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Logging On

1. Viathe Internet type the following URL in the address bar:
https://www.globalmanagement.citidirect.com/sdng/login/login.do

2. The OnLine sign on screen will appear.

|1é Login - Windows Internet Explorer

BE x|
@.‘:‘,v £ hitps citidiract.com BRI ] 2~
File Edit View Favorites  Tools  Help & -

Google ~| 24 search | More 3> Gz SignIn 9+

5.q Favorites T_,.;; & Citi Card GCMS [,i Suggested Sites * & Get More Add-ons *

@Login &G- B | fmh - Pagev Safety~ Tods~ @

CitiDirect” Global Card Management System
P

Forgat your passmard?

“You are autharized to use this System for approved business purposes onky. Use for any other purpose is prohibited. All transactional

records, reports, e-mail, software, and other data generated by of residing upon this System are the property of the company and
may be used by the company for any purpose. Authorized and unauthorized astivities may be monitored

€ Internet 73 - Bio0%n -

@- £:39 AM

Done
Bli)"FTO

Your temporary User ID is your 16-digit card number.

Your temporary password is 756sulross plus the last four digits of your credit card

number.

At first login, the system will prompt you to choose a permanent password to continue. Your

password must be at least 8 characters of which at least 2 must be numbers. You will also need to
select and create a password reset question.

Both your temporary and permanent Passwords are case sensitive. Please record your permanent
password in a secure place being sure to write it EXACTLY as you typed it.

Once you have successfully reset your password you will be prompted to create a user id to replace
your 16-digit account number for access to the system.



Logging On Continued

3. After successfully logging in, the system will take you to the home page/inbox.
You will use the tabs at the top of this page to navigate through the system.
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Viewing Transactions

The Financial Tab allows you to query any subset or all of your transaction data based on a specific
date range and other filtering criteria that you select. Transactions will be available for you to view
within Citi’s GCMS webpage the day after the charge posts to your account, enabling you to view
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On this page, you will select criteria for the transactions that you would like to view, including date
criteria and review status. Hint: Always use the Billing Cycle to ensure you get the right transactions.
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Reallocating Transactions

Reallocating
You will be required to code or reallocate your transactions online. You will see your default codes

assigned to each transaction. You will be able to select the information in the field by choosing a
new value from the dropdown menus. You are required to enter a freeform expense description for
each transaction. Press “SAVE” to save your work.
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QUICK REFERENCE GUIDE

Splitting Transactions

Splitting Transactions

A transaction may require costs to be divided between two or more accounts numbers or object

codes. To split a transaction, press the Split icon associated with the transaction you want to split.

Estimate how many splits to create and press the create button.

‘Zé Transaction Summary - Windows Internet Explorer

@ S el res citidirect.com, M EIENER |

File Edit wew Favorites Tools  Help ]

Google ~ | * search - | More > Signin A -

i Favarites | 53 ) GtiCard 6CMs [ Suggested Sites = & Get More Add-ons -

= - »
&8 Transaction Summary B-8 | = v Page - Safety - Tools - (@h-
SEARCH RESULTS Search Total: 10,607 .45
. . . . o Transaction Additional
Detail Reviewed Posting Date  Tr. Date  Description Amount 2% Amount el
5 EFSOM 5TORE
»
ul €] I3 - 09/14:2011 09/14/2011 BO0-673. 7766, CA -G0S08 z27.88
G TBC-SREU 115
»
ul ] W r Da/302011 0962772011 ALPINE, Tx 783z 6786
= WAL-MART #0837
»
ul %) ke r D8/28:2011 09:28/2011 ., UG, T 44.14 2.18
% QUILL CORPORATION
[
ul 5] 2 r 10082011 100372011 [t oA 53687 ao.0
. AMAZON MKTPLACE FMTS
»
ul ] = - 10/04:2011 100472011 bz COMIBILL Wi oo 0E s01.42 5
5 AMAZON MKTFLACE FIMTS
£
ul ] W r 10/04:2011 100472011 oMo oML i o0 04.48 5
5 TBC-SREU 115
5
ul ® = r 10052011 100472011 LT, TR 61093
AMAZON MKTPLACE PMTS
»
ul o] 4 r 10052011 oS0t 1 e e aan o3 =]
= AMAZON MKTPLACE FMTS
5 @
ul =B ® 7 r r 10/07:2011 10008:2011 P eI TS 505.49 5
ACCOUNTING CODES INFORMATION Display accounting codes from  Account Level [+
FOAP Humbers User "A" Humber Description of Purchase Account Code
= - @ N i
Starts
With:
12000-120211-50 - WP for Enrolimert -~
fanagement - 10/0742011 10062011 AMAZON MICTRLACE PMTS 2523 5
12000-120411-40 - Formula Alp-Dean of AMZN.COMBILL, W -98108
rRS Sesreh Total: 10,507 .49
12000-120441-10 - Formula Alp-#nimal [+
Expand &l | ) | send Email |
[E=5] 118 Vi et -
-

€ Internet Vi v H100% -

@- 8:13 AM




‘E Transaction Summary - Windows Internet Explorer

[ netps: v gicbaimanagement. cdirect.comysdnaifintransiajaccount TransSurmaryRender dofrequest. rall.token key=Cbbe15dfbezosTez7z0sbabbe o] S | (B [$2] [ %

Go-
&

File  Edit

view Favorites Tooks  Help x

x Google M 2§ search ~ | More >

signIn A -

e Favories | s ] citi card Goms [ suggested sites + &) Get More Add-ans =

| /& Transaction Summary ‘ |

G- 8

(7] d=h v Page - Safety ~ Tools - (@)~

»

Expand All | Collapse All

SEARCH RESULTS

Detail Revievred Approved PostinaDate  IransactionDate  Deseription %
ul ® ~ r 08452011 091472011 :S;E?;'ai;g;ECA ETEED 227.88
ul ] 12 - 0972002011 09/27/2011 ;EPC\-SS.S'?;EQSM 5765
ul @ I r 00/28/2011 09/28/2011 \é"f:'}"gs ;:gff;xrmmﬁ ag.14
ul (D] 172 r 10/05:2011 10/03/2011 38”;;;8'393:;; ngonule 536.87
ul €] 172 r 10/04:2011 100472011 im?ﬁ?‘umg:‘:ﬁi 7:3‘1;53 501.48
ul ® 2 r 10/04:2011 10/0472011 im;ﬁi’;mgfﬁﬁf 7:';"1?8 504.95
ul ] 172 - 10/05:2011 10/04/2011 ;EPC\-SS.S'?;EQSM B10.42
ul ® ~ r 10/0842011 104057201 1 im;ﬁ?‘nmgitﬁi :’;nw;i: 400.00
B ® , Il I 10072011 10062011 IR BTATRLASE FYAR s05.49

AMZN.COMIBILL, Wi 93102

ACCOUNTING CODES INFORMATION

FOAP Humbers Humber Description of Purchase Account Code
- R . R
Starts
'with:
00011164 - Lavis & Harveson ]
{400011170 - Robert Kinucan P AMAZON MKTPLACE PMTS 2522

800011209 - Aster Treving AMZH.COM/BILL, WA 98108
400011215 - Barbara Veya
00011219 - Bonnie J Warmnock

Expand All | Collapss All

Tax Amount

Search Tatal: 10,507.49

Additional
Information

Display accounting codes from Account Level s

Search Tatal: 10,507.48

1-10 iew Next ==
Currently logged in as: NOE HERMANDEZ (noehemandsz, Company Program Administrater)
cigroup Com Terms of Use Privacy CitiManager com
i -
]
Done € Internet G v R00% v
@D aaam

‘€ Transaction Summary - Windows Internet Explorer

5\__/:. w [ nttps:f/wum.globalmanagement .citidirect. comjsdnaifintransfa/account TransSummaryRender .dofrequest tral.token. key=0bbe1 Sdfb4z087c27208bdbbe (] G | (B | [$2][ %] [28 coogle 2B
Fle Edt wiew Favorites Tooks Help x @ -
x Google Search | More > Signin W, -

i Favorites | s &) aticard ecms [0 Sugaested Sites - ) Get More Add-ons -

| (& Transackion Summary ‘ |

7 d=h v Page - Safety v Tools - @@~

>

Expand &1l | Collapse All

SEARCH RESULTS

281 - Advertisements
[F294 - Cortracted Services

AN - Censt imable Sumelies
Expand All | Collapse All

Currently logged in as: NOE HERNANDEZ (noehermandez, Company Frogram Administrata)

Search Tatal: 10,507.48

Detail Reviewed Approved Posting Date  Transaction Date Description Tax Amount
ul ] ~ r a4zt 09142011 T 00500 22788
ul @ ~ r 09/30:2011 09i27/2011 155{32.51?;171332 67.66
ul €] ~ r 09/20/2011 09282011 \:’T’A:"T"gg L:gigzxrmmﬁ 4414 2.18
nl ® I r 10/0542011 10403/2011 DDSUD'S;;Q';;EP: ngéjn:g 530.87 a0.40
nl (] 12 - 10/04¢2011 1040472011 :m;ﬁ?‘nmgfﬁvﬁ: 7:';‘1;58 501.48 5
nl )] I3 - 10/042011 10404720 1 :m;ﬁ?‘nmgfﬁvﬁ: _:g":;’a B04.45 =]
ul ] ~ r 1082011 10042011 P, 510.43
W ® " r T —— AMAZIN WKTELACE PUTE an s s
A om @ s r r TN @ AMAZIN WKTELACE PUTE — s
ACCOUNTING CODES INFORMATION Display accounting codes from Acoount Level [
FOAP Humbers Humber Deseription of Purchase Account Code
& & - &
I r 10/07:2011 10082011 2m§i ng i E:g‘sﬂ&rs&nh:ﬁi;ges =]

Search Tatal: 10,507.48

1-10 Wiew Nest ==

citigroup com Terms of Use Privacy CiiManager com
ot
Done & Internet G v HI00% <




