Quick
Reference
Guide

CitiManager Navigation — Card holder

The CitiManager online card program management portal organizes and enhances the Citi® Commercial
Cards suite of innovative products. By navigating from one secure location, Card holders have direct
access to Citi's online web tools available to support your Citi® Commercial Card Account. This Quick
Reference Guide includes the following instructions:

v" How to register on CitiManager
v" How to access Citi's online tools
v" Navigation Key

v" How to register on CitiManager

The Self-Registration link is located just below the text First time users.

Prior to accessing the Self-Registration link it is important to have the following information available:
1. Full 16 digit Card Number

2. Account Name
3. Account Address — For Non-US card holders, please use Postal Code 00000

NOTE: Information must be typed exactly as it appears on your current statement including your full
name as it appears on the account and complete address.

Access CitiManager directly at https://home.cards.citidirect.com
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8 Steps to CitiManager self-registration:

Step 1 Click on Self registration for card holders.
Step 2 Enter account information exactly as it appears on your statement. The account information
marked with an asterisk identifies required fields.
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K_,J Entter details for self registration. The fields marked with asterisk (*) are mandatory to proceed.

* Card number
Enter the account number from your card with no spaces or dashes.

* Acaurt name

Enter the name that appears on your card. Please note that this must be entered exactly as it appears on your card.

Contact details

* Bildress line 1 * Courtry

-Select-- v,
Address fine 2 * StateProvince

-Select- ¥
*Town | City * FipiPostal code

Enter your billing address for your eard.
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Step 3 Select Continue to proceed, Cancel if you need to return to previous screen, or Clear if you need to
edit the information entered.

If the account information is entered incorrectly or if the information was already entered, you'll receive an
error message. “The card details provided does not exist or the card has already been registered.
Please verify the details provided or contact Customer Support for further assistance.”

Step 4 Once the card details are entered correctly, you'll be able to establish a User Name and
Password.

User Name Guidelines: Unique, 7 — 16 characters, No special characters, Not case sensitive

Password Guidelines: 6 — 20 characters, Case Sensitive, Must include 1 Upper and 1 Lower case alpha
and at least 1 number, and Special characters and spaces are acceptable, No more than 1 consecutive
identical character

NOTE: User Name is locked after 90 days of inactivity and New Password cannot be the same as the
last 3 passwords created.

Step 5 Select Continue to proceed, Cancel if you need to return to previous screen, or Clear if you need
to edit the information entered.



Step 6 Once your User Name and Password has been established, you will receive a final review and
confirmation screen. The final screen is a confirmation that your self registration process is complete.
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Recap

User name
TEST CARDHOLDER

Card number
HHRHAHHHHAOS01 91

Account name
MNAMET L3

Contact details

Address line 1 Country

701 EBOTHST N UNITED STATES OF AMERICA
Address line 2 State Province

MC 2145

Town [ City ZipPostal cote

SIOUK FALLS 57104-0432
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Step 7 Click OK in order to complete your first log in and set up your challenge questions as part of Citi's
dual authentication security procedures.
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Set challenge questions

=
@ Select challene questions and set answers.

Challsnge Question 1 =
| ¥¥hat is your mother's middle name? v

Angwer 1
Smith

Challsnge Question 2 =
|Inwehich city were you harn? |

Answer 2
Smithwille

Challenge Question 3 -
| What is your nickname? S

Angwer 3
Smrt‘ty\
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Step 8 Click SAVE to complete your challenge question set up and access the CitiManager Cardholder
Home screen.

C:iti® Commercial Cards

For Assistance Please Contact Helpdesk Here

Voo Welcome! AGENCY 89  09/08/2010 [*/ Logout

x| CITIDEMO - US|

Home My Card Account  Statement Payment My Profile  Resources Web Tools

Hi AGENCY 99! User Name :democh1

@ This is your Citi Cornmercial Cards home page where you can view your account statements and payment details

Messages Quick Links

No messages are available. » Manage Alerts

» Update User Profile
» Apply For New Card
» View Requests
® Activate Another Card Statement

Overview Of Card Accounts

Card Humber Bill Type Account Billing Currency Last Statement Amount Payment Due Date Current Balance

Type
55593 Individual Individual usb 0.00 NA 0.00

@30

View Statement View Payment History
What's New? -

citigroup.com Terms of Use Privacy Institutional
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v How to access Citi’s Card holder tools — Card holder navigation

Home My Card Account  Statement Payment My Profile  Resources \Web Tools

Click the items across your tab selections to access CitiManager’s Card holder functions.

o Home — Displays the Citi Commercial Cards home page where you can view your account
statements and payment details.

e My Card Account — Allows you to view account summary, view current statement and make a
payment on your Citi Commercial Card account.

e Statement — Allows you to select a completed statement for review. You will be able to view
statements for the past 36 months if a statement was generated for the desired month.

e Payments — Allows you to make a payment on your Citi Commercial Card account. You are able
to add a payment account via the Payment Tab.

e My Profile — Allows you to update your user profile and preferences, change password, reset
challenge questions, merge User ID’s, and set up desired email alerts.

e Resources — provides access to system tools, like the message board and company links, as
granted by your Program Administrator.

e Web Tools — This tab provides Cardholders who are also Program Administrators access to the
card and reports management web tools
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www.transactionservices.citi.com



http://www.transactionservices.citi.com/

