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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.

@ Qsearch wa & @

€ ©Can

ps:/fuwnwwglobalmanagement citidirect.com/sdportal/dashboard.view

CitiDirect® Global Card Management System
t
crt I

Home | My Profile Account Activity Repor

ACTIVITY REPORTS & DATA FILES NEWS

ALERTS & NOTIFICATIONS > 0 SCHEDULED REPORTS ) AFTER SEPT 17, IT WILL BE EASIER TO RUN,
Pravious 30 days CREA.

After September 17th, the process to create and run reports will cha...

MOST RECENT POSTING DATE COMPLETED REPORTS »
(o it 8]

TOTAL TRANSACTIONS » 3 DATA FILES }
Previous 30 days:

LINKS

REVIEWED TRANSACTIONS 0 CITIMANAGER »
| 0 [P wore

@ CITIBANK CUSTOM REPORTING )

Total Items: 3
UNITED > o RESOURCE CENTER
ROLNIZRDISTREC IS Aoomue 09/20/2017 n GCMS REPORTING REFERENCE GUIDE »
WM SUPERCENTER #793 ) USD 12.80
LPEL [ 250D &7 = ez 09/14/2017 HOW TO SET YOUR BROWSER TO TLS 1.1 AND
HIGHER )
H FELDMAN S WRONG WAY DI > usD 102.04
2100 N 2ND AVE - Approve 09/11/2017 ADMINISTRATOR_INSTRUCTIONS_RELEASE_13.3 )

CARDHOLDER_SELF-
REGISTRATION_INSTRUCTIONS )

ACCOUNT USER'S GUIDE )

SNAPSHOTS Complete Manual

fpEooo

Spend By Category ol Total Spend <
Month: Current
By: Transaction Amount

200

150

n Amount



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

L] My Profile

MY PROFILE

*  Display Name: MICKIE SCANTLING * E-mail Address: MSCANTLING@WTAMU.EDU
= First Name: MICKIE = Confirm E-mail Address: MSCANTLING@WTAMU.EDU
“ Last Name: SCANTLING eersenee
Password for E-mailed Reports: changing report password does not impact your system password.)
Lz e TrEraiEs [ Show Report Password
Last Passward Change: 08/07/2017 14:35:14 CST Phone Number:

User Status: ACTIVE

Security Question:

Security Answer:

USER ROLE INFORMA

User Role: Cardholder User PREFERRED E-MAIL

«  Template: 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.

€ ©a hips globalmanagement.itidirect.com/sdng/account/editRender.do?request trail.token.key=4ed T7dce7853465aa06c1397c42a3801 € Q Search w8 ¥ & 9 =

CitiDirect® Global Card Management System
t
CITl |

Home My Profile [‘Account Actity | Reports

A Account Information

ACCOUNT INFORMATION

ACCOUNT INFORMATION ADDITIONAL DETAIL

Aceount Name: MICKIE SCANTLING user ID: mickietest

Account Number: XHOXOEXXXX-XX71-1174 Reports To: PURCHASING/INVENTOR
Reports To Org Point

Address Line 1: WT BOX 61001 z g 5131230007400285004¢
Number:

City: CANYON Last Data Load Update: 08/10/2017
Account Manager Access

State / Province: ™ Permitted: e

Postal Code: 790160001 Additional Information:

Country: UNITED STATES Transfer From Account
Number:

C .

ST Transfer To Account Number:

Phone Number: B0G6512093 Transfer Reason Code:

E-mail Address: MSCANTLING@WTAMU.EDU ——

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.”

CitiDirect® Global Card Management System
’{"

Home My Profile | Account Activity
Transaction
Summary

Account
Information

Merchant
Summary
—

MOST RI
B 09/20/2017

TOTAL TRANSACTIONS > 3 DATA FILES >
Pravious 30 days LINKS
REVIEWED TRANSACTIONS o

Previous 30 days

SNAPSHOTS

Repor

globalmanagement.ditidirect.com/sdportal/dashboard.view

UNITED ) USD 110.58

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 5 WRONG WAY DI > USD 102.04

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

Spend By Category jod
Month: Current

By: Transaction

ount

n Amount

<«——| Select transaction summary

@ Q Search wBea & & O

REPORTS & DATA FILES NEWS

SCHEDULED REPORTS > AFTER SEPT 17, IT WILL BE EASIER TO RUN,
CREA...
After September 17th, the process to create and run reports will cha...

M

E COMPLETED REPORTS >

@ CITIMANAGER )

@ CITIBANK CUSTOM REPORTING

Total Items: 3

RESOURCE CENTER

CARDHOLDER_SELF-
REGISTRATION_INSTRUCTIONS »

ACCOUNT USER'S GUIDE
Complete Manual

Total Spend O

a
(8 ]
a
(8
a
| =

200



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

506a4b564edb121dd11507901 e Q Search

€ ®a nrpsww

globalmanagement.citidirect.com/sdng/fintrans/afaccountTransSummaryRender.do?request.trail.token.key=efd28
CitiDirect® Global Card Management System
it

Home My Profile | AcCoUnt Activity  Reports

~ Transaction Summary

TRANSACTION SUMMARY

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

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

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

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

Select the icon to edit the account codes.

€ Oa np
IRANSAUTLUN SUMMAKRY

MICKIE SCANTLING * X)X00(-X)XXX-XX71- 1174 (Active) » PURCHASING/INVENTORIES/CENTRAL - MICKIE SCANTLING  WT BOX 61001 ¢ CANYON, TX 790160001

SEARCH CRITERIA Advanced Search

06a4b564edb121dd11

do?request trail token. key=efd28b!

@ | QSearch wa ¥ a0

globalmanagement.ditidirect.com/sdng/fintrans/a/account

@® Reporting Cycle: June 2017
06/04/2017 to 07/03/2017
Date Type: Posting Date
O Date Range: From:  06/04/2017 E
To: 07/03/2017 E
Date Type: Posting Date

Data available starting: 09/25/2014

SEARCH RESULTS

Expand all | Collapse Al Search Total: 313.5

Pagelof1 Page
Reviewed saction Amount  Tax Amount Tax Amount
<+——| Click here to edit the account codes 750
06/26/2017 06/22/2017 ZZWON, ‘T'; 7‘790“15"‘ 88.05
06/28/2017  06/26/2017 LS cosSIOREICE o e 217.09 |

MWOOLSEY@YTOM, TX -79101

Pagelof1  Page Go

Expand All | Collapse All Search Total: 313.5




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

www.globalmanagement.ditidirect.com/sdng/fintrans/a/accountTransSummaryRender. do?request.trail token. key =T74cbdc3488d885ed0ceTa

@ QSearch wBe & A C

SEARCH CRITERIA Advanced Search

® Reporting Cycle: June 2017 .
06/04/2017 to 07/03/2017
Date Type: Posting Date
O Date Range: From:  06/04/2017 E
To:  07/03/2017 E

Date Type: Posting Date

Data available starting: 09/26/2014

SEARCH RESULTS

Pagelof1 Page

Detail Reviewed Approved PostingDate Transaction Date Description Transaction Amount Tax Amount  Alternate Tax Amount Additional Information

e
ACCO! NFORMATION

SQU SQ BENJAMIN DONUT
06/05/2017 06/02/2017 7.50
H /05/ /02 AMARILLO, TX -79109

Donuts for Donut Day purchasing and central supply - list of who ate in back up € Enter the expense deSCfi ption

Expense Description

Department Account Object Code Goods Received
Business & Finance Purchasing/Inventories/Central Supply ~ 11098510562 - Purchasing Office 6012 - Food Yes
k k
Business & Finance Purchasing/Inven... 08 11098510562 - P.. 6012 - Food Yes
py to All on Page
PEPITQ'S MEXICAN RES
06/26/2017 06/22/2017 88.95
@ H 126/ /22 CANYON, TX -79015
Jjavascriptivoid(0):
5. Select your Division from the drop-down menu.
€ ) ® @ | nttpsy//v globalmanagement.ditidirect.com/sdng/fintrans/a/accountTransSummaryRender.do?request.trail.token.key=89b4031df975 119a3ded03c79f1 6ed86 @ Q search * B ¥ &
O Date Range: From: 06/04/2017 E
To:  07/03/2017 E
Date Type: Posting Date .

Data available starting: 09/26/2014
SEARCH RESULTS

Expsnd All | Collapse All

Page1of 1 Page Go

Posting Date Ti ion Date  Description bt Amount Tax Amount Alternate Tax Amount
SQU SQ BENJAMIN DONUT
O 06/05/2017 06/02/2017 AMARILLO, TX - 79109 7.50

ACCOUNTING CODES INFORMATION

Donuts for Denut Day purchasing and central supply - list 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 Yes
Business & Finance 6012 - Food Yes
Starts With...
~
Academic Affairs PEPITO'S MEXICAN RES
[ ercs e CANYON, TX -79015 88.95
TASCOSA OFFICE MACHINE
E  College of Ans 06/26/2017 MWOOLSEY @Y TOM, Tx 79101 217.09 ]
College of Business
Education & Social Sciences
Enroliment Management Pagelof 1 Page
Fine Arts & Humanities .




6. Select your Department from the drop-down menu.

O Date Range: From:  06/04/2017 E
To: 07/03/2017 E
Date Type: Posting Date n

Data available starting: 09/26/2014

SEARCH RESULTS

Bmacn [

Detail Reviewed Approved Posting Date Transaction Date Description Transaction Amount Tax Amount  Alternate Tax Amount Additional Information
SQU SQ BENJAMIN DONUT
hd .
ull@v /] O 08/05/2017 06/02/2017 AVARILLD, TX -79100 7.50

ACCOUNTING CODES INFORMATION

Donuts for Donut Day purchasing and central supply - list 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 Yes
Business & Finance [ad]| ) ) 6012 - Food Yes
Copy to All on Page Starts With
~
Bookstore CAN RES
0 Budget 19015 88.05
0 Eﬁ;f::sf'b‘?ﬂi:m CE MACHINE 217.09 B
TOM, TX -79101 .
personnel/Payroll
physical Plant
Pagelof1 Page
Risk Management v

7. Select the account that you will use for the purchase.

L 818 A 1 31 8115157 A1 11 18114161 1 T A M0 1 N Y T 1 St 1| U - s "o
O Date Range: From:  06/04/2017 E
To:  07/03/2017 E
Date Type: Posting Date .

Data available starting: 09/26/2014

SEARCH RESULTS

Pagelof1  Page Gn

Detail Reviewed Approved Posting Date JIransaction Date Description Transaction Amount Tax Amount Alternate Tax Amount Additional Information
SQU SQ BENJAMIN DONUT
l|2|v[] 06/05/2017 06/02/2017 7.50
m /05 /02/ AMARILLO, TX -79109

ACCOUNTING CODES INFORMATION

Donuts for Donut Day purchasing and central supply - list 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 Yes
Business & Finance Purchasing/Inven. 6012 - Food Yes
e Starts With...
11078506692 - Historically Underutilized — ~
- Business HUB
06/26/2017  06/22/2017 ziif‘ o5
ice
TASC
06/28/2017  06/26/2017 Mwo 11098512962 - Lean Six Sigma - Initiativies 09 =]
11008513962 - Central Receiving And

Storage Operations

11098620162 - M & O- Central Receiving Page1of1  Page
11108525392 - Citibank P Card Clearing




8. Select the most appropriate object code.

8  httpsy//www.globalmanagement.ditidirect.com/sdng /fintrans/a/accountTrans SummaryRender. do?request.trail.token key= 896403 1df97519a3ded03c79f1 6edd6 @ | Q Search w8 ¥ @ =
O Date Range: From:  06/04/2017 E
To:  07/03/2017 E
Date Type: Posting Date n

Data available starting: 09/26/2014

SEARCH RESULTS

sepaca [

Detail Reviewed Approved Posting Date Transaction Date  Description Transaction Amount Tax Amount  Alternate Tax Amount Additional Information
ull2 /] O 06/05/2017  06/02/2017 el Se IETAII e LT 7.50

AMARILLO, TX -79109

ACCOUNTING CODES INFORMATION

Donuts for Donut Day purchasing and central supply - list 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 Yes
Business & Finance Purchasing/Inven... 6012 - Food Yes
py to All on Page Starts With..
~
PEPITO'S MEXICAN RES 12 - Food
ull > | D/20/201 0 220 CANYON, TX -79015 6013 - Privata Use
6017 - Player Awards (Athletic Only)
TASCOSA OFFICE MACHINE
Jul[ ] > | O 06/28/2017  06/26/2017 ST TR ), T <7 gunij)- Training Room Supplies (Athletic [=|
6105 - Athletic Equiptment Consumable
EE 6151 - Medical Services/Athletes Jagelof1  Page

6160 - Clothes(Tshirts)/Uniforms

9. 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.

@&  httpsy) globalmanagement citidirect.com/sdng/fintrans/a/accountTransSummaryRender.doZrequest.trail.token.key=89b4031df9751f9a3ded03¢7 91 6ed86 e Q Search wia 3 @& =
O Date Range: From:  06/04/2017 E
To: 07/03/2017 E
Date Type: Posting Date

Data available starting: 09/26/2014

SEARCH RESULTS

Expand All | Collapse Al Search Total!

= || Povatoft e
Detail Reviewed Approved Posting Date Transaction Date Description Transaction Amount Tax Amount  Alternate Tax Amount Additional Information
SQU SQ BENJAMIN DONUT
| b
Jul[@] | O 06/05/2017  06/02/2017 P, T D 7.50
ACCOUNTING CODES INFORMATION
Donuts for Donut Day purchasing and central supply - list 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 Yes
Starts With...
PEPITO'S MEXICAN RES No
owazorr sy G e E—
06/28/2017  06/26/2017 TASCOSA OFFICE MACHINE 217.09

MWOOLSEY@YTOM, TX -79101

Expand All | Collapse Al

10
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10. Make sure to save your work after you allocate each
transaction so that no data is lost.

(O Date Range:

To:  07/03/2017 E

Date Type:

Data available starting: 09/26/2014

SEARCH RESULTS

Expand All | Collapse all

Posting Date

w.globalmanagement citidirect.com/sdng/fintrans/a/accountTransSummaryRender.do?request.rail.token. key=83b4031df9751f9a3ded03c7 9f16ed86

From:  06/04/2017 E

€ Q Search

*B8 3+ &4 9

Search Total: 313.54

Detail Reviewed

ull&[v[ /] i

Approved

ACCOUNTING CODES INFORMATION
Expense Description

Division

Business & Finance
Business & Finance | W4

Copy to All on Page

al|@ > [ /] i

Posting Date Transaction Date Description

SQU SQ BENJAMIN DONUT

ORI AMARILLO, TX -79109

06/02/2017

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

Department Account

Purchasing/Inventories/Central Supply ~ 11098510562 - Purchasing Office

purchasing/Inven... |4 11098510562 - P...  [5
PEPITO'S MEXICAN RES
06/26/2017 06/22/2017 CANYON, TX -79015
06/28/2017 06/26/2017 TASCOSA OFFICE MACHINE

MWOOLSEY@YTOM, TX -79101

Transaction Amount Tax Amount

7.50

Object Code

6012 - Food
6012 - Food

88.95

217.09

Page 1 0f 1

Goods Received

Page 1 of 1

Page

=]

Page

Alternate Tax Amount Additional Information

11. 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.

SEARCH RESULTS

Detail

al[@1> [ /]

Re' ged Approved

Posting Date Transaction Date ~Description

SQU SQ BENJAMIN DONUT

06/05/2017 AMARILLO, TX -79109

06/02/2017

Transaction Amount Tax Amount

7.50

Page 1 of 1

Page

Alternate Tax Amount Additional Information



12. 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.

Expand All | Collapse All
Pagelofl page

‘ |
<
i ipti iti Information

Transaction Amount Tax Amount Alternate Tax Amount

Detail Approved Posting Date ion Date D
SQU SQ BENJAMIN DONUT
ul ) | A 06/05/2017  06/02/2017 i, e 7.50

12



Splitting Transactions

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

object code.

2. Click the spliticon to create a split.

TASCOSA OFFICE MACHINE
e U Ty oy MWOOLSEY@YTOM, TX -79101

217.00 B

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

reviewad Approved POStNg  Tr Descripti Tr i e Amount Alternate Tax Net Transaction Additional
B Date Date B Amount Amount Amount Information
TASCOSA OFFICE
MACHINE
217.09
(m] 06/28/2017 06/26/2017 ooy ey avTom, 217.09
TX -79101

S -

Splitﬂy:SpIiland Bal
I <4+——| Select amount or percent here

Description Percent Amount Tax Amount ate Tax Am.

This transaction does not have any splits defined

Totals:

< Jajo)

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

Financia I Detail Split Detail
&

O] £ g4 Postin ion | -~ i Alternate Tax Net Transaction Additional
eeeeee PPIOVES pate Date S LA Amount Amount Amount Information

TASCOSA OFFICE

O 06/28/2017 06/26/2017 mcv?c‘)’:;EY@YTOM 217.09 T2
TX 29101 .
. . “ n” Aﬁu@.’ 2
Enter the number of splits and click “add
Split By:  amount Split and Balance To:  Total Transaction Amount
Description Percent Amount Tax Amount Alternate Tax Amount Net Amount

This transaction does not have any splits defined.

Totals:

<Jajol
13



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

Financial Detail

Then save your work.

Reviewed Approved

O

Remove

Description

split Detail

Posting  Transaction | . . Transaction o A . Alternate Tax Net Transaction Additional
Dat e escription Amount ax Amoun Amount Amount Information
Fice
H H 217.09 217.09
Enter descriptions prow, Enter amounts
Expand All | Collapse All Split BY:  Amount Split and Balance To:  Total Transaction Amount
Percent Amount Tax Amount  Alternate Tax Amount Net Amount
split - copier rental purchasing 50.00 108.55 0.00 0.00 108.55
Split - copier rental central supply 50.00 108.54 0.00 0.00 108.54
Totals: 100.00 217.09 0.00 0.00 217.09

6. Click the E4 button or “expand all” to expand the line items.

Financial Detail

m}

O

Reviewed Approved

[}

Remove

Split Detail
Posting  Transaction [ oo Transaction R S—
Date Amount
TASCOSA OFFICE
MACHINE
06/28/2017 06/26/2017 o cevavToM, 217.09
TX -79101

Expand All | Collapse All

D

p

0 M =i

Click here to expand the line item

ACCOUNTING CODES INFORMATION

Division Department Account
Split -copier rental central supply 50.00
ACCOUNTING CODES INFORMATION
Division Department Account

Totals: 100.00

Split By:  Amount

Amount

108.55

Object Code

108.54

Object Code

217.09

Alternate Tax Net Transaction Additional
Amount Amount Information

217.09

Split(s): 2 e

Split and Balance To:  Total Transaction Amount

Tax Amount  Alternate Tax Amount Net Amount

0.00 0.00 108.55
Goods Received
Edit Accounting Codes
0.00 0.00 108.54
Goods Received
Edit Accounting Codes
0.00 0.00 217.09

14



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

item.

Financial Detail Split Detail

(< JRlo]

Reviewed Approved POSHNG  Tramsaction | Transaction - Alternate Tax Net Transaction Additional
pe Date Date > Amount Amount Amount Information
TASCOSA OFFICE
MACHINE
217.09
m] 06/28/2017 06/26/2017 Lo C o rom, 217.09
TX -79101
split(s): 2 [T
CEUSYAN Expand all | Collapse all Split By: amount g Split and Balance To: Total Transaction Amount
m| Description Percent Amount Tax Amount  Alternate Tax Amount Net Amount
O Split - copier rental purchasing 50.00 108.55 0.00 0.00 108.55

ACCOUNTING CODES INFORMATION

Division Department Account Object Code

Click here to enter account numbers

O sSplit -copier rental central supply 50.00 108.54

ACCOUNTING CODES INFORMATION

Division Department Account Object Code

Totals: 100.00 217.09

Goods Received

— > Edit Accounting Codes

0.00 0.00 108.54

Goods Received

Edit Accounting Codes

0.00 0.00 217.09

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

15



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

Home My Profie |‘AccountActiity | Reports

" Transac tion Summary Split Transaction
Financial Transaction s\.\ccessﬂ.\\\y‘n%\ U th I k t t t th
SPLIT TRANSACTION Transactlon Summar
MICKIE SCANTLING # XXXX-XXXX-XX71-1174 (Active) * PURCH Y 0160001
Financial Detail Split Detail
B
e [ 4 Posting  Transac tion | rinti Transac tion — . Alternate Tax Net Transaction Additional
eviewed Approved pate Date SRl Amount ax Amoun Amount Amount Information
TASCOSA OFFICE
MACHINE
217.09
(m] 06/28/2017 06/26/2017 o) cevavTom, 217.09
TX -79101
Split(s): 2 [
Expand All | Collapse All Split By:  amount [adl Split and Balance To:  Total Transaction Amount
m| Description Percent Amount Tax Amount  Alternate Tax Amount Net Amount
[m] Split - copier rental purchasing 50.00 108.55 0.00 0.00 108.55
O Split - copier rental central supply 50.00 108.54 0.00 0.00 108.54
Totals: 100.00 217.09 0.00 0.00 217.09

%

10. If the split worked correctly, you will be able to view it on
your Transaction Summary screen.

SQU SQ BENJAMIN DONUT
Juill ) | 8] 06/05/2017  06/02/2017 o T S 7.50
PEPITO'S MEXICAN RES
ull@] > | O 06/26/2017  06/22/2017 L e 88.95
TASCOSA OFFICE MACHINE
ull2)] ] 06/28/2017  06/26/2017 i % e 217.09 2
) Split(s) 1: Split - copier rental purchasing (50%) 108.55 0.00 0.00
Split should appear here |—» SBIL) 21 Salt-copir el conil sl Lons o0 000

OEE s e

Expand All | Collapse All

11. 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.

16



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.

1. From your Home screen, go to the Reports menu and select “RUN.”

€ | @@ nttpsy/www.globalmanagement.citidirect.com/sdportal/dashboard.view e Q search wBe ¥ A

CitiDirect® Global Card Management System

Cl’ﬁ I

Home | My Profile  Account Activity (\REpOrES

Dashboard
<+——| C(lick to Schedule a Report L
ACTIVITY NEWS

ALERTS & NOTIFICATIONS > 0 SCHEDULED REPORTS ) . AFTER SEPT 17, IT WILL BE EASIER TO RUN,
<] Bl crea.. >

After September 17th, the process to create and run reports will cha...

MOST RECENT POSTING DATE COMPLETED REPORTS )
ﬂ 09/20/2017 E

TOTAL TRANSACTIONS ) 3 DATA FILES )
Previous 30 days LINKS

REVIEWED TRANSACTIONS 0 CITIMANAGER )
@ [Esatmeniin T

@ CITIBANK CUSTOM REPORTING »

REVIEW REQUIRED Total Ttems: 3
. 09/20/2017 GCMS REPORTING REFERENCE GUIDE )
WM SUPERCENTER #793 ) USD 12.80 n
i 1701 N 23RD ST - Approve 09/14/2017 HOW TO SET YOUR BROWSER TO TLS 1.1 AND
FELDMAN § WRONG WAY DI > e n HIGHER )
2100 N 2ND AVE - Approve 09/11/2017

n ADMINISTRATOR_INSTRUCTIONS_RELEASE_13.3 )

n CARDHOLDER_SELF-

REGISTRATION_INSTRUCTIONS >

ACCOUNT USER'S GUIDE )

SNAPSHOTS Complete Manual

& Total Spend Lod V]
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€ Oa n .glebalmanagement.citidirect.com;reporting-i/#/blueprints ¢ Q search wae ¥ A&

CitiDirect® Global Card Management System
it

My Profile

Home Account Activity | REports

Run

2. Report Name: Accounting Code Detail

3. Cost Allocation Scheme: Select scheme below
ilters: Select filters below

5. Criteria: Select criteria below

6. Frequency: Once

7. Delivery Options and Notifications: System Inbox & MSCANTLING@WTAMU.EDU

Currently logged in as: MICKIE SCANTLING (mickietest, Cardholder)
it 7

aitigreup.com Copyright © 2006 - 2015 Citigraup Inc.

2. Type “Accounting Code Detail” report in the search box and click
on the star to save to your favorites.

€ ) ® @ htips//www.globalmanagement.citidirect.com/reporting-vi/#/blueprints @ Q Search wBa ¥ f

CitiDirect® Global Card Management System
@
Citl 1

Home My Profile  Account Activity |\REports

Run

2. Report Name: Select report below

[ ] «—| Typehere

w Account name is empty filter * Accounting Code Detail i}
Account Management Reports ~
w Account Statement (]
A4 Account Status e
* Accounting Code Detail (]
Accounting Codes An ]
Audit Reports ~
count Activity Snending Alerts i}
Save to your favorites -
Account o

Currantly loggad in ast MICKIE SCANTLING (mickistest, Cardhalder)
Lo P

citigroup.com Copyright © 2006 - 2015 Citigroup Inc.
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3. Click on Accounting Code Detail

€ © B  httpsi/fuww.globalmanagement citidirect.com/reporting-ui/#/blueprints @ Qsearch e ¥+ a9 =]

CitiDirect® Global Card Management System

citi |

Home My Profile Account Activity |\ReporEs

Run

2. Report Name:

2. Report Name: Select report below ~

Account Management Reports v %  Accounting Code Detail o
Audit Reports v

Lodging Reports v

e tepors ‘| select this report

Transaction Reports N

Travel Reports v

4. Leave everything as it is on Number 3 & 4 - nothing required

€ ) © @  httpsy//www.globalmanagement.ditidirect.com/reporting -ui/#/blueprints @ Q Search wAa 3 &

CitiDirect® Global Card Management System
il

Home My Profile  Account Activity [‘Reports

2. Report Name: Accounting Code Detail

3. C stAllocation Scheme: Select scheme below

4.F ters: Select filters below

5. Criteria: Select criteria below

tly logged in as: MICKIE SCANTLING (mickistest. Cardholder)
t: 09/26/2017

citigroup.com Cepyright © 2006 - 2015 Citigroup Inc.
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5. Check the box by “include splits” - ALWAYS - split or not!

w.globalmanagement.itidirect.com/reporting - ui/#/blueprints @ | Q search wBa & & Q0

& httpsy/

CitiDirect® Global Card Management System
s

citi

Home My Profile  Account Activity | Reports

2. Report Name: Accounting Code Detail

3. Cost Allocation Scheme: Select scheme below

4. Filters: Select filters below

5. Criteria: Select criteria below

Date Type Account Status Report Notes
| Posting ‘a Selected

Report Type

| Adobe PDF A

Number Format 041024

| KK KKK XK [ Include split Transactions

Date Format

| MM/DD/YYYY

6. Frequency: Once

|

7. Delivery Options and Notifications: System Inbox & MSCANTLING@WTAMU.EDU
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6. The next step is to select the frequency and date range for the
report. You want the report to run according to the reporting cycle
that you just allocated for. Then click “save.”

€ | @ @ | httpsy/fwww.globalmanagement.ditidirect.comyreporting-ui/#/blueprints ¢ Q search w B & A =1

CitiDirect® Global Card Management System
Crny
citi !

Home My Profle  Account Activity [\Reports

2. Report Name: Accounting Code Detail

3. Cost Allocation Scheme: Select scheme below
4. Filters: Select filters below
5. Criteria: Select criteria below

6. Frequency: Reporting Cycle

O once Reporting Cycle Date Type
[ 2007 5109017 on0907) | €=—|  S@lect the appropriate reporting cycle

O Daily

Schedule Offset (in days) Number of ycles to run
O Weekly ~ 1 v

O Monthly

@ Reporting Cycle

7. Delivery Options and Notifications: System Inbox & MSCANTLING@WTAMU.EDU

Note: The report will not run until the day after the cycle is over. For
example, a report for the June 2017 billing cycle will not run until July
4th,
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7. Return to the home screen.

balmanag

¢ Q search wa +$ & 0O i

Home

ACTIVITY

y Profile  Account Activity

Reports

Dashboard

Run

REPORTS & DATA FILES NEWS

SCHEDULED REPORTS ) AFTER SEPT 17, IT WILL BE EASIER TO RUN,
CREA...

ALERTS & NOTIFICATIONS > 0
Previous 30 days

After September 17th, the process to create and run reports will cha...

MOST RECENT POSTING DATE COMPLETED REPORTS )

09/20/2017 -
TOTAL TRANSACTIONS » 3 DATA FILES >

Previous 30 days LINKS

RevEEWED TRANSACTIONS o crrmAnaceR >
| © [t wore

@ CITIBANK CUSTOM REPORTING >

REVIEW REQUIRED Total Items: 3
UNITED ) USD 110.58 RESOURCE CENTER
E [ T eEar= (e 09/20/2017 E 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.

ZIGOHNDIAVEShopio e 09/11/2017 ADMINISTRATOR_INSTRUCTIONS_RELEASE_13.3 }

More

CARDHOLDER_SELF-
REGISTRATION_INSTRUCTIONS )

ACCOUNT USER'S GUIDE )

SNAPSHOTS Complete Manual

Spend By Category o Total Spend jod
Month: Current
: Transaction Amount

npo@o

200

I Amount

Note: 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.

22



8. Click “DASHBOARD” under Reports to see completed reports. You
will also receive an email if you requested one.

9. Click on the name of the report to retrieve it and click “Download”.

€ | ® @ | httpsy/fwurw.globalmanagement.citidirect.comreporting-ui/#/jobs/completed

& | Qsearch we ¢ a0 =]

A

CitiDirect® Global Card Mananamant Quctam

citi

Home My Profile  Account Activity |\Reperts

Dashboard
COMPLETED SCHEDULED fs]
m Name

Size File Format Completed pate~ | ACCOUNting Code Detail @
W Accounting Code Detail

63.30 B pdf 09/25/2017
Downluad
[  Accounting Code Detail 63.32KB pdf 0912212017
00  Accounting Code Detail G175 K8 pat Orazz0n Entity lame MICKIE SCANTLING
[0 Accounting Code Detail 61.39 KB par 09/19/2017 From tate 0004201

Click here to open the report

Created By System

Size 63.30 KB

Start Date 09/25/2017 11:26 CDT
End Date 09/25/2017 12:16 CDT
Duration 50 minutes 47 seconds
Last Run Date 09/25/2017 12:16 CDT
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10. Choose “Open with” to open your report as pdf.

CitiDirect® Global Card Management System
it

Home My Profile  Account Activity |REpOFtS

D@  https;//www.globalmanagement.citidirect.com/reporting- ui/#/]

obs/completed

¢ Q search

wBe 3+ A0

Dashboard

COMPLETED SCHEDULED

Accounting Code BBl
[0  Accounting Code Detail
[0  Accounting Code Detail
O

Accounting Code Detail

Opening Accounting Code Detail pdf

You have chosen to open

5] Accounting Code Detail pdf
which is: PDF file (63.3 KB)
from: hitps://

should Firefox do with this file?

©® Openwith | TWINUI (defaul)

Do this gutornatically for files like this from now on,

Settings can be changed using the Applications tab in Firefox's Options.

Cancel

Completed Date ~

09/22/2017

09/22/2017

09/19/2017

Entity Name
From Date
To Date
Frequency
Created By
Size

Start Date
End Date
Duration

Last Run Date

11. This is an example of how the report should look.

Accounting Code Detail

Posting Date: 06/04/2017 - 07/03/2017

MICKIE SCANTLING, 767 WTAMU

XX711178
WT BOX61001

CANYON, TX 790160001 USA

Run Date: 0912612017
Report D: 5410020

Expense
Posting Date. Description Amount
0610572017 0610212017 SQUSQ BENJAMIN DONUTAMARILLO,TX 79109 750
Expense Description Donuts for Donut Day purchasing and central suppiy - list of who ats in back up
Actcounting Codes
Divislon: Fine Arts & Humanities Department: English, Philosophy, Account 11078001892 - EPML
Modern Languages. Incidental Fes
Object Cade: 6012 - Food Goads Recelved: Yes
06/26/2017 612212017 PEPITO'S MEXIGAN RESCANYON,TX 79015 8395
Expense Description Lunch for staff - cleaning Old Ed room - ist and meal form attached
Accounting Codes
Ivision Fine Arts & Humanities Department: English, Philosophy, Account 11075027392 - EPML
Modern Languages: Study Abroad
Nicaragua
Object Code: 6012 - Food Goods Recaived:
0672812017 0672672017 TASCOSA OFFICE MACHINEMWOOLSEY@YTOM,TX -79101 10855
Expense Description Split - copier renta! purchasing
Accounting Codes
Division: Business & Finance Departmant: Purchasing/Inventories/C. Account 11098510562 -
entrai Supply Purchasing Office
Object Code: 7406 - Equipment Rental 3
06/28/2017 TASCOSA OFFICE MACHINEMWOOLSEY(@YTOM,TX -79101 10854
Expense Description Split - copier rental central supply
Accounting Codes
Divislon: Business & Finance Departmant: Purchasing/Inventones/C Account: 11078500362 - Central
entrai Supply Supply
Object Code: 7406 - Equipment Rental Goods Recelved: Yes
Total 31354
Report Run By: MICKIE SCANTLING (mickietest, Cardhoider User) Page 10f 1

Copyrignt ® 2017 Ciigroug Inc.

Accounting Code Detail €@

MICKIE SCANTLING
06/04/2017
07/03/2017

Custom

System

63.30 KB

09/25/2017 11:26 CDT
09/25/2017 12:16 CDT
50 minutes 47 seconds

09/25/2017 12:16 CDT
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