Program  Resources My Profile  Web Tools
+] Card Accounts : Unregistered
| Account summary TN | unbiled Transactions | View Dispute_ |
@ Ve ¥ Please ciick on Selecta
Card Details
Card rumber Card name Previous balance Balance due New transactions
X0000KKKTOTS2S WENDY JAMES o695 s32582 s252867
Payments received Payment Due Date
s000 0482010
Statementdate  [03152010 021132010 + 031512010
Dispute Transaction
I < Pageoft > 5
Transaction | Posting Transaction | Transaction | Exchange | CardiPosting
No, | Transac E Reference. Transaction detal [ = o
o O |1 | 02132010 | 021222010 | 05410150050060181278500 | NATIONAL CAR RENTAL 19840  USD 198.40
0 O |2 | o2nspo10 | 02:212010 | ssatessonsoranusoasooss | sunsHINE# 10 aps 1425|  usp 1425
0 @ |3 | 021192010 | 022212010 | 55541860051072013460054 | CLUB AT HAMMOCK BEACH | PALM COAST FL se4s8|  USD se458
O [+ | osamonn | ssmezoio USARWAY EZI) 18740
O |5 | ox2zon | osoezoio USARWAY 20| uso 2500
O |6 | 0032010 | 03082010 | 55417340067 160674275141 | STONEY'S KINGFISHERS S 2526 usD 12524
O |7 | omezonn | osnizon SOLOMONS FASTOP Q39 ECIT) 20
@ O |8 | o3nomo10 | 0312010 | 05410190063060190645899 | NATIONAL CAR RENTAL HANOVER MD. ams2|  usp 7152
o O |s | 03n0m010 | 03112010 | 05486800070378003529641 | EXXONMOBIL 47001539 85|  usD 950
O |10 | om0 | osn2zon teaan|  USD 18840

Card Details > Recent or Statement Date Icon

Statements Screen

CitiManager

HOME | SEARCH RESULTS / CARD DETAILS

e Coupany -us -

Welcome, Kathe...
My Profile | Sign o1

Click the desired statement date icon to toggle between months.

STATEMENTS

+00 1928
= =] E = = = = = VIEW MORE
RECENT reB 2018 anz018 DEC 2017 Nov a7 ocraomr sep 2017 v 27
'OVERVIEW FOR DEC 16 TO JAN 15 VIEW ADDITIONAL STATEMENT INFORMATION
BILLING ACCOUNT NUMBER BILLING ACCOUNT NAME PREVIOUS BALANCE BALANCE DUE
e 00 1928 KEN TEST 56513% 5651396
TRANSACTION TOTAL PAYMENTS RECEIVED PAYMENT DUE DATE
565139 02092018

Billed Transactions

DOWNLOAD (PDF, CSV, XLS)

Use the search text box

to filter transactions by
details, amount or date.
Click the Advanced Search
link to view more options.

POSTING DATE

»nmm ED SEARCH >>

TRANSACTION TRANSACTION GETALLS ExcHANGE RATE Awounr

ot

01022018 0032018 TRANSCRIPTION 25410

01/02/2018 01/03/2018 DOCUMENT IMAGING TO VieW additiona| transaction 1300

01/02/2018 01/03/2018 CAR RENTAL detail, click the e||ip5i5 (...) link that 61488

RereRENCENUMBER  TRansacTion amount  Transaction | displays on the right-side of the m

e 6143 aumencr | O vou wish to expand. Once the

ot0212018 01032018 RENTAGAR row is expanded, you can initiate 26268
a dispute for eligible transactions.
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Manage Application and Maintenance Requests

You can view all online applications and maintenance requests submitted through the CitiManager Site and then approve or reject
them. You can access requests either from the Home screen or by clicking the Manage Users icon from the side navigation bar.

From the View Request screen you can also override an approval, download application requests and delete an application request.
The option to approve and reject a request depends on the workflow and the status of the selected request. To delete an online
application request, Non-cardholders must have that entitlement assigned to them.

CitiManager (Previously) ——— ————————————————»p CitiManager (Now)

Navigation: Home Screen > Request ID Link

Application and Maintenance Requests — Home Screen

Citi® Commercial Cards
~ Welcome! Katherine  04/18/2018 For assistance please contact Citi Customer Services 5 Logout
Home  Manage Card Accounts ~ Manage User Access ~ Manage Card Program ~ Resources My Profile  Web Tools.
(©) T your it CommercalCards ome page whers you can 2ccess  vareyof card progan s and weh 005
|+ Search: Card Accounts | Users in Unit | Print Multiple Statements | View Requests
| Messages Quick Links
Nomessages are avaiabie Manage Card Accounts
> View Statement
+ Fom Maitenance
| Application and Maintenance Requests.
No. | Request ID Name Status Request type Hierarchy Manage User Access
1. | eusniresen CCAROLYN MURDA 'Waiting for approval Individual online application HL1 TRAVEL US C2 + Activate/Deactivate User
2 [smsoiss | CAROLYNMURDA Wating or approval | navisl onine sppicaton HL1 TRAVEL US G2 + Unlock Card
5 |wsomaris | GAROLYNMURDA Wating or approval | ncvidusl onine appiaton HLI TRAVEL US G2 BT
4 [sosoimws | CAROLYNMURDA Wating or approval | ncviusl onine sppicaton HLITRAVEL US G2 -+ cerpasseose
5. | eoso172080 CCAROLYN MURDA 'Waiting for approval Individual online application HL1 TRAVEL US C2
%) Show More
» View al requests
Manage Card Program
»] Web Tools = Apply For New Card
= Account Maintenance
¥ What's New?
My Profile
= WHAT'S NEW IN CITIMANAGER
 Updte User Profie
+ Manage Aerts

Navigation: Home Screen > Application Request or Maintenance

Request ID Link

Application and Maintenance Requests — Home Screen

CONTACT HELPDESK | _ VIEW AS, PROGRAM ADMIN v

Company

Welcome, Estel. 7
CITI DEMO - US - citi

My Profile | Sign Out =

Card Accounts -

260

ACCOUNTS OVERDUE
24%
OUTSTANDING

REQUESTS $

773074208

$ 433,575.59

TOTAL RECENT ACTMTY.

TOTAL CREDIT REMAINING

Application Request Maintenance Request

REQUESTID  STATUS REQUEST TYPE REQUESTID  STATUS REQUEST TYPE

6010965975 Waiting for approval ~ Individual online application > 6010965892 Waiting for approval ~ Individual online maintenance >
Waiting for approval ~ New Account Application > 60109 4 Waiting for approval Individual online maintenance >
‘Waiting for approval  New Account Application > 6010963160 Waiting for approval  Individual online maintenance >
Waiting for approval  Individual online application > 6010962600 Waiting for approval ~ Individual online maintenance >
Waiting for approval  Individual online application > 6010961149 Waiting for approval ~ Individual online maintenance >
Waiting for approval  Individual online application > 6010768791 Waiting for approval ~ Individual online maintenance >
Waiting for approval  Individual online application > 6010768783 Waiting for approval  Individual online maintenance >

Navigation: Manage Card Accounts > View Requests Button

Application and Maintenance Requests — Manage Card
Accounts

Citi® Commercial Cards
L)
citi

Home  Manage Card Accounts

Welcome! Katherine 04/18/2018 For assistance please contact Citi Customer Services 5] Logout

CITI DEMO TRAVEL US G 2-Us v

Manage User Access ~ Manage Card Program  Resources My Profile  Web Tools

(=] Search: Card Accounts | Users in Unit | Print Multiple Statements | View Requests

RequestID equals Firstname starts with Last name starts with Username contains

From date equals MMIDDAYYYY To date equals MMDDIYYYY Hierarchy Details :

‘X7Lookup Hierarchy
Select Status
[ Approved O orat [ Morenformation required [ prosessed (] Rejctea Wating fo spproval
] Wating orsgned copy ] wating fo superisor spprovel L] Witcraun Clepres [ pendng Autentation
1 Wating or Approvert approvel
Select Request Type
u] O New O u}

[ Rese: i Adansd seaich

View detsils as per your search critris.

Search results

Resend|BOUA Fegistration details,

i</ < lPagedora > >0
No. Requestiv | Name 4| Status 4 | Request type 4 | Lastmodified date 3 | Modified by 4 | Hierarchy 4 | Resubmite
Waitng for approval | Individusl onine applcation | 0712772017 03:37:02 PM | CAROLYN MURDAUGH | HL1 TRAVEL US G2 | No
Waitng fo approval | Individual onine application | 0712772017 02:53:58 PM | GAROLYN MURDAUGH | HL1 TRAVEL US G2 | No
Waitng for approval | Individusl onine applcation | 0712772017 02:3%:13 PM | CAROLYN MURDAUGH | HL1 TRAVEL US G2 | No

6050176590 | CAROL

6050173597 | CAROL

6050172714 | CAROL

6050172300 | CAROL Witing for approval | Individual online spplication | 072772017 02:28:48 PM | CAROLYN MURDAUGH | HL1 TRAVEL US G2 | No

5050172080 | CAROL

O|0|0|0|®

aiting for approval 0712712017 02:22:56 PM | CAROLYN MURDAUGH | HL1 TRAVEL US C2 | No

i< < Pagedof > >l

Regend BOLA fegistiation detais,

Navigation: Manage Users Icon > View Requests Link > Search »
Refine Results > Request ID Link

Application and Maintenance Requests — Manage Card Accounts

Welcome, Kathe.

CitiManager 4 e o citi

HOME
B Search

BASIC SEARCH >>

View Requests -

LAST NAME

SEARCH FOR REQUESTS

REQUEST ID FIRST NAME

mat

(®) MORE OPTIONS

DOWNLOAD (XLS)
REFINE BY REQUEST TYPE

REQUESTID »  NAME * STATUS ¢ REQUESTTYPE ¢ LASTMODFIED ¢
Al DATE
i Individual online application 6058809350 ROSE MATTHYS Approved Bulk online 0312612018
applications 08:36:25 PM
! Bulk online applications
6058897296  REKHAPULUMATI  Approved Bulk online 0312612018
I New account application applications 08:36:03 PM
¥/ Indvidual online maintenance 6058895480  PUNEET MATHUR Approved Bulk online 0312612018
applications 08:35:45 PM
/| Bulk online maintenance
6052804467  PAUL MATTHEWS Approved Bulk online 0312612018
applications 08:35:34 PM
REFINE BY STATUS
o 6053392578 NICOLEMATTISON  Approved Bulk online 0312612018
applications 08:35:16 PM
[ Approved MITALI MATHUR Approved Bulk online 0312612018
oratt applications 08:34:47 PM
60
' More nformation requied 5 MARTHA MATHEWS  Approved Bulk online 0312612018
applications 08:33:38 PM
o
M Processed 639 MARGARET MATHEW  Approved Bulk online 0312612018
V| Rejected applications 08:33:23PM
Wating for approval 6058881464 MARCUS MATA Approved Bulk online 0312612018
i g for appr applications 08:33:22PM

10
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Manage Card Program

To manage card program activities, click the Manage Card Program icon from the side navigation bar. You can initiate a new card
account application, run reports, set passcodes and complete bulk transfers.

To complete bulk online maintenance (BOLM), bulk applications (BOLA) and upload the supervisor list, click the Document

Management link.

CitiManager (Previously) —— —————————————»  CitiManager (Now)

Navigation: Manage Card Program Icon

Navigation: Manage Card Program Tab

Manage Card Program Options

Citi® Commercial Cards
Ly
citi

Manage Card Accounts ~ Manage User Access

Welcomel Katherine 04/18/2018 For assistance please contact Giti Gustomer Services

[CITI DEMO TRAVEL US G2-Us. ~

Home Manage Card Program ~ Resources My Profile ~ Web Tools

Selecta Card: [ comor v

(TSI Apply For New Card Application View Hierarchy _ View Dispute

(D ——

7 Logout

Link another card account

Manage Card Program Options

Manage Card Program
Bulk Hierarchy Transfer

Document Management
N ount Application
Reports

Set Passcode

View Hierarchy

View TBR Hierarchy

Set Alerts

Waiting for approval
Waiting for approval
Waiting for approval

Waiting for approval

Waiting for approval

260

ACCOUNTS OVERDUE

$1,000.00

TOTAL CREDIT REMAINING

lQUEST TYPE

iy S
CITIDEMO - US ~

Maintenance Request

REQUESTID  STATUS

Card Accounts -

$ 433,575.59

TOTAL RECENT ACTMITY.

REQUEST TYPE

ividual online application

Account Application

Individual online application
Individual online application
Individual online application
Individual online application

Individual online application

6010965892 Waiting for approval
Waiting for approval
160 Waiting for approval

Waiting for approval

9 Waiing for approval
6010768791  Waiting for approval

6010768783 Waiting for approval

Individual online maintenance >

Individual online maintenance >

Individual online maintenance >

Individual online maintenance >

Individual online maintenance >

Individual online maintenance >

Individual online maintenance >
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My Profile

To view information related to your CitiManager Site profile such as contact details, user roles, hierarchy, entitlements or to update
your user preferences, change your password, reset your challenge questions, merge usernames, change your primary company, link

a card account or set your out of office back up, click the My Profile link that displays under your name at the top of the screen. When
the Contact Information screen displays, click the link for the action you wish to perform.

CitiManager (Previously) ——  ————— CitiManager (Now)

Navigation: My Profile Tab Navigation: My Profile Link
My Profile Options My Profile Options
Citi® Commercial Cards i
., Welcome! Katherine (4/03/2018 For assistance please contact Citi Customer Services ») Logout CitiManager dj] Company. o Us We\cfi\mev E(stel; .
CItl i s Ao
HOME
Home Manage Card Accounts  Manage User Access ~ Manage Card Program  Resources My Profile  Web Tools My Profile: Contact Information
(@) view na ey e et anpeerences JS——— @ Update user details. The fields marked with asterisk (*) are mandatory.
Name
Katherine: USER ROLE AND HIERARCHY Tne
Company
CITIDEMO ENTITLEMENTS
- USERNAME
USER PREFERENCES
DEMOID1
Email Address | Non carc
s -
» Updste user profile % » » » » Change base company > Setout of office Estella
» dlerts .
MERGE USERNAMES ASTHANE
Smith
CHANGE IMARY COMPANY
- COUNTRY
UNITED STATES OF AMERICA .
* ADDRESS LINE 1
111 Main Street

12
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Resources

To view and post messages, use Library to upload and download files to and from Citi, search for Non-cardholders, access links to
resources and Frequently Asked Question (FAQs) click the Resources icon from the side navigation bar.

CitiManager (Previously) ——— ———————————————»  CitiManager (Now)

Navigation: Resources Tab > Messages Board, Library, Search,
Links/Help, View FAQ Tabs

Resources Options

Citi® Commercial Cards

—~ Welcome! Katherine 0410312018 For assistance please contact Citi Customer Services 5 Logout
citr
Home Manage Card Accounts ~ Manage User Access ~ Manage Card Program  Resources My Profile  Web Tools.

Message Board Search  LinksiHelp View FAQ

YL —

Category Upload  Foldertitle @ Starts with () Contains. # Recent arrival 1 Profile name @ Starts with (O Contains

3
) Al Q
Document Sharing +  Ubery-Demo s AZNEUIAN0AM  KILBRARYDEMO

[ Exportisi J Folders without documents

Navigation: Resources Icon > Messages, Library, Search, FAQs or
Links & Help Links

Resources Options

v Welcome, Estel

CitiManager CY CORP5-US~ My Profil out

HOME
Search Result

BASIC SEARCH >>

Resources

LAST NAME USERNAME

13
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Web Tools

Depending on your entitlements, you can access CitiManager — Transaction Management (CCMS), CitiManager — Reporting (CCRS)
and CitiManager - Expense Management (GCMS) by clicking the Web Tools icon from the side navigation bar.

Additionally you can access the Learning Center (CLASS) to register for and launch reference documents, web-based training and
register for webinars and instructor-led training.

CitiManager (Previously) —— —————————————»  CitiManager (Now)
Navigation: Web Tools Tab > CCMS, CCRS, GCMS or CLASS Links | Navigation: Web Tools Icon > Transaction Management,
Web Tool Options Reporting, Expense Management or Learning Center Links

Web Tool Options

Citi® Commercial Cards

~~ Welcome! Katherine 04/03/2018 For assistance please contact Citi Customer Services > Logout
Welcome, Estel 4
CitiManager e g P g 1)
Home Manage Card Accounts ~ Manage User Access ~ Manage Card Program  Resources My Profile  Web Tools
HOME
Account Maintenance
e - S— - - 1. Search 2. Country and Language 3. Form Details
— [ crerecrommmcmersysres
> CITIBANK CUSTOM REPORTING SYSTEM
SEARCH

FIRST NAME LAST NAME
Web Tools

Transaction Managment HIERARCHY NAME

Reporting

Learning Center
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Alerts

It is possible to set alerts available to Cardholders in your hierarchy, update alerts received by a specific Cardholder and set the alerts
you receive as a Non-cardholder when selected activities occur to your Cardholder’s accounts, for example, when a transaction is
declined.

CitiManager (Previously) ——— —————————————»p  CitiManager (Now)
Set Alerts for You Hierarchy Set Alerts for Your Hierarchy
Navigation: Manage User Access Tab > Set Alerts Tab Navigation: Manage Card Program Icon > Set Alerts Link

Alerts — Hierarchy Alerts — Hierarchy

‘CONTACT HELPDESK | VIEW AS, PROGRAM ADMIN

Citi® Commercial Cards
Welcome! Katherine 05/08/2018 For assistance please contact Citi >1 Logout CitiManager
Cu

o ustomer Services
CI I [crmoemo - us v

Card Accounts -

Home Manage Card Accounts  Manage User Access  Manage Card Program  Resources My Profile  Web Tools
Manage Card Program 2 60
User Maintenance | Admin Maintenance | Messages Bulk Hierarchy Transfer ACCOUNTS OVERDUE 1%
” Applicati F i " Document Management UNACTIVATED $ 433,575.59
Activate/Deactivate User Pending User Requests  Reports  Reset Password 0 s B et
ok cara upst v $ 1,000.00
- — TOTAL CREDIT REMAINING
() Select Hierarchy > ») SelectAlerts ) Preview and Confirm
v, VAN Reports
@ Step 1 of 3: Set Alerts - Select hierarchy. ofmreh
View Hierarch i
e d Maintenance Request

View TBR Hierarchy lquesT TvpE REQUESTID  STATUS REQUEST TYPE

@® 10099 TEST ACCTS AGENCY 99 CBT

O 20099 TEST ACCTS AGENCY 89 18T ividual online application > 6010965892 Waiting for approval ~ Individual online maintenance >

w Account Application > Waiting for approval ~ Individual online maintenance >

4  Waiting for approval  Individual online application > Waiting for approval Individual online maintenance  »

4 Waiting for approval Individual online application > 60 149 Waiting for approval  Individual online maintenance >

Waiting for approval  Individual online application > 6010768791 Waiting for approval  Individual online maintenance >

6010956537  Waiting for approval  Individual online application > 6010768783 Waiting for approval ~ Individual online maintenance >

Modify Alerts Received by a Cardholder Modify Alerts Received by a Cardholder

Navigation: Manage Card Accounts Tab > Search >Manage Navigation: Manage Users Icon > Card Accounts > Update Alerts

Account Button > Update Alerts Tab Link
Alerts — Cardholder Alerts — Cardholder

Citi® Commercial Cards

Company.

CitiManager 1B COMPANY - US ~

Welcome! Katherine 05/08/2018 For assistance please contact Citi »! Logout
C

el ustomer Services
CI I CITI DEMO - US v

HOME | SEARCH RESULTS

Card Details

CARD INFORMATION | EDIT>> 001399 VIEW ACCOUNT INFORMATION

Home Manage Card Accounts Manage User Access  Manage Card Program  Resources My Profile ~ Web Tools

+| Card Accounts : sit_na_chld_0001

Account Summary  Statement  Unbilled Transactions  View Dispute CARD OVERVIEW
BALANCE CREDIT LIMIT
$65139 54,00000

@ sevscrvemsupscrbe oeceve et ana s e

Save Cancel

PAYMENTS | VIEW HISTORY
LAST PAYMENT RECEIVED NEXT PAYMENT DUE

No. Alert Description Email Alerts | Mobile Alerts Alert Settings.
1 | selectal o 0 $6,513.96 (06/11/2018) $6,513.96 (07/102018)
2 Account Cancellation Notice O
3 | Account Cancelled Notice [m] STATEMENTS
4 Account Suspension Notice O
§ | Activate Your Card v [m] = =| =] = = = VIEW MORE
5 | o T O RECENT FEB2018 | JAN201S | DEC2017 | NOVZ017 | OCT2017
% Remaining ] —Seleci- v
7 | Available Credit Remaining (%) O
. - 'Select % of remaining creditlevel which should trigger an alert, e.g. 5% TR
9 | Credit Limit Changed O 91120 DAYS. >121DAYS

$0.00 $0.00
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CitiManager (Previously) —  ————————————»  CitiManager (Now)

Set Your Own Alerts as a Non-cardholder
Navigation: My Profile Tab > Alerts Link

Alerts — Non-cardholders

Citi® Commercial Cards
P y)
citi

Home  Manage Card Accounts  Manage User Access  Manage Card Program  Resources

05/08/2018 For assistance please contact Citi »| Logout
Customer Services

Welcome! Katherine

[crm bemo - us v

My Profile Web Tools

View and update your profile details and preferences.

Name
Katherine Georgenson
Company
CITIDEMO

Title
Non-cardnolder

Non cardholder details
_No. | Non cardholder hierarchy name | Non cardholder name | Non cardholder User Profile Email Address | Non cardholder contact number
1 TESTACCTSAGENCY 991BT | TEST MANAGER john.mala@nomail.com 123456789
2 | TESTACCTS AGENCY 99 CBT | TEST MANAGER

» Update user profile » Update preferences % Change password > Reset challenge questions  » Userame merger 3 Change base company  » Setot

Set Your Own Alerts as a Non-cardholder

Navigation: Alerts Icon > Alert Subscriptions Link or Home
Screen > Alerts Link

Alerts — Non-cardholders

d:h ‘Company Welcome, Kathe. | t .
CITI COMMERCIAL CARDS DEMO COMPANY-..~ My Profil- | Sign Out cit

HOME n

Alerts Subscription

CitiManager

B

(@ subscribe/Unsubscribe to receive Alerts

CONTACT PREFERENCES

EMAIL ADDRESS
george@charternet | £D

ALERT SETTINGS EmaAIL

% Remaining
~Selec

Select % of remaining credit level which should trigger

analert, eg. 5%

Note: If the Decline Alert s triggered, no other
subscribed alerts will be sent, only the Decline Alert wil
be sent

Declined Transaction (i ]

Dispute Resolution (i ] v
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Bulk Online Applications/Bulk Online Maintenance

Bulk Online Applications (BOLA) allows Non-cardholders to initiate a large number of Cardholder Applications in bulk using a file
upload process. When initiating applications in bulk, Cardholders do not need to create their application manually through the

CitiManager Site.

Bulk Online Maintenance (BOLM) allows Non-cardholders to submit a large number of Cardholder Maintenance requests in bulk using

a file upload process.

You can upload and download BOLA/BOLM forms from the Document Management screen by selecting the desired function and

activity.

CitiManager (Previously) ——  ———————————————»  CitiManager (Now)

Navigation: Set Passcode Link > Download From Template Link

Citi® Commercial Cards
Peny)
citi

Home  Manage Card Accounts ~ Manage User Access ~ Manage Card Program  Resources My Profile

Welcome! Katherine

[AGENGY GoRP 5 -Us v

1212112016 For assistance pleast

e contact Giti Customer Services 5 Logout

Web Tools

(©) s your G Gommercial Gards hame page where youcanaccec a vty o o proyan sk nd web oo
4/ Search: Card Accounts | Usersin Unit | Pint Mltipl Statements | View Requests
¥ Messages

No messages are available.

»| Application and Maintenance Requests
»] Web Tools

%) What's New?

1 WHAT'S NEW IN CITIMANAGER

Quick Links

Manage Card Accounts.

Manage User Access

 Activate/Deactivate User
 Unlock Card

Navigation: Manage Card Program Tab > Document Management

Link > Select either Bulk Online Application or Bulk Online
Maintenance function > Select ether the upload or download
activity.

Gontact Help Desk

- Welcome, Kathe_. .
CitiManager Welcome Kathe. X citi

Company.
CITI DEMO PCARD US C 2-US ~

HOME
Document Management

rDDCUMENT ANAGEMENT I @) Upload Bulk Online Application File. The fields marked with asterisk () are mandatory.
VIEW HIERARCHY SELECT FUNCTION
VIEW TBR HIERARCHY Bulk Online Application -
SET ALERTS
SELECT ACTIVITY
LINKS

Download Bulk Oniine Application History

Upload Bulk Oniine Application Data File
Update PA Email Address For Status Emails

Download Bulk Oniine Application Form Template

UPLOAD BULK ONLINE APPLICATION DATA FILE

BROWSE

* SELECT FILE TO UPLOAD

UPLOAD

17




CitiManager Site Upgrade Transition User Guide

)

Citl

Navigation Quick Reference

The functions you have access to may vary based on your individual company set-up and entitlements that have been assigned to you.

Task
Login Screen
Login to CitiManager

‘ Navigation

www.citimanager.com/login > Login Screen

Choose Your Language

www.citimanager.com/login > Login Screen

Self-register as Non-cardholder

www.citimanager.com/login > Login Screen

Retrieve Forgotten Username

www.citimanager.com/login > Login Screen

Reset Forgotten Password
My Profile
Update Contact Information

www.citimanager.com/login > Login Screen

My Profile Link > Contact Information Link

View User Roles and Hierarchy

My Profile Link > User Role and Hierarchy Link

View Entitlements

My Profile Link > Entitlements Link

Update User Preferences

My Profile Link > User Preferences Link

Change Password

My Profile Link > Change Password Link

Reset Challenge Questions

My Profile Link > Reset Challenge Questions Link

Merge User Names

My Profile Link > Merge Usernames Link

Change Primary Company

My Profile Link > Change Primary Company Link

Link/Unlink Card Account

My Profile Link > Link Card Account Link

Apply for New Card

My Profile Link > Apply for New Card Link

Set/Remove Out of Office Backup
Manage Users
View Card Account Information

My Profile Link > Set Out of Office Link

Manage Users lcon > Card Accounts > Search > Card Number Link

View Disputes

Manage Users Icons > Card Accounts > Search > Card Number
Link > View Disputes Link

View Hierarchy

Manage Users Icon > Card Accounts > Search > Card Number Link
> View Hierarchy Link

View and Download Statements and Transactions
(Recent and Billed)

Manage Users lcon > Card Accounts > Search > Card Number Link
> Recent or Statement Date Icon

Dispute a Transaction

Manage Users Icon > Card Accounts > Search > Card Number
Link > Recent or Statement Date Icon > Click the (...) Ellipsis for
Transaction to be Disputed

Perform Account Maintenance

Manage Users Icon > Account Maintenance Link > Search > Select
Account Radio Button > Update Account Button

View/Approve/Deny Application and Maintenance Requests

Home Screen > Application Request or Maintenance Section »
Request ID Link

Manage Users Icon > View Requests Link > Search > Request ID Link

Update User Personal Information, Contact Details, Role,
Hierarchy or Entitlements

Manage Users Icon > User Search Link > Search > Username Link

View Refund History

Manage Users Icon > Refund History Link > Search > Account
Number Link

Print Multiple Statements

Manage Users Icon > Print Multiple Statement Link > Search

Create User

Manage Users Icon > Create User Link > Create Button
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Task
Manage Card Program
New Account Application

‘ Navigation

Manage Card Program Icon > New Account Application Link

Run Reports

Manage Card Program Icon > Reports Link

Set Passcode

Manage Card Program lcon > Set Passcode Link

Account Credit Refund

Manage Card Program Icon > Account Credit Refund Link

Bulk Hierarchy Transfer

Manage Card Program Icon > Bulk Hierarchy Transfer Link

Transfer Hierarchy History

Manage Card Program Icon > Transfer Hierarchy History Link

Download/Upload Bulk Online Applications

Manage Card Program Icon > Document Management Link >
Select Function > Select Activity

Download/Upload Bulk Online Maintenance

Manage Card Program Icon > Document Management Link >
Select Function > Select Activity

Update PA Email Address for Status Emails

Manage Card Program Icon > Document Management Link >
Select Function > Select Activity

View Hierarchy
Resources
View and Post Messages

Manage Card Program Icon > View Hierarchy Link

Resources Icon > Message Link

Use Library to Upload and Download Files

Resources Icon > Library Link

Search for Non-cardholders

Resources lcon > Search Link

View Frequently Asked Questions (FAQs)

Resources Icon > FAQs Link

Access Links & Help
Web Tools
Access CitiManager — Reporting (CCRS)

Resources Icon > Links & Help Link

Web Tools Icon > Reporting Link

Access CitiManager — Transaction Management (CCMS)

Web Tools Icon > Transaction Management Link

Access CitiManager — Expense Management (GCMS)

Web Tools Icon > Expense Management Link

Access the Learning Center (CLASS)

Set Alerts for Your Hierarchy

Web Tools Icon > Learning Center Link

Manage Card Program Icon > Set Alerts Link

Set Alerts Received as a Non-cardholder

Alerts Icon > Alert Subscriptions Link or Home Screen Quick
Links > Alerts Link

Set Alerts Received by a Cardholder

Manage User Icon > Card Accounts > Update Alerts Link

Manage On-Demand Mobile Alert Commands

Alerts Icon > On-Demand Mobile Alerts
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