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Apply for New Card

Step 1

Program Administrators apply for a card
in CitiManager using this Apply for New
Card function.
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Step 2

Click the Manage Card Accounts tab.
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* Inviter's Email Address.
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Apply for New Card

Step 6

Enter the desired information into
the Invitation Passcode field. Enter a
valid value e.g. "citibank1234".
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Apply for New Card

Step 8

Enter the desired information into
the Inviter's Email Address field.
Enter a valid

value e.g. "progadmin@citi.com".
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Step 2 - Please select the country where your card will be billed and the language displayed on your card application. If your organization has disabled the field you do not need to complete this
section.

* Select country * Select language
0 ENGLISH 7
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Apply for New Card

Step 10

If necessary, select the appropriate
country or language.
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Step 12

The card account application displays.
Complete all required fields before
submitting the application.
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Apply for New Card

Enter the desired information into
the Last Name field. Enter a valid

value e.g. "Hailes".
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Step 14

Enter the desired information into
the Date of Birth field. Enter a valid
value e.g. "01/01/1980".

Note: The applicant must be at least
18 years of age in order to apply for a
card.
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Step 16

Enter the desired information into
the Address Line 1 field. Enter a valid
value e.g. "123 ABC Street".
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Step 17

Enter the desired information into
the City field. Enter a valid
value e.g. "Norfolk".
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Step 18

State, province, or country may be
required by your organization depending
upon your region. Neither is required in
this example.

Press [Enter] to continue
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Step 19

Enter the desired information into
the Postal Code field. Enter a valid
value e.g. "23123".



OoORACLE
USER PRODUCTIVITY KIT

i® commercial Cards

citi

Welcome! Carl Hailes  10/03/2010  [>/ Logout

10|

i Step 20

For assistance please contact Cii Customer Services

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

Account Info [N  jiew Account View Account View Accounts In Unit

View Users In Unit  View Hierarchy

Step 3 - Please complete the form below and submit.

CONTACT

Address Line 1 123 ABC Street
Address Line 2
City Norfalk
State —Select— ¥
Postal Code 23123

OTHER

citigroup.com

~R

i start, J eo@ > ] /& Card Statements and ...

Terms of Use

|m & [1 &

Click the scrollbar.

Privacy  Instiutional Clients Group
27010 Citinemn Ine e

@@=, 7isapm

P——

<<

Apply for New Card



OoORACLE
USER PRODUCTIVITY KIT

Apply for New Card

citi® commercial Cards i Step 2 1

P Welcome! Carl Hailes 10/03/2010 [>/ Logout For assistance please contact Citi Customer Services

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

- - - - R Enter the desired information into
I — the Social Security Number field.
R Enter a valid value e.g. "123456789".

The SOC uses Employee ID #’s instead
[ I of SSN’s. However, the individually-
billed joint/several liability travel card
requires the use of the SSN.

B saveasdraft ) Submit [ Cancel

citigroup.com
e

i start! J eo @ > ] & Card Statements and ...



OoORACLE
USER PRODUCTIVITY KIT

i® commercial Cards

citi

Home

Manage Card Accounts

Welcome! Carl Hailes

10|

Manage User Access

|

10/02/2010  [>] Logout For assistance please contact Citi Customer Services

Manage Card Program  Resources My Profile  Web Tools

Account Info [T N New Account

View Users In Unit  View Hierarchy
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Step 22

Click the Submit link.

Apply for New Card
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Step 24

You will receive a confirmation indicating
that you application has been
successfully submitted.

To check the status of applications
submitted online, refer to the View
Requests under the Manage Card
Accounts or Manage Card Program
tabs.
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Step 25

"Congratulations!"

"You have just completed the lesson
on Apply for a New Card."”

End of Procedure.



