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Objective

This PowerPoint was develop to help Agency/ Organization Program 
Coordinators (A/OPC) with navigating through CitiManager to perform daily 
function to support cardholder within your respective hierarchy.  

This PowerPoint does not replace or take away from training material 
develop by Citi.  The sole intent is to give a quick tutorial on some key 
functions and where to go as an A/OPC.    
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Manage User - Card Account
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Here you can search accounts within your span of control.  This can be done one of two 

ways, you can pull all accounts by clicking on search or by entering a specific cardholder 

information. In search field below, you will see their username if establish, card name,  bill 

type, account status, and the employee ID for those who have enter it in their profile. 

To access the account, click on the last six of the account number. Note: account that 
don’t have an username, reach out to the cardholder to establish one.  Next slide
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Manage User - Card Account

4

View the following dispute
Information:

• Transaction Date
• Posting Date
• Transaction Detail
• Dispute 
Amount/Currency
• Dispute Status
• Dispute Initiation Date
• Disputed by Name
• Reference Number

you can also transfer 
the Cardholder’s 
hierarchy

Edit will take you to 
Account Maintenance, 

here you can make 
changes to  

demographics field, 
spending controls, 

add/remove MCC if 
entitled, set temporary 

credit and cash, set 
mission critical, change 

card activation and 
deactivation dates,  to 

including ordering 
replacement  card. 

Clicking recent, you will view 
recent activity on an 

account, also you can view 
any pending authorization by 

clicking view authorization

Here, if you see a dropdown icon ^,  you can transition 
between the old and new account associated with the 

cardholder. 
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Manage User – Account 

Management
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Here you will be able to search individual account, unlike card accounts you won’t be able  
pull all accounts at once within your span of control. Next slide

Verify or set the PCS indicator is set to “Y”.

Start Pad Days and End Pad Days. PAD days are the number of days you want to
give a traveler as an extension to check in to their next duty station.

Temporary Credit Limit, Temporary Credit Limit Start Date and Temporary Credit
Limit End Date. 

Set the Mission Critical Start Date and Mission
Critical End Date fields.  Note: The mission critical start date has to be greater than 
today’s date and only occur on business days.  The elapsed time between start and 
end date cannot exceed more than 120 calendar days.

Change to  demographics field, spending controls, add/remove MCC 
if entitled, set temporary credit and cash, set mission critical, change 
card activation and deactivation dates,  to including ordering 
replacement  card. 
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Manager User – Update Multiple 

Accounts
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Here you will be able to do bulk maintenance, by checking the box(es) for the 
hierarchies of the accounts you need to maintain. Next slide

Click view accounts to pull the accounts that are 
associated to the hierarchy(ies) selected

To select individual card accounts, click in the checkbox for those accounts to be
included in the bulk maintenance update and click the Bulk Maintenance 
button.
OR
To select all accounts displayed in the search results, click the checkbox that 
displays
to the left of the Card Number column header and click the Bulk Maintenance 
button.
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Manage Users – Print 

Multiple Statement
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Here you can view a Cardholder’s current statement or a statement from previous months. 

You can also view recent transactions for a Cardholder that have posted to the account 

but have not yet been billed to a statement. Transaction data will be retained for a rolling 

six years (72 months). Next slide
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Manager Card Program – Bulk 

Hierarchy Transfer

8

Here as an non-cardholder you can transfer cardholder accounts (single or in bulk) from 

one hierarchy to another, provided they are within your span of control.  Which mean the 

hierarchy the cardholder accounts are being transferred from as well as the one they are 

being transferred to must be within your span of control.  Next slide
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Manager User – Document 

Management
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Here in document management, you can do bulk maintenance, by selecting bulk online 
maintenance from the select function dropdown,  bulk Online Maintenance (BOLM) 

allows A/OPCs to initiate a large number of Cardholder Maintenance requests in bulk using 

a file upload process. For step by step instructions, please see the  Non-Cardholder End 
to End User Guide, page 69.   Next slide
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Manager Card Program –

Hierarchy Pull Transfer
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Here you will be able pull accounts into a hierarchy, by searching for the cardholder using 

the account number or SSN. Once the account is visible, click the radio button and then 

click select account for transfer.  Then select the hierarchy you want the account to be 
place in and click transfer hierarchy.  Next slide
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Manager Card Program – Reports 
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This use to be in transaction management, and known as maintenance log, know its called 

the user activity report. Here you will be able to see who perform maintenance on a 
particular account.  Next slide

From the dropdown select: User 
Activity Report .

Select: Individual Online 
Maintenance.  

Select a date range not exceeding more than 31 days.

Click Generate
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Web Tools – Transaction 

Management
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Here in transaction Management, there are three primary function that you will use. The 

first one is hierarchy view. In the Accounts section, you can view users in specific 

hierarchies by clicking (+) plus sign icon next to the available hierarchies. Click the links in 

the Accounts — Unit column to view a cardholder’s contact information. Click the links in 

the non-cardholder — Unit column to add new Non-cardholders to the system. You can 
also view current Non-cardholders in that hierarchy. Next slide
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Web Tools – Transaction 

Management
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The second one is reports, by clicking resource, then reports.  There are two reports you 

should run to help you better manage your program. The reports are Multiple Business Unit 

Contact - this report provides the hierarchy and contact information for non-cardholders, to 

includes the primary contact for each hierarchy.   Non-Cardholder User Access- this report 

provides a listing of Non-cardholders (A/OPC, FO, FM, AO) who have access to transaction 

management, and shows the last login date, role, and name of the non-cardholders.  Next 
slide 
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Web Tools – Transaction 

Management
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The last one is point of contact, you can search for a Point of Contact to view contact 

information for A/OPCs based on hierarchy. To perform a search, select the desired search 

criteria from the First Name, Last Name, Hierarchy Name and/or Hierarchy Unit and click the 

search button.  To view more details for a contact, click the ellipsis (…) link that displays on 
the right-side of the row to expand the contact information.  


