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Account Functionality

1. This is the Home screen. The screen shows cardholder account
activity, news and links, scheduled reports, and completed

reports.

D&

+ ditidirect.com #

CitiDirect* Global Card Management System

citi

ALERTS & NOTIFICATIONS ) []

E SCHEDULED REPORTS

MOST RECENT POSTING DATE

n COMPLETED REPORTS )

n DATA FILES )

TOTAL TRANSACTIONS 3
Previous 30 days

REVIEWED TRANSACTIONS o
Previous 30 days

Total Item
UNITED » USD 110.58
201 N. 23RD STREET - Approve 09/20/2017
WM SUPERCENTER £793 USD 12.80

1701 N 23RD ST - Approve 09/14/2017

FELDMAN § WRONG WAY DI }
2100 N 2ND AVE - Approve

UsD 102.04
09/11/2017

REV

Spend By Category Total Spend

il

NEWS

AFTER SEPT 17, IT WILL BE EASIER TO RUN,

ter September 17

he process to create and run reports will ch

LINKS

CITIMANAGER )

CITIBANK CUSTOM REPORTING )

RESQURCE CENTER

GCMS REPORTING REFERENCE GUIDE }

HOW TO SET YOUR BROWSER TO TLS 1.1 AND
HIGHER )

ADMINISTRATOR_INSTRUCTIONS_RELEASE_13.3 )

CARDHOLDER_SELF-
REGISTRATION_INSTRUCTIONS }

ACCOUNT USER'S GUIDE }

Complete Manual




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

¢ a0 + A QO

€ Oa n ement citidirect.com L 4Bd2c60504 W9

L My Profile

MY PROFILE

USER INFORMATION

MSCANTLING @WTAMU.EDU

Display Name MICKIE SCANTLING * E-mail Address
* First Name: * Confirm E-mail Address: MSCANTLING@WTAMU,EOU

Last Name: SCANTLING enrnene

* Password for E-mailed Reports: (changing report password doas not impact yeur system password.)
vser ID; mickietest [] Show Repart word
Last Password Change: 08/07/2017 14:35:14 CST Phone Number:
User Status ACTIVE

* Security Question Your childhood pet's nama? u

Sacurity Answar; weene
ER ROLE 1

Usar Role Cardholder User PREFERRED E-MAIL

*  Tamplate: WTAMU Cardholder Settings for Transaction Summary E-mail



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

€ 0a citidirect.com 1 [ TBe 3+ & =

CitiDirect® Global Card Management System

citi I

L Account Information

ACCOUNT INFORMATION

ACCOUNT INFORMATION ADDITIONAL DETAIL

Account Name: MICKIE SCANTLING user ID: mickiatest
Account Number: KK XHHK-XXT1- 1174 Reports To: PURCHASING/TNVENTOR
Reports To Org Point
: 5131230007400285004¢
Address Line 1 WT BOX 61001 o
city: CANYON Last Data Load Update 08/10/2017
Account Manager Access
/ Province: N
State / Province: ™ rattadt: o
Postal Code: 790160001 Additional Information:
Country: UNITED STATES Transfer From Account
Number:
Curmency: Transfer To Account Number:
Phone Number: B066512099 e e
E-mail Address: MSCANTLING@WTAMU.EDU Transfer Date:
Effective Date. 07/14/2011
Product Type Individual
Account Status: Active
Tax Exempt: N

TRANSACTION LIMITS ACCOUNTING CODE INFORMATION




How to Allocate Transactions

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

€ Oa atidirect.com, ¢l wa $ A0

CitiDirect® Global Card Management System

citi |

Account Activity

Tran

Summary

Account
Information

SCHEDULED REPORTS )
Merchant u
Summary

REPORTS & DATA FILES NEWS

AFTER SEPT 17, IT WILL BE EASIER TO RUN,
n CREA.

After September 17th, the proc

B n COMPLETED REPORTS ) m
ﬂ TOTAL TRANSACTIONS ) 3 u DATA FILES ) [

create and run reports will cha,

LINKS

Previous 30 days
REVIEWED TRANSACTIONS 0
Previous 30 days More

REVIEW REQUIRED Total Items: 3

CITIMANAGER )

. CITIBANK CUSTOM REPORTING )

UNITED > 80 11038 RESOURCE CENTER

201 N. 23RD STREET - Approve 09/20/2017

GCMS REPORTING REFERENCE GUIDE )

WM SUPERCENTER #793 ) USD 12.80
1701 N 23RD ST - Approve 09/14/2017 HOW TO SET YOUR BROWSER TO TLS 1.1 AND
) HIGHER )

FELDMAN S WRONG WAY DI ) USD 102.04

2100 N 2ND AVE - Approve 09/11/2017 u ADMINISTRATOR_INSTRUCTIONS_RELEASE_13.3 )

CARDHOLDER_SELF
REGISTRATION_INSTRUCTIONS )

ACCOUNT USER'S GUIDE )

Complete Manual

SNAPSHOTS

Spend By Category O Total Spend ol



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

€ ©a hips w.globa sgement.dtidirect.com/sdng/fin

CitiDirect® Global Card Management System

L] Transaction Summary

TRANSACTION SUMMARY

MICKIE SCANTLING « XXXX-XXXX-XX71-1174 (Active) * PURCHASING/INVENTORIES/CENTRAL - MICKIE SCANTLING « WT BOX 61001 « CANYON, TX 790160001

SEARCH CRITERIA anced Search
® Reporting Cycle: June 2017 u
06/04/2017 to 07/03/2017 <+——| Select reporting cycle
Date Type: Posting Date
O Date Range: From:  06/04/2017 m

Toi  07/03/2017

Date Type: Posting Date n

Data available starting: 09/25/2014 N
<«—| Click search

3. Your transactions will appear at the bottom of the screen.

Select the icon to edit the account codes.

s required field

SEARCH CRITERIA

@ Reporting Cycle: June 2017

06/04/2017 to 07/03/2017
Date Type: Posting Date

O Date Range: From: 06/04/2017 .

Toi 07/03/2017 .

Date Type: Posting Date |~

SEARCH RESULTS

Expand Al | Cellass All

CET SATTR

Deta Reviewed Iransaction Amount Additional Information
o <«+—| Click here to edit the account codes [w o)
MEE 1 TE7 2672017 06/ 22/201 CANTON T 76018 86.95 0
DEa = asr26/2017 0612612017 TASCOSA OFTICE WACHIE =a)

Pagelofl  Po .




4. Enter the expense description - no one word descriptions please!

® Reporting Cycle: June 2017 v

06/04/2017 to 07/03/2017

Posting Date

Posting Date |+

Date Type:

O Date Range: From: 06/04/2017

To:  07/03/2017
Date Type:

Data available starting: 01/18/2016

RCH RESUL

>

Detail
/o] /]

ACCOUNTING CODES INFORMATION

eview: Approved Posting Date Iransaction Date

06/05/2017 06/02/2017

Donuts for Donut Day purchasing and central supply - list of who ate in back up
Expense Description

Division Department Account

Business & Finance Purchasing

/Inventories/Central Supply

11098510562 - Purchasing Office
Purchasing/Inventones/Central Supply v

11098510562 - P. v

Business & Finance ¥

u] 06/26/2017 06/22/2017

CANYON, TX -79015

PEPITO'S MEXICAN RES

Page 10f 1

Iransaction Amount Additional Information

SQU SQ BENJAMIN DONUT
AMARILLO, TX 79109

7.50

<«—| Enter the expense description

Object Code Goods Received
6012 - Food Yes
6012 - Food v Yes -
86.95 a

5. Select your Division from the drop-down menu.

SEARCH RESULTS

and All | ol

Reviewed Avproved Posting Date Iransaction Date Description

06/05/2017 06/02/2017

AMARILLO, TX -79109

ACCOUNTING CODES INFORMATION

Donuts for Donut Day purchasing and central supply - list of who ate In back up

Description

Division

Department Account

SQU SQ BENJAMIN DONUT

Page 1of 1

Iransaction Am

nal Infors

.50

Object Code Goods Received
Business & Finance purchasit .. 2 - Food Yes
Business & Finance v | Select your Division 12 - Food v -
Academic Affairs - ) PEPITO'S MEXICAN RES o
| prrsed 06/26/2017 06/22/2017 CANYON. 70018 88.95 o]
I cou 06/28/2017 06/26/2017 ::x[‘)g:: ‘Y’z‘:"‘:):’\"‘;”",ﬁ”m 217,09 B0
College of Business s
Education & Soclal
Fine Arts & Humanities

Information Technology
I Institutional Advancement

Page 1of 1



Select your Department from the drop-down menu.

SEARCH RESULTS

Expand All | Collacss Al

Detall
ulo]v]

ACCOUNTING CODES INFORMATION

Reviewed Approved Posting Date

06/05/2017 06/02/2017

Donuts for Donut Day purchasing and central

Expense Description

Division Department

Business & Finance

ing/l or Al Supply.

Business & Finance Purchasing/Inventories/Central Supply |

by to All on Pag

OEa
ulcl> |

Bookstore

Budget

Buffalo Gokd Card
Business Office

Personnel/Payroll

Physical Plant

hasing/ lven

Risk Management

University Police Department

VP Business & Finance

Iransaction Date

Account

11098510562 - Pu

Page 10f 1

Transaction Amount Additional Information

Description

SQU SQ BENJAMIN DONUT

AMARILLO, TX -79109 7.80

supply - kst of who ate In back up

Object Code Goods Recelved

11 55

Select your Department =i

PEPITO'S MEXICAN RES 95
CANYON, TX -79015 e o]
TASCOSA OFFICE MACHINE 212,09 EE

MWOOLSEY@YTOM, TX -79101

Page 10f 1

Detail Reviewed Approved Posting Date

m] (m] 06/05/2017 06/02/2017

ACCOUNTING CODES INFORMATION

Donuts for Donut Day purchasing and centr

Expense Description

Division Department

Business & Finance Purchasing/Inventories/Central Supply

Business & Finance

06/26/2017 06/22/2017

Iransaction Date

Pagelof1 |

Iransaction Amount Additional Information

Description

SQU SQ BENJAMIN DONUT 2.50

11078500362 - Central Supply
11078506692 - Historically Underutitzed
Business HUB

<«—| Select your Account Number

11078508392 - Trash Disposal

11098512962 - Lean Six Sigma - Initiativies
11098513962 - Central Recetving And
Storage Operations

11098620162 - M & O- Central Receiving de Gobda Racalved

d Yes

y Purchasing/Inventories/Central Supply ~| | 11098510562 - P.. w 6012 - Food v’ Yes v’

ool 88.95



5. Select the most appropriate object code.

SEARCH RESULTS

Search Total

Pagelof1  FPag 3
Reviewed Approved Posting Date Lransaction Date Description

Iransaction Amount Additional Information

e SQU 5Q BENIAMIN DONUT
0 0O 06/05/2017 06/02/2017 AT e S 7.50 o

ACCOUNTING CODES INFORMATION

Display accounting codes from Account Level |~

Donuts for Donut Day purchasing and central supply - list of who ate in back up
Expense Description

ion Department Account Object Code Goods Received
Business & Finance

Purchasing/Inventories/Central Supply

11098510562 - Purchasing Office 6012 - Food Yes
Business & Finance Pugels rea cincco o z 6012 - Food [ Yes -
j e PERITO'S MEXICAN RES SR
= D8/26/2007 08/22/2017 CANYON, TX -79015 6013 - Private Use 95 m
6017 - Player Awards [Athletic Only)
, e TASCOSA OFFICE MACH = o) |
0 06/28/2017 06/26/2017 HWOOLSEY@YTON, TX g?d\yﬂ) Training Room Supphes (Athletic 09 |=[a]
6105 - Athletic Equiptment Consumable
e e —_— -
6160 - Clothes(Tshirts)/Uniforms

6241 - Team Equipment Repairs
xpand All | Collapss Al

6. 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.

Page 10f 1 .
Detail Reviewed Approved Posting Date Transaction Date Description Transaction Amount Additional Information
P 102/ SQU SQ BENJAMIN DONUT
OES u] o 06/05/2017 06/02/2017 e iy g 7.50 o]

ACCOUNTING CODES INFORMATION

Display accounting codes from Account Level v

Donuts for Donut Day purchasing and central supply - ist of who ate in back up
Expense Description

Division Department Account Object Code Goods Received
Business & Finance Purchasing/Inventories/Central Supply 11098510562 - Purchasing Office

6012 - Food
Business & Finance  w i

2 - Food - I

purchasing/Inventories/Central Supply v

11098510562 - P. -

6

=) 06/26/2017 06/22/2017 SeIeCt Yes or NO

z TASCOSA OFFICE MACHINE
) / /
(] [ 06/26/2017 DOLARIORS MWOOLSEY@YTOM, TX -79101

10



Make sure to save your work after you allocate each transaction so that

no data is lost.
TSt e

® Reporting Cydle June 2017
06/04/2017 to 07/03/2017
Date Type: Posting Date
O Date Range: From:  06/04/2017 .
To:  07/03/2017 .
Date Type Posting Date
Data avallable starting: 01/18/2016 Search

Detail Reviewed d Approved d Posting Date Transaction Date Description Transaction Amount Additional Information
OER (n] O 06/05/2017 06/02/2017 P T 7.50 o]

Jlaa [ ] > | O O 06/26/2017 06/22/2017 o 88, B
NER u} o 06/28/2017 06/26/2017 Moveiul bt s, 217.09 =|a]

Once the transactions have been allocated and the receipt & all
documentation has been uploaded to the cloud icon, 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.

The transaction is now locked to prevent further editing. After all
allocations are completed and saved, click the “send email” button and
send an email to your supervisor or approver to let them know you have
allocated all charges, the receipts and all supporting documentation are
complete.

Detail Reviewed Approved Posting Date Transaction Date Description Transaction Amount Additional Information
SQU SQ BENJAMIN DONUT

oB o o]

11



Splitting Transactions

1. Splitting a transaction is done when a cardholder needs to
separate a purchase between more than one account number
and/or the object code.

2. Click the spliticon to create a split.

SPLIT TRANSACTION

MICKIE SCANTLING » XOOOGXXXX-XX71-1174 (Active) » PURCHASING/I!

Financial Detail

Spiit Detail

Posting
Reviewed Approved Ex s
(W} [m]
Descript
n 1 does not have any spiits defined

Totals:

TASCOSA OFFICE MACHINE

06/28/ 726/201
BO£28/20 1 Lipinpalin MWOOLSEY@YTOM, TX -79101
split Transaction
PUF 1 INVENTORIES, MICKIE NT TE 1 1
. — et Transaction
) ¥ Amoun t  Amoun it
1 TASCOSA OFFICE MACHINE MWOOLSEY@YTOM, TX 217 217.09

79101

Select amount or percent here

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

purchase.

(.1 Search Reporting Structure Transaction Sumim

SPLIT TRANSACTION

MICKIE

Financial Detail

Split Detail

Posting

Reviewed Approved Exported

P ¥ Date

(m] o (m] 06/28/2017
Descript

ransaction does nat have any spiits defined.

Totals:

SCANTLING » XXXX-XXXX-XX71-1174 (Active) =

ary Split Transaction

JRCHASING/INVENTORIES/CENTRAL - MICKIE SCANTLING » WT BOX 61001 » CANYON, TX 79016000

Tran:

ansaction
Date

Description

TASCOSA OFFICE MACHINE MWOOLSEY@YTOM, TX

217.09

06/26/2017

Enter the number of splits and click “add”

Split By:  Amount '~ | Split

and Balance To:

Total Transaction Amount

3. You can also enter the number of splits you would like to create,
and then click “add.”

12



4. Enter the description for each line item as well as the amount.
Then save your work.

SPLIT TRANSACTION
MICKIE SCANTLING » XXX X

Description

Enter descriptions A FFICE MACHINE MWOOLSEY@YTOM, T -73101

C L
o s
o

:xmﬂ.aulgmnss.ul
e

FICE MACHINE MWOOLSEY@YTOM, TX -79101

a Ty
Di
oM pit - copier rental central supply
coo RMA

Account

Enter amounts
l ........ ‘
50.00 108.54

Object Code

Object Code

100.00 217.09

6. Then click “Edit accounting codes” to enter the accounts for each

item.

13



Reviewed Approved Posting Date Tramsaction Dale

06/28/2017  06/26{2017 TASCOSA DFFICE MACHINE MWODLSEY@YTOM, TX -79101 217.09 217.09 o

m [Expand All | Collapse Al Spht By:  Amount - Spiit and Balance To: Total Transaction Amount

u} Descripti Percent Amount

hescription
u} Spiit - copler rental purchasing 50.00 108.55

ACCOUNTING CODES INFORMATION

) [ st - copier rental central supply

ES INFORMATION

Totals: 100.00 217.09

7. < 8

Follow the normal process of selecting accounts and object codes.
When this is completed, make sure to save your work.

14



8. To navigate back to the Transaction Summary, use the
“breadcrumbs” at the top of the page.
citi

(.1 Transaction Summary split Transaction

Use these links to return to the
SPLIT TRANSACTION Transaction Summary _
N, TX 790160001

MICKIE SCANTLING  XXXX-XXXX-XX71-1174 (Active)

Spht Detail
Reviewed Approved Posting Date Transaction Date Description Transaction Amount Net Transaction Amount Additional Information
(m] 06/28/2017  06/26/2017 TASCOSA OFFICE MACHINE MWOOLSEY@YTOM, TX -79101 217.09 217.09 ]

Split By: Amount ~| Split and Balance To: Total Transaction Amount

COUUERN Expand All | Collapse Al

] Description reent Amount
i > | Spiit - copier rental purchasing 50.00 108.55
01 Bl spit- copier rental central supply 50.00 108.54

Totals: 100.00 217.09

9. Ifthe split worked correctly, you will be able to view it on
your Transaction Summary screen.

TRANSACTION SUMMARY

MICKIE SCANTLING + XXX X00K-XX71- 1174 (Active) + PURCH

oEa a -~ 750 o]
> | ] 06/26/2017 06/22/2017 83.95 [a]
. oe/mfmy  oofasfany v =]
Split should appear here |—»

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

system.

15



Uploading receipts on the GCMS Cloud

[t is recommended when you do your allocation that you upload the receipt on
the cloud icon in GCMS at the same time, including the who ate list, flyer,
missing receipt form, gift card form and any other information needed for the
transaction.

Create a recipt folder for your receipts. Itis recommended that you save the
reciepts by month. Scan the receipts to a folder for the month and year that is
being reported. This includes: who ate list, any forms and any other
information that is needed for that particular transaction.

@ File Upload ®
« v < Documents » Mickie Citibank uploads » June 17 Procard receipts v | O Search June 17 Procard receipts @ en
Organize = Mew folder = v [ @ e
~
) Name Date modified Type Size
3 Quick access
"L Benjamin Donuts 7.50.pdf 117/2019 444 PM  Adobe Acrobat D... 51 KB
[ Desktop = = —
"L Pepitos 88.95.pdf 1/17/2019 4:43 PM Adobe Acrobat [... 117 KB
‘_' Downloads " Tascosa Office Machines 217.00.pdlf 1/17/2019 443PM  Adobe Acrobat D... 74 KB
|| Documents
| Pictures
Training Mate
Adjustments

Citibank Conver
January 19 Procz
January 2019

June 17 Procard ,

File name: |Benjamin Donuts 7.50.pdf v| All Files (*.7) ~

16



SEARCH RESULTS

Detail Reviewed Approved Posting Date Transaction Date Description Ir lion Amount it I
=y SQU SQ BENJAMIN DONUT
DER a (] 06/05/2017 06/02/2017 RSARNE OFTXE 79109 7.50 B
PEPITO'S MEXICAN RES
i [0 > | [u] o 06/26/2017 06/22/2017 AT TR=T5015 88.95 (5]
TASCOSA OFFICE MACHINE
i | 5 o O 06/28/2017 06/26/2017 O LSE TG TOME T & 75100 217.09 =2}
Sphit(s) 1: Spiit - copier rental athletics (50%) 108.55
Split(s) 2: Spiit - copier rental central supply (50%) 108.54

EEE S

Add Receipt n

Sedect a file:

Supported image file types: PG, PDF and PNG.

T T De/uas20L/ o UAuSuL
Date Type: Posting Date

O Date Range : From®: 06/04/2017 .
To*: 07/03/2017 .
Date Type : Posting Date v‘

Data avadable starting: 03/25/2016 _

SEARCH RESULTS

oa "

Detail Reviewed Approved Posting Date Transaction Date Description Iransaction Amount Additional Information
oEa ] (] 06/05/2017 06/02/2017 ia:;ag‘”&“f‘,‘:é‘g"m 7.50 a
JLaa[ €] > | [u] u] 06/26/2017 06/22/2017 e 88,95 [ #]
om 8] 0 06/28/2017 06/26/2017 o MOCLIVER 217.09 =[]
Spiit(s) 1: Spiit - copier rental athletics (50%) 108.55
Spiit(s) 2: Split - copier rental central supply (50%) 108,54

EES NP

Click on the cloud icon. A box will come open browse: click the folder and the
correct receipt and information and click add and the receipt has now been
uploaded to the cloud. After the purchase has been allocated and the receipt
is attached, the cardholder clicks the review button. The supervisor/approver
will then go in and approved the purchase, making sure all the information is
there - tax refunds, who ate, missing receipt form, object codes. All purchases
must be correct for audit purposes.

17



The supervisor/approver is responsible to make sure all information is on the
cloud and correct.

These uploads to the cloud have to be done one transaction at a time with all
required forms, lists, missing receipt forms, tax receipts, etc.

18
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