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CitiDirect Home Page:   

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 

each individual transaction.  Advanced Transaction Maintenance allows the 

end user to allocate individual transaction or “mass” allocate selected 

transactions.  
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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. 

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. 

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.   

Note:  CitiBank defines a 

card as an Account.  

Account will denote a card 

going forward. 
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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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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. 
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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.  
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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. 

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. 

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. 

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. 
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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. 



10 
 

 

CitiDirect Allocation Guide 

 

 

 

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. 

Edit Accounting Codes:  Click on 

this tab to change the Accounting 

Code, Object Code or any of the 

other custom fields in the 

Accounting Codes Information 

Section. 
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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. 

Dept/Sub-Dept:  This field is not 

used by TAMU, TAMUS or TAMUG.  

It is there for another system 

member that needed this field.   

Accounting Code and Object 

Code:  These are the only two 

fields that are required and will be 

defaulted for every transaction.  

Certain transactions will require an 

object code change; see the 

Payment Card Program Guide for 

more information on required 

object code changes 

Optional Fields:  Fields on the 

rows beginning with Asset# and 

Reconciler are all optional fields 

that can be used to document if 

not already documented on other 

documentation like the receipt or 

reconcilement. 

Expending PGM Code/HUB Status:  

These fields are not used by 

TAMU, TAMUS or TAMUG.  It is 

there for another system member 

that needed this field.   

Document #/PO #:  Optional field, 

however if a department had 

created a Limited or Exempt 

document in FAMIS to encumber 

the funds the document number 

can be listed here.  Note that the 

document must still be manually 

completed to release 

encumbrance. 

Invoice #:  Optional field, however 

it is recommended if paying an 

invoice using the payment card, 

instead of creating a document in 

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. 

Edit Mode Icon:  Note that the 

transaction will show this icon if 

currently in the edit mode. 
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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. 
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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. 
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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. 
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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 

it is 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.   
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Financial/Advanced Transaction Maintenance:  To mass allocate all or certain transactions on a card click on Advanced 

Transaction Maintenance. 
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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. 
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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. 
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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. 
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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. 



21 
 

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.   
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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.   
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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 

below are optional.  Traveler name is required to be able to report on total travel paid by traveler. 
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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. 

Split By:  The end user can split by 

Amount or by Percent. 

Split and Balance To:  The end 

user can balance to the Total 

Transaction Amount or Net 

Transaction Amount.  However it is 

recommended to use the Total 

Transaction Amount only. 
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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. 

Select All and Remove:  If it is 

determined a split is not needed, 

simply select all and then click 

remove and then save before 

returning to Transaction Summary. 

Description:  Optional, the end 

user can enter a specific 

description for each split. 
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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”. 
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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.   
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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. 


