Downloading Statements on CitiManager

1. Log into CitiManager and select the CTA card program.

2. Type the department name or last six of the account number in the search box. Alternatively, you can hover over the head

and shoulders icon and select “Card Accounts”.
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3. Accounts can be searched for by account number in the “Card Number” field, or by Department name in the “Hierarchy
Name” field.
4. Click on the blue “Search” button.
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5. Locate the correct account and click the blue “Card Number” account on the left side associated with the “Centrally billed
card” or “Centrally billed account”. If you are looking for the statement, select the account number corresponding to the
centrally billed account.
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6. Find the corresponding month for the statement you wish to download/print.
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7. Under the “Billed Transactions” header, click the blue download link.
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8. After you select the download link, another box will pop-up giving you 3 options of how you would like to download the
statement. Select the preferred format and click the blue download button.
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