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L OGGING ON

1. Viathe Internet type the following URL in the address bar:

https://www.globalmanagement.citidirect.com/sdng/login/login.do

2. The Citi Card GCMS On-Line sign on screen will appear:

~ Login - Windows Internet Explorer =lalxl
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CitiDirect” Global Card Management System
7~

UserID: |

Password:

Language IAmenuan English -i

Forgotyour password?

’ 5l

Dene [T T T [@mteme B
start| | ) ci 1] Ci Cardholder QuickRef... || @ Login - Windows Inter... <« GO9PN

3. Inthe User ID field enter your 16-digit card number. Enter just the numbers, no
dashes.

In the Password field, enter the password generated by Master Card which you
received via e-mail. Click Login.



https://www.globalmanagement.citidirect.com/sdng/login/login.do

Change Your User ID. Must be at least six characters in length with
no spaces or special characters and is case sensitive.

In the Create User ID section, complete the required

information. Enter the account name exactly as it appears on

t he card. The address wil/ be t
r

(The billing address for the ca
Number.) Click Continue.

/2 User ID - Windows Internet Explorer
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Create Your User ID
“Your intial User ID was your credit card number. For securtty reasons and ease of use, you wil be required to change your user id. Your new User ID cannot
CREATE USER ID
* Current User I0: —
* New User ID:
{Must contain at least § characters.
Do not use special characters or

spaces)

* Confirm Hew User ID:

[“corinee | ool

|
Done
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5. Creating a New Password. (Expires after 60 days.) Must contain a
combination of letters and numbers at least eight characters in length. At least
two of the characters must be numbers. Cannot be the same as your User ID,
used more than once, or contain spaces.

On the Create a New Password screen
a. Complete the required fields with an asterisk (*).

b. Choose Security Question and submit Answer
c. Click Submit

£ Change Password - Windows Internet Explorer
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Create a New Password

CREATE PASSWORD

* Current Password:
* Hew Password:

* Confirm Password:

& mat Adaress: 1

Security Question and Answer:

* Security Question: -

* Security Answer:

I-|
[
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6. Answer the 3 challenge questions. These are NOT case-sensitive. You will

be asked to randomly answer one question each time you login to Smart Data
OnLine.

£ Challenge Questions - Windows Internet Explorer

SEF)
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CitiDirect” Global Card Management System
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MAINTAIN CHALLENGE QUESTIONS

Challenge Question: [ Plesse seiea = queation — |

Response:

Confirm Response:

Challenge Question: — Please seled a question — =l
Response:

Confirm Response:

Challenge Question: — Please seled a question — =
Response:

Confirm Response:

I |
[T T T [ @ wternet [#wowe - 4

A start] | - Inbox - Microsaft Qutlack | - Password Changed Notic, . | 12 Dr. Gibson Approved Palc..| 1) Dr, Gibson Approved Poli. .| ") Training pages - Microsaft...| "] Poliy- Guide Update Cii 7... | [ Challenge Questions - . <« Li2ZIPM

Done.




Account Functionality

This is the Home screen. The screen shows cardholder account activity, news and
links, scheduled reports, and completed reports.

22 Home Page - Windows Internet Explorer =lalxl

@:: v |g‘mn H, idret daFrequest tral token | 004F32eFad EEYEES |Vahaa‘Seavch o~

| Fie Edt View Favorkes Todk Heb
Links & Customize Lirks ¥ Windows Marketplace
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CitiDirect” Global Card Management System
Fan

My Praofile Accuunt Activity

Home

Welcome Back PROCUREMENT
LastVisit: 0811612011

Account Activity

Transactions & Adjustments Last Five Transactions

Date Range:

Total Transactions 1 #;63_0

Reviewed 1

NotReviewed 0

Inbox
& completed Reports (5) & ScheduledReports (2)

Expense Report ExpenseReport
CompletedDate 08/15/2011 Next RunDate 09/03/2011

Expense Report ExpenseReport
Completed Date 08/08/2011 Next RunDate 09/03/2011

Expense Report View Al =
CompletedDate 08/08/2011

Expense Report
CompletedDate 08/08/2011

Expense Report
CompletedDate 08/08/2011
View All »

y o

Done [T T T [@mteme [®1E0% - 4
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Thed My
guestions, and email address.

P r talb alldwse the user to edit their name, password, challenge

Go

ty Prof indows Internet Explorer =lalxl
& Https: o, iridrect, doirequest trail token (N B s 12l

| Fie Edt View Favorkes Tods Heb
Links & Customize Lirks & Windows Marketplace
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W de &y Profile | |
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General

USERINFORMATION

* UserName PROCUREMENT
UserID: I:I
User Type: Cardholder User
Template Cardnolder - Large Market (System Defaulf)

Address:

PhoneNumber. 936-294-1894

Status Code: ACTIVE

Accounthumper ool 1]

Preferred E-mail

Settings for Transaction Summary E-mail

E-mail Addresses: ﬂ

(Enter up to five e-mail addresses separated by

commas)

REGIONAL SETTINGS

Dateand Time Settings
]

USERPASSWORD

LastPassword 07/292011132132CST
Change:

Current

Password:

New Password

(WMust contain at least & characters, two of which
mustbe numeric Cannotbe same as UseriD.)

Confirm
Password:

* Security Yourfavarite city or place? vI
Question

S
CHALLENGE QUESTION RESPONSES

* Challenge l\n what city were you bom? d
Question

RESPONSE.  esssssssssss

Confirm sssssianine
Response

Challenge Whatis your mothers middle name? d
Question

Response:

Confirm

Racnnnes

|

Assq

F

£ Done

dstart| | i %] Citi Cardholder QuickRef... || & My profile - windows I...
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VIEWING TRANSACTIONS

The Account Activity tab allows you to query all of your transaction data based on a
specific date range or other optional filters that you select.

£ Home Page - Windows Internet Explorer S|
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CitiDirect" Global Card Management System .
~ Step #1: Click the Account
citl Activity tab
Home
Wielcome Back PROCUREMENT
Last Visit: 0772912011
Account Activity Datz Range: | Previous 30 Days v
Transactions & Adjustments Last Five Transactions News & Links 1of1
Total Transactions 1 0 DEPOT 4830 18.16 lo news available
133 INPSQETATE45 N 077282011
Revieved ' Ho news avaiable
Nt eveved * Step #2: Select
Transaction Summary
View AllNews
Inbox Ciifanager
© Completed Reports (1) 8 scheduled Reports (0} Cibank Custom Reporting
Citibank Online Statements
No completed reports are available. No scheduled reports are available Clbank Eischonc Reporting System
GCHS Classic
Resource Center
Account User's Guide
j\. Complete: Manual
Gy Online Help
@ By Topic
o
i
; et ¢ fr doPrequestra token ey=Te be 21 1 9abFFe2ohaasatF [T T @intemet ESTRY

revsen "
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{2 Transaction Summary - Windows Internet Explorer BEH|

AT
A

JF\Ie Edt Vew Favodes Took Hep
Liks & CustomizeLiks & Winiows Marbetplace

|
J %}Convert v @Se\ect
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* "ﬁ? @Transactiun Sumrnary

4
CitiDirect” Global Card Management System
~
My Profile Accounlﬁ\cﬂvity
Home > Transaction Summary
Transaction Summary
PROCUREMENT X |PROCUREUENT & BUS SERV - AT ROBEATS +ECK 2028 - PROCURENENT & BUSKESS SERVIES « HINTEVLLE TX 773402028
SEARCHCRITERIA  Advanced Search
Cramoufeeance ] Step #3: Select the Reporting Cycle to
20N fo DBEONY view transactions for the billing cycle you
are working on.
O pgerype  Fom o701 _E
. _ Step #4: After you have selected your
Pufinglae 7| To: 0303201 (4 cr | t er IS%r;ChC)C I | C k ﬁ
Data avaiable staring: 08/01/2008
Search . .
Your Transactions will appear at
the bottom of the screen. »
Expind 4| Colipe A l EEl BmR&
SEARCH RESIJS Search Totd: 1916
Detail Reviewed Approved Posting Date Transaction Date Description WT—& \n?odrilnﬂaman‘
QFFECE EPOT453)
il r r im0t il HUATSOLLE Th.7r20 19 8
Search Total: 19.46
Expand A1 | Colspse Al ) EE  save | Reset |
Click here to expand »
your transactions for
editing account codes.
B
Done [ 1] [ [@ntene TRy

yStart] | |- oot - Hirosft Eutok || Transation Summeary,.. "] berksceen-Hiogot . « S sz
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ALLOCATING TRANSACTIONS

Enter the Expense Description.

ransaction Summary - Windows Internet Explorer =lolzl

49| X | |vahoo!Search P~
[ s ]

chidirect ¢ courl Render do

JFMe Edt View Favorites Tods Help
[Links &) Customize Links %5 Windows Marketplace
J @ Convert + [ selert

| SN - 4 [web Search > [ Bonkmarks+ Flsettings =
T (& Transaction Summary | |

RO T AT AT ST H
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Transaction Summary

PROCUREMENT * XX)O(—XXXD PROCUREMENT & BUS SERY - KATHY ROBERTS * BOX 2028 - PROCUREMENT & BUSINESS SERVICES * HUNTSVILLE, TX 773412028

SEARCH CRITERIA Advanced Search >

@ Reporting Cycle] September Billing Cyde 7

07/01/2011 to 08/03/2011

rDateTyue: From: 07/01/2011

Posting Date To: 081022011

Data avaiable starting: 08/01/2008

FEl B

1-1

SEARCH RESULTS Search Total: 19.16
Detail Reviewed Approved Posting Date Transaction Date Description Tmr:ﬂ Additional
mount Information
OFFICE DEPOT #5830
8
ul -] ® / r ol 072972011 77282011 HUNTSVILLE, TX 77220 19.18
ACCOUNTING CODES INFORMATION
H
EXpENSE DESCTIPION e
EE
Department Object Code Dept. Subdivision FoP Is vendor a HUB?
LV v " * - No Description - VI
In Formal Dispute?
- No Description - ™~

Copy to All on Page

Search Tofal: 19.16

Expand Al | Collapse All EaE

pone

A/Start| | - box- Mirosoft outiook || @ Transaction Summary... 2] blark scresn - Microsaft ..,




Select your Department from the drop-down menu.

Transaction Summary - Windows Internet Explorer

G

- e didiect «

countTranssunmaryRender do 1S 112 rahootsearcn A

S|

| Fle Ede vew Fevortes Tods Help
[Uinks &) Customize Links %5 Windows Marketplace
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Transaction Summary

SEARCH CRITERIA Advanced Search >

' Reporting Cycle] Septemos: Billing Cycle *

0710112011 to 081032011

C DateTyps:  From (070112014

Pasting Date To: 081032011

Data avaiable starting: 08/01/2008

4
i

Expand Al | Collapse All
SEARCH RESULTS

Detail

d B® ’

Reviewed

r

ACCOUNTING CODES INFORMATION

Expand Al | Collapse All

PROCUREMENT » XXXX—XXX: PROCUREMENT & BUS SERV - KATHY ROBERTS  BOX 2028 - PROCUREMENT & BUSINESS SERVICES » HUNTSVILLE, TX 773412028

1-1

[cevs ot T o et |
Search Total: 19.16

Transsction  Additional
Approved Posting Date Transaction Date Description e e

OFFICE DEPOT #6530 =
il 077292011 0712812011 HUNTSVILLE, TX 77320 19.16

- |

Expense Description
B
Department Object Code Dept. Subdivision FoP Is vendor a HUB?
9 - v * - o Description - v
Starts
With:
J\cademic Accounting j L
academic Affairs
Jaal H
L gricuture \
Select your Department from the drop-down o tsts

menu. [save | Reset |

A

\Done

A5tart| | - Inbox - Mcrosct Cutlock || & Transaction Summary... | ) blank screen - Microsoft ..

\ | \ \ | \ ’a[ntemet
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Enter the Departmental Subdivision if applicable. Enter the FOP

(Fund/Org/Program) that you will use for the purchase.

#2 Transaction Summary - Windows Internet Explorer
@:v &) hetpsi

s

citidirect.c

count’ Render.do

28 1[4 |[ ] [rahootsearen e

| Fie

Edit  View Favortes Tools  Help

|Links &) Customize Links % Windows Marketplace
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] o - ’—Q"\Neb Search (G Bookmarks~ Fl Settings =
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/start| | - Inbox - Microsoft Outiook || & Transaction Summary... %] blank screen - Mirosct ...
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Transaction Summary
PROCUREMENT + 000¢ 30000 ] PROCUREMENT & BUS SERV - KATHY ROBERTS + BOX 2025 - PROCUREMENT & BUSINESS SERVICES » HUNTSVILLE, TX 773412028
SEARCHCRITERIA  Advanced Search >
@ Reporting Cycle| S=ptember Billing Cycls v
0710172011 to 02032011
C | Date Type: From: 07/01/2011 _af
Posing D= 7] To 08032011 4
Data avaiable starting: 08/01/2008
1-1
Exoma Al | Colase Al [Csericmei [ o | et
SEARCH RESULTS Search Total: 19.16
Transsction  Additional
Detail Reviewed Approved Posting Date Transaction Date Description =
QFFICE DEPOT #530
=-] =]
ul & ® r r 077202011 0712872014 HUNTSVILLE, TX 77320 19.18
ACCOUNTING CODES INFORMATION
=
Expense Description
j *
Department Object Code Dept. Subdivision FOP Is vendor a HUB?
L7 v - No Description - v T
In Formal Dispute?
- Ho Description - v
Search Total: 19.16 oy
Exom A1 | Clopse A1 Enter the FOP that you will use for the ] By
1-1
- =l
[T T [@mtemet [Ho0w -
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Select the most appropriate Object (Account) Code.

Transaction Summary - Windows Internet Explorer

s x|

G

R4 |g hitps: citidirect.c count Render.da

\g‘ 23| S |Vahoo\Search

e

]F\\e Edit  View Favortes Tools  Help
|Links &) Customize Links % Windows Markatplace
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|- 47 |Web Search [T Bookmarks~ FlSettings -

& Get 169 How 57 Mail ~ 2 wieather = BF“(“ ~ [EFinance = % eBay = £ amazon
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Transaction Summary
PROCUREMENT * XXXX—XXXD PROCUREMENT & BUS SERV - KATHY ROBERTS * BOX 2028 - PROCUREMENT & BUSINESS SERVICES * HUNTSVILLE, TX 773412028

SEARCH CRITERIA Advanced Search >

' Reporting Cycle] S2pt=mber Billing Cycle

0710172011 te 02032011

c Date Type: Frem: |07/01/2011

Posting Dete To: 08/032011

Data available starting: 08/01/2008

Expand All | Collapse Al

SEARCH RESULTS

Detail Reviewed Approved Posting Date Transaction Date Description
ul & ® r r r 077282011 0772872011 O e BT e85

HUNTSVILLE, TX -77320

ACCOUNTING CODES INFORMATION

EH
Expense Description
R
Department Object Code Dept. Subdivision FOP
LI v
Starts
In Formal Dispute? et

- Hlo Description -

<

1720100 - Membership Dues: é
720300 - Registration - StaffiFaculty -
o~ T Select the Object Code

721000 - Fees and Other Charges I

Expand Al | Collapse Al

Send Email

TIransaction
Amount

1916

Additional
Information

Is vendor a HUB?

=]

Search Total: 19.16

- No Description - v

Search Total: 19.16

EnE=m

=l

pane

start| | 1. Inbox - Mierasoft Qutlook || # Transaction Summary... ] blank screen - Micrasot ...

|{@ tnterner
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Is the Vendor a HUB? Indicaten Y e srd No O .

Transaction Summary - Windows Internet Explorer

JSET|

G |[#2 ] [[vshooisearch

- B :
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|Links & Customize Links & Windows Marketplace
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Transaction Summary

PROCUREMENT +30003000¢{ ] PROCUREMENT & BUS SERV - KATHY ROBERTS * BOX 2028 - PROCUREMENT & BUSINESS SERVICES  HUNTSVILLE, TX 773412028

SEARCH CRITERIA Advanced Search >

& Reporting Cycie] Sepimmber Biling Sya= 5

07/01/2011 to 0870312011

" Date Type:

Fosting Date To: [08/03/2011

Data avaiable starting: 08/01/2008

=

Expand All | Collapse All

SEARCH RESULTS

1=

1-1

Errmm Eacm

Search Total: 19.16.

- o Description - v

[ Gl |

Detail Reviewed Approved Posting Date Transaction Date Description granzaction Additional
Amount  Information
e OFFICE DEPOT #630 =
ul =} ® ' r [ 0712912011 071282011 e 18,16
ACCOUNTING CODES INFORMATION
=
Expense Description
-
Department Object Code Dept. Subdivision FoP Is vendor a HUB?
vl ot v o = / - Mo Description - v o
- [Starts
In Formal Dispute? oo
: e

atalz 1916

Send Email

Expand All | Collapse All

Eac=m

one [T [ [ [@mnternet

i#istart| | i Inbox - Microsoft Outlack # Transaction Summary... 2] blank screen - Microseft ...

Is the transaction in Formal Dispute? Indicateil Y e sréi No O .

S|

& |42 )| x| [rahonisearch

— - [el itidirect. unt .do

| Fle Edt Wiew Favortes Took Help

|Links &) Customize Links % Windows Marketplace

| @xcomvert - [ st

| I - - |iieb Search £ Bookmarks~ FlSettings ~ | &5 Get 169 Now! (2 Ml ~ sweather + [#|Ficks + [ Finance ~ % ey ~ 8 amazon

S &% | @ ransaction summary | |- -

~ |:2- Pags ~ £ Tools ~

O = TTaTTSE T ST

Transaction Summary

Pi T+ X000:000c] o WENT & BUS SERV - KATHY ROBERTS » BOX 2028 - PROCUREMENT & BUSINESS SERVICES » HUNTSVILLE, TX 772412028

SEARCH CRITERIA Advanced Search >

& Reporiing Cycie| Sestemeer Bitins Sy =]

07/01/2011 to 0870312011

| Date Type: From: 07/01/2011

Pesting Date. To: [08/02/2011

Data avaiable starting: 08/01/2008

fl E

Send Email

Expand All | Collapse All

SEARCH RESULTS

Detail Reviewed Approved Posting Date Transaction Date Description Transaction acticnal
Amount  Information
OFFICE DEPOT #830 os =

A
ul e ® 4 - [} AT CHZAN HUNTSVILLE, TX 77220

ACCOUNTING CODES INFORMATION

s

Send Email

Expand All | Collapse

1-1

e

Search Total: 19.16.

Expense Description [
Department Object Code Dept. Subdivision Fop Is vendor a HUB?
v - v - - - Mo Description - vl -
In Formal Dispute?
- No Description - v -

earch Total: 19.16

e

=l

[T T [ [ [@mternet

Done

stare| | i Inbox - Microsoft Outlook # Transaction Summary... 2] blank screen - Microsoft
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Make sure to save your work after you allocate each transaction so that no data is lost.

Once the transactions have been allocated, check t h Reviewedo

box, and

You will not be able to make any more changes to the transaction. The transaction is

now locked to prevent further editing.

£ Transaction Summary - Windows Internet Explorer
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@A = [ s dtidrect. countTranssummaryRender.do
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[pane

1 start ] 1< Inbox - Microsoft Qutiook || # Transaction Summary... ] blank screen - Microsoft ...

T > TTaTSaCToT ST -
Transaction Summary
PROCUREMENT * X000¢-2000¢ [} PROCUREMENT & BUS SERV - KATHY ROBERTS * BOX 2026 - PROCUREMENT & BUSINESS SERVICES * HUNTSVILLE, TX 773412028
SEARCHCRITERIA  Advanced Search >
@ Reporting Cycle] Seetemost Billing Cycle v
0710172011 to 08032011
s Date Type: From: 07/01/2011 __T:
Posting Date =| To oso20m j
Data available starting: 08/01/2008
1-1
Expand Al | Collapse Al | Send Email | | save | Reset |
SEARCH RESULTS Search Total: 19.16
Transsction  Additional
Detail Reviewed / Approved Posting Date Transaction Date Description T o il
QFFICE DEPOT #530
B
ul == ® ’ r r 07282011 0772812011 HUNTSVILLE, TX 77320 19.16 5
ACCOUNTING CODES INFORMATION
|
Expense Description
j *
Department Object Code Dept. Subdivision FOP Is vendor a HUB?
v v - Ho Description - v
In Formal Dispute?
- Ho Description - v
Search Total: 19.16
Expand Al | Collapse Al | Send Email | | save | Reset |
11
=
[T [ [ mtemet [Hw - 4

<« [N 8:51 M
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SPLITTING TRANSACTIONS

Splitting a transaction is done when a cardholder needs to separate a purchase
between more than one FOP or Object (Account) Code. Transactions must be split
before you expand all to allocate funds.

Click the spliticon ¥ to create a split.

laix]

£ Transaction Summary - Windows Internet Explorer
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CitiDirect’ Global Card Management System
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My Profile | Account Activity

Home = Transaction Summary
Transaction Summary
PROCUREMENT * XXXX—XXXXI:I PROCUREMENT & BUS SERV - KATHY ROBERTS * BOX 2028 - PROCUREMENT & BUSINESS SERVICES * HUNTSVILLE, TX 773412028

SEARCH CRITERIA Advanced Search >

el Reporting Cycle:| August Billing Cyde

07/01/2011 10 08/03/2011

C pateType:  From ormvzon | [

Posing Dste  »| Tor 08/022011

Data available starting: 03/01/2008

=]

1-1

E  Eaem

Search Total: 19.16

Expand All | Collapse All

SEARCH RESULTS
Iransaction Additional
Detail Reviewed Approved Posting Date TIransaction Date Description et ey
OFFICE DEPOT #5830 =
=2 5
ul kS ® r r 0712812011 070282011 iR 19.18 5

Search Total: 19.16

E  Eem

Expand Al | Collapse Al
1-1

Click here to split a transaction.

el

[T T @ meemet [®00e « 4

i Start| | 1 mbox - Microsoft Outlock | 12 Training | "] Citi Cardholder Quick Ref... | 'E] Citi SDOL User Sersns - ... | # Transaction Summary... « 3:45PM




Transactions can be split by an amount or by a percentage of the purchase.

Split Transaction - Windows Internet Explorer =18(x1
el [e] iticirect. ik ‘ansactionRender . do?request, trail. token.key=bdSch 13725443 *9 || X | JvahoolSearch R~

| Fle Edt Wiew Favortes Tools Help
|Links &) Customize Links % Windows Matketplace

| ®acenver: ~ Eiselect
| 1 - 4 - [web Search - [ Backmarks~ Fisettings~ | (& et 1£9 Now! S Mall ~ £ weather ~ [o|Fickr ~ [BIFinance - = eBay - E8amazon
SF 4 @ spi Transaction | |

| P~ B - v rRege - i Took <

CitiDirect” Global Card Management S
~

stem

l.'ly Profile Acmum Activity
Home > Transaction Summary = Spiit Transaction
Split Transaction

PROCUREMENT * 2000X. xxxxi:lpnncuﬂy.ww & BUS SERV - KATHY ROBERTS * BOX 2028 - PROCUREMENT & BUSINESS SERVICES * HUNTSVILLE, TX 773412028

Transaction Transaction Net Transaction Additional
Reviewed Approved Exported Posting Date Date Description e—————
r - - 07282011 077282011 OFFICE DEPOT #630 HUNTSVILLE, TX -77320 19.16 18.16
Spit Rl ~a0 |
spiit By: [t B, spit anct Batance To: [ Tomr Tramsesion Amoure 5]
Amount |
Description Percent Ar

This transaction does not have any splits defined

Select amount or percent here.

[T [ [ [@mtene
/start| | - Inbox - Microsoft Gutlook. & split Transaction - Win... 2] blank screen - Microsoft ...

18



You can also enter the number of splits you would like to create, and then click
Afadd. o

Transaction - Windows Internet Explorer =l5lx|

@\’j *2|| X | Jvahoo!search R

| Fle Edt Wiew Favorites Tools Help

|Links & Customize Links %5 Windows Marketplace

| ®icomvert - PAsclect

| Y - ~ |web Search < [Zh pookmarks~ Fsetings ~ | & et 129 nowt 5] mall = Eweather + [oofFick » [BFinance « = etay - (8 amazon

% e spli Transaction | | J 3 - B - f= - |k Page - (G Tools -

&) jtidirect. -ansactionRender, do?request,trail,token, key=7776d6&& 1 Deca3dbcfes7o3cadsa7sad

CitiDirect” Global Card Management
P

My Profile | Account Activity

Home > Transaction Summary > Spiit Transactien

Split Transaction
PROCUREMENT - XXXX-XXXX: PROCUREMENT & BUS SERV - KATHY ROBERTS * BOX 2028 - PROCUREMENT & BUSINESS SERVICES + HUNTSVILLE, TX 773412028

=
Transaction Transaction Net Transaction Additional
Reviewed Approved Exported Posting Date Date Description —— Amount information
i r r 0772972011 0772812011 OFFICE DEPOT #630 HUNTSVILLE, TX -77320 19.16 19.16

(20
Split By: | Amount Split and Balany

Description Percent Amount

— Enter the number of splits and
cliaddno

This transaction does not have any spits defined

[T @ ntemer [

Start| | 1 mnbox - Microsoft Qutlogk | 13 Training | ) citi Cardhalder Quick Ref .. | 2] citi SDOL User Screens - ... |[# spit Transaction - Win...
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Enter the Description of each line item as well as the Amount. Then Save your work.

£ 5plit Transaction - Windows Internet Explorer

18] x|
@x’:- h |£ citidirect.c i TransactionRender do?request trail, boken  key=7776d668 1 Deca3dbcFE5793cadSa75ad j a |[4[x IVahun‘Saar(h P~
| Fle Edt WVew Favortes Took Help
|Links ) Customize Links %5 Windows Marketplace

| @scovert - B3 salect
]o'l' - O~ |web Search + [F Bookmarks+ [F5ettings - ‘ @ Get 9 Nowt () Mail ~ 2 weather + [8¢]Flickr + [@Finance + ¥ eBay ~ 8 amazon
% et @ sl Transaction | |

| f < B - P - GiTeds ~

CitiDirect® Global Card Management System
~~

l.'ly Profile Acmunt Activity

Home » Transaction Summary > Spit Transaction

Split Transaction
PROCUREMENT * XXXX—XXXX: PROCUREMENT & BUS SERV - KATHY ROBERTS + BOX 2028 - PROCUREMENT & BUSINESS SERVICES * HUNTSVILLE, TX 773412028

Split Detail
=
" Transaction " Transaction  Net Transaction Additional
Reviewed Approved Exported Posting Date "% Description it i) i
nl ol ] 0712912011 077282011  QFFICE DEPOT #530 HUNTSVILLE, TX -77320 19.16 19.16
Spit Ell dd |
select All | Deselect Al [ Expand All | Collapse All split By: | Amaunt split and Balance To: [ Totsl Transaction Amount
Description Percent Amount
r Split - 2ing binders 50.00 9.52
r Split - 3ing binders 50.00
A Totals: 700,00

Enter Description Enter Amount

iridrect. Dispatch.d [T [@meemet
Astart| | 1= Inbox - Microsoft Qutlook | ) Training | 121 it Cardholder Guick Ref. . [[# spht Transaction - win...
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Click the i e x p a n do expénd the line items.

=laix
Ig[ || % | [rzhootsearch P

7= split Transaction - Windows Internet Explorer
i~ el citidirect.c TransactionRender do?request.trail.token, key=7776d6661 Decadbc fo57930adsa75ad

o

| Fle Edt wiew Favorites Tadks Help
|Links &) Customize Links = Windaws Marketplace

| @canvert - Fselect

| Y - @, ~ |ureb Search « [§ Bookmarks+ [P Settings = ‘ & Get E9 Nowt (7] Mail = 3 wieather - [o¢|Fickr » [ Finance » =¥ eBay ~ [ amazon
S 4 @ spit Transaction | | J ) - B - & - [hrage - GToos - 7

CitiDirect” Global Card Management
—~

l.'ly Profile Acmunt Activity

Home > Transaction Summary > Spit Transaction

i Financial Transaction successfully modified.

Split Transaction
PROCUREMENT 1000300X______|PROCUREMENT & BUS SERV - KATHY ROBERTS * BOX 2028 - PROCURENENT & BUSNESS SERVICES * HUNTSVILLE, TX 773412028

Split Detail =

" Transaction . Transaction  Net Transaction Additional
Reviewed Approved Exported Posting Date -2 Description f— f=—— e
nl ol - 0712912011 077282011  OFFICE DEPOT #630 HUNTSVILLE, TX-77320 19.16 19.16
spit: B ~dd |
select All | Deselect Al [N Expand All | Collapse All Amount ¥|  Split and Balance To: | Totsl Transaction Amount v

Description Percent Amount
r ® Split - 24ing binders 50.00 585
O ® Split - 2ing binders 50.00 958
Totals: 100.00 19.18

(et Click here to expand the line item.

@ mmeermet

Dene

A/start| | I Inbox - Microsoft Outlock | 1) Training | "] Citi Cardholder Quick Ref... | 1 split Transaction - Win..
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Thenclick REdi t Ac ¢ o ud e oi@nte theCFOP for each item.

£ Split Transaction - Windows Internet Explorer

-islx|
S R L citidirect. TransactionRender . doTrequest trai token key=777606681 0ec33dbcf65793cad5a7Sad = & |[#2] 1] Jrahoorsearcn

| Fle Edt Vew Favortes Toos Help
| Links &) Customize Links & windaws Marketplace

| @convart -+ P select
| Y - @~ |ieb Search - [ ookmarks~ 1 settings ~ ‘ & et 123 Nowt X Mall = P weather + [09|Ficks = [BFinance ~ % eBay ~ B8 amazon
e i (@ splt Transaction | |

CitiDirect” Global Card Management System
ey

My Profile Accc-unl Activity

Home > Transaction Summary > Spit Transaction
i Financial Transaction successfully modified.
Split Transaction

PROCUREMENT * 300X PROCUREMENT & BUS SERV - KATHY ROBERTS * BOX 2023 - PROCUREMENT & BUSINESS SERVICES » HUNTSVILLE, TX 773412028

Split Detail
Transaction ) Transaction  Net Transaction Additional
Reviewed Approved Exported Posting Date 47 Description oot oot Information
r r r 0772072011 07/28/2011  OFFICE DEPOT #6830 HUNTSVILLE, TX -77320 19.16 19.18
Spit: Bl a4 |
Select All | Deselect All Expand All | Collapse All split By: [Amount =] split and Balance To: [ Tote! Transaction Amount =
Description Percent Amount
r® Split - 21ing binders s0.00 858
ACCOUNTING CODES INFORMATION
Department Object Code Dept. Subdivision FOP

Is vendor a HUB?

Procurement & Business Sves 733400 - Furnishings & Equipment Expensed

No

In Formal Dispute?

= Click here to
Edit Account
E® Codes

Totals:

TOUT oS

& Error on page,

[T T[] @ mkemet
/start| | - tnbox - Microsoft Gutlook__| 1) Training |"ilcitiCardholdev Quick ReF... || # split Transaction - Win...

co I
CRU

« 351PM
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Foll ow the nor mal process of

selecting

completed, make sure to Save your work. To navigate back to the Transaction

Summary, use the links at the top of the page.

/= Split Transaction - Windows Internet Explorer

=lafx]

- |g hietps: | furi, ftidirect. -ansactionRender, dorreguest.tral token key=77. 55793cad5a75ad

=l & [[42 ][] [rancorsearch 2~

| Fle Edt view Favortes Took Help
| Links 8] Customize Links % Windows Marketplace

| @convert - PRselet
| Y - @~ |web Search < [ZBookmarkse Pl Settings~ ‘ & Get 169 Now! [ Mal = > weather + [oe|Ficks = (@ Finance ~ =" eBay ~ BB Amazon

98 4 @ spit Transaction |

-8 -

- [k Page + (0 Todls +

CitiDirect” Global Card Management

an

Home > Transaction Summary > Spit Trangaction

: Financial Transaction successfully modified. USe these Ilnks to return to the

Split Transaction

PROCUREMENT + xxxxrxxx)zl PROCUREMENT & BUS SERW - KATHY R Tr an S acti 0 n S u m m ary .

My Profile Accc-unl Activity

ACCOUNTING CODES INFORMATION

Department Object Code Dept. Subdivision FOP Is vendor a HUB?
Procurement & Businass Sves 733400 - Furnishings & Equipment Expensed 14010063000060 No

In Formal Dispute?

No

r® it 2aing cincen = azs

Totals: 100.00 1918

Split Detail
Transaction Transaction Met Transaction Additional
Reviewed Approved Exported Posting Date "t Description fe—— S P
r r r 07/29/2011  07/28/2011  OFFICE DEPOT #630 HUNTSVILLE, TX -77320 19.18 19.16
Spit: Bl ~dd |
Select All | Deselect All Expand All | Collapse All spiit By: [Amount x|  Spiit and Balance To: | Totsl Transaction Amount v
Description Percent Amount
r ® Split - 21ing binders s0.00 588

-

£ Error an page,

i start| | 1 Inboy - Microsoft Outlook | 1 Trairing 4] Citi Cardholder Quick Ref... || & split Transaction - Win...

T @ mkermet [Fwmn -

<« 3:51PM
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If the split worked correctly, you will be able to view it on your Transaction Summary
Screen.

£ Transaction Summary - Windows Internet Explorer

=l8lx|
~ [e] itdrect. unt Render.do =1 & | l#2] [ x| [rahooisearch £~

| Fle Edt View Favorites Tools Help
| Links &) Customize Links %5 Windows Marketplace:

| @yconert ~ [sekect
| Sr - 4~ |web Search «» [Z Bookmarks~ [ settings ~ ‘ et 9o (2] Mail = 2 weather « [89]Flickr = [BFinance -+ =¥ sbay ~ BB amazon

$% ¢ @ Transaction Summary | | J 3« B - - [ Page + () Teds
CitiDirect” Global Card Management System T
~~

l.'ly Profile Acmunt Activity

Home > Transaction Summary
Transaction Summary
PROCUREMENT * XXXX—XXXX: PROCUREMENT & BUS SERV - KATHY ROBERTS * BOX 2026 - PROCUREMENT & BUSINESS SERVICES * HUNTSVILLE, TX 773412028

SEARCH CRITERIA Advanced Search >

@ Reporting Cycie] Moo emmg e [3]

07/01/2011 to 08/03/2011

C ogeryge  Fom orovm | IE

Posting Date i

Data avaiable starting: 08/01/2008

081032011

1-1

ErmE s

Search Total: 19.16

Expand All | Collapse All

SEARCH RESULTS

Transaction Additional
Detail Reviewed Approved Posting Date Iransaction Date Description T i e
OFFICE DEPQT #6530
2
ul e r r 0712812011 0712812011 HUNTSVILLE, TX 77320 19.16 5

Spit 1: Spit - 3-ring binders 9.58

Split should appear here. [ e s s

958

Expand All | Collapse Al

~ I
[T @ mteme: [®io0% - 4
Astart| | - Inbox - Microsoft Outlock | 1) Training | 5] Citi Cardholder Quick Ref... |  Transaction Summary...
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You will still need to click the fi r e v i ebaxeaddosave your work just like a normal
transaction. Once you have reviewed and saved your work, no additional editing will

be permitted by the system. E-mail the Program Coordinator to have your reviewed

t rans aapprowedds. A Once the transactions are a
the system and generate your Expense Report.

£ Transaction Summary - Windows Internet Explorer =leix

@‘h,v [ titpsigiom dtidrect.c courtTransSummaryRendsr do EE pl-

| Fle Edt Wew Favortes Toos Help
|Uinks &) Custemize Links % Windows Marketplace
| @icomer: ~ [ select
| S - 4~ |web Search «» [ Bookmarks~ Fisettings ~ | @ Get 120 Nowt E1Mal = > weather + (o¢|Fickr « [@Fnance + < ebay ~ [ amszon
»

S8 4 @ Transaction Summary | | J % - B - = - | Page ~ (O Tooks ¢ 7

T = TTa SO SOTar =

Transaction Summary

PROCUREMENT * xxxxrxxxxl:l PROCUREMENT & BUS SERY - KATHY ROBERTS * BOX 2028 - PROCUREMENT & BUSINESS SERVICES * HUNTSVILLE, TX 773412028

SEARCH CRITERIA Advanced Search >

' Reporting Cycle] September Billing Cycle |~/

07/01/2011 ta 08/03/2011

i

" Date Type: From: [07/01/2011

Posting Dat=_w] To: 031022011

Data available starting: 03/01/2008

El

1-1
SEARCH RESULTS Search Total: 19.16
Transaction Additional
Detail Reviewed Approved Posting Date Transaction Date Description e
OFFICE DEPOT #520
&
ul E- ® ! r r 0712972011 0712872011 i maen 19.16 =]
ACCOUNTING CODES INFORMATION
]
Expense Description
o
Department Obiect Code Dept. Subdivision FoP Is vendor a HUB?
= - v . - o Description - v

In Formal Dispute?

- No Description - A

Copy to All on Page

Search Total: 19.16

1-1

=
Done [T [ [ meernet EYSC

#start| | |- nbox - Microsoft Qutlook || @ Transaction Summary... ] blank screen - Microsoft .. «i-EE 8514
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CREATING A REPORT

After all transactions are allocated, the Primary and/or Secondary Delegate will run a
report of their transactions. From your Home screen go to the Account Activity Menu
andselecti Schedul e Report. o

£ Transaction Summary - Windows Internet Explorer =8|

@; - e idrect, unt Render.dofrequest tral.taken bcd [ & [0 )1 ¢ [Jrahonisearcn Pl

| Fle Edt View Favorites Tools Help
JLinks & Customize Links > Windows Marketplace
| @convert - [Rselect

| Y - (&~ |web Search «» [T Bookmarks~ [ Settings = ‘ & et 1E9 Nowt (2 Mail ~ P eather - [8¢|Fickr + [ Finance + =¥ eBay ~ &8 amazon
S & @ Transaction Summary | | J i+ B - om0 - [ Page + (0 Tads 7
=

CitiDirect” Global Card Management System

My Profile | Account Activity

Home » Transaction Summary ‘Transaction Summary
Transaction Summary Account Information

PROCUREMENT * xxxxxxxxl:l PROCUREMENT & BUS SER\JIVISERERSIe IROCUREMENT & BUSINESS SERVICES * HUNTSVILLE, TX 773412028

SEARCH CRITERIA Advanced Search > Cost Allocation Management b CI | C k tO SC h ed u | e
@ Reporting Cycle:] August Billing Cycle hd Schedule Report

07/01/2011 to 08/03/2011 e a Re p O rt .

Scheduled Reports

© Date Type: From: |07/01/2011

Fosting Dste  |v| To: 08/02:2011

Data avaiable starting: 08/01/2008

[l E

)| g

a

|
ditidirect.c isionfaccountTransSummaryDecisionlrnit T T T T @ mteme: [®100% - 4

Inttp:
start| | 1 nbox - Microsoft Qutlogk_| 1) Training | ") citi Cardholder Cuick Ref... |[# Transaction summary... « 358 PM
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S e | eExpensé@ Reporto

£ Smart Data Reporting - Windows Internet Explorer

SETE|
@; ~ [el ciidirect.c Jsct do7request. trailtoken of =l & Jl#2) | x| Jrahooisearch i

| Fle Edt View Favorites Tools Help
| Links &) Customize Links %5 Windows Marketplace:
| @convert + [5ekect

| Y - &~ |web Search «» [ Bookmarks~ i Settings = ‘ @ et 1E9 owt (2 Mail ~ £ eather - [09|Flickr + [ Finance + =¥ eBay + &8 mazon
T G @ smart Data Reparting | | J ) - B - o - rPage - (0 Tods - 7
CitiDirect® Global Card Management System
T
My Profile | Account Activity

Home

¥ Show Reports Inbox

o Progress - Step 1 E=E  Schedule Report: crowpny[tone & snow[A 3]
 —

Szlect 2 report from the list provided. To quickly Iocate the report you ar lasking for, try using the Group By and Show options above.

» Account Activity Spending Alerts . Account Statement Account Status Accounting Code Detail . Accounting Codes Analysis
Select Report
i d /k Audit Reports Account Management Reports j‘- ‘Account Management Reports /k Account Management Reports ,/L Account Management Reports
System (Adobe PDF) System (Adobe PDF) System (Adobe PDF) System (Adobe PDF) System (Adobe PDF
Airling Summary . CashTransaction Detai Cty Of San Angeio . Dally Transaction Summary . Detai Spend Analysis by Account
/= Travel Reports A~ Transaction Reports —  CITBANK CORPORATE CARD (Fi /~ Transaction Reports = Transaction Reports
Completed Reports System (Adobe POF) System (Adobe PDF) System (Adobe FDF)
0 Reports Complete

. } /\' E:::a;\:x;om Select thls Repo rt. mary /\' Werchant Detail . Merchant Related Spending Alerts

. Merchant Reports - AudtReports

System (Adobe PDF) System (Adobe POF} System (Adobe PDF)
Scheduled Reports

0 Reports Scheduled . Spend Analysis by Merchant — - s Texas Flat Fiie
/% Merchant Reports /L Category ,)¥ Category

em (Adobe POF) Merchant Reports Transaction Reports

CMBANK CORPORATE CARD (Mi

i

n as PROCUREMENT {miaull

o,

Done ] I

@ mrermet
/start| | - Inbox - Microsoft Outlock | L3 Training | "] Citi Cardholder Quick Ref... | & Smart Data Reporting ...
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#2 Smart Data Reporting - Windows Internet Explorer

18]
G- dtidrect Jscheduefs: deirequest tral token key=31d954ecef d EI & 4] | [rahvotsearn Pl
| Fle Edt View Favorites Took Help

|Uinks & Customize Links 5 Windows Marketplace

| @comert - P select

| Sy - (4 7 |web Search - [ Bagkmarks~ 15ettings~ ‘ et 3 Nowt (2] Mail ~ 2 weather - [8¢]Flickr + [BFinance + «6¥ eBay ~ B8 amazon
wode (& smart Data Reparting | |

| - B - - e - (G Tods - 7

CitiDirect® Global Card Management S
~~

Home

¥ Show Reports Inbox
o Progress - Step 2 0f § Schedule Report
—

Select the cost allocation scheme that you wish to report against.

Select Report

Schemes Defined for Entity PROCUREMENT

Sam Houston (ACTIVE)

* Select Scheme Department, Object Code, Dept. Subdivision, FOP, Is vendor &

in Fomal Dispute?

o None

Select Filters

ansasfions. Acceunting codh

Report Options

— ==I
Erequency

Completed Reports
0 Re

@ Scheduled Reports
0 Re ris Scheduled

Done [T T T @meme
A start| | /- mbox - Microsoft outlook | 13 Training | '] Citi Cardhalder Quick Ref... | & Smart Data Reporting ...
. . . ~
Leave everything asitis,andc | i ck . Bnext
/= Smart Data Reporting - Windows Internet Explorer =lolx|
- e et Sarrequest al ok i I8 |[#5] (<] [rroorsearcn ol
| Fle Edit View Favorites Tools Help

|Links &) Customizs Links = Wrindows Marketplacs:
| @scomvert - PAselect

| Sr - G4~ |web Search - [Z Bookmarks- Fisettings~ | (& Get 129 Nowt 52 mail ~ £ weather - [e@|Fickr + [EIFinance - = eBay - 8 amazon
S | @8 smert Data Reperting ||

- |- Page + (0} Tools - >

CitiDirect” Global Card Management S

CItl
My Profile | Account Activity
Home

I¥ Show Reporis Inbox
Schedule Report

o Progress - Step 3 of
———————)

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

Select Report = Type

Select Scheme

Field Type Value
» Select Filters
Report Opt To add a filer, enter the fiker criteria above and click the Add butten.
eport Options
Erequency
Select Al | Deselect All

Completed Reports
0 Reparts Co

uled Reports
iz Schadulad

5l
Done [T @ meemet [®i00% - 2
Aistart| | 1o Inbox - Microsoft Outlack | 10 Training | ') citi Cardholder Guick Ref... |[# Smart Data Reporting .

« 4:02pPM

Leave everything asitis,andc | i ck Anext . O
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Checkthe boxbyii nc | ud e Yos mayierttes a description or additional email
addresses that will receive a notification when a report has completed. C| i ¢ k

/= smart Data Reporting - Windows Internet Explorer
[ & | [#2][ ] [rahoor=

& - e

Judirec. .-< t.tral.tok

| Fle Edt Wiew Favortes Tools Help
|Links s Customize Links % Windows Marketplace
| Bycormar: - Pselzcr

| S - 7 |web Search [T Bookmarks- P settings = | @ Get 169 Now 7] Mail = (2 weather = [e¢|Fickr « [ Finance = = sBay « 8 Amazon

W @ @8 smart Data Reporting | | f - 6 - - b eage -

CitiDirect” Global Card Management &
——~

¥ Show Reports inbox

o Progress - Step 4 of 5
—)

Select Report

n

hedule Report

Specify the schedule report options below, then click Next or Save to continue,

Date Type: Posting Date =
Report Format Adobe FDF 5
Number Format 20630000 2]

* Report Options Date Format [Wrmervry = .
oo, —— Check this box.

Additional Options.
Erequency

Description

@) compieieanspar
0 Rey mplete Notify Me At maf0zS@snsu.edu =

Enter up to five o-mall addresses separated by commas

scheduled Reports
0 Reports Schaduled

[Gore T e ireemee [#100% 4
[« w03pm

#iStart| | i tnbox - Microsoft Oublook | £ Training | ) citi cardholder Guick Ref... |[# smart Data Reporting ...

~ = Tirect. ronder.doTreqest.tral token key= 111

/= Smart Data Reporting - Windows Internet Explorer [SEl=

File Edit View Favorites Tools  Help

Links © Customize Links  *> Windows Marketplace

@convert - Fselect

&' - 4.~ |web Search « [Z Bookmarks~ FiSettings = | @ et 123 Now! 52 Mail ~ £ weather = [e@|Fickr + [EFinance + =+ eBay » £ amazon

% @ (@ smart Data Reporting | |

CitiDirect” Global Card Management System

My Profile | Account Activity
¥ Show Reports Inbox

Home

Schedule Report

O =
———— LS

Select Report
€ Run Once

ToDate [oEmrzonT | Schedule Offset [5]

From Date [57

© Daily
Start Date [02/082011 Daystorun [T 5] ScheduleOffset [T
© Weekly
FromDay [Sangay 5] weskstorun [T 5]
To Day Sunda! -] Schedule Offset ':_;[
o Completed Reports
iR conm) © Monthly
—— ® o Day 7 Senecule offset [7 5] 1 : -
f— ° Select the appropriate reporting
[Desaiption emoty] Date Type: Posting Date CyCIe, Then CIiCk Save_

scheduied Reports
© o Reporing Crete

o oneduled reports Number of Cyces to Run  [T]]  Scheduie offset [g75] ¢

[T [@anternet

bene.

' Start| | - Inbosx - Microsoft Cutlook # Smart Data Reporting ... 2] Citi Cardholder Quick Ref...
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Return to the home screen. The home screen is where you will check on the
progress of your report. The report may take a while to run, depending on the number
of transactions it covers. Whent he report i s done, you sho

reportso section on your home screen. You
one. Click on the name of the report to retrieve it.

£ Home Page - Windows Internet Explorer

e~ & clidirect.c doPrequest trail token key=277F EEYEEY e 2|

| Fle Edt View Favorites Tools Help
| Links &) Customize Links &5 Windows Marketplace

| @comvert - [5elect
]Gl - 7 |web Search - [ZBookmarkse [l ettings ‘ 1 Get 9 ot ] Mail » 23 weather + [s¢|Flickr » [ Finance » ¥ eBay ~ 8 amazon

U & @ Home Page | | J - B - ® - [hpage - (G Tods - 7
o E
CitiDirect” Global Card Management System
Py

My Profile | Account Activity

Home:

Welcome Back PROCUREMENT

Account Activity

Transactions & Adjustments

Date Range: [ Previous 30 Days 7

Last Five Transactions

News & Links 10f1
Total Transactions 1 OFFICE DEPOT #30 1ae o news avalable
Reviewed 1 o e No news avaiable
Not Reviewed 0
View Alllews
Inbox CitiManager
& Completed Reports (4) & Scheduled Reports (2) Citibank Custom Reporting

Expense Report

Expense Report Ciibank Online Statements
Completed Date YRQB/2011 Next Run Date 08/03/2011 Cibank Electronic Reporting System
Expense Report Expense Report GCMS Classic
Completed Date 08/08/2011 Next Run Date 08/03/2011

( : 1 View Al >
Expense Report I k h t p th
Completed Date 08/08/2011 IC ere 1o open €
Expense Report p t
Completed Date  08/08/2011 re Or .

View All>

Resource Center

Account User's Guide
A Complete Manual

Oniine telp

& oy oric

I
javascriptivoid(0);

T T T T @ mteme: [® 10w ~ 4
start| | i box - microsoft Outlook || Home Page - Windows... ] it Cardholder Quick Ref... <« 12:38PM




Cl i ¢ k ftooopea yoar report in Adobe Reader.

/- Home Page - Windows Internek Explorer [EE1=]

|| X | Jrahooiszarch i

Srle waroct preS————
)

| Fle Edt view Favorites Tooks Help
|Links & Customize Links % Windows Marketplace:
| @acomvert - P select

| r - 4~ |ureb Search [ Bookmarks+ Flsettings~ | @ Get E3 Now! (9 Ml £ wieather + [o¢]Flickr + [Finance + =+ cBay ~ BB amazon
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This is an example of how the report should look.
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