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CitiDirect Allocation Guide

Financial: Under the financial tab there are two options for reallocating
transactions; Account Summary and Advanced Transaction Maintenance.
Using Account Summary the end user can view each transaction and allocate

CitiDirect Home Page: each individual transaction. Advanced Transaction Maintenance allows the
end user to allocate individual transaction or “mass” allocate selected

actions.
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Reports | Accounts
Account Summary

Welcome Back Training Accounting Manager Merchant Summary

Last Visit: 04/29/2011
Program Activity Transaction Managem)  Advanced Transaction Previous 20 Days | v =
Maintenance
Users & Accounts Hews & Links 1ofdn
Total Users 1 Reviewed o Improvements to the system on April
As of April 10, 2011 ] hy
Total Active Cardholder Users 1 Not Reviewed 4 o1 Apr IR, <7 on allsereens where you
can edit tranzactions you no longer need to
Total Locked Users 0 Approved 0 click the Save button on the accounting code
Recently Added Cardholder Users 1 Not Approved 4 section of each transaction. ou can now edit
Cardholder Users with Activity 1 Wiew All News
Recently Added Accounts & ® CitiManager T
@ Citibank Custom Reporting
@ Citibank Online Statements
Inbox @ Citibank Electronic Repoerting System
& Completed Reports (0} & scheduled Reports (0) =, Notifications & Files ® GCMS Classic
Hotifications (0}
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Resource Center
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Note: CitiBank defines a
card as an Account.
Account will denote a card
going forward.

Search Criteria/Search By:
This drop down box is the
most efficient way to get to
a particular account. The
two search criteria that will
be used the most are
Account Name(starts with)
and Account Number (ends
with).

Select the drop down box
and then select one of the
search criteria.

{= Search Reporting Structure - M

CitiDirect Allocation Guide

Financial Account Summary: After clicking on the Account
Summary link under the Financial tab it will bring the end user to

the Search Reporting Structure page. There are several search

options and are shown below.

rosoft Intarnet Explorer provided by D

ision of Finance
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Search By:

ome = Search Reporting Structurg

CitiDirect” Global Card Managemgnt Systemn

SEARCH CRITERIA

Org Point
— All {Org Point)
— Crg Point (Advanosd)
— Org Point Country
— Org Point Name 1
— Org Point Name 2
— Org Point Number
— Org Point Reports To Name

Account
3 - All [Account)

— Account [Advanced)
— Account City
Account Country
Account Name (starts with)

— Account Mumber (ends with)
— Account Number {exact)

— Account Reports To Mame
— Account State/Frovince

— Account Status

Fi ial

Reports

Accounts

Select FISC-FINANCIAL MANAGEMENT
(Your assigned reporting level)

EAll Select a Quick Link

Recently Viewed: HNons

e Internet

i v Hioow -

Hierarch Tree: This view
was shown in more detail
in the Navigation Guide.
This allows an end user to
click their way through the
departments and sub
departments until getting
to the lowest level (which
are the accounts or cards in
a department/sub
department).

Select a Quick Link: The
end user will be able to use
the “Recently Viewed”
drop down to select
accounts that have been
viewed recently.



CitiDirect Allocation Guide
Search Criteria/Search By: After selecting the search criteria “Account Name (starts with)”,

begin typing the first letters of the account name (requires at least 4 letters). For a card in an

individual’s name this will be the first name. After typing in the letters click on the search tab.
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CitiDirect Allocation Guide

Search Criteria/Search By: After clicking Search the account will appear at the bottom of the
screen. If it is the correct account, click on the “Cardholder Name 1” field. This will take the
end user to the Transaction Summary search page.

{= Search Reporting Structure - Microsoft Internet Explorer provided by Division of Finance
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Accounts

Home = Search Reporting Structure

Search Reporting Structure

SEARCH CRITERIA QuIic

INK

Search By: |- Account Name (staris with) Select FISC-FINANCIAL MANAGEMENT &3

(Your assigned reporting level)

Recently Viewed: Hons Rl Select a Quick Link

Search

SEARCH RESULTS

Cardholder Name 2 Account Number City State Country Reporis To Status

St DEBORAH L PHAIR 711 TAMU PAYMENT CARD JOOOH000A-XX31-3146  COLLEGE STATION  TX UNITED STATES  FISC OPS-FMO - ACCOUNTING OPE ACTIVE
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Select a Quick Link: Use the “Recently Viewed” drop down and select an account recently viewed. Then click on
Select a Quick Link. The difference using “Select a Quick Link” vs. “Search by” is that the “Select a Quick Link”
takes the end user directly to the Transaction Summary search.

= Search Reporting Structure - Microsoft Internet Explorer provided by Division of Finance
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Reporting Cycle: To search by
reporting cycle, select the button
next to “Reporting Cycle:” Then
select the drop down button to
select the reporting month.

CitiDirect Allocation Guide

After selecting the account, either via the Search By or Quick Link feature, the system
will provide to the end user the “Transaction Summary” search.

{2 Transaction Summary - Microsoft Internet Explorer, provided by Division of Finance
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CitiDirect” Global Card M3

hagement Systemn

Financial | Reports | Accounts

Heme > Search Repgfting Structure > Transaction Summary

Transaction Summary

DEBORAH PHAIR » JOO000-X0(31-3148 » FISC OPS-FMO - ACCOUN

SEARCH CRITERIA Advanced Search

g Reporting Cycle:

Date Type: To search by Posting
Date or Transaction Date (would
normally want to use Posting
Date), select the button next to
“Date Type:” Normally end users
will want to use the Reporting
Cycle search for allocation
purposes.

| " Date Type: From: 04/02/2011

Asting Date

Data available starting: 05/02/2008

| To:

05/02/2011

pia-OPE - EVONNE CROCKER » 8000 TAMU - FISCBEWERLY WILSON » COLLEGE STATION, TX 778430001

»
Advance Search: This button can
be clicked to search on a particular
transaction or transactions by
Merchant Name or Transaction
Amount.
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Transaction Summary Search: Once selecting Reporting Cycle as the search criteria, then select the appropriate Reporting Cycle
month using the drop down. Once the reporting cycle month has been selected, click the search button.

{= Transaction Summary - Microsoft Internet Explorer provided by Division of Finance
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Transaction Summary Search Results: The search will bring forward any transactions for the account during the time frame
selected. There are two transactions on this particular account during the May reporting cycle. To view or update the
accounting codes (FAMIS account) and object code, click on expand all or click on the “Accounting Detail” icon. The Accounting
Detail icon will pull up the accounting detail for just one transaction and the “Expand All” pulls up the detail for all transactions.

(= Transaction Summary - Microsoft Internet Explorer, provided by Division of Finance
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Transaction Summary u
DEBORAH PHAIR » 2000CK- ~X31-3146 + FISC OPS-FMO - ACCOUNTING OPE - EVONNE CROCKER * 6000 TAMU - FISCBEVERLY WILSON * COLLEGE STATION, TX 772430001
SEARCH CRITERIA dvanced Search >
* Reporting Cycle: May 2011 hd
04272011 to 05/03/2011
" ||pate Type: Fronf. |04/02/2011
Fosfing Date | Tp: 05/02/2011
Datd available starting: 0B/02/2008
1-2
v
Expand Al | Colapselal [“Send emoit [N 5o | Reset
SEARCH RESULTS Search Total: 72.75
. . Posting Transaction — Transaction Alternate Additional
Detail Reviewed Approved Date Date Description Amount Tax Amount Tax Amount Information
WALGREENS #12838 QPS
u B8 r = D41R011 D4MDR0TT o e 3.49 0.27
FISH TALES - B
W B ® r - 04202011 D4NS20T1 ' peml ey 59.25 5.28
Search Total: 72.75
Expand Al | Colapse Al [ Send cmail [N sove | Reet
1-2
A
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Accounting Detail: After clicking either the expand all or the Accounting Detail icon it will provide the below view. In this view
you can edit any of the fields in the Accounting Codes section by clicking on the Edit Accounting Codes.

{Z Transaction Summary - Microsoft Internet Explorer provided by Division of Finance

="k J |§, https ‘ citidirect..com, V| QJ @ || X | 2~

File Edit Wew Favorited Tools Help

77 Favorites | 55 ﬂ Suggested Sites ~ £ | Get More Add-ons -
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r Collapze Bl Send Email Save Reset v
SEARCH RESULTS Search Total: 72.75 0
= . Posting Transaction — Transaction Alternate Additional
Detail Reviewed Approved Date Date Description ot Tax Amount Tax Amount e ———
WALGREENS #12838 QPS
Wl B ® - - 04112011 0402011 oo e e 3.49 027
PURCHASE DETAIL INFORMATION
Ship-to Stafe/Province Ship-to Postal Code Use Tax
ACCOUNTING CODES INFORMATION
Expense Description
Dept/Sub-Dept Accounting Code Object Code Invoice # Document #
290410-00000 - FMO 6340{7546) - Business Meals 0
Asset# Recipient Info Order Date Delivery Date Reconciled Date
Edit Accounting Codes: Click on
this tab to change the Accounting Reconciler Original Account REF A REF B Expending PGM Code
Code, Object Code or any of the
other custom fields in the HUB Status Po#
i . = No D iption -
Accounting Codes Information o Description
Section. N i Accouniing Codes |
FISH TALES -
l B ® - r 04202011 04182011 S Pt o g7es0 69.26 528 v

& Internet Gh v Hio00% v
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CitiDirect Allocation Guide

Accounting Detail: After clicking on the Edit Accounting Codes button the fields can now be revised. The first field is Expense
Description and is an optional field. However this field can be used to document business purpose and who attended in the case
of a business meal if not already documented on receipt or other backup documentation. Recipient Info is required in the event

of a gift purchased with the payment card. See the Payment Card Program Guide for more information.
Edit Mode Icon: Note that the

transaction will show this icon if

ansaction Summary - Microsoft Internet Explorer provided by Division of Finance

currently in the edit mode.

—4 ® |@] https citidir ect, com

Wiew  Favorites  Tools  Help

5lr Favarites = n Suggested Sites ~ £ | Get More Add-ons -

ol

Invoice #: Optional field, however
it is recommended if paying an

€ i g T | e v Page = Safety = Tools+ (@) . i )
| @ rensaxtion Sunmary . y -8 = Page - Jafety - Took - @) . ice using the payment card,
a T A a .
W B ® 7 r r 04/11/2011 [oaitoizotq  VALGREENS #12838 QPS 349 027 instead of creating a document in

BRYAN, TX -77802

Dept/Sub-Dept: This field is not
used by TAMU, TAMUS or TAMUG.
It is there for another system
member that needed this field.

PURCHASE DETAIL INFORMATION

Ship-to State/Province Ship-to Postal Code

Accounting Code and Object
Code: These are the only two
fields that are required and will be
defaulted for every transaction.

ACCOUNTING CODES INFORMATION

se Description

Display accounting codes from

Use Tax

Create Purchase Detail

Soount Level | %

FAMIS/AggieBuy, to record the
invoice # in this field. That way if
the vendor sends a duplicate
invoice it can be caught by
searching on that invoice number
in Advance Transaction
Maintenance Search.

Document #/PO #: Optional field,
however if a department had

Certain transactions will require an DeptiSub-Dept p Accounting Code Object Code Invoice # Document # created a Limited or Exempt
object code change; see the w 6340(7546) - Business Maals document in FAMIS to encumber
Payment Card Program Guide for M| |[210410-00000 6340(7546) - Business || * the funds the document number
more information on required Asset# Recipient Info Order Date Delivery Date can be listed here. Note that the
object code changes document must still be manually

- completed to release

Reconciler Original Account Expending PGM Code encumbrance.

Optional Fields: Fields on the - I
rows beginning with Asset# and v
Reconciler are all optional fields HUB Status PO % EXpend.ing PGM Code/HUB Status:
that can be used to document if o Desm.pﬁm_: These fields are not used by .
not already documented on other -lNo Description - s TAMU, TAMUS or TAMUG. It is
documentation like the receipt or there for anoth.er-system member
reconcilement. ‘ @ it -] o that needed this field.
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Accounting Code: The accounting code field has an auto-complete feature, so as you begin to type in the account number it

tries to complete the rest of the account for you. Once it begins to bring up the list of possible matches you can hover over the
correct account and click the appropriate account.

(= Transaction Summary - Microsoft Internet Explorer provided by Division of Finance

\:‘/ - |@, https citidirect,com / V| %J B[] X | 2

File Edit Wiew Favorites Tools Help

fj’ Favorites i.:‘§ ﬂ Suggested Sites - £ | Get More Add-ons -

= _ »»
& Transaction Summary S v B 2] mm - page v Safety  Toos - (@~
| | . v
BRYAN, TX-I7ola A
PURCHASE DETAIL INFORMATION
Ship-to State/Province Ship-to Postal Code Use Tax
Create Purchase Detail
ACCOUNTING CODES INFORMATION Display accounting codes from Account Level W
Expense Description
Dept/ Sub-Dept Accounting Cod Object Code Invoice # Document #
210410-00000 - FAMO 6340{7546) - Business Meals
£y 210410000 6340(7546) - Buginess &
210410-00000 FMO: )
LEmEE 210410-10000 FMO-ACCOUNTING SERVICES D218 e
210410-11000 FMO-AFR B
210410-12000 FMC-RECONCILIATICNS
o - 210410-12000 FMI-RECCNCILIATICNS = © TGt
econciler 210410-20000 FMO-ACCOUNTING OPERATIONS pending ode
210410-21000 FMO-A/R & GENERAL ACCOUNTING
210410-22000 FMO-ACCOUNTS PAYABLE £V
210410-22000 FMO-PROPERTY
HUB Status 210410-20000 FMO-DEFARTMENTAL ACCTE RESOURCE CTR
- No Description - All search results are not displayed. To refine search, enter more text.
- Mo Description - s
Copy to All on Page
-
Done €D Internet G v Wioow v
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Object Code: The object code field has an auto-complete feature, so as you begin to type in the object code it tries to complete
the rest of the account for you. Once it begins to bring up the list of possible matches you can hover over the correct object
code and click to select. Note the message at the bottom of the list of object code that matches codes that begin with 63 “All
search results are not displayed. To refine search, enter more text.” In this case the end user would have to type in an
additional number to refine the search, so in this example adding a 4 after 63 would pull up 6340 to be able to select.

- MLl UaUIL HEETTEL Caplbiel piuvided Dy ivipidil Ul T iliali.e

@\—:-; R |§, https citidirect. caom , V| %J B[ *2|| X | i

File Edit ‘Wew Favorites Tools Help
{3 Favorites {.“5 ﬂ Suggested Sites ~ £ | Get More Add-ons -

- = »
(@ Transaction Summary v B[] o= v Page - Safety » Tooks - @-

Lreate Furcnase Uacall ¥

ACCOUNTING CODES INFORMATION Display accounting codes from Account Level W

Expense Description

DeptiSub-Dept Accounting Code Objeqt Code Invoice # Document #
210410-00000 - FAMO 6.340(7546) - Business \Meals
«!| 21041000000 %1 0({7262)
o Bad Debt Expense-Tuiticn/Fees

RemEis JEE IEIID £211(78 Bad Debt Expense-Professional Fees 70 D21E
6212(7262) Bad Debt Expense-Other Sales
B315{7588) Finzs and Penalties

2 - T 5 6320(7210) Investment Fees T

econciler riginal Accoun 8330(7578) Return of Loan Funds-Fin Aid Only 19 ocde

8235{7574) Other Expenses-Local Only
8338(7324) Contract Equipment-Monlnventory w
B32T(TET) SOFC-Other Expanses |-

HUB Status PO # £338(7289) Catering Services

- No Description = All search results are not displayed. To refine search, enter more text.

- Ho Description - s e
FISH TALES -
M| [=-] @ - - 042002011 04182011 GALVESTON, TX 77550 69.26 5.28
PURCHASE DETAIL INFORMATION
Ship-to State/Province Ship-to Postal Code Use Tax
w
Done € Internet ¥ v Hion -
=
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Account Code and Object Code: After selecting the appropriate account code and object code click the “Save” button. This
button is listed above all transactions as shown here and also below the list of transactions on the page. If this “Save” button is
not clicked all allocation changes will be lost.

{= Transaction Summary - Microsoft Internet Explorer provided by Division of Finance -_” [g|

@:; - |@, https \ citidirect.cam Vl QJ B ||+ || X | |-

File Edit ‘Wiew Favorites Tools Help

{3 Favarites {.:‘5 u Suggested Sites * £ | Get More Add-ons ~

»
| @ Transaction Summary |

& - B = s%a - Page - Safety ~ Tools - @-

mransacuaun Janmnrary V.
DEBORAH PHAIR » JOO0-3000-20(31-3148 » FISC OPS-FMO - ACCOUNTIN PE - EVOMNNE CROCKER = 6000 TAMU - FISCBEVERLY WILSON = COLLEGE STATION, TX 778430001
SEARCH CRITERIA Advanced Search >
¥ Reporting Cycle: May 2011 v
04/02/2011 to 050372011
" Date Type: From: 04022011
Posting Date » To 05022011
Drata available starting: 05/02/2008
1-2
Colapse Al [ Send Emai |
SEARCH RESULTS Search Total: 72.75
. . Posting Transaction _— Transaction Alternate Additional
Detail Reviewed Approved Date Date Description —— Tax Amount Tax Amount S ————
WALGREENS #12838 QPS5
l B ® r~ r Q412011 D4HORDTT ooy T rang 3.49 0.27
PURCHASE DETAIL INFORMATION
Ship-to State/Province Ship-to Postal Code Use Tax
v
€D Internet ¢ - ®ioow -
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Account Code and Object Code: After clicking the save button the transaction and accounting details will again not be editable
until the Edit Account Codes button is clicked. Also note that the Transaction Edit icon is no longer on this transaction, meaning

itis not in edit mode. This shows how to change accounting codes and information on individual transactions. The next page
will begin the how to for mass allocation of certain transactions.

w
= i A [+ =
@ & - |g, https / citidirect. com ¥IN\E PR [T [~ el
File Edit Yiew Favorites Tools Ip
{3 Favorites {.:‘5 ﬂ Suggested Sitgs - £ | Get More Add-ons ~
- 3
/& Transaction Summary ﬁ * B | = - Page - Safety - Tools - @'
Tolapse Al \ Send Email Save | Resel =
SEARCH RESULTS Search Total: 72.75 |
. . Posting Transaction — Alternate Additional
Detail eviewed Approved Date Date Description Tax Amount Tax Amount N ———
WALGREENS #12838 QPS5
u B ® - ] 04112011 04102011 RYAN, TX 77808 027
PURCHASE DETAIL INFORMATION
Ship-to State/Province Ship-to Postal Code Use Tax
ACCOUNTING CODES INFORMATION
Expense Description
Dept/Sub-Dept Accounting Code Ohbject Code{' Invoice # Document #
210410-00000 - FMO 6339(7546) - Food Purchases{not business meals) B
Asset# Recipient Info Order Date Delivery Date Reconciled Date
Reconciler Qriginal Account REF A REF B pending PGM Code
HUB Status PO #
= No Description -
FISH TALES -
u B ® - ] 041202011 D&M L pest o ey 59.26 528 v
& Internet $5 v ®oow -
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Financial/Advanced Transaction Maintenance: To mass allocate all or certain transactions on a card click on Advanced
Transaction Maintenance.

{= Home Page - Microsoft Internet Explorer provided by Division of Finance |Z||E||X|
&ar - |g, https: | v, globalmanagement, citidirect, com/ sdng/home'a/homepageRender . dotrequest.trail boke V| % ||+ || X Bing ||4‘:l '|
File Edit ‘%iew Favorites Tools  Help /

{; Favarites | {5 [] Suggested Sites - £ | Get More Add-ons -

>
| g Home Page | | ﬁ = E =1 @ * Page r Safety ~ Tools - @v
A~
CitiDirect” Global Card Management System il
t
Home Account Summary
Welcome Back Training Accounting Manager Merchant Summary
Last Visit: 05/02/2011
Program Activity Transaction Managem Advanced Transaction Frevious 20 Days % =
Maintenance
Users & Accounts HNews & Links 1ofdw
Total Users 1 Reviewed ] Improvements to the system on April
Az of April 10, 2011 I h
Total Active Cardholder Users 1 Not Reviewed 4 BTARTIAS, BT on allseresns whers you
can edit transactions you no longer need to
Total Locked Users 0 Approved 0 click the Save button on the accounting code
Recently Added Cardholder Users 1 Mot Approved 4 section of each transaction. You can now edit
Cardholder Users with Activity 1 View All News
Recently Added Accounts & @ CitiManager |
@ Citicank Cugtom Reporting
@ Citibank Online Statements
Inbox @ Citicank Electrenic Reperting System
& Ccompleted Reports (0) & scheduled Reports (0) =, Notifications & Files © GCMS Classic
Notifications [0}
Mo completed reports are available. Mo =cheduled reports are available.
Nao notifications are available.
Resource Center
v
htkps: { i, globalmanagement . citidirect. comfsdng/fintransydecisionadvancedTransMaint DecisionInit, do?&nwflow=1 0 Internet u‘-"a +  H100% v
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Financial/Advanced Transaction Maintenance: After clicking on Advanced Transaction Maintenance it brings up the same
search function as if selecting Account Summary. Search for the particular account as previously shown on page 3-6.

= Search Reporting Structure - Microsoft Internet Explorer, provided by Division of Finance

@'\" ; Al |§. https citidirect .com Y| E: | Bl ]| X
Eile Edit Yiew Favorites Tools Help
{3 Favarites 1’.:‘5 I] Suggested Sites -~ £ | Get More Add-ons -

2

@ Search Reporting Struckure

CitiDirect” Global Card Management System
~~
Financial User

Reports | Accounts

Home = Search Reporting Structure

Search Reporting Structure

SEARCH CRITERIA

Search By:

w

QUICK LINK

Select FISC-FINANCIAL MANAGEMENT &
[Your assigned reporting level)

Recently Viewed: G lime=se sl el

b Select a Quick Link

e Internet

5 -

H, 100%.
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Financial/Advanced Transaction Maintenance: Again you can search on reporting cycle or a custom date range as shown in
more detail on pages 7-8. The difference in this search is that you can add “Optional Filters”. As shown below all of the custom
fields are available to search on. One example of a filter that may be commonly used is Invoice #. This would be used to search
for an invoice that may have already been paid. To use the filter search, just type in the information into the appropriate field
and click search. On the next page we will show additional filters that are available.

@.:_—;. hd |§, https citidirect, com V| %J || X | / | Foig

File Edit ‘Wiew Favorites Toold Help

{3 Favorites {.3 ﬂ Suggested Gites -~ £ | Get More Add-ons -

[ 1€ rdvanced Transaction Mainkenane . & - B | !;;Q v Page -~ Safety - Tools - '@"
- | "
Advanced Transactipn Maintenance =
DEBORAH L PHAIR = J000-0C0-X0(31-3146 » FISC OPS-FMO - ACCOUNTING OPE - EVONNE CROCKER * 6000 TAMU - fISCBEVERLY WILSON » COLLEGE STATION, TX 778430001
Scheme Name: 711 X ASM UNWERSTY
SEARCH CRITERIA OPTIOHAL FILTERS
o Reporting Cycle: May 2011 e Accounting Codes
0:4/02/2011 to 05/03/2011 Inclugs Empty Fields
Dept/Sub-Dept: -
" Date Type: From:  [04/02/2011 j Accounting Code: r
Posting Date hd To: 05/02/2011 j
Object Code: -
Data available starting: 05/02/2008
Invoice # - —
m Document #: r
Azset# -
Recipient Info: -
Order Date: -
Delivery Date: -
Reconciled Date: r
Reconciler: -
Qriginal Account: -
REF A: ~
REF B r v
Done 0 Internet 4 - F100% -
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CitiDirect Allocation Guide

Financial/Advanced Transaction Maintenance: The remaining Optional Filters are shown below. These can be used to search for a
particular merchant or merchant category code. This may be helpful for restaurants or a particular vendor in which all purchases are
paid from an account different than the default. This search would restrict the results to just that vendor or grouping of vendors and
then would make the allocation process more efficient. If the end users marks transactions reviewed after allocating, then this
search could bring up all transactions that have not been reviewed.

f_,‘ Advanced' iTaisaciion maiiile naice - MICIosoiL INLerneL CAPIOTED provided Dy Livisiod i Finaiice

@I.S; - |@, https \ citidirect., com "| QJ ||| X | 2

File Edit Wiew Favorites Tools Help
ﬁFavorites *{5 ﬂ5uggested Sites ~ £  Get More Add-ons ~

@Advanced Transackion Maintenance ﬁ = I:j = F;A = Page » Safety » Tools = @-

|

PO #: r

Tranzaction/Split
Description:

Trangaction Exported All v
Status:

Reviewed/Approved All W
Status:

erchant Name:
Merchant Category Code:

Acquirer Reference
Number:

Transaction Code:

Tranzaction Amount: to
Tax Amount: to
Alternate Tax Amount: to

Uze Tax Amount: to

v

€D Internet 4 - Fiomws -
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CitiDirect Allocation Guide

Financial/Advanced Transaction Maintenance: The below is a search of all transactions on this account for reporting cycle May
2011 with no optional filters used. Notice all of the custom fields under Mass Update Controls. To update any of the fields in
the Mass Update Controls section simply click on the small box on the left under the under the custom field that needs to be
updated and then use the box to the right of the checked box to enter the information for the change/update. On the next page
it will show the remainder of this screen which has the transactions. To update the transactions with the value updated in the

Mass Control fields the transaction must be selected prior to clicking the save button. If the transaction is not selected it will not

update that particular transaction.

g

o[-

@ e At I B R b~ i ok~ aodbn Rttt e = 0 I3t = B
File Edit ‘Wiew Favorites Tools Help
<lp Favorites | 5% [“SUggested Sites ~ £ | Get More Add-ons

B - f=n - Page ~ Safety ~ Tools = ﬂlv »

(& Advanced Transaction Maintenance

Advanced Transaction Maintenance
DEBORAH L PHAIR = X300-20000-30{31-3145 » FISC OPS-FMO /4 AZCOUNTING OPE - EWONNE CROCKER + 6000 TAMU - FISCBEVERLY WILSON » COLLEGE STATION, TX 778430001

Schems Mame:

OPTIONAL FILTERS

MASS UPDATE CONTROLS
Asset#

Document #

Object Code Invoice #

Dept/Sub-Dept

- - || || - -
Recipient Info Order Date Delivery Date Reconciled Date Reconciler Original Account
- - - - - -
REF A REF B Expending PGM Code HUB Status PO #
I I I I~ - No Description 4 I
Ship-to State/Province: [~
Ship-to Postal Code: [~
v
< >
Daone @ Intermet vg v W00% -
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CitiDirect Allocation Guide

Financial/Advanced Transaction Maintenance: Below are the transactions listed under the “Mass Update Controls” section
from the previous page. If the transaction needs to be updated with the new value in the “Mass Update Controls” section then
it must be selected here. After the appropriate transactions have been selected scroll back to the top or to the bottom and click
save. That will then update all transactions selected with the updated fields in the Mass Update Controls section.

(= Advanted TTairactios MIENAICE M ICT OOl L IIE N L LRI el Provited DY LIVISION 01 T TIaICE

3 L4 https / citidirect.com V| gj || #2] | X | Poiks

Y

File  Edit ew  Favorite Tools  Help

77 Favar - ﬂ Suynggested Sites ~ £ | Get More Add-ons
& - B | gé; ~ Page = Safety » Tools - I@Iv

A
r ul @ DEBORAH L PHAIR JOOO000-K31-3146 0411172011 0411052011 WALGREENS BRYAN TX 77808 3.4% 027 —
#2828 APS
CODES INFORMATION
Accounting Code Object Code Invoice # Document #
270410-00000 - FAMO 6340(7546) - Business Meals
Recipient Info Order Date Delivery Date Reconciled Date
Refonciler Original Account REF A REF B Expending PGM Code
HUB Status PO #
= No Description -
r ul @ DEBORAH L PHAIR JOOCK000-XK31-3146 0472002011 04M1%/2011  FISH TALES GALVESTON TX 77550 69.26 5.28
ACCOUNTING CODES INFORMATION
Dept/Sub-Dept Accounting Code Object Code Invoice # Document #
270410-00000 - FMO 6340(7546) - Business Meals 0
Asset# Recipient Info Order Date Delivery Date Reconciled Date
Reconciler Original Account REF A REF B Expending PGM Code
v
< | >
Done & Internet 4 v Hioow -
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CitiDirect Allocation Guide

Transaction Splits: To split a transaction, under the Account Summary transaction search, click on the Split Transaction icon
shown below. Splitting a transaction is not available under the Advanced Transaction Maintenance mass allocation feature.

@;}" |ﬁ, https: f s, globalmanagement. citidirect, comysdng/fintransa/account TransSummaryR ender  do?res V| ﬂ @ || Eing | Foibs

File Edit ¥iew Favorifes Tools Help

¢ Favorites | E) n Spggested Sites ~ & | Get More Add-ons ~

|§Transaction SUmMmary: | | & - B = @ -~ Page -~ 3Safety » Tools - @, b

~
« Reporting Cycle: May 2011 hd )

04/02/2011 to 05/03/2011

" Date Type: From: 04/02/2011

Fosting Date » | To: 05032011

Data available styrting: 05/03/2008

1-2
Expand Al | Chlapse Al [ Send Emai [N Sove | Reset |
SEARCH RESULT S Search Total: 72.75
8 . Posting Transaction — Transaction Alternate Additional
Detail Reviewed Approved Date Date Description T m— Tax Amount ] S ——
WALGREENS #12838 QPS
ul ) I r 0411112011 041102011 oo AN, TX 77808 3.49 0.27
FISH TALES
u | ® I r 047202011 0ansiZON ALVESTON, TX 77550 59.25 528
Split Transaction Search Total: 72.756
Expand Al | Colapse Al [ Send cmai [N <ove | Reset |
1-2
Currentty logged in as: Training Accounting Manager (TrainAM711P, Level Manager,
— . - — b
javascriptivoid(0); 0 Inkernet #3 - F100%  *
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CitiDirect Allocation Guide

Travel Site Allocation: All functions related to the CitiDirect travel site operate exactly the same. All searches, transaction
summary, advanced transaction maintenance, transaction view, card information view, reports, etc. operate the exact same as
the payment card site. Accounting Code and object code are required just as in the payment card site, the only difference in the
travel card site is that Traveler Last Name and Traveler First Name are also required. All other accounting/custom fields shown

% Trans below are optional. Traveler name is required to be able to report on total travel paid by traveler. m
@ .\-:/. '_lg‘ hittps citidirect. cam V| % |@ || X | \ | R~
File Edit ‘“iew Favorites Tools Help
77 Favarites | 55 D Suggested Sites - £ | Get More Add-ons -
| (€ Transaction Summary . G- 8 7| g v Page = Safety v Tooks - (@~ ?
- \
w 2= ® 7 - - 041132011 04f12r2011 | DAKRIDGE SMOKEHOUSE 45 80 3.49 A

SCHULENBURG, TX -78856

PURCHASE DETAIL INFORMATION

Ship-to State/Province Ship-to Postal Code Use Tax
Create Purchase Detail
ACCOUNTING CODES INFORMATION Display accounting codes from
Expense Description
Jv v v
Dept/Sub-Dept Accounting Code Object Code Traveler Last Name Traveler First Name
v * *
Destination Purpose/Benefit Departure Date Return Date Pre-Auth
Type of Traveler Multi Travelers Traveler Home PGM REF A REF B
Reconciled Date Reconciler Original Account
v
< ¥

€ Internet sy v E®ioon v
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CitiDirect Allocation Guide

Transaction Splits: After clicking on the Split Transaction icon the end user will be presented with the Split Transaction page
shown below. The end user can create as many splits as necessary for the transaction; however the system defaults to 2. If 2

splits are needed and want to split by amount click the add button.

E Split Transaction - Microsoft Internet Explorer, provided by Division of Finance

2 | https citidirect .com i a] || %

L o)

File Edit Wie Favarites  Tools  Help

'f;f Favorites u:‘g I] Suggested Sites -~ £ | Get More Add-ons -

'_r,é Split Transaction

[;é; ~ Page + Safety » Tools = @v »

CIl

Accounts

Home = Search Reperting Structure = Transaction Summary = Split Transaction

Split Transaction
DEBORAH L PHAIR » JOC0-000-H0(31-3146 » FISC OPS-FMO - ACCOUNTING OPE - EVONNE CROCKER » 6000 TAMU - FISCBEWVERLY WILSON » CO

.

Split Detail
o ; Posting Transaction L Transaction Tax Alternate
Reviewed Approved Exported Date Date Description T et T e —
- r r 04112011 041 0/2011 3.49 027
WALGREENS
#12838 QP
BRYAN, TX -
77808 Split By: The end user can split by
Spit: [l Add | Amount or by Percent.
I
Split By: | Amount | W plit and Balance To: | Total Transaction Amount X
o Split and Balance To: The end
Description Percent Amount Tax Amount Alternate Tax Amount
user can balance to the Total
Thiz transaction doez not have any splitz defined. \ Transaction Amount or Net
—— Transaction Amount. However it is
recommended to use the Total

Transaction Amount only.

b’

Done

€D Internst 45 - ®io0% -
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CitiDirect Allocation Guide

Transaction Splits: After clicking on the add button it added two transactions below. The amount fields are editable, because
we chose to split by amount. Adjust the amounts for the splits and then click save. Once the end user clicks save it will now
allow the end user to update the account and object code or any other custom field. This is shown on the next screen.

& Split Transaction - Microsoft Internet Explorer provided by Division of Finance

@\:: = |@, https citidir\ct.com \ "| QJ B | | X | 2

File Edit Wiew Favorites Tools Help

{3 Favorites 5:5 I]Suggested Sites ~ £  Get Mork Add-ons -~

1€ 5plit Transaction ﬁ * B | P;A = Page = GSafety » Tools » @v
CiLl ~
Accounts
Home = Search Reporting Structure = Tranzaction Summary = Split {ranzaction
Split Transaction
DEBORAH L PHAIR = J0O0-H000-30(31-3146 = FISC OPS-FMO - ACQOUNTING OPE - EVONNE CROCKER = 6000 TAMU - FISCBEVERLY WILSON = COL STATION, TX 772430001
Split Detail
tiext Transactioo = [0S NN
. . . Net -
o ; Posting Transaction A Transaction Tax Alternate . Additional
Reviewed Approved Exported Date Date Degcription et T Transaction e e e
Amount
Select All and Remove: Ifitis |— ~ 04/10/2011 3.49 0.27 322
determined a split is not needed,
simply select all and then click §
remove and then save before
9 A Split: 2
returning to Transaction Summary. P Bl Add |
| Select All | Deselect All [ TAPEY Expand All | Collapse All Split By: Amount % | Split and Balance To: | Total Transaction Amount |%
Description Percent Amount Tax Amount Alternate Tax Amount
Description: Optional, the end — Split- 50.14 175 0.14 0.00
r can enter ifi
Saslicanientenaispeciiis - Sgli- 43.58 1.74 0.13 0.00 =
description for each split.
— Totals: 100.00 3.49 027 0.00
e ag: Tra At A P, Leve v

Done € Internet fg v H100% -
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Transaction Splits: After adjusting the amounts and clicking save, the accounting detail icon appears for the split transaction.
The end user can click on the icon to see the accounting detail for that portion of the split or click on Expand All to see the
accounting detail for all of the splits for that transaction. To edit the accounts or object codes for the split transactions follow
the edit accounting details process shown on pages 11-15. After all custom fields are updated with the appropriate information
click on the “Save” button before returning to “Transaction Summary”.

e Split Transaction - Microsoft Int2rnet Exploren provided by Division of Finance II'_IFEI

@\—:-/ - |§, https / /citidirect‘com V| %J B4 X | |
Togls

File Edit ‘Wiew Favorites Help
{3 Favorites i.}; U SuggesCed Sites ~ Get Moreg Add-ons -
- = »
@ split Transaction G- 8 | (e v Page v Safety v Tools -+ (-
r { P oo =
Select All | D¢fselect All Renwove Expand All | Collapse All Split By: | Amount | Split and Balance To: Total Transaction Amount |
Description Percent Amount Tax Amount Alternate Tax Amount
r Split- 57.31 200 0.14 0.00
PURCHASE DETAJL INFORMATION
Ship-to State/Proyince Ship-to Postal Code Use Tax
ACCOUNTING CODES INFORMATION
Dept/Sub-Dept Accounting Code Object Code Invoice # Document #
270470-00000 - FMO G340(T546) - Business Meals
Asset# Recipient Info Order Date Delivery Date Reconciled Date
Reconciler Original Account REF A REF B Expending PGM Code
HUB jtatus PO #
- Ng Description -
_
™ () |selit- 4268 1.48 0.13 0.00
Totals: 100.00 3.49 0.27 0.00
w
& | Error on page. e Inkernet ‘;ii - '3‘; 100% -
—

26



CitiDirect Allocation Guide

Transaction Splits: After clicking the save button to save the updates made to the accounting information on the splits the end
user will want to return to the “Transaction Summary” page. To do this use “Transaction Summary” link shown below. Note the
back button does not always work in CitiDirect, so it is recommended that end users use the navigation links, just under the tabs
to the left starting with Home and ending with Split Transaction.

3]

i Split Transaction - Microsoft Internet Explorer provided by Division of Finance

L |g‘ https citidirelt.com v| %J IEHESANES | o

File Edit Wiew Favorites Tools Help

{I Favorites i.s ﬂ Suggested Sites * £ | GetMore Add-ons ~

"_f,éSplit Transackion ﬁ - | gé; * Page - Safety = Toals - I@Iv

1>

Reports | Accounts

Home > Search Reperting Structure > Transactioh Summary = Split Transaction

i Financial Tranzaction successfully modified.

Split Transaction

DEBORAH L PHAIR » JOOO00-X0(31-3146 + FISC OPS-FMO - ACCOUNTING OPE - EVONNE CROCKER * 6000 TAMU - FISCBEVERLY WILSON * COLLEGE STATION, \[X 778430001

Split Detail
== Previocus Transaction @
Posting Transaction Transaction Tax Alternate et Additional
Reviewed Approved Exported Date Date Description Amount Amount Tax Amount Transaction Information
Amount
- r r 04/20/2011  0418/2011 FISH TALES 69.26 5328 63.98
GALVESTON,
TX -77550
i 2 I
select All | Deselect All Collapse All split By: | Amount [»¢  Split and Balance To:| Total Transaction Amount [w
Description Percent Amount Tax Amount Alternate Tax Amount
r @ Split - business meal to discuss Concur, 50.00 2482 2684 0.00
PURCHASE DETAIL INFORMATION
™
Dane € Internst 3 - ®iow -
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Transaction Splits: After clicking the “Transaction Summary” link it will take the end user back to the Transaction Summary page
for further review or allocation of transactions. Note that the transaction with the split no longer shows the “Accounting Detail”
icon and now shows the split information for that transaction. This guide has covered searching for a card and transactions on a
card for: allocating a single transaction, mass allocating all transactions or certain transactions and splitting transactions. This
completes the Allocation Guide.

{= Transaction Summary - Microsoft Internet Explorer provided by Division of Finance

@; ® |g, https citidirect. cam VJ@ | B | |+ || X | 2

File Edit \iew Favorites Tools Help
<7 Favarites | 95 ﬂ Suggested Sites - £ | Get More Add-ons -
@Transaction Summaty & - B = @ v Page = Safety + Tools - @v

Transaction Summary

|

DEBORAH PHAIR » JOCOC-H00C-XK31-3146 » FISC OPS-FMO - ACCOUNTING OPE - EVONNE ZROCKER = 6000 TAMU - FISCEBEVERLY WILSON * COLLEGE STATION, TX 778430001

SEARCH CRITERIA Advanced Search >

" Reporting Cycle: May 2011 v
0440212011 to 05/03/2011

" | Date Type: From: 04/02/2011

Posting Date » To: |05/02/2014

Data available =tarting: 05/03/2008

Expand Al | Collapze All

SEARCH RESULTS

Posting Transaction Transaction

Detail Approved Date Date Description C
WALGREENS #12838 QPS
ul = ® r - 041112011 0410201 BRYAN, TX 77308 3.49
FISH TALES
u BB ~ r 0412012011 41812011 o et T 7eso ‘L 69.26
Split 1: Split - businezs meal to dizcuse Concur, Debbie Phair, Kyle Metcalf, Jackie Rebking 3483
Split 2: Split - business meal to dizscuss Concur, Debbie Phair, Kyle Metcalf, Jackie Robbins 3463
™
45 | Ed
Done € Tnrernet vy v EI00% v
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