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Apply for Card Using an Invitation Passcode
Key Concepts

Before applying for a new card, your Program Administrator will provide an Invitation Passcode and the Inviter's Email address. Both
are required during the registration process.

You will receive a confirmation message when the necessary approvals have been received, either from a Supervisor and/or Program
Administrator.

You can view the status of your application in the CitiManager® Site using the username and passcode created when you apply for
a new card.

Once your card application is approved, the account will be linked to the CitiManager Site username and password created during the
application process. This will allow you to view and print statements.

Step-by-Step Instructions

Screen Step/Action

1. Navigate to citimanager.com/login.

Citi® Commercial Cards
cﬂ- chosse navese 2. From the CitiManager Site Login screen,
B he click the Apply for Card link.

The User Registration — Passcode screen
displays.

ﬂ Registered users
Username

Password

Forgot usemnama?
Forqot password?

& First time users

Self registration for Cardholders

[ f Self reqistration for Non Cardholders
Apply for card

.4 b

*ou are authorized to use this System for approved business purposes only. Use for any other purpose is prohibited. Al transactional records, reporis, e-mail
software, and offier data generated by or residing upon this System are the property of the company and may be used by the company for any purpose.
Authorized and unauthorized activilies may be montored. Citi uses cookies on this website. By continuing to use this site, you give consent for cookies to be
used in with our Privacy and Cookies Policy, which contains mere information on our use of cookies.

ciigroup.com TermsofUse  Privacy  Instiutional Clients Group

CitiManager Site Login Screen
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Screen Step/Action

3. Select the Invitation Passcode radio button.

Citi® Commercial Cards

PV
citli
The User Registration — Invitation Passcode/
User Registration Inviter's Email screen displays.

Weicome to Ctillanager. Please select the proper registration process for your organization. Vou should have received one of the following codes from your Program Administrator. If you do
not have a code, please contact your Program Administrator.

4. Click the Continue button.

() CitiDirect System Client Code:
= 2
Iy organization provided me a “CiiDirect System Client Code” to apply for a card. GHETL SR

Ifyou already have a CitiManager Userllame you can
directly login here

My organization provided me with an Invitation passcode and Inviter's Email to apply for a card. Login
» Forqot username?

() Prefiled Application Code » Forgot password?
My organization provided me with a Registration ID and Passcode to apply for a card.

cttigroup.com TermsofUse  Privacy  Institutional Clients Group

User Registration Screen

5. In the Invitation Passcode field, type the
~~ Invitation Passcode that was provided to
citl you by your Program Administrator.

Citi® Commercial Cards

Usor Rogistration - Invitaton Passcodllnvitor's Email 7 \ 6. Inthe Inviter's Email Address field, type the
CR o) swiomocsks  )E Crroyostismare (0 cothoesin bk ) Inviter's Email address that was provided to

you by your Program Administrator.

You will be prompted in the next four steps to register for the Ciianager website and complete the card application
Step 1 of 4 - Please enter the Invitation Passcode and inviter's Email Address provided by your Plzase contact your card program it you do not have these details.

Passcods Veriication 7. Click the Continue button.

* Invitation Passcode

\an > The User Registration — User Profile screen
nomail@nomail com displays.

Continue [ Cleag

citigroup.com Terms ofUse  Privacy  Institutional Clients Group

User Registration - Invitation Passcode/Inviter's Email Screen
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Screen Step/Action

Citi® Commercial Cards
’-\t ®
User Registration

() Passcode Verificati X9 Sign :}@ Country and Language >®cam Application Details >

Step 2 of 4 - Please complete the information below to create your CiiManager User Profile. tis important you remember these details as your username and password will be used for
future CitManager log-in and your verification question wil be used by the Helpdesk for authentication in case you forget these detaiss.

User profile

Sign-on Details

* Username
Democats4

* Password * Confirm password

* Helpdesk verification question * Helpdesk verification Answer * Confirm Helpdesk verification answer
Last 4 of SSN w ares aeas

Personal Information

* First name * Last name
Reggie Longhil

* Select country
UNITED STATES OF AMERICA -

* Contact number * ZipiPostal code POOCOCIO0N]
7571234587 23513 N

* User Profile Emai Address. * Confirm User Profile Email Address.
nomail@nomail.com nomail@nomail.com

User Registration Screen — User Profile

8.

To create your CitiManager Site User Profile,
complete the required fields indicated by an
asterisk (*).

Note: A username is not case-sensitive. It
must be between six and 50 characters,
may contain letters, numbers and special
characters, cannot contain spaces, cannot
contain only numbers.

Passwords are case-sensitive and must
have six to 18 characters. At least one letter
is required, it must contain at least one
number, and cannot be the same as your
last three passwords.

Click the Continue button.
A confirmation message displays.

Note: Citi will send an email confirming the
registration and user name created.

Citi® Commercial Cards
I'\t .
User Registration
(») Passcode Verification )@ Sign-on Details )@ Country and Language >® Card Application Details >
@ Sheo 2 0f 4 . Piane Compists T irmeion Deow 20 Cresie your CEMaAager Uter ot 1 mported you remember Tede Selalt 81 your wRername 800 Dant word wil be waed for
B CEMS S D51 850 your v#0 0504 Juettinr wil Be wied Dy T MeDaeti 10 Sl erSCaton £ Cae yOu S0 8t Tete et
User profile

Sagn on Detass.

y Your user ID has been created successfully. Please proceed

MO IECATEN QueNten further to apply for a card.
Laatdof SSN ¥

Personal information
e

e ad
* Select country

UMTED STATES OF AMERCA -
* Comtact mumter * ZoPoatsl code PODONI000
TET 1200887 2413 -
* User Profie Emai Address * Confirm User Profile Emad Address.
nomad@nomad com nomad@nomad com

User Registration Screen — ID Confirmation

10.

Click the OK button.

The User Registration — Country screen
displays.
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Screen Step/Action

S EE Es 1. The Select country and Select language
— fields should be pre-populated based on
citl what was entered in the User Profile screen.

Click the Continue button.

User Registration
(© prascotovermon ) siorenveuts Y SRS () Cot Aopicron bt The card application form displays.

Step 3 of 4 - Please select the country where your card will be billed and the language displayed on your card application. If your organization has disabled the fieid you do not need to
complete this section

Country

* Select country
UNITED STATES OF AWERCA ~

* Select language:

ENGLISH ¥

citigroup.com TermsofUse  Privacy  Institutional Clients Group

User Registration Screen — Country

o ——— 12. Complete the required fields in all sections
— of the application. Required fields are
citi indicated by an asterisk (¥).

Apply for card
() Passcode Verification >® sign-on Details >® Country and Language >®camawimmueus >

Step 4 of £: - Please complete the form below and submit

Form Details

Form short name
2215-201104STONODISC

Commercial Card Application

¥) Card Embossing

The first Name for the card and correspondence.
* First Name Regoie The entire First, Middle, and Last names (inciuding
‘spaces) is & maximum 24 characters,

Widdle Initial Middle Inital is optional

The last name for the card and correspondence.
* Last Name Longhill The enire First, Middle, and Last names (inciuding
‘spaces) is & maximum 24 characters,

%/ Contact Information

The first address line used for contact infarmation
* Address Line 1
Maximum 36 characters.

Apply for Card Screen
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Screen Step/Action

% Additional Information

The defautt accounting Code for this account, use
Defautt Accounting Code the exact format specified by your accounting
system. Maximum 75 characters.

¥/ Spending Controls

00024 HL1 TRAVEL US C 3

Higrarchy
% Select hierarchy
Mobile Number 7571234567

lauthorize Citito contact me via voice calls, which may
include calls using an auto diler or a pre-recorded message,
to my wirsless number for the purposes of servicing of my
account, including potential fraud notifications.

Cansent Question Voice:

lauthorize Ctito contact me via text message to my wirless.
Consent Question Text number for the purposes of servicing of my account, including  Yes -
potential fraud notifications.

Use this form to submit a card appication. our Organization may have specific policies regarding the content and may averride what you request, special processing will apply in that case ans

Apply for Card Screen — Submit

13. When you are finished, click the Submit
button that displays at the bottom of the
screen.

An application submission confirmation
message displays.

Citi® Commercial Cards
Py
citi

Apply for card
() Passcode Verification >® Sign-on Details >® Country and Language @Qmmm/}

% Processin
£ 9.

£
& Request has been submitted for approval.

Apply for Card Screen — Confirmation Message

14. Click the OK button.
The CitiManager Login screen displays.

Note: The approving Supervisor or Program
Administrator will receive an email indicating
your application is awaiting their approval.
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View Application and Maintenance Requests
Key Concepts

If your company uses the CitiManager Site for maintenance, you can view the status of your application or other maintenance
requests. From the View Request screen, it is also possible to print the request, view the audit log, or recall the maintenance request.

A maximum of five requests will display in the Application and Maintenance Requests section.

Step-by-Step Instructions

Screen Step/Action

1. From the CitiManager Home screen,
click the expand button to the left of the
Application and Maintenance Requests
header.

Citi® Commercial Cards
L)
citi

My Card Account

Welcome! Thomas Longhill 03/05/2015 For assistance please contact Citi Customer Services > Logout

CITIDEMO PCARD US C 1-US

Home Statement My Profile  Resources

The application or maintenance request(s)
submitted displays along with the status of
that request.

This is your Giti Gommercial Gards home page where you can view your account statements and payment details.

Message Center Quick Links

> Manage Alerts

= Update User Profile

= Apply For New Card

» Link another card account

No messages are available.

» View Requests

citigroup.com TermsofUse  Privacy  Institutional Clients Group

CitiManager Home Screen

2. To view the status of a request, click the
Request ID link for the desired request.

Citi® Cemmercial Cards
‘Welcome! Thomas Longhill 03/05/2015 For assistance please contact Citi Customer Senvices > Logout

CITIDEMO PCARD US C 1 - US

citi

Home My Card Account  Statement My Profile  Resources

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

Message Center Quick Links.

= Manage Alerts

» Update User Profile

= Apply For New Card

* Link another card account

Ho messages are available.

» View Requests

s and Req
l|o.| Request ID | Name | Status ‘ Request type ‘ Hierarchy
[ | Thomas Longhit | vaiting for supervisor approval | Individual onine applcation | HLIPCARD US C 1

Terms ofUse  Privacy

citigroup.com

» View all requests

Institutional Clients Group

Application and Maintenance Requests Screen

Note: To view additional requests, click the
View all requests link.

The View Requests screen displays for the
request type selected allowing you to view
the completed request form as well as the
approval history of the request.
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Screen Step/A

Citi® Commercial Cards
N,
citi

Home My Card Account  Statement My Profile  Resources

Welcome! Thomas Longhill 03/06/2015 For assistance please contact Citl Customer Senvices > Logout

OPCARDUS C 1-US

Apply For Hew Card [T oy

View requests

Request Details
Request ID Current status Supervisor Lastn
6023585083 Watting for supervisor approval George Swann george.a.swann@cticom 0202712

Commercial Card Application

%) Card Embossing

‘The first Name for the card and correspondence.
*First Name Thomas The entire First, Middle, and Last names (including
spaces) is a maximum 24 characters.

Middle Inftal Middie Intial is optional.

The last name for the card and correspondence.
* Last Name Longhil The entire: First, Middie, and Last names (ncluding
spaces) is a maximum 24 characters.

¥ | Contact Information

View Requests Screen

3. Review the current status of the request in
the Request Details section.

¥ Spending Controls

00044 HL1 P
»

Hierarchy [
lect hierarchy

Hobile Number

I authorize Citito contact me via voice calls, which may
include cals using an auto dialer or & pre-recorded message,
to my wireless number for the purposes of servicing of my
account, including potential fraud noifications.

Consent Question Woice

I authorize Citito contact me via text message to my wireless
Consent Question Text number for the purposes of servicing of my account, including
potential fraud notifications.

This is a demo site.
I, the cardholder, acknowledge that upon use of my card, | agree to abide by the ished in the Citibank C i idelines. |
1-800-248-4553 immediately if my card is lost or stolen.

Use this. form to submit a card application. our Grganization may have specific policies regarding the content and may override what you request, special processing will apply in that case and

Approval History

Action Date/Time Approver Re-apply Description

[ [

citigroup.com TermsofUse  Privacy  Institutional Clients Group

View Requests - Options

4. It is also possible to print the request, view
the audit log or recall the request by clicking
the Print, View audit or Recall buttons that
display at the bottom of the screen.
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