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Account Functionality
This is the Home screen. The screen shows cardholder account

activity, news and links, scheduled reports, and completed
reports.

CitiDirect” Global Card Management System
~~

My Profile Account Activity

Home

Welcome Back

Account Activity Date Range: | Frevious 20 Days w
Transactions & Adjustments Last Five Transactions News & Links 10f1
Total Transactions 1 QFF‘_':F I-1;_-'a;<_ _ . 1_8_3_‘98 No news available
Reviewed 0 SHlem e e sl Mo news available
Mot Rer 1
iew All News
Inbox CitiManager
& Completed Reports (0) & Scheduled Reports (0) Citibank Custom Reporting
Citizank Online Statements
o completed reports are available. Ho scheduled reports are available.

Citizank Electronic Reporting System

GCME Classic

The “My Profile” tab allows the user to edit their name,
password, challenge questions, and email address.

General

[“Associate Accounts ] Save | Resct |

USER INFORMATION USER PASSWORD

* User Name: Last Password  05/08/2011 15:2
User ID: Changse:
Uszer Type: Cardholder User Current
Password:
Template: WTAMU Cardholder

Mew Password
E-mail address: [Must contain st l=ast 8 characters, b

* Confirm E-mail

must b2 numaric Cennot be seme as U

Address: Confirm
Phone Number: Password:
Status Code: ACTIVE Security ‘Your childheod pet's name? ~
Account Number Qusstien.
Security Answer:

Preferred E-mail
Settings for Transaction Summary E-mail ‘CHALLENGE QUESTION RESPONSES

E-mail Addresses: * Challenge In what city wars you sam? 3
Question:
* Response: assssssssans

{Enter up to five e-mail addr

* Confirm

commas) Responss:

* Challenge What is your nickname? v

Ouestinn:



The “Account Information” screen (under the Account Activity
tab) displays pertinent information about the cardholder and
also displays transaction limits.

Account Information

ACCOUNT INFORMATION ADDITIONAL DETAIL

Account Name: User ID:

Account Humber: Reports To: PURCHASING/ANWVENTORIES/CENTRAL -
Address Line 1: WT BOX 81001 Reports To Org Point Number:

City: EAtvON Additional Information:

State / Province: ™

Postal Code: TE0150001

Country: UNITED STATES

Currency:

Phone Number: 8066512099

E-mail Address:

Effective Date: 05/04/2011
Product Type: Individual
Account Status: ACTIVE

Tax Exempt:

TRANSACTION LIMITS

Credit Limit: 5,000.00
Single Transaction Amount: 2,000.00
Daily Limit Amount: 0.00
Daily Transaction Limit: o

Cycle Limit Amount: 0.00
Cycle Transaction Limit: o
KMonthly Limit Amount: 0.00
Monthly Transaction Limit: ]

Other Limit Amount: 0.00

Other Transaction Limit: o




How to Allocate Transactions

Start at the home screen. Go to the account activity tab, and
select “Transaction Summary.”

My Profile | Account Activity

Home e <4— Select transaction summary. r

Welcome Back

Account Information

Merchant Summary

Account Activity Range: | Previous 20 Days |

Transactions & Adjustments : Schedule Report News & Links 10f1
Total Transactions 1 M Completed Re - 15?;?5 Ho news available
1 - Sea Mo news available
Scheduled Reporis
0
View AllNews
Inbox Citianager
{2 Completed Reports (1) &% scheduled Reports (0) Citibank Custem Reperting
4ccounting Code Detall Citibank Online Statements
Completed Date  05/19/2011 Mo scheduled reports are available.

Citizank Electronic Reporting System

View All =

GCMS Classic

Resource Center

Select the reporting cycle for the month you are allocating.
Then click “search.”

CitiDirect” Global Card Management System

VY
citl

e

My Profile Account Activity

Homs = Transaction Summary

Transaction Summary

SEARCH CRITERIA Advanced Search >

& Reporting Cysle: wyzn w €— Select the reporting cycle.

(0S/01/2011 to 05/31/2011)

| Date Type: Frem: 05012011 =
Fasting Dste | To: |0821/2011 i

Data available starting: 05172008

N <«— Click Search.




Your transactions will appear at the bottom of the screen.
Select the © icon to edit the account codes.

Home = Tranzaction Summary

Transaction Summary

SEARCH CRITERIA Advanced Search >

¥ Reporting Cycle: lzy 2011 b
0S/01/2011 to 0503172011

| Date Type: From: [05/01/2011

|L-|| |L-H

Posting Dat= »| To: |05/231/2011

Data available starting: 05/1%/2008

1-1

SEARCH RESULTS Search Total: 183.98

Detail Reviewed Approved Posting Transaction Description Transaction T —— Alternate Tax Additional
ate Date Amount — Amount Information
= SHTI2 S/1BI2 CFAEE L 2303 =]

u BB ® r r~ 05702011 08MER01T L o O 182.98

Search Total: 183.98

Expand All | Collapsg All m m
1-1
Click here to edit the account codes.

Enter the expense description.

1-1

SEARCH RESULTS Search Total: 153.93

- P I Posting Transaction o Transaction . o Alternate Additional

Letal fekiced Aooioued Date Date fescintion Amount e Tax Amount Information
A @ e P OFFICE MAX —_— =]

u B &® 7 - - 0SATZO1T OSAER01T Lo 183.38
ACCOUNTING CODES INFORMATION
Toner for Ashley & Gwen's . .
Expense Description ¢ Enter the expense dESCHDtlon.
Division Department Account Object Code Goods Received
v v ~ v v

Copy to All on Page

Search Total: 153.95

Expand All | Colapse Al | Send Email | [ save | Reset |
1-1



Select your Division from the drop-down menu.

Expand All | Collapse Al [ Send Email | [ save | Reset |

SEARCH RESULTS Search Total: 183.93
. — ] Posting Transaction - Transaction Alternate Additional
Detail Reviewed Approved Date Date Description T Tax Amount ot T
A P OFFICE M [ =]
u 2B ® 7 r r 0SMB2011 oo 183.98
ACCOUNTING CODES INFORMATION
Expense Description
Division Department Account Ohject Code Goods Received
Business & Finance (s~ v w7 w7 v
Starts
With:

|icademic Affairs Search Total: 183.93
wnand & 149, Science, & Engineering m
Business & Finance b 1-1

Select your Department from the drop-down menu.

Expand All | Collapse Al [ Send Email | | Save | Recet |

SEARCH RESULTS Search Total: 183.98
. — ] Posting Transaction - Transaction Alternate Additional
Detail Reviewed Approved Date Date Description T Tax Amount o e
Wl B ® 7 ~ ~ 0sM7R011 osMeo11  OFTICE M 182,38 5
AMARILLG,
ACCOUNTING CODES INFORMATION
Toner for As
Expense Description
Division Department Account Object Code Goods Received
Business & Finance & w7 w7 w7 w
Starts
= = With:
Environmental Satety ¥
PerzennelPayroll Search Total: 183.98

Physical Plant
Expand All | Collapse Al Purchasing/inventories/Central Supply | Send Email | [ save |
1-1

Rizk Management ¥

B -




Select the account that you will use for the purchase.

Expand All | Collapse Al

SEARCH RESULTS

[ Send Email [N sove | Reeet |

Search Total: 163.98

o n— " Posting Transaction " Transaction - _ Alternate Additional
Detail Reviewed Approved Date Date Description Amount Tax Amount Tax Amount Information
- . . OFFICE M. . =]
ul B &® 7 r r 08 0 il 183 98
ACCOUNTING CODES INFORMATION
Taner for A
Expense Description
Division Department Account Object Code Goods Received
Business & Financte s *  Purchasing/Inventories/Cent v ~ v v
Starts
41 = with:
-~
10015516862 - HEAF Purchasing Search Tofal: 153.98
Expand All | Collapse All

Central Supply
Purchasing
entral Receiving

L

| Send Email | | Save | Reset |
1-1

Select the most appropriate object code.

Expand All | Cellapze All

SEARCH RESULTS

. Posting Transaction
Detail Approved
- - Date Date
Wl =B ® 4 C r
ACCOUNTING CODES INFORMATION
Expense Description
Division Department
Business & Financ & * Purchasing/inventories/Cent w
e .
Expand 21 | Collapse 211

[ Send Email IR Save | Reset |

Search Total: 183.98

e Transaction L Alternate Additional
H Amount —————— Tax Amount Information
QFFICE |
33.98 5
AMARILO 124 Tease
Account Object Code Goods Received
11078500362 - Central s “ |
dvertizsng Publications/Froducts
- Freight/Delivery Charges otal: 183.98
- Postage Stamps
Contracted Services I
7200 - Supplies (Office, Labk, Clazsroom) w 1-1

In the “Goods Received” field, select yes or no.

Note: If the goods have NOT been received, you will need to complete a ProCard Exception form to

include in your log.

Expand All | Cellapse All

SEARCH RESULTS

[ Send Emait [N save | Reet |

Search Total: 183.98

Posting Transaction Transaction Tax Alternate Additional

§ . i ti . ti Tax ti

LI B Soree Date Date 2 il Amount  Amount — Information

Amount
W B ® 7 r - 0SATIZ011 0SH&EZ011 5
Expense Description
Division Department Account Object Code Goods Received
Business & Fin & *  Purchasing/Inventories/Cent w 11078500362 - Central w 7300 - Supplies (Office, Lab, C v vl
Mo
Expand All | Collapse Al



Make sure to save your work after you allocate each
transaction so that no data is lost.

1-2
SEARCH RESULTS Search Total: 199.98
Posting Transaction Transaction Tax Alternate Additional
Detail Reviewed Approved Date F Description m Amo_t Tax Information
— I — Amount
TS - - OFFICE MAX 5
Wl 8 3 7 r = 0SMTI2011 0SB0 O 2oos 183.98
ACCOUNTING CODES INFORMATION
Toner for Ashley & Gwen's printers
Expense Description
Divigion Department Account Object Code Goods Received

Business & Finance Purchasingfnventories/Gentral Supply = 11078500362 - Gentral Supply 7300 - Supplies (Office, Lab, Glassroom) Yes
Business & Fin » * Purchasing/inventories/Cent % T 11078500362 - Central s * T7300- Supplies (Office, Lab, C w7 Yes w’

Copy to All on Page

Once the transactions have been allocated, check the
“reviewed” box, and save. After you have reviewed the
transactions and saved your work, you will not be able to make
any more changes to the transaction.

1-2
SEARCH RESULTS Search Total: 199.96
= n— . Posting Transaction _— Transaction Tax Alternate Additional
Deta Reviewed Joproved Date Date EsCrniion Amount Amount Tax Amount Information
l B ® ] 0SHTIZONM  osMEro1t  OfTIoE MAX 183.98 5

AMARILLO, TX-79124

The transaction is now locked to prevent further editing. You
may choose at this point to click the “send email” button and
send an email to your supervisor or approver to let them know
you have allocated.

1-2
SEARCH RESULTS Search Total: 199.98
. p— " Posting Transaction — Transaction Tax Alternate Additional
Detail Reviewed Approved Date Date Description Amount Amount Tax Amount Information
ul ® 8 r 05A7/2011 0SM&/2011  OFICE MAX 183.88 5]

AMARILLO, TX -79124



Splitting Transactions

Splitting a transaction is done when a cardholder needs to
separate a purchase between more than one account number

or object code.

Click the spliticon e to create a split.

1-1

Expand A1l | Colapse 41 [ Send Email | [ save | Reset |

SEARCH RESULTS Search Total: 183.98

. s . Posting Transaction — Transaction . Alternate Tax Additional
Detail Reviewed Approved Date Date Description Amount Tax Amount Amount Information
=) T T OFFICE MAX 2 0m =

ul B ® r r~ OSATMA OSMBROT oo T oo 18298

Search Total: 183.98
Expand 41 ||Collapse &1 | Send Email | [ save | Reset |
1-1

Click here to split a transaction.

Transactions can be split by an amount or by a percentage of
the purchase.

Split Detail
[save | Roeet

. - " . . " Net
. § Posting Transaction . Transaction Tax Alternate L Additional
Reviewed Approved Exported N N Description N N . . Transaction - "
Date Date Amount Amount Tax Amount — Information
r r r 05172011 0511672011 QOFFICE MAX 183.98 183.98
AMARILLO
T 79124
d Balance To: Totsl Trenssdion Amount W
Description Percent Amount Tax Amount Select amount or percent here
Thiz tranzaction does not have any splits defined.
Totals:

10



create, and then click “add.”

You can also enter the number of splits you would like to

Totals:

Alternate Tax Amount

nce To: | Totsl Transaction Amount |

Split Detail
. . Posting Transaction L Transaction Tax Alternate _I.IE: Additional
Reviewed Approved Exported N N Description . . ) . Transaction . "
ate Date Amount Amount Tax Amount . Information
Amount
r r r 05M7/2011  05/M6/2011 QOFFICE MAX 183.98 183.98
ABiADN)
Enter the number of splits and click : =
—— soit el Add |
“ ”
add.
T e
Description Percent Amount Tax Amount
This tranzaction does not have any splitz defined.

Then save your work.

Enter the description for each line item as well as the amount.

Split Detail
Mext Transaction == m E
. . Posting Transaction i Transaction Tax Alternate _r.le: Additional
Reviewed Approved Exported N N Description N N | . Transaction N -
ate Date Amount Amount Tax Amount Information
Amount
r r r 05M7/2011  05M8/2011 OFFICE MAX 183.98 183.98
AMARILLO,
TH-T9124
spit: Bl Add |
Select All | Deselect All Expand All | Collapse All Split By: Amount % Split and Balance To: Total Transaction Amount | %
Description Percent Amount Tax Amount Alternate Tax Amount
- Taner for Ashley's Printer 50.00 91.99 0.00 0.00
- Tener for Gwen's Frinter 50.00 2188 0.00 0.00
* Totals: 100.00 1*.93 0.00 0.00
| Enter descriptions.
Enter Amounts.
Click the ©

button or “expand all” to expand the line items.

Split Detail
Next Tranzaction ==
. § Posting Transaction - Transaction Tax Alternate _r_le: Additional
Reviewed Approved Exported N . Description . N ) . Transaction - L.
Da Date Amount Amount Tax Amount Information
Amount
r r r 0572011 051672011 OFFICE MAX 183.98 183.98
AMARILLO
TH-79124
Select All | Deselect All Expand All | Collapse All Split By: Amcunt %  Split and Balance To: Total Transsction Amount |+
Description Percent Amount Tax Amount  Alternate Tax Amount
r {):} Toner for Ashley's Printer 50.00 91.88 0.00 0.00
™| ) |Tonerfor Gwen's Printer 50.00 91.88 0.00 0.00
T Totals: 100.00 183.98 0.00 0.00
Click here to expand the line item.

11



Then click “edit accounting codes” to enter the accounts for

each item.

Select All | Deselect All Expand All | Collapse All Split By: | Amount |» Split and Balance To: Teotsl Transaction Amount %
Description Percent Amount Tax Amount Alternate Tax Amount
r Toner for Ashley's Frinter 50.00 91.99 0.00 0.00
ACCOUNTING CODES INFORMATION
Division Department Account Object Code Goods
Received
Business & Finance Purchasing/Inventories/Central Sypply ~ {{0TRE00IR? - Contral Synniv 7300 - Sunnlies (Office, Lab, Classroom) Yes

Click here to enter account numbers.

Edit Accounting Codes

P
®

Tenar for Gwen's Printer £0.00 91.99
ACCOUNTING CODES INFORMATION
Division Department Account Object Code

Business & Finance Purchasing/inventories/Cantral Supply 71078500362 - Cantral Supply

Totals: 100.00 183.88

Follow the normal process of selecting ac

7300 - Supplies (Office, Lab, Classroom)

0.00 0.00

Goods
Received

Yes

Edit Accounting Codes

0.00

counts and object

codes. When this is completed, make sure to save your work.

To navigate back to the Transaction Summary, use the

“breadcrumbs” at the top of the page.

!.'Iy Profile Accc-unt Activity

Heme = Tranzaction Summary = Split Transaction

Financial Transaction succe

Use these links to return to the
Transaction Summary.

Split Transaction

1+ CANYON, TX 780160001

Split Detail
Next Transaction == @
. . Posting Transaction R Transaction Tax Alternate _r.le: Additional
Reviewed Approved Exported N N Description N N - Transaction . "
Date Date Amount Amount Tax Amount . Information
Amount
’— r r 05M7/2011  05M8/2011 OFFICE MAX 183.98 183.98
AMARILLO,
TX-79124
Splt Bl Add |
Select All | Deselect All Expand All | Collapse All Split By: | Amount | Split and Balance To: | Total Transaction Amount [%
Description Percent Amount Tax Amount Alternate Tax Amount
™| (%) |Tonerfor Ashley's Printer 50.00 91.99 0.00 0.00
7| () |Toner for Gwen's Frinter 50.00 91.99 0.00 0.00

12



If the split worked correctly, you will be able to view it on your

Transaction Summary screen.

Expand All | Collapse Al
SEARCH RESULTS
Posting Transaction Transaction Tax Alternate
Detail Reviewed Approved Date F Description m Amom Amoﬁ
OFFICE MAX
! < s
W B r - 0SM7/2011 OSMB2011 [\ o0 T 70124 183.98
. Split 1: Tener for Azhley’s Printer 91.99 0.00 0.00
Spllt ShOU|d appear here Split 2. Toner for Gwen's Printer 91.99 0.00 0.00
B c o (R THE CAKE COMPANY OF CA -
w B ® r r 05192011 05172011 CANYON, TX-TS01E 16.00
Expand All | Collapse All

You will still need to click the “reviewed” box and save your
worKk just like a normal transaction. Once you have reviewed
and saved your work, no additional editing will be permitted by

the system.

[ save | Reset |

Search Total: 199.98

Additional
Information

5

Search Total: 199.98

1-2
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Creating a Report
After all transactions are allocated, the cardholder will run a
report of their transactions for the month. This report should
be submitted to Purchasing in the procurement card log along
with all receipts and other necessary documentation.

From your Home screen, go to the Account Activity menu and
select “Schedule Report.”

My Profile | Account Activity

Home Transaction Summary

Welcome_ Back i Account Information

Account Activity Merchant Summary

+ o
Transactions & Adjustments { Schedul= Report Click to Schedule a Report. Tott
Total Transactions 2 W Completed Reports I -1&?’? No news available
) ' R Mo news available
Reviewed 2 183.98
M Scheduled Reports e
Not Reviewed 0 = L
View All News
Inbox CitiManager
& Completed Reports (0) & scheduled Reports (0) Bitbank s omiBeooin
Citibank Qnline Statements
No completed reports are available. Mo scheduled reports are available.

Citikank Electrenic Reporting System
BCMS Clazsic

Choose the “Accounting Code Detail” report.

CitiDirect” Global Card Management System

A - |
My Profile | Account Activity

Horme Show Reports Inbox
o_ Progress - Step 1 I‘_‘l SC"E‘C ule Rep ort Group BylHons v‘ Show |AII vl
W ] A=) Select a report from the list provided. To quidkly locate the repert you sre looking for, iry using the Group By and Shaw optians sbove.

» Select Report £ Account Statement i Accounting Code Detail .
40 report Selected I,'k—- Account Management Reports I,'k—- Account Management Reports l Se|eCt th ISre pO rt
Swystem (Adobe PDF) System (Adobe POF)
City Of San Angelo 4 Expense Report
— CIMBANK CORPORATE CARD (Fi... .,'k'- Transaction Reports
Q Completed Reports Sstom (Adabe 5D
0 Reports Complete SYEIETLATEEE :

Texas Flat File
CIMBANK CORPORATE CARD (M.
Scheduled Reports

0 Reports Scheduled
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Leave everything as it is, and click “next.”

My Profile | Account Activity

Show Reports Inbox

Home
o Progress - Step 2 of 5
@ Select the cost allocation scheme that you wish to report against.
Select Report - - A Ev DADKEY
S1eet Heport Schemes Defined for Entity ASHLEY PARKEY

@ WTAMU Accounting Scheme (ACTIVE)
» Select Scheme A Pl o A i

Q  MNone
Select Filters

Report Options

Erequency

Leave everything as it is, and click “next.”

My Profile | Account Activity

Home Show Reports Inbox

Progress - Step 3 of §

@ Select the field, type, and value Click the Add button to add the fitter.

Select Report Field - Type =
Select Scheme
field Type Value

» Select Filters

Report Options To add a fiter, enter the fiter criteria above and click the Add button

Freguency

Select All | Deselect All m
[t [ e [ ]

m Completed Reports

Check the box by “include splits.” You may enter a description
or additional email addresses that will receive a notification
when a report has completed. When you are finished entering
information, click “next.”

B3

i
LL_,' Specify the schedule report options below, then click Next or Save to continue

Date Type Posting Date w

Report Format Adobe PDF v

Humber Format JOLROCKK [ v

Date Format MRODNYYYY (™

Addtional Options Oneusesirs ¢——  Check this box.
Description

Notify Me At APARKEY@WTAMU.EDU

Enter up to five e-mail addresses separated by commas

=l e




The next step is to select the frequency and date range for the
report. You want the report to be run according to the
reporting cycle that you just allocated for. Then click “save.”

The report will not run until the day after the cycle is over. For
example, a report for the May 2011 billing cycle will not run
until June 1st,

My Profile | Account Activity

Show Reports Inbox

o Progress - Step 5 of 5
I T 1
@ Cheose the frequency and date range to use to schedule this report, then click Save te continue.

Select Report

Q Run once
Select Sct
o — From Date To Date Schedule Offset
Select Filters
O paity
Report Options Start Date Days to Run Schedule Offset
»Frequency O weekly
From Day Weeks to Run
To Day Schedule Offset

@ Completed Reports
0 Reports Complete O

Monthly
From Day Months o Run

@ scheduled Reports To Day Schedule Offset
0 Reports Scheduled

@ Reporting Cycle

Date Type: Posting Date

Resorine byee May 2011 Cs0tZ01T - tE20Y V4= Galect the appropriate reporting cycle.

Number of Cycles to Run |1 |4 Schedule Offset | | (in dzys

[ sack | save | cancel |
Return to the home screen.

The home screen is where you will check on the progress of
your report. The report may take a while to run, depending on
the number of transactions it covers.

16



When the report is done, you should see it in the “completed

reports” section on your home screen. You will also receive an
email if you requested one.

Click on the name of the report to retrieve it.

My Profile Accc:unt Activity

Home

Welcome Back

Account Activity Date Range: | Previcus 20 Days %

Transactions & Adjustments Last Five Transactions

Total Transactions

2 THE CAKE COMPANY OF CA 16.00
Reviewsd 2 OFFICE MAX 183.98
Mot Reviewed 0 Sle s sEhLY L

Inbox

&2 Completed Reports (1) #% Scheduled Reports (0)
Accounting Code Detal
Completed Date AAS/20/2011 No scheduled reports are available

View All >

Click here to open the report.

Click “open” to open your report in Adobe Reader.

File Download E|
Do you want to open or save this file?

| ror B Name:  Accounting_Code_Detail, pdf
ﬁ Type: Adobe Acrobat 7.0 Document v

From: www.globalmanagement.citidirect.com

Open ] [ Save ] [ Cancel

I 1 ‘wihile files from the Internet can be uzeful, some files can patentially
a harm your computer. |f you da not trust the source, da nat open or
= save this file. What's the rigk?
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This is an example of how the report should look.

Posting Tramsaction

Date Date

05/15/2011 051772011

Expense Description

Shultz, and Ashley Parkey.

Accounting Codes

Division : Business & Finance

Dbject Code @ 6012 - Food

05/17/2011 05/16/2011

Expense Description Tenar for Achlay's Prinkar

Accounting Codes

DMivision : Businass & Finance

Object Code @ 7300 - Supplies (Office, Lab,
Classraarm)

05/17/2011 05162011

Expense Description Toner for Gwen's Printer

Accounting Codes

DMivision 3 Business & Finance

Dbject Code @ 7300 - Supplies (Office, Lab,
Classraom)

Total

Description

THE CAKE COMPANY OF CA

Department : Purchasing/Inventories/Central
Supply
Goods Yes
Received :
OFFICE MAX
Department : Purchasing/Inventories/Central
Supply
Goods Ves
Received :
OFFICE MAX
Department : Purchasing/Inventaries/Central
Supply
Goods Yes
Received :

Account :

Account :

Account :

Expense
Amount

Cupcakes for Gwen's birthday. Staff members in attendance were Gwen Simpson, Lou Berger, Mickie Scantling, Kiesha

11078E00362 - Central Supply

11078E00362 - Central Supply

11078500362 - Central Supply

16.00

91.99

S91.99

199.08
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