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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

Self registration for Non Cardholders

Enter details for self registration. The fields marked with asterisk (*) are mandatory to proceed.
* Registration ID
4eSwT7n2126b2oke

* Registration passcode

ecssccssssssccssses

Registration Details Example

Dear Citi Trainer2

‘Welcome to CitiManager Citi's new single sign-on portal. You have been identified by your organization to have system access and this email contains your registration details.
Your registration ID is:

4e9w7n2i2j6b2oke

This ID is case sensitive and will be valid for 60 days.

You will receive a separate email with your registration passcode.

To register for CitiManager please access the link:

https:/home cards.citidirect.com/C: ialCard/Cards html

Click on the link 'Self Registration for Non Cardholders’. You will be to enter your registration ID and registration passcode, and you will then establish a permanent
usemame and password for future CitiManager access.

If you have any questions about this email or need assistance, please contact your intemal Program Administrator or the Citi Customer Service phone number on the back of your
card.

Protect yourself from online fraud, or "phishing"
Remember, Citi will never ask you for your password, or to update personal or business information via email. If you receive email you believe to be suspicious or fraudulent,
please forward the message to submitphishing @citi com.

Registration Passcode Example

Dear Citi Trainer2

Welcome to CitiManager Citi's new single sign-on portal. You have been identified by your organization to have system access and this email contains your registration details.
Your registration passcode for registration ID XXXXXXXXXX6b2oke is:

4x9k7h2w2i6r2fkiqq

This passcode is case sensitive and will be valid for 60 days.

To register for CitiManager please access the link:

https:/home cards citidirect.com/C ialCard/Cards html
Click on the link 'Self Registration for Non Cardholders'. You will be d to enter your registration ID and p de, and you will then establish a permanent
and p: d for future CitiM:z access.

If you have any questions about this email or need assistance, please contact your intemal Program Administrator or the Citi Customer Service phone number on the back of your
card.

Protect yourself from online fraud, or "phishing"
Remember, Citi will never ask you for your password, or to update personal or business information via email. If you receive email you believe to be suspicious or fraudulent,
please forward the message to submitphishing@citi.com.
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Step-By-Step Instructions

Screen Step/Action

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

Citi® Commercial Cards
Clzﬁ. s 2. From the CitiManager login screen, click
e R Self-registration for Non-Cardholders.

i REnzm The Registration Details screen displays.

Password

Logm | [ Coe |
Forgot usemame?
Forgot password?
Q First time users
Sel registration for Cardholders

" # Selt registration for Non Cardholders
Apply for card

You are authorized to use this System for approved business purposes only. Use for any other purpose is prohibited. Al fransactional records, reports, e-mai,
software, and other data generated by or residing upon this System are the property of the company and may be used by the company for any purpose.
Authorized and unauthorized activities may be monkored.

TermsofUse  Privacy  Institutonal Clients Group

citigroup.com

CitiManager Login Screen

Self registration for Non Cardholders 3. Inthe Registration ID and Registration
Passcode fields, type the information

Enter details for self registration. The fields marked with asterisk (*) are mandatory to proceed. i i X
provided in the e-mails sent by the bank.

* Registration ID 4. When you are finished, click
4eSwT7n212i5b2oke Conti
ontinue.

* Registration passcode . . )
The Sign on Details screen displays.

Registration Details Screen



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

5. Complete the required fields (*) for

Sign on details

(@) e detais for sign on. The fliss marked wih asteris (") are mandatory o proceed

*Lieomens; Password s case sensitive and
CaTran2
e Should have 6 to 18 characters
*Password [7] At least one letter i required
sessssess [ Must contain at least a number
% Contim peaswnd @ Cannot be same as your last 3 password(s)
Contact details
* Contact number * User Profie Emai Address
757777931 george.a swann@citi com
* ZipPostal code POCOX-X0000 * Confirm User Profile Emai Address
23602 Y eorge 2 swa
* Helpdesk verification question

[—seect- v

* Helpdesk verification answer

o &

Sign on Details Screen

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.

When you are finished, click
Continue.

The Challenge Question Selection
screen displays.

Select challenge questions and set answers.

Challenge Question 1
[ wnat s your favorite food or drink? v

Answer 1

Challenge Question 2
What is your favorite food or drink? v

Answer2

Chalenge Question 3
What is your favorite food or drink? v

Answer 3

Corco

Challenge Question Selection Screen

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.

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

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

Citi* Commercial Cards

2. From the CitiManager Site Login screen, type

L)
citi T n . X
your Username and password in the required
w ! I B R iissaes fields.
3 ! _’:: 3. Click the Login button.
ﬁ [ The Challenge question screen displays.

L4 Selfregisiration for Non Cardholders

Apply for card

-
You are authorized to use this System for approved business purposes only. Use for any other purpose i prohited. Alltransactional records, reports, e-mai,
software, and other datz or i company and may be used by the company for any purpose.

be montt

TermsofUse Priacy  instiutional Clents Groug

ctigroup.com

CitiManager Login Screen

4. Inthe challenge question field, type the
answer to the question.

Citi® Commercial Cards

Frnd)
citi ) .
5. Click the Continue button.
@ v ot antent s The CitiManager Site home screen displays.
[rone nctzent You have successfully logged into the
CitiManager Site.

Challenge Question Screen



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.

[=] Search: Card Accounts | Users in Unit | View Requests
Country (equals) Card number (eguals) Bill type (equals)
v [-soe- v
Card last name (equals) Card first name (equals)
N £ '

Advanced Search

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

and Name line 1.

HIaEty Dacals,; Hierarchy name (equals) Hierarchy unit (equals)
XILookup Hierarchy v
Usemame (equais) Name line1 (equals)
. v
- Advanced search

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.

2 [J 11117 HL1 ONE CARD US C
(] 20000 HERARCHYSE770
[ 20005 HERARCHY 302838

Hierarchy Details :

= hy A [ 20017 HERARCHY 248335
‘IILookup Hierarchy [ 20025 HERARCHY201382
Username (equals) [ 22264 HERARCHY 370834

[] 23285 HIERARCHY209540

Search Reset 23547 HERARCHY 4832

Filters

” ou

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.

Card last name (eguals)
W
starts with
ends with
containg
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Step-By-Step Instructions

Screen Step/Action

Citr* Commercial Cards 1. From the CitiManager home screen or the
citi’ e Manage Card Accounts screen, enter your
Wome | Mansge CardAccounts  Manage Ussc Access  Manspe CerdProgram  Resources My Profie  Web Tools search criteria.

@ ™ a pour cm can re you can access a var o . — .

R T Wit | G W L | Pt s Saasaats sl P 2. Click the Search button.
Summmey [u— 5  —m—
m—m— — e — The Search Results screen displays based on the
search criteria used.
Account Search Screen
3. To select the card from the search results,
9 View detals as per your search critera.
click the radio button next to the card
Search results
SRR number.
1< < Pagefof3 > >l . . - -

Wo.| | Caranumber 4 [username ¢ caramame ¢ ss L T — The card information displays based on the

1t | ©® |0000000019960 Darryl CWiles | Activated | Centraly biled card )

2 | O 0000000019989 | | Amount A Rakes Deactivated Centrally biled card action selected.

3 O | X000000000(319991 Jacquiine A Chaves. Activated Centrally billed card

4 O IWOOODO(JO&WW ‘ iWAm Activated 'cmmmm

B O X000000000(E20134 Ariel Pleske Activated Centraly biled card

7| O | X00000000620233 .PINIBBAESWIM ‘Aawum Vteﬂlulymbdam

5 | O 0000000082026 | | Darrick Hennessy. | Activated Centrally biled card

9 | O ')000000000&10290 | lDelndruBmvﬂu ‘Adlvlled Centrally billed card

10| O X00000000\20354 \ |Aum Activated Centrally biled card

1| O |000000000620439 Alfroda EShurtz Activated | Centraty bited card

|2' (o] ')oooooooooezouo \ iTarmAJMwn Activated ch\lu!/hhdum

13 | O -)000000000620527 .AIIMCGMQ' Activated -Eeﬂﬁll]meﬂd

1| (o} I \ ju-myAaeum Activated ’cumn/unm
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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

1. From the CitiManager Site home screen, click
the Card Accounts sub-tab.

Citi® Commercial Cards

Wielcomel LUKASZ ROTENGRUBER 07/08/2017 For zssisiance piea:

N
cltl FIRMA TESTOWA ECS» -PL

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

The Card Accounts search screen displays.

@. This is your Gif e you o card program tasks and wed fools

1+ Search: (Card Accounts | Users in Unit | Print Multiple Statements | View Requests

% Messages Quick Links
Mo messagen ar avaable. Manage Card Accounts

> View Staiement

» Application and Maintenance Requests Manage User Access
3 Unlock Cand

» Web Tools » Resel Fassuord
3 Sel Passeode

¥ What's New?

» WHAT'S NEW IN CITIMANAGER — AR
3 Aoply For New Card

» Account Mainienance

CitiManager Site Home Screen

Citi* Commercial Cards 2. Type the required search criteria in the text
citi’ e e entry box below the field(s) or select it from the
Wome | Manege CanfAccoumes  Mansge User Access  Mansge Card Program  Resources  Hly Profle Wab Tooie drop-down list.

(@ Tre s your Ot Commereiai Caras nome page were you an Sccess 3 anety of €10 prOgram L38KS 310 we 100l

NOTE: You can search on Country, Card

- Search: Card Accounts | Users in Unit | Print Multiple Statemants. | View Requests

m— — . = — number, Bill type, Card last name and Card
L] ' e first name. Click the Advanced Search link to

search by Username and Hierarchy details.

Click the filter icon to the right of each text
Card Account Search Screen 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

4. Click the radio button for the card account
Home  Manage Card Accounts  Manage User Access  Manage Card Program  Resources My Profle  Web Tooks . . .
that you want to view. Next, click View
= Search: Card Accounts | Users in Unit | Print Multiple Statements | View Requests . . .
— — ) e ; Statements or View Unbilled Transactions
ot k) § Camtirs rameieqa) . Tﬂﬂ' button.
Search T . .
a The Statement or Unbilled Transaction screen
@ et displays based on the selection made.
NOTE: The information displayed is
S S o BE S— determined by the program parameters
== TV e = established for your company.
owes MICHS SKOWRONSK Carc Acive. sl e o
= e S it s s
:RZ‘I‘-!HCME 1 Monh Ovesue mﬂr*:m
T < > >
e DU When viewing the statement screen, you can
T — view previous billing statements going back as
o ey [P bt far as 60 months by selecting the billing cycle
3;:“““’¢1E“Emwmm"”mtwm from the Statement date drop-down list.
ey = i h o NOTE: When viewing Current Cycle
S Transactions, only those transactions that have
—— i = posted to the card since the last billing cycle
— fe - 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

Citi® Commercial Cards 1. From the CitiManager Site home screen, click
Wel 1 t UKASZ ROTENGRUBER 07/08/2017 For sssisiance please contact Citi Customer Services
CI"‘I‘ e the Manage User Access tab.
Gome  ammpe Cart Acooerts |DESSEEEE ] onage Cart Program  Wasouross My P eeh Tecls The Manage User Access administrative
e tantenance | Form unatons tabs display.
m Pending User Requests  Reports  ResetPassword  SetAlents  Unlock Card
@ Crests user The fiskds marked with asterisi () are mandstory 1o prosszd.
»» Personal details
» Contact details
» Company, User Role(s) and Hierarchy
» Entitlements
Clesx
CitiManager Site Home Screen
BECEAHE C 2. From the User Maintenance sub-tab, click the
cit mmm—— Reset Password tab.
F———p—— The Reset Password search screen displays.
Greste Usar  Panding User Requests  Aeparts. SetAlerts  Uniook Gand
pra—
D AT
oo e —— e
S— T
o o
o Hisrarchy name Role Full name. User Profils Email Addres s e Cantast Na. | ContactNe 3 Fulla
The Manage User Access Administrative Screen

10
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Screen Step/Action

Citi* Commerclal Cards
. Welcome! LUKASZ ornerzor
cm FIRMA TESTOWA ECS1 L

ccounts  Manage User Acouss  Manage Card Program  Resources My Profile Wb Tools

1 Form Funstons

Lr— [rm——

p——

< pagetan

5 Logou

'

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

Reset Password Results Screen

—————— ————— ———— —— —— —— — ] ) o
e 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 Search Screen
P welcome! EUKASZ ROT 5. Click the radio button for the User whose
cl I FIRMA TESTOWS ECS+ - FL .
password needs to be reset, and click the
Home Manage Card Accounts Manage User Access Manage Card Program  Resources Reset Password button.
peerisintenance | Farm Punctions The Reset Password window displays for the
Crea Jser Reports Reset Password Set Alerts Unlock Card
selected User.
@ Reset pazawerd
- Search Reset Password
Last name{equals) . First name(equals)
(%7 Lookup Hieranchy s
[ meset ]
Search results
No. Hi rchy name Rols Full User Profile Ema
1 @ FIRMS TESTOWVYS, ECS+ Non-cardhcider DOROTA SOLICHA ‘dorota.solickag@eil
2 ) FIRMA TESTOWS, Fan = i
3 (;) FIRMA TESTOWVYA, ECS+ Non-cardhoider Fan Jacsk Kedzersk jEoek kedrierski@
4 () FIRMA TESTOWA ECS+ ‘Non-cardhoider ‘Fan Marcin Kurek i
5 (;) FIRMA TESTOWA, ECS+ Non-cardholder ME20214 Marcin Kursi marein_ kurekgfoni
& L FIRMA ECs HNon-c Pani Agri by i prayiy
7 ) | FIRMA TESTOWS ECS=+ Mon-cardholder Fan Mace] Bartniczak miscie) bartniczaky
] ) FIRMA ROTENGRUBER lukasz.rotengrubs
o L:) FIRMA TESTOVWS, ECS+ Non-cardholder KRZYSZTOF SAMIEVWSHKI krzysztof sanssws

Reset Password x

Are you sure you want to reset password for delawareguy 2

Reset Password Popup Window

6. Click the Reset button.

The Reset Password confirmation message
displays.

11
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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

Citi® Commercial Cards 1. From the CitiManager site home screen,
crﬁ' :&:ﬁ;;&?&%:OTE"GRUBER D7/08/2017 For assistance plesse contact Cili Customer Services Click the My Proflle tab_
| e o emnmts  Borngs e Ao S Gara e R My ot ot o The My Profile screen displays.

[ P m—r—————p—_————p— e LTS | NOTE: This screen displays information

T Search: Card Accounts | Users in Unit | Print Mullipe Statements | View Recuests relative to your specific User profile along

% Messages

with your name, company and title.
No messages are available.

Information for the primary contact, which
T may not be you, also displays.

»» Web Tools

% What's New?

» WHAT'S NEW IN CITIMANAGER

CitiManager Site Home Screen

—~ Welcome! LtUKASZ ROTENGRUBER 07/02/2017 For asssiance plesse coniact it Gustomer Services 2. Click the Username merger link.
cl I' FIRMA TESTOWA ECS+ - PL

The Username merger disclaimer screen

Home  Manage Card Accounts ~ Manage User Access  Manage Card Program  Resources My Profile  Web Tools d |Sp |ayS

@ iew and update your profile details and preferences,
Name
HUKASZ ROTENGRUBER
Company
FIRMS TESTOVS ECS+

Tite
Non-cardholder

» Updste user profle % Updste pr # Change pas » questions  » Usemame merger % Change base company % Set out of office

Username merger

» Mans

My Profile Screen




CitiManager Quick Start Guide for Program Administrators | Merge Usernames

Screen Step/Action

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

R T e ——

By pressing the “Accept” button | understand that | have read and accepted the following conditions for merging my usernames:

+ The username | am currently logged in with wil be kept as my “primary” of
be added to the primary

merge process.

« The y privileges of my alternate fogged into.

+ The alternate username will be de-activated after the merger is successtully completed and can no longer be used.

fime and will need to repeat this process if additionsl usernames are required to be merged.

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.

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

) st o it toni
Bp——

“Passwors

Alternate Username Screen

In the Alternate Username field, type your
alternate Username.

In the Password field, type the password for the
alternate Username.

Click the OK button.

The prompt to answer one of the challenge
questions associated with the alternate
Username you are merging displays.

©

Please click on OK to compl o for tswann_ao, You will be logged out of the system on click of OK. You will receive an email confirming this at Email Address associat

Confirmation Message Screen

In the challenge question field, type the
Home Manage Card Accounts ~Manage User Access Manage Card Program  Resources My Profile  Web Tools .
answer to the challenge question.
@ srsvwrne craengecuesonto contme
T Click the Continue button.
|
[ conio T concel } A confirmation message displays.
Alternate Username Challenge Question Screen
Click the OK button.
Home Manage Card Accounts Manage User Access Manage Card Program  Resources My Profile  Web Tools

You are logged out of the system and returned
to CitiManager Site Login screen.

13
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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

1. Navigate to home.cards.citidirect.com.
Citi® Commercial Cards
. e 2. From the CitiManager Site Login screen, click
citi — _
= = the Forgot Username? link.
32 HILEFET Y | B @ Regitsred usors The Forgot sign on — Username screen
‘118 e displa
1 plays.
gE== Password
- —
Forgot usemame?
Forgot password?
& First time users
e e x' straton
E ‘Self registration for Non Cardhoiders
- 'y 4 N =
s w -
44 -
Y 10 use this System for Use for any other purpose § prohibted Al ansactonsl records. repors. e-mad,
::;&l:ﬁmvuhw‘:r;::‘y:;:dxﬂmhlsnwmwammywmnuﬁwymdmhwwmmmﬂyhlﬂyww
CitiManager Login Screen
Citi® Commercial Cards 3. Select the Non Cardholder / Card Applicant radio
citi’ button.
g o i
i e i i 4. Complete the required fields necessary for
e et e retrieving your Username.
© Mon CaramauserCars Agpicant
frop—drlepirr-r A nnisiag NOTE: An asterisk (*) indicates a required field
i s and an entry must be made in that field. Only
s numeric values are allowed in the Contact
- '
a3 3 A number field.
s ST o 5. Click the Continue button.
oD e @@ The Challenge question screen displays.

Forgot Sign on — Username Screen
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Screen Step/Action

Citi® Commereial Cards 6. Inthe challenge question field, type the
Cﬁ:\l' answer to the question and click the Continue
R button.
@ v oo s o The system sends an e-mail with the correct
—— Username to the e-mail address provided.

Challenge Question Screen
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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:

* Avalid 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

1. Navigate to home.cards.citidirect.com.
Citi® Commercial Cards
Cl’ﬁ- o n 2. From the CitiManager Site Login screen, click
5 3 .
the Forgot password? link.
o — & Registered users The Forgot password screen displays.
e Usemame
Password
[E—

Forgot usemame?
Forgot password?
& First time users
Selt registration for Cargholders

ﬁ .y, ‘Selttegisrabon for Non Cardholders
Apply for card

-
You are authorized 10 use the System for approved business purposes only Use for any ofher purpose s prondied Al ransactonal records. reports. e-mai.
st pmsbor Loy . R pRSeT e
CitiManager Login Screen
Cit* Commercial Cards 3. Select the Non Cardholder / Card
CI’t\I' Applicant radio button.
Fafpit passundd 4. Complete the required fields necessary for

(© e st b ey e T e e k) iy prcns o
retrieving your password.

O Cotnotder
Thave cares inked sad 1 i my only 1ok

S NOTE: You must submit your Username,
e s s e Zip/Postal code and User Profile Email
Address for validation. After validation is
complete, the Helpdesk verification

“Usermare * User Protie Emd Adereas
* ZoPowa coce *Confrm User Protie Emad Adcreas

question and Helpdesk verification answer

*Hesest eriicaton auestien

e fields become enabled.

oD & e 5. Click the Continue button.

The Challenge question screen displays.

Forgot Password Screen
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Screen Step/Action

citi’

Croate New Password

Change Password Confirmation Message

Cit Commercial Cards 6. Inthe challenge question field, type the
citi’ answer to the question and click the
R Continue button. A temporary password
© - will be sent to your e-mail address.
P — T_he Create New Password screen
displays.
Challenge Question Screen
CHRCammaEsal Cards 7. Enter your temporary password in the
,t\. Current Password field.
citl 8. Inthe New password field, type your new
Croate New Password password.
@ Create your new Password. The fields marked wih asterisk (*) are mandatory to prot . §
ESBRTd p cons sofmios o 9. In the Confirm password field, retype
[%] Should have & to 18 characters
+New password B At east one et i requred your new password.
[%] Must contain at least 8 number
* Confirm password
L SRR ) 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
Create New Password Screen last 3 passwords.
10. Click the Save button.
Citi® Commercial Cards 11. Click the OK button.

The Challenge question screen displays
and your password is reset.
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Set alerts

Screen Step/Action

Citi* Commercial Cards

Lt

Citl

=2 & Registered users
= Usemame
Na
Password
| koo Cear
Forpot usemame?
Forgotpas
& First dme users
Sl egrsiraton for
sie Seil registration for Cardholders
i A Seltegiswationfor Non Caranolders
g sopntor cars.
i -
YOu 8re authorized 10 use this System for aDproved busPEss PUTDOSES ONly Use for any other purpose & Hrohbeed Al ansactonsl recoras, reports. e-mad
software, asd oner dats genersied by srcparty of e campany and may by the company for any purpose
Auhonized and snauhorzed actites mey Se rentared
et ems ot Use P

Cooosslnpings

Englan

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.

Home  Manage Card Accounts  Manage User Access  Manage Card Program  Resources.

User Maintenance | Form Functions
Create User  Pending UserRequests  Reports  Reset Password [0 Unlock Card
(» | Select Hierarchy > () SelectAlerts () Preview and Confirm "

op £ S At - Bt vy

Select Hierarchy

% ® 00041722432110008 78 FIRMA TESTOWA ECS=

Conce

My Profile  Web Tools

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.

18


http://www.citimanager.com/login

CitiManager Quick Start Guide for Program Administrators | Reset Forgotten Password

fser Maintenance | Form Functions

() Select Hierarchy

Step 2 of 3: Set Alerts - Select Alerts

Create User  Pending User Requests  Reports  ResetPassword [0 ;\! Unlock Card

> (w) Select Alerts. > (»)Preview and Confirm »

Select Alerts

Company name
FIRMA TESTOWA ECS+

No. Alert Description Email Alerts
1 Selectal =]
2 Avsilsble Credit Remaining (%) v
3 CardRenewal ]
4 Declined Transaction O
S Direct Debit Payment Notification ]
6 Each Transaction ¥
7 Hierarchy Gard Appiication Status #
& Hierarchy Card Maintenance Status. v
High Value Transaction ]
10 Payment Dus/invoice ]
11 Library Folder Notification ]
12 Lost/Stolen Card Motice ]
13 My Card Application Status v
14 My Gard Maintenance Status ¥
15 New Statement Ausilable v
18 Payment Reseived v
17 Reminder: Payment Past Due / Overdus £

D ad €D

Alert Settings
et

Select 9 of remaining credit level which should trigger an slert, & g. 5%.

Note: If the Decline Alertis triggered, no other substribed alerts will be sent, only the Decline Alert will be sent

Nobfication wil oecur for every ransaction mads th the account excluding payments.

#High Value Transaction Amount 100

Provide the transaction smount which should trigger an siert. Enter & positive number up to 15 digits in length, excluding decimsis, e g. 500

5.

Select the appropriate alerts.

Card Listing

Citi* Commercial Cards
ey
C'tl Chisie nguige
Englsn
F -
"y @ Registered users
Usemane
Password
Logn | | Ciea
Forgot usemame?
Forgot password?
& First time users
Seltregistration for Cardholders
&y
| - registration for
- 200k for card
i1 & =

You 818 authonzed 1 use the System for agproved busmess puTPOses oy Use for 8y other Durpose I8 proRBESS Al ransactonslrecords, repors. e-mal

Sftware. 850 other data generated by of resdng upen this Sysiem are e property of the company and may be used by the company for any pursose

Authonzed and unauthorized achivtes may be montored

. — Privecy, . Sato Clets

CitiManager Login Screen

1.

Navigate to home.cards.citidirect.com.
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Citi® Commercial Cards

Welcome! LUKASZ ROTENGRUBER (710872017 For assisiance ol

SN
cltl FIRMA TESTOWA ECS+-PL

Home  Manage CardAccounts  ManageUser Access  Manage Card Program  Resources My Profile  Web Tools

E Search: Card Accounts | Users in Unit | Print Multiple Statements | View Requests.

2.

3.

From the Manage Card Accounts
sub-tab, click the Users in Unit tab.

Click the Search button.

crount iest rame(equals) Actount frst nameequss)
Al Couriss ¥ v
Usemare: Usemame/equsls)
v
(@) view oetsis = per your search e
Search results
<! < Pagetaid > >
No. Usermame. a [ Account name 2 unt =
1 . mi28214 Marcin Kurek FIRMA TESTOA ECS+ Activated
2 9 mrowkal FIRMA TESTOWA ECS+ Actnated
3 pEL2atks Bests Srxzepaniak-Pietzatowska FIRMA TESTOWA ECS+ Descovated
4 0 ‘solickaa 'DOROTA SOUCKA FIRMA TESTOWA ECS+ Actated
5 marcink3041 Marcin Kurek FIRMA TESTOA ECS+ Activated
L] 9 barmiezak Msc) Bamniezak FIRMA TESTOWA ECS+ Actvated
T hiszpanca LUKASZ ROTENGRUBER FIRMA TESTOWA ECS+ Deacsvated
8 0 paw30582 Anctn Hermann FIRMA TESTOWA ECS+ Actated
8 pacge 30670 Michat Skoronski FIRMA TESTOA ECS+ Activated
1 paRE1901 Jecek Kedzerstl FIRMA TESTOWA ECS+ Actvated
n 2832 JOANNA SPENAK-KMATKOWSKA FIRMA TESTOWA ECS+ Deacsvated
N 1. Navigate to home.cards.citidirect.com.
Citi* Commercial Cards
Lot
citi e
Engan v
« I -
" @ Registered users
4 Usemame
"
Password
Logn | | Ciear
Forgot usemame?
Forgot password?
& Firsttime users
‘Selt registration for Cargholders
e ‘Self registration for Non Cardholders
g J A
for carg
-
You are authonzed 10 use this System for approved business purposes only Use for any other purpose s pronided Al ransactonal records. reports e-mad,
software, and other data genersted by of resding Upon this System are Me property of the company and may be used by the company for any purpose
Authonzed an unauthorized actvtes may be montored
ctgrow com TemsofUss Prvacy  hsttutonsl Clents Grous

CitiManager Login Screen
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Citi* Commercial Cards

—~ Welkome! LUKASZ ROTENGRUBER 07/0G/2017 For 455 453726 pie contact O Cuslomes Sunvces 2. From the CitiManager Site home
CItl e screen, click the Manage User
Home  Manage Card Accounts Manage User Access  Manage Card Program  Resources My Profile  Web Tools ACCESS / User Maintenance tab.
R —— — 3.  From the User Maintenance sub-tab,
(Create User  Ponding User Requests. o i ‘Roset Password SetAlerts  Unlock Card .
0 o . P, o e iy . e P et e e 4 click the Reports tab.
<) Search: Raporis 4. Select the report type from the drop-
- — i e a— down list. Next, apply start date, end
- — date and time filters for the requested
report.
1. Navigate to home.cards.citidirect.com.

Citi* Commercial Cards

-
wall & Registered users
Usemame
ol
"
FPassword
Lo Cioag.
Eorgot usemame?.
Forgot password?
O First time users
Seltregisiration for Carghokders
= L] # et registration for Non Cardholdars:
! Apoly for card
. -
Youare Use for any otrer purpose @ pronbied. Allransactonsl recoros, resorts. e-mal
soware, and cier rescing upen this y moany and may y e company for any surpese
Aunonzes and unauthorized activtes may be meatored

Wsthutons! Clens

L)
citi B

CitiManager Login Screen
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Citi® Commercial Cards

citi’

Welcome! LUKASZ ROTENGRUBER (07/09/2017 F

Home M Card A M User Access  Manage Card Program Resources My Profile  Web Tool
MessageBoard METTM Search  LinksHelp | ViewFAQ
Search folders
Search folders - Search the library for folders
Category Upload Folder title ® Starts with (' Contains

I

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.

Citi" Commercial Cards

=8 Wekcomel LUKASZ ROTENGRUBER 07/0342017 Forssssta peas contct 4 CtomerServces 1. From the CitiManager site home screen,
Citl — click Manage User Access and Create
Mome  Manage Cord Accounts  Manage User Access  Manage Card Program  Resources My Profile  Web Tools User.
User Maintenance | Form Functions
m Reports. SetAlerts  Undock Card
@ Cenate Usex The fieics marked with seterish (*) are mandatory 10 proceed.
» Parsonal details
» Contact details
» Company, User Role(s) and Hierarchy
» Entitlements
e
(o taenanee | FormFunctons 2. Complete the required fields to delegate

e e ) R (e

T T ———

¥ Personal details

Tille

* Firstname * Lastname

¥ Contact details

Address

+ Country * Address line 1 Address lins 2
* Toun / City * Stete/Province/Region * Zip/Postal cods.
Telephone

* Gontaot number Fax number

Gountry code - Mobile number [ooc-
x

Online Address

* User Profile Email Address * Gonfim User Profile Email Address (for registration emils)

the entitlements for a new
Administrator.
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%) Company, User Role(s) and Hierarchy

y name
FIRMA TESTOWA ECS+
®single company
No. | Role
1 #INon-Carcholder

» Set hierarchy

»| Entitlements

[T Clear

¥ DD04172943211008619 FIRMA TESTOWA ECS+

Select the Company within which you
delegate the entitlements and select the
Non Cardholder radio button. Set a
hierarchy.

[#| Account Credit Refund

¥ AllowDisallow set passcode pre-fill edit

2 |#|Account maintenance 2« Delete Application Request

3 [l Account summary 3 ¥ Download Hierarchy Form Report
4 [#1Add altemate user (Biling/FA Accts) 4 [#|Print Multiple Statements.

5 [#1Add slternate user (Indiv Accts) 5 [#/Reset password

& |#|Add another account & o Uniock card

7 (#Alerts 7 & Upioad Bulk OLA file

8 |#|Apply for Credit Refund & # User activity report

S [#lApply for card

10 (#Approve requests.

|#|CBRR Custom Processing Report

12 |« Card maintenance

@

[#|Citmanager BCBRR Portiolio Report

=

[#| Citimanager_Maintenance_Log_Report
15 [#)Create user

16 |« LinksiHelp

17 [ Maintenance log

1% |#|Message Board

18 [¥IPending user requests
20 [¢|Profile

21 |#|Residual History

22 |# Search

23 |¥ Set Alerts

24 |# Set passcodefForm data
25 |¢)Statements.

26 |¥|Unbilled transactions
27 |#|Upload Bulk CBRR file
28 |#|Upload Bulk OLM file
28 ¥ Upload supervisor list
30 |¥#|View BOLM System Upload Details
31 |#)\iew CBR Requests
32 |¥)view FAQ

33 ¥ View Trip Summary

34 |¢|Card Accounts

35 |¢|\view authorizations

36 |¢|\iew hierarchy

37 |#)View linked accounts
38 |#)\View requests

38 [#Users in Unit

Application

== v Select All from the drop-down menu or
indicate specific entitlements for the new

Role dependent entitiement functions ‘Additional entitiement functions Ad m i n iSt rato r-

No. /| Role dependent entitlement functicns No. ¥ Additional entitlement functions

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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