UNT

Your New Citibank Card

To Activate Your New Travel Card:

Call the telephone number listed on the front sticker of the card. Wait on the line until the option to enter the card
number appears. Provide the sixteen digit card number. Provide ‘0752’ as the last four digits of your social security
number. Choose option ‘1’ to activate the card.

To View Transactions Online:

Go to ‘www.citimanager.com’. Click on the link called Citibank Global Card Management System (see arrow). This will
take you to the Global Card Management System (GCMS) which is similar to Smart Data Online for the JP Morgan Chase
card.
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User ID:

Password:

Language: American English W

Forgot your pazsword?
For the User ID, enter the sixteen digit card number. For the password, enter ‘travel11’ plus the last four digits of the
card. You will be required to set up a new user i.d., password, and the answers to the (3) challenge questions.

After (3) invalid attempts, users will be locked out of the system; please call the Citi HELPDESK to have your password
reset at 1.888.836.5011 (option 1).
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To Run Reports:

1. Click on the Account Activity Tab, Schedule Report Heading
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2. Choose the Account Statement Report

Schedule Report:
Choose Report
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Select a report from the list provided. To quidkly locate the report you are locking for, try using

the Group By and Show options above.
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3. Modify any of the report options to fit your needs. Include your email in the “Notify Me At....” Box.

=
L—L_.z" Specify the schedule report options below, then click Next or Save to continue.

Date Type Posting Date e
Report Format Adobe POF o
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Additional Options [Jinclude splitz
Description

Motify Me At angela.byrne@unt.edu

Enter up to five e-mail addresses separated by commas

4. Select the Run Once from the Scheduled Report page. Choose the date range. Please make sure the statement date
range accounts for purchases made by PPS before the trip and charges that take a couple of days to post to the
account. Travel would suggest beginning a month before the trip begins and four days after the trip ends.

@ Choose the freguency and date range to use to schedule this report, then click Save to continue.
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5. Click “Save.” Note that you are returned to the original report screen, but on the left hand side, you will see that
the report you’ve ordered has been scheduled.
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6. You will receive an email telling you that your report is ready for viewing.

Account Statement is complete.

Online Reporting [sdg2@mastercard.com]
Sent: Tue 5/10/2011 3:55 PM
Long, Sherene; Sims, Renee

Motice from your online reporting solution.

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



7. You can access the report from your home page

Inbox
& Completed Reports (3) &% Scheduled Reports (0)

Account Statement )
Completed Date  05/12/2011 Mo scheduled reports are available.

Account Statement
Completed Date 05/ 0/2011

Account Statement
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Wiew All =

8. All transaction supporting documentation should be attached to the resulting report. This pdf statement should
then be printed and included with the travel voucher documentation.
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Important Information:

Billing Address: University of North Texas
1155 Union Circle #310499
Denton, TX 76203-5017

Billing Telephone Number: 940.565.3200

For Lost/Stolen/Compromised Cards: 800.248.4553
UNT Travel Card Assistance: 940.565.3200

Website: www.citimanager.com



http://www.citimanager.com/�

