[image: image1.jpg]Internet Explorer 6

Fle Edt View Favortss Toos Help

« =+ 0 4 Q@ @ @ @ ‘ 5 o= . H
ok " Fousd | Sop Refiesh tome | Seach Faortes Meda Hstoy | Mol Pt | Dass
Address [] htps:fuat.olinestatements,cards,cidrect,comnexfEStienlser v] (G | ks €]Free Homal E]Windows  E]ANSIX.12 €] Fedstats Home Page g

citigroupl T —
Citibank’Online Statements

erSignUp  Account Information

Please enter
information for each of %

the required fields to Account Number

the right. Each Enter the account number fram your card or statement with no spaces or

required field is dashes
marked with an

A entering the * AccountName [ ]

information, click the

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

To retum to the Sign * Street Address 1

On display, please

click the Cancel Street Address 2

[button | sciy [
- * State/Country Select One ~|

~  * Zip/lPLZIPost Code

Enter your billng address as it would appear on your staternent. Al fields
marked with an * are required if applicable to your courty.

)| sl

crtiarous™ Citiroup Prtvacy Promise v

Eloone [T 18 [@ wemet msms





[image: image2.png]crtigroup)



Citigroup® Global Transaction Services

Citibank® Commercial Cards: Government Services


Citibank® Online Statements—Introductory Guide
Introduction

Welcome to the Citibank® Online Statements system. This application will allow you to view your invoices and statements through the Internet. No more waiting for the paper to arrive! This easy-to-learn tool provides everything you need to view your statement or invoice, print them out, and even download the statement data to spreadsheets, such as Microsoft Excel®. This will guide you through the steps of registering and accessing the system.  IMPORTANT: This system is for both Invoices, which have a payment due; and Statements, which do not. It is important to only pay INVOICES, not statements!

Before you begin

The Citibank® Online Statements system requires that you have access to the Internet. If you are unsure, check with the person who supports your technology needs. You will also need to have a browser installed. This is a special kind of software that allows you to see information on the Internet. Microsoft Internet Explorer® and Netscape Navigator® are the most popular browsers. You need to have at least version 5.01 for Internet Explorer® or version 4.76 of Netscape Navigator. If you wish to print your statements, you will also need Adobe Reader®, version 4.0 or higher. If you do not have this program, you can obtain it free from www.adobe.com. 

Register to use the system

Registration is simple. To begin the process, you will need to have the most recent statement you received from Citibank. Follow these easy step below.

1. Access the Internet address for the Citibank® Online Statements program. The address (URL) is: http://www.onlinestatements.cards.citidirect.com or via www.citimanager.com 

2. To register click the word SIGN UP located on the left side of the screen. 

3. You will be asked to enter the following information:

· Account Number: the 16 digit account number on your card. If you do not have a card, this is the 16 digit billing account number you are responsible for.

· Account Name: Enter the name, EXACTLY as it appears on your card (if you entered a card account number) or on the billing statement (if you entered the billing account number).

· Street Address 1 and 2, City State, Zip: Enter the information, line by line, as it appears on your most recent statement. Be sure that you enter this information EXACTLY as it appears on your last paper statement, including spaces, abbreviations, etc. 

· If your statement is mailed somewhere other than within the United States, select “Outside United States” in the State/Country drop down box. 

· Zip Code and APO need only the first 5 digits.

· The system will validate your information. If anything is missing or incorrect, the screen will be returned, with the invalid information marked in red.
· Click Continue to move to the next screen.

4. The second part of registration includes creating a way to identify yourself. 

· User name: Select a user name that you will remember. No spaces allowed!

· Email Address: This is the email address where you will receive your first password and subsequent notifications.

· Hint: The “hint” is the way in which you will be able to reset a password. This should be a question for which you will be the only person to know the answer.

· Hint Answer: This is the answer to the “hint” question. To ensure maximum protection is sure the hint and the answer is something only you will know.

5. Click the Sign up button. You will receive a message that the registration was successful. 

6. Your initial password will be sent to the email address you entered. 

Signing on to the system

The first time you sign on, you will need the temporary password that was emailed to you. When you first log in, you will need to create a password that only you will know. For maximum protection is sure you do not write this down or create a password that will be too easy to remember. Citibank has several rules about creating a password, and the system will require that the password:

· Be at least 6 positions, containing both letters and numbers

· Not have more than 2 repeating characters (for example,  no aaa, 111, etc.)

· Not have been used in the last 6 password changes

· Have at least one capital letter

Working with statements

A. Quick View

Once you are in the system, you will immediately see a “Quick View” of the statement information. The quick view is a raw listing of the transactions that appear on a statement. 

1. If you are reviewing a central bill statement, there is a link called View All Accounts. This will provide a list of all accounts for the central bill. From there you can click on the account number to see the transactions for each account.

2. If you are reviewing an individual statement, you will see all the transactions in that cycle.

B. Print/Save

If you want to produce a formal statement or invoice that looks like the paper, select the button called “Print/Download.” The Print/Download button will start the Adobe Reader® program, and the representation of the paper statement will appear on the screen. 

1. If you are viewing a central bill statement, the product will display the listing of the individual accounts on the left side. You can either print the entire bill (be careful—this could be thousands of pages!), or print selected accounts. 

2. You can also save the statement on your hard drive, by clicking the diskette icon on the toolbar that appears at the top of the screen. Be sure to remember where you save the information!

3. Important: Remember—for purchase cards, you do not need to pay your statement. The amount due will be zero or blank. For travel cards, there will be an amount due, and you will need to pay that amount. Although they look like statements, INVOICES have an amount owed!
C. Download

You can export the statement information into either a comma separated value (csv) format or (xls) format that can be used to import into most popular spreadsheet programs. To begin the download process, click the “Download” button. Give the file a name, and be sure to remember the location. 

Other functions

In addition to viewing current statement information, you can view historical statements. Click the “Statements” button and the list of prior period statements will be displayed.

The “Password” button allows you to change your password at any time. You should change your password whenever you feel it has been compromised.

If you have access to more than one account, the “Accounts” button will allow you to add more accounts to your user ID. From this screen you can also designate a person as a backup (central bill accounts only). Click the link, and follow the instructions—you will need to know the person’s email address in order to set up them as your alternate. 

Still need help?

Citibank is committed to your satisfaction. If you require assistance with the system, or if you are locked from your account access, contact our help desk at 1-800-790-7206, option 2, following the prompts for the CitiDirect® Card Management System. When queried by the representative, advise them that your question pertains to the Citibank® Online Statements system.

CITIBANK, CITIDIRECT, CITIGROUP and the Umbrella Device are registered trademarks and service marks of Citicorp or its affiliates. Microsoft®, Internet Explorer® and Excel® are registered trademarks of Microsoft Corporation. Netscape® Is a registered trademark of Netscape Corporation. Adobe® and Adobe Reader® are registered trademarks of Adobe Corporation.


