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LOG IN/ HOMEPAGE FEATURES

1. Launch your browser and type in the following URL in the address bar:
https://www.globalmanagement.citidirect.com
(Best to use Internet Explorer.)

2. The Global Card Management System Login page appears:

CitiDirect” Global Card Management System
F oY

UserID:
Password:

Language: American English El

Ferget your password?

3. Inthe User ID field, enter your 16-digit card number **Enter just the numbers,
no dashes** In the Password field, enter travel765 plus the last four digits of
your credit card number. For example: travel765#### (lower case as both are

case sensitive)

4. Click Login.



LOG IN/ HOMEPAGE FEATURES

5. You will be prompted to change your User ID and your Password.

-Your new User ID must be at least six (6) characters long with no spaces or special
characters. Once your User ID is established, you will not be asked to change it again.

-Your new Password must contain a combination of letters and numbers at least eight (8)
characters long. At least two (2) of the characters must be numbers.

Note: Your Password expires at regular intervals and you will be asked to change it.

CitiDirect” Global Card Management System

T

Create Your User ID

“Your initial User ID was your credit card number. For security reasons and ease of use, you will be required to change your user id. Your new User ID cannot be your credit card number.:

CREATE USER ID

* Current User 1D:

* Mew User I

* Confirm Hew User ID:

{Must contain at least 6 characters.
Do not use special characters or

spaces.}

[ coniinue | concel

CitiDirect” Global Card Management System

P

Create a New Password

CREATE PASSWORD

* Current Password: |

* HNew Password:

* Confirm Password:

* E-mail Address: CORTEE@UHV.EDU

* Confirm E-mail Address: CCRTEE@UHV.EDU
Security Question and Answer:

*  Security Question: EI

*  Security Answer:

[ suomic | Cance |

6. You will also be asked to accept a
licensing agreement.

7. You will be asked to set a Security
Question and a Security Answer.
This is required for the automatic
password function.




LOG IN/ HOMEPAGE FEATURES

8. Thefirst time you log in, you will also be directed to the
Challenge/Response Maintenance screen. You will be asked to select
challenge questions and you will enter your personal answers.

Note: These questions will also be a part of your regular log in.

CitiDirect” Global Card Management System

P
T —

MAINTAIN CHALLENGE QUESTIONS

Challenge Question: ‘What is your mother's middle name? El
Response: snasa

Confirm Response: CYTYT

Challenge Question: In what city were you bom? E|
Response: sasssaaEARAES

Confirm Response: ssssssssasaes

Challenge Question: What is your nidiname? E|
Response: T

Confirm Response: YTYT




LOG IN/ HOMEPAGE FEATURES

After your successful log in, the Home page will appear:

l."l‘j Profile Accc-unt Activity

Home

Welcome Back INFORMATION TECHNOLOGY

Account Activity Date Range: | Frevious 20 Days [«
Transactions 8& Adjustments Last Five Transactions News & Links 1of1
Total Transactions 4 E’.(-_FEN_DE.D STAI 80 IB;G Mo e auadabic
. S, 2 Dl Mo news available
Reviewed 9 EXTENDED STAY (9.90}
Not Reviewed 4 s, : 080172071
EXTENDED STAY 193.02
EXTENDED STAY 193.02 View All News
CitiManager
Citibank Custom Reporting
Citibank Online Statements
Inbox
Citibank Electronic Reporting System
& completed Reports (0) &% Scheduled Reports (0)
GCMS Classic
No completed reports are available. Mo scheduled reports are available.

Resource Center

Account User's Guide

A Complete Manual

Online Help
@ By Topic

The Home page provides access to various tasks and information about your
program.

You can:
-Review your account and transaction activity.

-Download reports and exports.
-Review job status.



LOG IN/ HOMEPAGE FEATURES

7" A
—

My Profile | Account Activity

Home €&—m———— C

View All News

Welcome Back INFORMATION TECHNOLOGY E \
Account Activity //— D Date Range: | Previcus 20 Days [+ l/
Transactions & Adjustments Last Five Transactions News & Links 1of1
G R T e 4 EXTENDED STAY _ . G No news available
. Nt '" oy Mo news available
Reviewed o EXTENDED STAY (9.80)
Not Reviewed 4 ity "' 0810172011
EXTENDED STAY 193.02
EXTENDED STAY 193.02

H CitiManager

/ Citibank Custom Reporting

Citibank Online Statements

Inbox
- Citibank Electronic Reporting System
& Completed Reports (0) & Scheduled Reports (0)
GCMS Clazsic
Mo completed reports are available. Mo scheduled reports are available.

G ————————> Resource Center

Account User's Guide
Complete Manual

@ Online Help
Y/ By Topic

Links for Common Operations- provides quick access to basic application services: Home, Help, My Profile
and Logout.

Menus- provides access to all screens and operations: My Profile will access your user information and
personal settings. Account Activity will manage your account and reports.

Breadcrumbs- shows where you are in the current workflow and provides links to return to previous
screen. Ex: Home > Transaction Summary > Transaction Detail |

Activities Summaries- provides key application information and events which include: Transactions &
Adjustments and Last Five Transactions.

Data Range- lists transactions to view in the specific time frame chosen.
News & Links- displays messages and resources posted by Administrators.
Resource Center- provides application documentation: Online Help and User Guides.

Inbox- provides access to reports: Completed Reports and Scheduled Reports.




LOG IN/ HOMEPAGE FEATURES

Logging out:

1. Click on the Logout at the top right of the screen. It is denoted by the X.
2. The system will prompt you to save any changes that have not been applied if any exist. Then a
message displays confirming that you have been logged out.

IMPORTANT! The system will notify you when your screen has been inactive for 15 minutes,
asking you to either click OK to continue with the session or Logout. If you do not make a
selection, the system will automatically log you out. If you have any unsaved changes when
the application automatically logs you out, those changes will be lost.

C

—

CitiDirect” Global Card Management System
F o

You have been logged out.

Return to login screen.




ACCESSING TRANSACTIONS

GCMS provides comprehensive data for each transaction. You can view a high-level
summary of transactions or see the details of each transaction.

To Search for Transactions — There are two ways and the first way to do this as follows:

1. From the Account Activity menu, click on Transaction Summary and the

screen opens.

2. Use the Search Criteria, Reporting Cycle to select a reporting period.

w

Select Reporting Cycle, then, click on the drop down arrow to right and select cycle.

4. Then, click the Search button. You may also click Advanced Options to display filters

that you can use to narrow your search.

iy Prodile

Land Fovm Trannacticons

¥ ATTM BTt it

O D TERT i

@ wehedewd Regerin U

If you select a cycle with an end
date in the future and are doing
your Expense Report, the report will
not produce until the end date as it
is a future date. If the end date of
the cycle is a current date or
already past, then, this will work
with your Expense Report.
Otherwise, if you are doing a
Transaction Summary the cycle
option will always work.

Home > Searnch Reporting Struchere » Account Summany

Account Summary

SEARCH CRITERLA Advanced Search >

¥ Reperting Cycle l-l

™ Date Type From O8ZR20MOWVT

Pasting Dabe | - | To: 102020 JANTD

Dats avadable starting: 10282008

TES VNN HOUSTON-VICTORLA « LESLEE LEE = 3007 NORTH BEN WLSON « WVICTORSA, TX T7201-5731




ACCESSING TRANSACTIONS

The Transaction Summary screen provide access to all information relating to
the transactions matching your search.

l."l',r Profile Account Activity

Home = Transaction Summary

Transaction Summary

INFORMATION TECHHOLOGY » XOO0-000-30(18-2722 » INFORMATION TECHNOLOGY - LESLEE LEE » 3007 N BEN WILSON » VICTORLA, TX 778015731

SEARCH CRITERIA Advanced Search >
Date Type: From: D7/04/2011 ___1:_
Posting Dste | ] To: 08032011 | |4

Diata available starting: 08/04/2008

1-4
SEARCH RESULTS Search Total: 366.24
. e ; Posting Transaction g e Transaction Additional
Detail Reviewed Approved Date —Date Description —Amount Tax Amount ItGination
= D) 3 EXTENDED STAY
B ® ™ [ 07/13/2011 07/112/2011 HOUSTON, T 77054 183.02 b
. EXTENDED STAY
== »
u B @ r I~ 073201 0722011 oS 193.02 b
5 ) EXTENDED STAY e
u B ® r i 08/01/2011 07/2%2011 HOUSTON, TX 77054 (8.90} b
EXTENDED STAY )
=@ —
U |8 @ I [E 08/01/2014 07/28/2011 HOUETON, T 77054 (950} b
Search Total: 366.24
Expafid Al | Collapse Al [ Save | Reset |
1-4
-Use the double-arrow icon to expand a
N / transaction in order to allocate or assign values to
ul ) (W e the account coding fields established by your

entity.

-Use the bar graph icon to view transaction details
and/or view and assign values to the account coding
fields established by your entity.

-Use the split icon to split or code the transaction
to multiple account code values.

10



CODING TRANSACTIONS

You will need to code your transactions with the correct accounting
information and enter an expense description for each transaction.

the 3™ of the following month.

NOTE!! The billing cycle runs from the 4t" of the month to

To expand a single transaction click on the double-arrow icon for
the listed transaction. This will open the Account Codes for that

transaction.

/

Expand All | Collapse Al

SEARCH RESULTS

Detail Reviewed Approved Posting Date Transaction Date
o B8 _.' - - 071132011 0711272011
ACCOUNTING CODES INFORMATION
Expense Description
Business Unit Fund DeptID
00765
00765 s * W
Project/Grant Speed Type AccountCode

Travel Request No. Destination (City,5T) Airfare/Lodging

Copy to All on Page

[“Save | Reset |
Search Total: 366.24
Gl Transaction T —— Additional
A Amount — Information
= e
EXTENDED STA 183.02 8

HOUSTON, TX-T7054

Display accounting codes from Account Level El

Program Bud. Ref.

Traveler's First Name

Traveler's Last Name

DATE OF TRAVEL (MM/DD-—-MM/DDMYY)

list.

NOTE: You will not be able to tab from one Accounting Code field to
another and will have to use your mouse to navigate from one
accounting code field to another to enter data or use the drop down




CODING TRANSACTIONS

B ® - - 071372011
W B ® r - 08/01/2011
2B ® B I~ 08/01/2011

Collapse All

oTMZiz011

07/25/2011

O7/28/2011

EXTENDED STAY

HOUSTON, TX -77054 183.02 K

EXTENDED STAY .

HOUSTON, TX 77054 (9.90) K
)] ] AN

EXTENDED STA ©90) "

HOUSTON, TX -77054
Search Totak: 366.24

[“Send Email | [Save | Reset |
1-4

)

To expand all the transactions, click on the Expand All hyperlink. This will open
up the Account Codes for all the transactions listed in the Search Results.
Once expanded, you can begin coding the transaction with the most appropriate

values based on your purchase.

-Use the drop-down boxes for fields that have a list of values.
-Type information for those fields which require detailed explanation.

Detail Reviewed Approved Posting Date Transaction Date
W B & 7 = u 07/13/2011 074122011
ACCOUNTING CODES INFORMATION
Expense Description
Business Unit Fund Dept ID
00765
00765 " v
Project/Grant Starts
With:
o
= [1081 E
1103
Travel Request No. (2021
(2063 57
.

Copy to All on Page

B » r r 07TH 32011
B ® r r 08/01/2011
B ® - - 080172011

Expand All | Collapse Al

0Tz

07282011

072872011

S Transaction . . Additional
Description Tax Amount = ¥
Amount Information
) STAY
EXTENDED STAY 193,02 B

HOUSTON, TX -77054

Display accounting codes from Account Level El

"« | Detailed explanation.

Program Bud. Ref.

Traveler's Last Name Traveler's First Hame

= x

DATE OF TRAVEL (MM/DD--MM/DDYY)

Drop-down box.

EXTENDED STAY

HOUSTON, TX -77054 19302 "

EXTENDED STAY 9.90)

HOUSTON, TX -77034 #50 "
ED STAY

EXTEWDED STA (9.90) H

HOUSTON, TX -77054

Search Total: 366.24

[ end et [N Seve | Roset |

See next page for detailed explanation of Travel Card Accounting Codes for

above.

12



CODING TRANSACTIONS

Accounting Codes in GCMS Citibank for Travel Cards

(FOR CONSISTENCY FOR DATA ENTRY AND SUBMITTAL OF EXPENSE REPORT FORM FOR ALL

10.

11.

12.

13.

14.

15.

16.

DEPARTMENTS PLEASE ENTER IN ALL INFORMATION BELOW IN ALL CAPS.)

Expense Description: (255 characters)

a, should be (name of function/conference); P/B: (benefit to the University for this
trip/travel expense)

b. if no conference or meeting, etc.; then enter as if the words “TO ATTEND” were already
there as to reason why traveler was attending training; P/B: (benefit to University for this
trip/travel expense)

ex.: “Global Knowledge Identify, Assess and Manage Typical Projects; P/B: Benefits
University for staff to stay abreast of latest technology available.”

Business Unit: “00765” (default, no entry needed);

Fund: drop down list (if yours is missing, please notify Kathy Caylor to have it added);
DeptID: drop down list of department IDs (if yours is missing, please notify Kathy Caylor to
have it added);

Program: (5 characters) enter your program code;

Bud Ref: drop down list of current and future Bud. Ref.;

Project/Grant: (15 characters) enter information needed;

Speed Type: (5 characters) enter information needed;

AccountCode: drop down list of currently used travel account codes;

Traveler’s Last Name: (26 characters) you will enter traveler’s last name only;

Traveler’s First Name: (20 characters) enter traveler’s first name only;

Travel Request No.: (14 characters) enter travel request numbers for this expense;

Destination (city,ST): (32 characters) enter city and state with no space between city and
state, ex.: “Victoria, TX";

Airfare/Lodging: drop down list for expense as an airfare or lodging charges, rental vehicle,
parking, or credit towards any of these charges;

Date of Travel (MM/DD—MM/DD/YY): (15 characters) enter dates of travel in this format,
i.e., travel dates are 07/29/11 through 08/04/11 should be entered as “07/22—08/04/11”;
Or travel dates are 07/25/11 through 07/30/11, should be entered as “07/25—30/11";

Chartfield: optional field.




CODING TRANSACTIONS

Detail Reviewed Approved Posting Date Transaction Date
u =B ® F r r 0711312011 07H202011
ACCOUNTING CODES INFORMATION
Expense Description
Buginess Unit Fund Dept ID
00765
00765 » " v
Project/Grant Speed Type AccountCode

Travel Request No. Destination (City,5T)

Copy to All on Page

BB ® W I 071302011 072201
B ® W W 0B/01/2011  07/28/2011
B ® O m 08/01/2011

Expand All | Collapse Al

Airfare/Lodging

i o |

Description

EXTENDED STAY
HOUSTON, TX -77054

Additional
Information

Transaction

Tax Amount
Amount -

193.02 LY

Display accounting codes from Account Level El

Program Bud. Ref.

w * w |
Traveler's Last Hame Traveler's First Hame

¥l = N *
DATE OF TRAVEL (MM/DD-—-MM/DDMY)

=

EXTENDED 3TAY
HOUSTON, TX -77054

EXTENDED STAY
HOUSTON, TX -77054

EXTENDED STAY
HOUSTON, TX -77054

Add Cash Transaction

193.02 By
(9.90) i
(9.90) ¥y

Se Total: 366.24

When you are finished coding the transactions, you must click on the Save

button.

Important!!!

GCMS does not mark the transaction with a check mark (V)

once it has been completed. You will have to keep track of all the completed

transactions as you are coding them.

14




SPLITTING TRANSACTIONS

When a transaction requires costs to be split or coded to multiple accounts, click

on the split icon:

(Suggestion: In order to copy all Accounting Codes and the Description to the other split
functions, you should enter all information first before splitting, Save information entered,
then, go into the Split function for that same expense. Then, all you will need to change is the
accounting code for each additional Split function expense.)

Expand Al

SEARCH RESULTS

Add Cash Transaction Send Email m

Search Total: 366.24

Detail Reviewed Approved Posting Date Transaction Date Description M Tax Amount 'fddlzm.nal
Amount Information
—~ EXTENDED STAY
L6 R .
ul ’ [ - 07132011 071122011 HOUSTON, TX -T7054 193.02 [
= ) STAY
== D] 5 EXTENDED STAY
ul = 2 I ] 0732011 072011 HOUSTON, TX -T7054 183.02 L
The following screen appears:
Split Detail
Next Transaction == @
e e B e Posting Transaction Description Transaction Tax Amount Net Transaction Additional
o B e Date Date = Amount Amount Information
- I r 071372011 071272011 EXTENDED 193.02 193.02
STAY
HOUSTON
TX-TT054
Split: >
Split By: Amcunt[+| Split and Balance To:| Total Transection Amaou/nt [+
Description Percent Amount Tax Amount
This tranzaction does not have any splits defined.
Totals:

U
Enter how many lines are needed to split the transaction, and the click the Add

button. The following screen appears:

Split Detail

Next Transaction == @

Posting Transaction

Reviewed Approved Exported Date Date Description

r r r 07132011 07122011 EXTENDED
STAY
HOUSTON,
TH-TT054

Expand All | Collapse All

Select All | Deselect All

Description Percent
r Split - 50.00
r Split - 50.00
Totals: 100.00

Transaction
Amount

183.02

Amount

96.51

96.51

193.02

Net Transaction
Amount

Additional

Tax Amount .
Information

183.02

Split: 2

Split By: Amauntlzl Split and Balance To: Total Transaction Amauntlzl

Tax Amount

15




SPLITTING TRANSACTIONS

Enter the correct dollar amounts to the split transaction, then click Save.
The double-arrow icon will appear next to each split:

Split Detail
Reviewed Approved Exported Posting Transaction Description Transaction Tax Amount Net Transaction Additional
o e = Date = Amount Amount Information
|— - - 0&/01/2011 07/30/2011 EMBASSY 119.83 119.83
SUMES
“, itV HOUSTON,
Please remove “Split gl
in Description. Spiit EY Add |
Select All | Daselect All Expand All | Collapse All Split By: | Amount[|  Split and Balance To: | Totsl Transaction Amount [+ |
scription Percent Amount Tax Amount
Split- 90.96 102.00 0.00
Split - 2.04 10.82 0.00
Totals: 100.00 119.83 0.00

Click on the double-arrow icon to expand the accounting code detail for the split.
Click Edit Accounting Codes and enter the correct information. Click on the Save

button:

Posting Transaction

Reviewed Approved Exported

Date ate
r r r 08012011 02011 EMBASSY
SUITES
HOUSTON,
TX -T7056
Select All | Deselect All Expand All | Collapse All
Description Percent
B Split - 90.98
ACCOUNTING CODES INFORMATION
Expense Description
Business Unit Fund Dept ID
00765
00765
Project/Grant Speed Type AccountCode
Travel Request No. Destination (City,ST) Airfare/Lodging
I () split- 9.04
Totals: 100.00

Description

Transaction
Amount

119.83

Amount

109.00

MM/DDIYY)
Edit Accounting Codes
10.83 0.00
119.83 0.00

DATE OF TRAVEL (NIM/DD—

T Net Transaction Additional
Amount Information
119.83

Spl: Bl Add |
Split By: Amnuntlzl Split and Balance To: Total Transaction Amnuntlzl

Tax Amount

0.00

Bud. Ref.

Traveler's First Name

16



RUNNING REPORTS

To run an expense report, go to the Account Activity tab and click on Schedule
Report. The following screen will appear:

u Group B
B ’L,.-' Select a report from the list provided. Te guidkly locate the report you are locking for, try ug

- Account Activity Spending Alerts s Account Statement
;J‘~ Audit Reports ;J\— Account Management Reporis
System (Adobe PDF) Svstem (Adobe PDF)
Account Status 4 Accounting Code Detail
_:'J\'- Account Management Reporis ;‘J\-- Account Management Reporis
System (Adobe PDF) Svstem (Adobe PDF)
Accounting Codes Analysis g Airline Summary
;k'~ Account Management Reports ;k'— Travel Reports
System (Adobe PDF) Svstem (Adobe PDF)
4 Approver Summary 4 Cash Transacticn Detail
_:'J\'- Account Management Reporis ;‘J\-- Transaction Reports
System (Adobe PDF) Svstem (Adobe PDF)
City Of San Angelo g Company Anahysis Report
CMBANK CORPORATE CARD (Fi... ;k'— Account Management Reports

System (Adobe PDF)}

4 Cost Allocation Summary 4 Craity Transaction Summary
_:'J\'- Reallocation Reports ;‘J\-- Transaction Reporis
System (Adobe FDF) Svstem (Adobe PDF)

g Detail Spend Analysis by Account
_;'J‘- Transaction Reporis
System (Adobe PDF)

Expense Report
= Transaction Reporis
System (Adobe PDF)}

< Click on Expense Report
and the following screen

. Line ttem Detail £ Lodging Chain and Summary .
_rku. Transaction Reports _,-k—. Lodging Reports appears_
- aT=Ts = Banmrt

L W b ] el | N N o b | K

@ Select the cost allocation scheme that vou wish to report against.

Schemes Defined for Entity AcctGroup Test

@] UHV-TRAVEL [ACTIVE)
Buzinezs Unit, Fund, Dept ID, Program, Bud. Ref., Proji
Nzme, Travelers First Name, vel Request No., Dezfinsti

(MMDD-MAMDDAYY]), Char

i@ Mone

Include sl iraneactions. Accounting code fields are not available.

... ]
T

. . / . . .
Click None option and then the Next button. (This option allows all transactions
(coded or not coded) to appear on the Expense Report for a given cycle.)

17




RUNNING REPORTS

After clicking Next, the following page appears:

@ Select the field, type, and value Click the Add button to add the fiter.
Field E Type

Value

To add a fitter/ enter the fiter criteria abowve and click the Add button.

/

Leave the Field and Type boxes blank, click Next. The following screen appears:

=0
f.___, ' Specify the schedule report options below, then click Next or Save to continue.

Date Type Fosting Date El
Report Format Adobe PDF El
Number Format OO X000 KK El

Date Format MMDDN ™YY El

Additional Options

Description

Notify Me At CORTEE@UHV.EDU

Enter up to five e-mail addresses separated by commas

18



RUNNING REPORTS

Make sure that:

-Date Type is Posting Date

-Report Format is Adobe PDF

-Number Format includes cents

-Date Format is MM/DD/YYYY

-Additional Options should always be checked to include splits
-Notify Me as it should have your email address

After reviewing the information, click Next.

Date Type

Report Format

Number Format

Date Format

Additional Options

Description

Notify Me At

E _Li_
./ Gpecify the schedule report options below, then click Next or Save to continue.

Posting Date El
Adobe PDF [ ]
MK 000 [ |

MM/DDAYYYY [ ]

In clude Splits

CORTEE@UHY.EDU -

Enter up to five e-mail addresses separated by commas

19



RUNNING REPORTS

Click the Reporting Cycle option. Select the Cycle desired for your report.
Click O for the Schedule Offset button. Click Save.
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RUNNING REPORTS

After you click Save, it takes you
back to the Schedule Report
screen. To the lower right of the
screen, you will see that you have
one report scheduled.

0 Progress - 5tep 1
!

¥ Saleci Report

9 Completed Reports
2 Ampaors Complete
Expanse Aepor

Exp=nss Aspor

Scheduled Reports

! Reporss Soheduled

Expsanss Repord

You will receive an email when your report is ready to be viewed. If you are not
logged into CITI, you can hit the Click Here link to login.

L = 5 L ™ ™

24 Online Reporting Expense Report is complete.

Thu 7/14/2011 8:46 AM

Expense Report is complete.

Online Reporting [sdg2@mastercard.com]
Thu 7/14/2011 &:52 AM
Corte, Elizabeth A.

Motice from your online reporting solution.

The report that you scheduled is ready for viewing. Click Here to login.

21




RUNNING REPORTS

If you are logged in to CITI, click on
the Home link. You will see that
under the Inbox, your report is ready.
Click on Expense Report.

Hiorme

Welcome Back ELIZABETH CORTE

Account AcCTivity

ITransachons & Adjustments
Total Transactions
Revinwed

Not Revwviswed

Inbox
&} Completed Reports (2)

™

Expense Report
Completed Date 07472011

Expensa Report
Completed Date 07/M14/2011

View All »

The following is what your Expense Report should look like:

o Expanse Report
Fosting Cate: 070472011 - O8N5 2011
HOTEL LODGING ACCT T65-LUMHY an0T N BEN WILSOH
MH-192714 VICTORLA, TX 779015731 USA
Card Transactions
Date Date: Amount Amount Ammoasnt
DEMOLFI011 DX 201 EMEASTY TRAINING 0% HIRNG L1953 LED 10583 LS 109,00 LD
S ITES -HOUSTON, TH, 7 P56 PEOCESS FOR NEW -]
SECLRITY OFFICERS
FOR L BYB: TO
LEARMN HIRI MG
PEOCESS FOR
SECURITY OFFICERS
FOR L CAMPLS,
Bouns insss nit : oaTes Fusnd 2iEa Dot DOF : WL Program LlaE
Bud. Baf, = BEnE1 Project f Grant = A Spaad Typa - 1% AcrauntCode ; S840 % Srictad -Localf
Arbsalk TR
Travalar's Last CORTEX Travabar's Pirst CENARD Traval Requast TL10351 Doastination HOUSTON, T
Mama Mama Ha. [y ST) =
Airfara/Lodging : e A DATE OF TRAVEL 072829711
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RUNNING REPORTS

After reviewing the expense report for
correctness, preparer must sign and
date here.

Then you must have the proper cost center
authority sign and date here.

Note: You can add lines to this section if you
have more than one cost center authority.

Signed Date Authorized Date

Run Date :07/14/2011

Copyright & 2011 Citigroup Inc. Page 2 of 2

ELIZABETH CORTE (Cortee, Cardholder User)

Once the Expense Report has been signed, it must be uploaded into PeopleSoft
and you may review this job aid at:

http://www.uhv.edu/peoplesoft/pdf/Misc/Scanned ExpenseReport.pdf
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FORGET YOUR PASSWORD?

If you ever forget your password, GCMS has an electronic reset password feature that allows you
to reset your password based on the Security Question and Security Answer that was registered
when you first logged in to this account.

-When you log in with an incorrect password, the following
screen appears letting you know that your password in

invalid.
ifh You must correct the following error(s) before proceeding:
IMPORTANT! GCMS allows you e ——
only 6 attemp.ts to log in before Password:
your account is locked out. You
Language: American English El

will have to contact your
program administrator to un-
lock your account.

Forgot your password?

A

e

Click on the Forgot your password? link.



FORGET YOUR PASSWORD?

After clicking on the link, the following page appears:

Forgot your password?

If thiz is your firzt login attempt, you cannct use this feature.

PASSWORD RESET

Enter your User ID, select * User ID: trevinobm 1
your Security Question
and enter your Securlty *  Security Question: “four childhood pet's name? El

Answer. Click Submit
after everything has been
entered.

{Select the question you chose when

you first set up a User ID and Password)

*  Becurity Answer: answer

The following message appears:

Upon verification, an email will be sent to the address specified in your user configuration.

Cli-::htu log back in.

The system will verify your information and send you an email with
your temporary password to the email address listed in your profile
under User Information. The email will come from MasterCard
Worldwide at sdg2@mastercard.com

Once you received your temporary password, click the here link to log back in. Log in using
your temporary password and follow the instructions to Create a New Password. If you need
some help, please refer to page 6 of this manual.

Note: Receiving your temporary password via email usually only takes minutes but it
can take longer depending on your technical environment. If you never received your
temporary password, contact your program administrator.




HELP DESK

If you forget your User ID or are having problems with the website, please contact
the Help Desk 1-800-248-4553.
**The number is also located on the back of your TravelCard.



ACCOUNT GROUP HOME SCREEN

For the backups for departmental Citi Travel Cards, Account Groups have been
setup so that they can also access their departmental Travel Card/s in GCMS.

The only difference will be the tabs at the top of their Home page as to the
name/s of the tabs. The paths will essentially be the same in order to input
data and run their Expense Report for a given time frame.

Tabs for “Account Group” logins are as follows:

Financial Tab — this one gets you to “Transaction Summary”; and:

User will follow the manual from this point on in order to see the current
monthly charges for an individual Travel Card/s for their department; and,
Also, where a user will be inputting data for each charge on their statement
for their department. After #1 on Page 9 of the Travel Card Manual begin
following the Travel Card Manual.

FaonY
Fhmdul Reports ma
Home | Agcount Summary
Welcome Back AcctGroupTesidi Merchant Summary
Transaction Managemant ¥
jstments
News & Links 1of1
Reviewed ]
Nat Reviewed B Ho news available
Ho news avaiable
Approved 0
Het Approved &
View All News
’ Citianager
Inbox
Citibank Custom Reporting
ﬂﬁ Completed Reports (0) & Scheduled Reports (0) = MNotifications & Files
o Citibank Online Statements
Hotifications (0}
Ho completed reports are avaiable No scheduled reporis are avaiabile Citibank Electronic Reporiing System
No notifications are avaiable GCMS Classic
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ACCOUNT GROUP HOME SCREEN

Reports tab — this one gets you to “Schedule Report” as does the
“Account Activity” tab on Page 17 of Travel Card Manual. After this,
follow the Travel Card Manual to run your Expense Report for your
department card.

Financial Accounts

Welcome Back AcctGroupTesti

News & Links 10f1
Mot Reviewed & No news available
No news avaiable
Approved 0
MNet Approved 6
View All News
CitiManager
Inbox
Citibank Custom Reporting
@ Completed Reports (0) a Scheduled Reports (0) = MNotifications & Files
o Citibank Online Statements
Hotifications (0)
No completed reports are avaiable No scheduled repors are available » Citibank Electronic Reporting System
Mo notifications are avaiable GCMS Classic

Accounts tab —ignore as it is not a function that User may do in
GCMS, but had to leave it in order for the User to complete their
functions.
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