
CitiManager  
Quick Start Guide  
for Program Administrators 
 
September 2017 

www.citihandlowy.pl 
Bank Handlowy w Warszawie S.A. 

 

 

http://www.citihandlowy.pl/


CitiManager Quick Start Guide for Program Administrators | Table of Contents 

 

1  

Table of Contents 
 

Self-Register as a Non-Cardholder................................................................................................................................................................… 3 

Log Into CitiManager………………………………………………………………………………………………………………………………………………………………………………... 6 

Perform a Card Search…………………………………………………………..………………………………………………………………………………………………………….……… 7 

View statements and unbilled transactions…………………………………………………………………………………………………………………………………………..….. 9 

Reset password………………………………………………………………………………………………………………………………………………………………………………………… 11 

Merge usernames…………………………………………………………………………………………………………………………………………………………………….………………. 13 

Retrieve forgotten username…………………………………………………………………………………………………………………………………………………………………… 15 

Reset forgotten password…………………………………………………………………………………………………………………………………………………………….………….. 17 

Set alerts…………………………………………………………………………………………………………………………………………………………………………………………….…….. 19 

Card listing…………………………………………………………………………………………………………………………………………………………………………………………….….. 20 

Reports……………………………………………………………………………………………………………………………………………………………………………….……………….……. 21 

Resources…………………………………………………………………………………………………………………………………………………………………..…………………………….. 22 

Delegate entitlements……………………………………………………………………………………………………………………………………………………………………..……….. 22 

 
 

 

 

file:///C:/Users/lr17091/AppData/Local/Temp/PKF08B.tmp/CCRS%20Quick%20Start%20Guide_09052017.docx%23_TOC_250009


CitiManager Quick Start Guide for Program Administrators | Self-Register as a Non-Cardholder 

 

2  

Self-Register as a Non-Cardholder 
As a non-cardholder, you are required to register in the CitiManager system to access cards within your 

entitlements. 

In order to self-register, a Registration ID and Registration Passcode are required. The bank provides this 

information to you via e-mail. Once your registration details are received, you must register within 60 

days or the details will expire. Expired details can be reset by the bank. 

Registration Details 
 

 
 

Registration Details Example 

 

 
 

Registration Passcode Example 
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Step-By-Step Instructions 

 

Screen Step/Action 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CitiManager Login Screen 

1. Navigate to home.cards.citidirect.com. 

2. From the CitiManager login screen, click 

Self-registration for Non-Cardholders. 

The Registration Details screen displays. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Registration Details Screen 

3. In the Registration ID and Registration 

Passcode fields, type the information 

provided in the e-mails sent by the bank. 

4. When you are finished, click 

Continue. 

The Sign on Details screen displays. 

http://www.citimanager.com/login
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Screen Step/Action 

 

 

Sign on Details Screen 

5. Complete the required fields (*) for 

self-registration. 

NOTE: A Username is not case sensitive. The 

Username must be between 6 and 50 

characters, may contain letters, numbers and 

special characters, cannot contain spaces, 

cannot contain only numbers. 

Passwords are case sensitive and must have 6 

to 18 characters. At least 1 letter is required, it 

must contain at least 1 number, and cannot be 

the same as your last 3 passwords. 

6. When you are finished, click 

Continue. 

The Challenge Question Selection 

screen displays. 

 

 

 

Challenge Question Selection Screen 

7. Select and answer 3 challenge questions 

from the Challenge Question drop-down 

lists. 

NOTE: You will be required to answer one of 

your selected challenge questions with each 

subsequent login. 

8. Click the Save button. 

The CitiManager Home screen displays and the 

self-registration process is complete. 
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Log Into the CitiManager 
A Username and password are required to access the CitiManager Site. If you do not have a CitiManager Username and password, consult your 

company Program Administrator so they can set you up with the necessary access. 

If you cannot remember your Username or password, refer to the Retrieve Forgotten Username or Reset Forgotten Password procedures in this 

User Guide. 

Step-By-Step Instructions 

 

Screen Step/Action 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
CitiManager Login Screen 

1. Navigate to home.cards.citidirect.com. 

2. From the CitiManager Site Login screen, type 

your Username and password in the required 

fields. 

3. Click the Login button. 

The Challenge question screen displays. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Challenge Question Screen 

4. In the challenge question field, type the 

answer to the question. 

5. Click the Continue button. 

The CitiManager Site home screen displays. 

You have successfully logged into the 

CitiManager Site. 

http://www.citimanager.com/login
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Perform a Card Search 
You can search for cards that reside in your assigned hierarchies. CitiManager capabilities are role and entitlement based. Therefore, you can only 

access accounts within your access rights. You can search for cards using the Card Accounts search or perform an advanced search. 

The CitiManager Site limits search results to 1,000 cards. If you receive the “Please refine your search” message, it is necessary to further refine 

the search criteria. 

Card Account Search 

The card account search feature allows you to search by Country, Card number, Bill type, Card last name and Card first name. 
 

 

Advanced Search 

The advanced search option allows you to search by the Cardholder’s Username, Hierarchy name, Hierarchy Unit number 

and Name line 1. 
 

 
 

 

 

Lookup Hierarchy 

You can also look up specific hierarchies within your span of control by clicking the Lookup Hierarchy button. Only hierarchies within your span of 

control display. To expand an hierarchy, click the + sign next to the hierarchy tree. Select the checkbox next to the hierarchy. This allows you to 

filter search results by the hierarchy selected. 
 

   
 

Filters 

Use the Filter icon next to each search field to search by the following qualifiers: “equals”, “starts with”, “ends with”, “contains”. Using a 

filter/qualifier helps to limit the search results. 
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Step-By-Step Instructions 

 

Screen Step/Action 

 

 

 

Account Search Screen 

1. From the CitiManager home screen or the 

Manage Card Accounts screen, enter your 

search criteria. 

2. Click the Search button. 

The Search Results screen displays based on the 

search criteria used. 

 

 

 

 

Account Results Screen 

3. To select the card from the search results, 

click the radio button next to the card 

number. 

The card information displays based on the 

action selected. 
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View Statements and View Unbilled Transactions 
The CitiManager Site allows you to view posted billings as well as transactions as they post. The unbilled transactions displayed are not part of a 

final statement. 

NOTE: The information displayed is determined by the program parameters established for your company. 

Step-By-Step Instructions 

 

Screen Step/Action 

 

 

 

 

CitiManager Site Home Screen 

1.   From the CitiManager Site home screen, click 

the Card Accounts sub-tab. 

The Card Accounts search screen displays. 

 

 

 

 

Card Account Search Screen 

2. Type the required search criteria in the text 

entry box below the field(s) or select it from the 

drop-down list. 

NOTE: You can search on Country, Card 

number, Bill type, Card last name and Card 

first name. Click the Advanced Search link to 

search by Username and Hierarchy details. 

Click the filter icon to the right of each text 

entry box to change the qualifiers for each 

filter. Available qualifiers include “equals”, 

“starts with”, “ends with” and “contains”. The 

“contains” qualifier act as a wildcard filter. 

3. Click the Search button. 

The Search Results screen displays based on the 

search criteria used. 
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Screen Step/Action 

 

 
 

 

Search Results Screen 

4.   Click the radio button for the card account 

that you want to view. Next, click View 

Statements or View Unbilled Transactions 

button. 

The Statement or Unbilled Transaction screen 

displays based on the selection made. 

NOTE: The information displayed is 

determined by the program parameters 

established for your company. 

 

 
 

 

 

Statement Screen 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Statement Screen 

5.   When viewing the statement screen, you can 

view previous billing statements going back as 

far as 60 months by selecting the billing cycle 

from the Statement date drop-down list. 

NOTE: When viewing Current Cycle 

Transactions, only those transactions that have 

posted to the card since the last billing cycle 

are displayed. This is not a final statement. 
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Reset Password 
This function allows you to reset a password for other Users. 

Once the user’s password is reset, a random password will be sent to the e-mail address registered for that user. Passwords will 

expire in 90 days. 

Step-By-Step Instructions 

 

Screen Step/Action 

 

CitiManager Site Home Screen 

1.   From the CitiManager Site home screen, click 

the Manage User Access tab. 

The Manage User Access administrative 

tabs display. 

 

 

 

The Manage User Access Administrative Screen 

2.   From the User Maintenance sub-tab, click the 

Reset Password tab. 

The Reset Password search screen displays. 
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Screen Step/Action 

 

 
 

 

Reset Password Search Screen 

3. Type the required search criteria in the text 

entry box below the field(s). 

NOTE: You can search on Last name,  First 

name, Username and Card number. 

Click the filter icon to the right of each text 

entry box to change the qualifiers for each 

filters. Available qualifiers include “equals”, 

“starts with”, “ends with” and “contains”. The 

“contains” qualifier act as a wildcard filter. 

4. Click the Search button. 

The Search Results screen displays. 

 

 
 

Reset Password Results Screen 

5. Click the radio button for the User whose 

password needs to be reset, and click the 

Reset Password button. 

The Reset Password window displays for the 

selected User. 

 

 
 

Reset Password Popup Window 

6. Click the Reset button. 

The Reset Password confirmation message 

displays. 
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Merge Usernames 
When you log into the CitiManager Site, the links to the functions you have access to from the CitiManager site home 

screen are determined by the role and entitlements that have been assigned to your profile. 

As a CitiManager Site User, you may have more than one active User ID based on your role or responsibilities. If this is the case, you 

can merge your two Usernames into one ID without the need to log in multiple times. 

Be sure to merge any User ID for which you have lesser entitlements into the one for which you have the more entitlements. This 

will ensure that you have all of the entitlements you are hold under one Username. 

For example, if you have a non-cardholder Username and a Cardholder Username, log in with your non-cardholder ID and merge 

the Cardholder ID with the non-cardholder ID. 

Step-By-Step Instructions 

 

Screen Step/Action 

 

 

 

 

CitiManager Site Home Screen 

1. From the CitiManager site home screen, 

click the My Profile tab. 

 The My Profile screen displays. 

NOTE: This screen displays information 

relative to your specific User profile along 

with your name, company and title. 

Information for the primary contact, which 

may not be you, also displays. 

 

 

 

My Profile Screen 

2. Click the Username merger link. 

The Username merger disclaimer screen 

displays. 
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Screen Step/Action 

 

 

 

Username Merger Disclaimer Screen 

3.      Click the Accept button. 

The authentication screen for your alternate 

Username displays. 

NOTE: By clicking the Accept button, you are 

acknowledging you have read and 

understand the terms and conditions for 

merging your Usernames. 

 

 
   Alternate Username Screen 

 
 
 
 
 
 
 
 
Alternate Username Screen 

 
4. In the Alternate Username field, type your 

alternate Username. 

5. In the Password field, type the password for the 

alternate Username. 

6. Click the OK button. 

The prompt to answer one of the challenge 

questions associated with the alternate 

Username you are merging displays. 

 

 

 
 

Alternate Username Challenge Question Screen 

7. In the challenge question field, type the 

answer to the challenge question. 

8. Click the Continue button. 

A confirmation message displays. 

 

 

 
 

Confirmation Message Screen 

9. Click the OK button. 

You are logged out of the system and returned 

to CitiManager Site Login screen. 
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Retrieve Forgotten Username 
If you forget your username, you will need to retrieve it in order to log into the CitiManager site. Your Username will be sent to your e-mail 

address. To retrieve your Username, the following information is required: 

• Name and surname 

• Your country 

• The contact phone number 

• The zip code/postal code associated with the billing address 

• Your user profile e-mail address 
 

Step-By-Step Instructions 

 

Screen Step/Action 

 

 

 

CitiManager Login Screen 

1. Navigate to home.cards.citidirect.com. 

2. From the CitiManager Site Login screen, click 

the Forgot Username? link. 

The Forgot sign on — Username screen 

displays. 

 

 

 

 

Forgot Sign on — Username Screen 

3. Select the Non Cardholder / Card Applicant radio 
button. 

 

4. Complete the required fields necessary for 

retrieving your Username. 

NOTE: An asterisk (*) indicates a required field 

and an entry must be made in that field. Only 

numeric values are allowed in the Contact 

number field. 

5. Click the Continue button. 

The Challenge question screen displays. 

http://www.citimanager.com/login
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Screen Step/Action 

 

 

 

Challenge Question Screen 

6. In the challenge question field, type the 

answer to the question and click the Continue 

button. 

The system sends an e-mail with the correct 

Username to the e-mail address provided. 
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Reset Forgotten Password 
If you forget your password, it is necessary to reset your password in order to log in to the CitiManager Site. Passwords expire after 90 days. 

To reset your password, the following information is required: 

• A valid Username 

• The zip/postal code used for your billing address 

• Your user profile e-mail address 

• Helpdesk verification answer 
 

Step-By-Step Instructions 

 

Screen Step/Action 

 

 

 

 

CitiManager Login Screen 

1. Navigate to home.cards.citidirect.com. 

2. From the CitiManager Site Login screen, click 

the Forgot password? link. 

The Forgot password screen displays. 

 

 

 

 

Forgot Password Screen 

3. Select the Non Cardholder / Card 

Applicant radio button. 

4. Complete the required fields necessary for 

retrieving your password. 

NOTE: You must submit your Username, 

Zip/Postal code and User Profile Email 

Address for validation. After validation is 

complete, the Helpdesk verification 

question and Helpdesk verification answer 

fields become enabled. 

5. Click the Continue button. 

The Challenge question screen displays. 

http://www.citimanager.com/login
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Screen Step/Action 

 

 

 
 

Challenge Question Screen 

6. In the challenge question field, type the 

answer to the question and click the 

Continue button. A temporary password 

will be sent to your e-mail address. 

The Create New Password screen 

displays. 

 

 

 
 

Create New Password Screen 

7. Enter your temporary password in the 

Current Password field. 

8. In the New password field, type your new 

password. 

9. In the Confirm password field, retype 

your new password. 

NOTE: Passwords are case sensitive and 

must have 6 to 18 characters. At least 1 

letter is required, it must contain at least 1 

number, and cannot be the same as your 

last 3 passwords. 

10. Click the Save button. 

A change password confirmation 

message displays. 

 

 

 
 

Change Password Confirmation Message 

11. Click the OK button. 

The Challenge question screen displays 

and your password is reset. 
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Set alerts 
Screen Step/Action 

 

 

 

CitiManager Login Screen 

1. Navigate to home.cards.citidirect.com. 

 

2. From the CitiManager Site home 

screen, click the Manage User 

Access / User Maintenance tab. 

The Forgot password screen displays. 

 

 

3. Click the radio button for the hierarchy 
that you want to view. 

4. From the User Maintenance sub-tab, 

click the Set Alerts tab. 

 

http://www.citimanager.com/login
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5. Select the appropriate alerts. 

 

 

 

Card Listing 
 

 

 

 

 

 

CitiManager Login Screen 

1. Navigate to home.cards.citidirect.com. 

. 

http://www.citimanager.com/login
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2. From the Manage Card Accounts 

sub-tab, click the Users in Unit tab. 

3. Click the Search button. 

 

 

Reports 
 

 

 

 

CitiManager Login Screen 

1. Navigate to home.cards.citidirect.com. 

 

http://www.citimanager.com/login
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2. From the CitiManager Site home 

screen, click the Manage User 

Access / User Maintenance tab. 

3. From the User Maintenance sub-tab, 
click the Reports tab. 

4. Select the report type from the drop-
down list. Next, apply start date, end 
date and time filters for the requested 
report. 

 

 

Resources 
 

 

 

CitiManager Login Screen 

1. Navigate to home.cards.citidirect.com. 

 

http://www.citimanager.com/login
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2. From the CitiManager site home screen, 
click Resources access. 

 

 

Delegate entitlements 
The CitiManager website already registered Administrators to delegate entitlements.  To access the CitiManager site, a new Administrator is 

required to enter the Username and password. If you do not have a CitiManager Username and password, consult your company Program 

Administrator so they can set you up with the necessary access. 

 

 

1. From the CitiManager site home screen, 
click Manage User Access and Create 
User. 

 

 

2. Complete the required fields to delegate 
the entitlements for a new 
Administrator. 
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3. Select the Company within which you 
delegate the entitlements and select the 
Non Cardholder radio button. Set a 
hierarchy. 

 

   

4. Select All from the drop-down menu or 
indicate specific entitlements for the new 
Administrator. 

5. When you are finished, click Continue. 
The access rights have been granted. 

Two messages will be sent to the new 

Administrator’s e-mail address – 

Registration ID and Registration Code. 

Once the registration details are received, 

the registration must be completed within 

60 days. 
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