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CitiDirect Reports Guide

Reports: Under the “Reports” tab the end users has “Schedule Summary”, “Schedule

Report”, “Completed Reports” and “Scheduled Reports” to choose from. To run one

time reports or to schedule a report the end user would select “Schedule Report”.
CitiDirect Home Page: After the end user has created one time or scheduled reports then those reports
would be viewable under the “Completed Reports” and/or “Scheduled Reports”.
“Schedule Summary” will not be used by Account Managers.
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CitiDirgtt” Global Card Management System

Financial Accounts

Schedule Summary

|

Welcome Back Training Accounting Manager Schedule Report
Last Visit: 05/03/2011
Program Activity EEm R PR te Range: | Frevious 20 Days +
Users & Accounts Scheduled Reports News & Links 1ofds
Total Users 1 Reviewed o Improvements to the system on April
Total Active Cardholder Users 1 Mot Reviewed 4 As of April 10, 2011 on all screens where you
can edit tran=actions 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 tranzaction. You can now edit
Cardholder Users with Activi 1 i
Inbox: Note that on the home page ty View Alllews
there is a “Completed Reports” gently Added Accounts 8 ' CitiManager
and “Scheduled Reports” section » Citibank Custem Reporting L
that will show recently o Citibank Online Statements
completed/scheduled reports Inbo @ Citibank Electronic Reporting System
without needing to navigate to the ° i
8 g A & Completed Reports (3) &% sci®duled Reports (0) =, Notifications & Files @ GCMS Classic
Reports tab and then needing to _
Line ttem Detail 1.1 ) Notifications (0}
select the Completed Reports or Completed Date  05/04/2011 Mo scheduled reports are available.
Scheduled Reports link. Line ltem Detail 1.0 Mo notifications are available.
Completed Date  05/03/2011 Resource Center
Texas Flat File . :
o Files {0} L Account User's Guide
. Comp Date 05/03/2011 M. Complete Manual b
Ihttps:,l’,l’www.globalmanagement.citidirect.com,l'sdng,l’report,l’scheduled,l’render.do?&nwﬂow=1 e Inkernet va - E00% v



Progress-Step 1: As the
end user creates the report
to run or be scheduled it
will show the end user
where they are in the
process. The end user is in
step 1 “Select Report”.

Completed/Scheduled
Reports: As shown on the
home page the end user
can see recently Completed
and Scheduled reports
here. The end user can
also click on the title of
Completed Reports or
Scheduled Reports that will
take the end user to view
all completed or scheduled
reports.

Z/\
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Schedule Report: Choose Report: After clicking on the “Schedule
Reports” link under the Reports tab the software will bring up the
Schedule Reports page. The end user can run a onetime report or
schedule a report through the “Schedule Report” section.

Note: Report titled Expense Report should be selected to
schedule for cardholder signature and approver signature. The
instructions show accounting detail report, however the expense

{= Smart Data Reporting - Microsoft Internet Explorer provided by Division of Finance

report provides signature lines and is an overall better report for
the approval process. So instead of selecting Accounting Detail as

citidirect.com \

@.\__) L |g, https

shown below, please select the “Expense Report”.

File Edit Wew Favorites Tools  Help
{3 Favorites {.5 ﬂ Suggested Sites ~ £ | Get More Add-dns -
(€ 5mart Data Reparting

Page » Safety~ Toolks ~ (@) Expense Report/Account Code

Detail: This report will contain

CitiDirect” Global Card Management Systemn

Financial Reports | Accounts

w;p
o. rogress - Step 1
| |

F Select Report

Schedule Report

4 Account Statement
/A‘- Account Management Reports
System (Adobe PDF)

Spend Analysis by Merchant
Merchant Reports
System (Adobe PDF)

-

Completed Reports

3 Reports Complete

Scheduled Reports
0 Reports Scheduled

Select a report from the list provided. To quidly locate the report you are |gf

i

all transactions and accounting
code detail for a particular
reporting period. This report
will replace what is known now
as Report 121. The Accounting
Code Detail Report will be the
report used to reconcile to and

Show Reports Inbox

v| show|AdobePDF  [v|

get approvals, as was done with
the Report 121. This report
does not have “signature” lines
like the report 121, so
cardholder and approver will

#fig for, try using the Group By and Show options above.

Accounting Code Detail
Account Management Reports
(Adobe POF)

4 Craily Transaction Summary
/A, Transaction Reportz
System (Adobe PDF)

Spend Analysiz Tyl
Category
Merchant Reports

Spend Analysis by Transaction
Category
Transaction Reportz

A just need to sign and date in the
open space towards the bottom.
The reconciler will need to write

“Reconciled” then sign and date

To run or Schedule a
Report: Hover over the
report and then select the
report. This will take you
to Step 2 of 4 and this step
is named “Entity”.

b

Done

@ Internet
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Progress-Step 2 of 4: First
Step was Select Report,
now the end user is on
Select Entity.

CitiDirect Reports Guide

Schedule Report: Entity on Org Point: After choosing the report the end user must now select

the unit/hierarchy or individual account/card that the report should run for. If selecting the

unit/hierarchy (Org Point) it will run all accounts/cards in that unit. If an individual card is
selected the report will only be for that individual card.

{= Smart Data Reporting - Microsuft Internet Explorer provided by Division of Finance
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Data Reporting

Favorites  Tools

Hel
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Get More Add-ons ~
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= Qé; * Page + Safety » Tools - I@Iv

Quick Links: After an end
user runs their first report the
org point (college, dept or
sub-dept) or account will
appear here. If this is an end
users first report there will be
no Quick Links. Clicking on an
Org Point link (like the one
shown here under Quick
Links) will run the report for
all card/accounts with activity
for the time period specified
for that particular unit or
hierarchy (dept/sub-dept).
Clicking this link will take the
end user to Step 3.

As an end user runs reports
on different org points or
accounts, those used recently
will appear under Quick Links.

Home

o. Progress - Step 2 of 4

@

Select Report

Freguency

" Cnce

Completed Reports

3 Reports Complete

Scheduled Reports
0 Reports Scheduled

BN  Schedule Report
) } ) ) -
/' Use the search form below to locate the entity you wish to repert against. Or, select from the Quick Link:

Quick Links (1)
FISC-FINANCIAL MANAGEMENT - Org Poin

Org Point

4
Org Point Name | «

Org Point Name 2 I:I Org Point Country |

Org Point Number I:I Reportz To

[ 1

Show Reports Inbox

Org Point: If this is the first
report run, the end user
will need to search for the
department here. Use the
FAMIS 4 digit department
code for the search. Click
on the search button then
select the appropriate
department.

Note: The search will pull
up the department and all
sub-departments. Click on
the dept if wanting all
cards in that dept. If only
want cards in a particular
sub-dept then click on that
sub-dept.

There will be two
departments one that
reports to “College Filler”
(ignore this one)

0 Internet

P

,100%
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Schedule Report: Entity on Specific Account: If wanting a specific account or card, then click on

Account. After clicking on the account tab the “Account” search shown below will appear. Enter the
card name (first or last name) and hit search. It will bring up the card or cards to select. Not shown,
but to select the card just hover over the account/card and click. That will take you to the next step.

{= Smart Data Reporting - Microsoft Internet Explorer provided by Division of Finance

@@3' |g, htkps: /v, globalmanagernent  citidirect,comfsdng/report/schedule/entity/render dofrequest . trail, V| zﬂ“ || X | Bing | .

File Edit Wiew Favorites Tools  Help // I

{2 Favatites | {.:‘3 n Suggested Sites * £ | Get More Add-ons ~
— >
| @Smart Data Reporting | | & -~ E = @ =~ Page -~ Safety + Tools = @v

L

Financial Reports | Accounts

Show Reports Inbox

0 Progress - Step 2 of 4

Select Report

FISC OPS-FMO - ACCOMNTING OFfE - Org Point
FISC-FINANCIAL M-‘%DAGEIVIEI‘-IT/CI’CI Point

Report Options
i . Org Point Account

* Select Entity

Freguency

Run Onece

Account Hame

Account Number | | | Match Entire Account Number v|
o Completed Reports Account Status
5 Reports Complete .
Accounting Code Detail ® ;
intion empty] Account City l:l Account Country | ¥

Accounting Code Detail ®

v

& Internet Yh v H00w v
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Schedule Report: Select Cost Allocation Scheme: After selecting the org point (hierarchy level or dept/sub-dept) or
account the type of report will bring the end user to select a cost allocation scheme. This is the accounting detail and
should be defaulted as shown below on 711 TX A&M University (Active). The agency number should be reflected for
your particular agency. If the scheme is not defaulted as shown below, please select the appropriate scheme and then
select “Next”.

{= Smart Data Reporting - Microsoft Internet Explorer provided by Division of Finance

\; - |§, https \ citidirect, com /I QJ 2| X | | Feibs

File Edit ‘Yiew Favorites Tools Ip

{3 Favarites {5 ﬂ Suggested Sites £ | Get More Add-ons -

(& Smart Data Reporting ti- B | mm v Pagel Safety - Took - @~

Progress-Step 3 of 6:

|

Notice how the steps
increase from 4 to 6. The
selected report requires a
cost allocation scheme

CitiDirect” Global Card Management S\stem

Financial Reports  Accounts

(Accounting Detail) and
filters to be selected. This
is the Select Scheme step.
The next step is Select
Filters.

Show Reports Inbox

A Progress - Step 3 of 6 Schedule Report

@ Select the cost allgfation scheme that you wish to report against.

3elect Report Re _Dr't . Schephes Defined for Entity FISC-FINANCIAL MANAGEMENT

® 711 TX ASM UNNERSITY (ACTIVE)
Select Entity o Dept/Sub-Dept, Accounting Code, Object Code, Invoice #, Document &, Aszef
B St Delivery Date, Recon Dste, Reconciler, Original Account, REF A, REF B, Expe g PGM Code, Hi
Status, PO #
* Select Scheme b
o d O Nene

include sl tranzsctions. Accounting code fields are not svailable.

Select Filters

Report ODLONS Ty -

Frequency

0 Completed Reports
5 Reports Complete

Accounting Code Detail ®

v

[
| .
IDone € Internet Fh v H100% -




Progress — Step 4 of 6: The end
user is on Select Filters step with
Report Options as the next step

should be null (with

CitiDirect Reports Guide

Schedule Report: Filters: After selecting the Cost Allocation Scheme and clicking next the system will take the
end user to the Filters step. For Accounting Detail Report we do not want any filters, as we want all
transactions that would appear on an actual statement. For this step the field should be blank and the type
in the drop down). Verify these fields and click “Next”.

/= Smart Data Reporting - Microsoft Internet Explorer provided by Division of Finance
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'_r,é Smark Data Reporting

{.3 ﬂ Suggested Sites ~ & | Get Mdye Add-ons -
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CitiDirect” Global Card Management System

Financial

Field: The filters available
(although they will not be used for
this report) are “Approved Status”
“Reviewed Status” and
“Transaction Type”. It is possible
an end user may, at some point for
a particular report, want to filter
only on reviewed or approved
transactions. To do so select
reviewed or approved status in
this box. Transaction type would
never be used.

. Progress - Step 4 of 6

Reports

Accounts

lule Report

@ Select the field, type, and valus Click the Add butten to add the fitter.

" Type

Show Reports Inbox

Field Type Value

To add a fitter, enter the fiter criteria above and click the Add button.

Completed Reports

Accounting Code Detail

Select All

Deselect All

= =]

| >

Type: If afilter is selected, the
type must be selected. Type
would be “equals” or “not equals”.
So if an end user wanted a report
with only reviewed transactions,
the end user would select
“Reviewed Status” in the Field
dropdown and “Equals” in the
Type dropdown. Not shown here
is an additional selection when the
Field and Type are select is Value.
The selection would be yes in this
example. Then click “Add” and
then “Next”. The report would
then only show reviewed
transactions for the time period
selected.

v
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Progress — Step 5 of 6: The end
user is on Report Options with the
next step Frequency.

CitiDirect Reports Guide

Schedule Report: Options: All options for this particular report should be kept at the defaults listed below with the exception
of Additional Options: Include Splits, Description and Notify Me At. Include Splits should be checked, so that any splits appear
on the report so the approver can review all accounts on a particular transaction. The Description and Notify Me at are
optional. After selecting the “Include Splits” box click the “Next” button.

{= Smart Data Reporting - Microsoft Internet Explorer provided by Division of Finance
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E— »
@ Smart Diaka Reporting | |
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\ A
PrdQress - Step 5 of 6 _—
n ) Schedule Report-opt073
).- Specify the =chedule report options below, then click Next or Zave to continue.
Select Report
Accounting Code
Date Type Posting Date -
Select Entity
FISCFINANCIAL Report Format
w Number Format
Date Format
Additional Options i
» Report Options [ include Spits
- S Description
Freguency
Run Cnee
Notify Me At c-merriti@tamu.edu
o Completed Reports
5 Reports Complete
Enter up to five e-mail addreszes separated by commgs
Accounting Code Detail ®
(oo | e
il ®
®
®
®

v
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Schedule Report: Frequency: This section allows the end user to select the frequency of the report. It can be run once, daily,
weekly, monthly or on the reporting cycle. The most common will be Run Once and based on the Reporting Cycle. We will

cover those two types.

Progress — Step 6 of 6: The end €~ &) hts ~Nidrect.com v[ 8 |4 x |E2E
user is on Frequency step the final File Edit View Favorites Tools Help Run Once: If this option is
step. Once Save is clicked after ¢ Favorites | 515 [LJ Suggested Sites ~ & | Get More Add<ons ~ selected, the end user specifies the
determining the Frequency the w Data Reporting v B [ o - Page- Safety~ Took- @- | date parameters for the report
report will run or be scheduledto |- -
p - \$ Schedule Report' ~and then the number of days to
run. o EIES-HEpOE : | delay the report from today (if
A Choose the frequency and date range to use to schedule this report, then click Save to continue. any) That is what function
Select Report “Schedule Offset” performs,
- © Run Once however when wanting to run the
_ From Date E To Date E Schedule Offset _ report once usually it is needed
now so that would need to remain
O Dpaily with the default of zero. If it needs
Start Date |:| Days to Run Schedule Offset in aaye to be run 5 days from today then
the Schedule Offset would be 5.
Report Options QO weekly After setting the date parameters,
Cu Ze your report B “ ”
From Day Weeks to Run then click on the “Save” button to
» Frequency run the report now (if Offset is set
Run Cnoe To Day Schedule Offzet - t )
0 zero).
O Monthly
o Completed Reports From Day Months to Run -
5 Reports Complete
ToD Schedule Offset
Accounting Code Detail O] o e ¥ nERE
Accounting Code Detail O] O Reporting Cycle
Date Type: Posting Date
Line tem Detail 1.1 ®
] Reporting Cycle
®
Number of Cycles to Run Schedule Offzet
s ®
[ Back | save | cance | v
Done € Internet ¥ v ®iow -~
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Reports: After clicking save from the Schedule Reports: Frequency step it will direct the end user back to the Schedule Re

home page, as if the end user is to schedule another report. Note that the report just saved to run is in the “Scheduled Reports”
section on this page. However it will only be there a short time since this particular example was set to run once (now). After
the system processes the report it will move from Scheduled to Completed Reports. The system will also send an email

ion to the end user who created the report.

a ata Repo g 050 erne plorer. provided b On o a =
I @\:;i L |g, https: {fwww, globalmanagement. citidirect . comysdng/report/schedulefrender . do?request. trail, baken, V| % @ (| X Bing ||P '|
File Edit ‘ew Favorites Tools Help
j} Favorites | {;‘g ﬂ Suggested Sites = £ | Get More Add-ons -
—— »
| (& Smart Data Reparfing ‘ | -8 ] o= v Page~ Safety ~ Took ~ (@
| e ! ey -~
n Fzaien b-Grept Schedule Report: Choose Report GroupBy|None % ahow|AdebePDF |
L " 4 L 1 Select a report from the list provided. To quidkly locate the report you are locking for, try using the Group By and Show options above.
*» Select Repor . Account Statement . Accounting Code Detail . Daily Transaction Summary
»- Account Management Reports f- Account Management Reports ,A- Tranzaction Reports
System (Adobe PDF) System (Adobe PDF) System (Adobe PDF)
. Spend Analysis by Merchant . Spend Analysis by Merchant . Spend Analysis by Transaction
/\- Merchant Reports /\- Category f- Category
Complefed Reports System (Adobe PDF) Merchant Reports Transaction Reports
7 Report] Complete
®
®
®
®
O]
Schefiuled Reports D |
1 RE%HE: Scheduled
Accounting Code Detail ®
tion em ¥
L |
& Internet $h v Wi00% v
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Number of Cycles to Run:
Recommend selecting 60, so this
report will not have to be
scheduled again for 5 years. The
system only allows 60 reporting
cycles to be created, so after 5
years this report will need to be
scheduled again.

Oc

File

{;? Favarites
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Schedule Report: Frequency Scheduling: Reports can be scheduled using the Daily, Weekly, and Monthly or Reporting Cycle
selections. This guide will highlight the “Reporting Cycle” selection as this will be the type of scheduled report Accounting Managers
will run most of the time and particularly for the Accounting Detail Statement Report. To schedule a report for Reporting Cycle select
the button next to “Reporting Cycle”. Then select the starting reporting cycle month, the number of cycles to run and the number of

days to delay running the report after the last day of the reporting cycle (schedule offset). Then click “Save” to schedule report.

(.-‘ SMait Udia ReEPOrTing - miCiusois iniernet cXxpioren provided Dy Uivision o Finance
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=K |g, https

\ citidirect,com
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Edit Yiew Favorites

{€ Smart Data Reparting

Tools

Help

ié I] Suggested Sitgs = & | Get More Add-ons ~

fi- B

| Qé; ~ Page - Safety - Tools - l@lv

3

o

Select Report

Select Entity

Progress - Step 6 of 6

Select Scheme

¥ Frequency

" Once

Completed Reports
& Reports Complete

@

Accounting Code Detail

Accounting Code Detail

Accounting Code Detail

Accounting Code Detail

Schedule Report

© Run Once
O paily

O Weekly
From Day

To Day

O monthly

From Day
ToDa
® y
D] @ Reporting Cycle

Date Type: Posting Date

Days to Run Schedule Offzet

Weeks to Run

Schedule Offset

Months te Run

Schedule Offset

Reporting Cycle

| May 2011 (04/02/2011 - 05/032011)

]

Number of Cycles to Run

Schedule Offset in days

@ Choose the frequency and date range to use to schedule thiz report, then click Save to continue.

Reporting Cycle: Select the
current reporting cycle. A
reporting cycle is created to match
a statement’s begin and ending
dates for that particular month.

[ Backc | save | cancel

|
i
IDone

11

€ Internst -

H100%

Schedule Offset: If an account
manager would like X number of
days to complete allocations prior
to this report running after the last
day of the reporting cycle, then
enter that number here. If 7 were
entered it would allow the account
manager 7 days after the last day
of the reporting cycle to complete
allocations.

Some account managers may
prefer to schedule two Accounting
Detail Reports. One at the end of
the reporting cycle to help gather
receipts and one after x days to
include any new allocations.
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Reports: Scheduled Reports: After clicking save to schedule the report, the system will bring the end user back to

Reports home page. Notice that it now shows the instances of the scheduled reports below.

a Data Repo g 050 erne plorer provided by D on o a ]
I %r - |g| https: v, globalmanagement . citidirect . comfsdng reportfschedulefrender . dofrequest. trail boken, V| 5 @ |‘_f||£| @Bing ||ﬂ '|
File Edit Wew Favoritds Tools  Help

77 Favarites | o Eldsu

gested Sites ~ £ | Get More Add-ons -

] | @ Smart Daka Reparting

»

& =~ = @ ~ Page = 3Safety ~ Tools + @-

o Completed Reports
8 Reports Complte

T -

System (Adobe PDF)

Spend Analysiz by Merchant
/l-\‘ Merchant Reports
System (Adobe PDF)

[Desciption empty]

More

Accounting Code Detail

[Desmiption empty]

Accounting Code Detail

[D: iption empty]

Accounting Code Detail

[ ption empty]

Accounting Code Detail

[Desoiption empty]

Accounting Code Detail

[Desoiption empty]

More

Scheduled Reports
5 Reports Scheduled

System (Adobe PDF)

Spend Analysis by Merchant

Category
Merchant Reports

System (Adobe POF)

Spend Analysis by Transaction
Category
Transaction Reports

=l

Dione
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Reports: Scheduled Reports: If the end user needs more information about one of those schedule reports, then click on the
circled arrow. This will provide a pop up box providing the period of time this report will run for and the run date. Notice the
ending date is 06/03 and the run date is 06/07. 4 days was selected as the schedule offset. To view all of the “Schedule
Reports", click on either the “More” link or the “Schedule Reports” header. Another way to view scheduled reports would be to
click on the “Reports” tab and select “Scheduled Reports”.
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A
y ™
® Freguancy REFORTIMNG CYCLE
® From Date 05/04/2011 00:00:00 CST
(O] To Date 0§M3/2011 23:52:50 CST
Status FPending
Next Run Date  06/07/201102:01:00 CST
Created By System
Close
hN e =
i .
I
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Reports: Scheduled Reports: After clicking on one of the methods to get to scheduled reports the “Scheduled Reports” page will be
shown. The end user can now view all scheduled reports, including the reporting periods and run dates. End users can also delete any
scheduled reports no longer needed by selecting the report and clicking the “Delete” button. An end user may also edit scheduled report
parameters by clicking on the report “Name”. To view completed reports and to download completed reports click on the “Completed

s Reports” header below. This can also be accessed from the home page or via the Reports tab selecting “Completed Reports”.
m

@.\__/-. i |ﬁ, httpsl \ citidirect.com V| 4 |[§] || X | L

File Edit Wew Fajorites Tools He

{3 Favarites {.5 Suggested Sites ~ More Add-ons -

€l

3

(& 5mart Data Reportifg G- B | m v Page- Safety - Tooks - (@~
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Financial | Accounts

Reports

Show Reports Inbox

Home

o Report fummary S REport ReqL-eStS

Successful Reports 8
Failed Report=(0
Scheduled Reports 9

Name Frequency From Date To Date Status Next Run Date

Accounting Code REPCRTING 04/02/2011 05/07/2011 02:01:00

O % 5oa CYCLE 00:00:00 CST Fending csT

0 Accounting Code REPORTING 05/04/2011 Fendin 08/07/2011 02:01:00

= Detail CYCLE 00:00:00 CST 2 csT

o N epoiis L Accounting Code REFCRTING 0€/04/2011 TR0 07/05/2011 02:01:00

8 Reports Com = Detail CYCLE 00:00:00 CST 23:59:59 CST 2 csT

Accounting Code Detail ® @ Accounting Code REFORTING 07/02/2011 0BV 08/07/2011 02:01:00
D 1 Detail CYCLE 00:00:00 CST 23:59:59 CST CST L

Accounting Code Detai ® L Accounting Code REFORTING 08/04/2011 08! Panding 09/06/2011 02:01:00

I tion ol Detail CYCLE 00:00:00 CST 23:5 CST

Accounting Code Detail ® L Accounting Code REPORTING 09/02/2011 Ao0R0tt 10/07/2011 02:01:00

D tion empty] Detail CYCLE 00:00:00 CST 22:59:59 CST csT

Accounting Code Detai ® [ [z Accounting Code REFORTING 10/04/2011 AL L 11/07/2011 02:01:00

= EE— Detail CYCLE 00:00:00 ST 22:59:58 CST csST

} . 0 ;| Accounting Code REPORTING 11/04/2011 ) 12/06/2011 02:01:00

Accounting Code Detal ® O % Sea CYCLE 00:00:00 CST Pending csT

. Accounting Code REPORTING 12/02/2011 ) 01/07/2012 02:01:00

S O “ pegi CYCLE 00:00:00 CST Pending csT

@ Scheduled Reports Select All | Deselect All

9 Reports Scheduled

Accounting Code Detail (O] v

€D Internet v Hio0wm v
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Reports: Completed Reports: After selecting one of the methods to navigate to the “Complete Reports” page the end user will
be able to view all completed reports within the last 30 days. After 30 days the reports are automatically deleted from the

system. End users can select the report and then click delete or just wait for the system to delete the report automatically. To
view a report, click on the “Name” of the report. By doing this it will open up the report details to download.

(= Smart Data Reporting - Microsoft Internet Explorer provided by Di

@@ - |@, https

citidirect. com

= RES

File Edit ‘ew Favorites

fy Favorites

'_r,é Smark Data Reporting

Help

{.5 ﬂ Suggested Sites = £ | Get More Add-ons -

Bt

ﬁ - B = Qé; + Page = Safety = Tools - @v

»

Home

o Report Summary

Successful Reports &
Failed Reports 0
Scheduled Reportz 9

O Completed Reports
8 Repors Complete

Accounting Code Detail

Accounting Code Detail

Accounting Code Detail

Accounting Code Detail

A

ccounting Code Detail

More

Scheduled Reports
9 Reports Scheduled

Accounting Code Detail

4 Report Requesis:

| -l Wl . V-
Financial [ Reports © Accounts | User |

Show Reports Inbox

LY, Reparts are stared on the sybtem for up to 20 days. If you wish o retain copies for longer than 30 days, plesse download a copy from the

system for your recards.

Name

A= Accounting co¥e Detail
- Accounting Code Detail
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CitiDirect Reports Guide

Reports: Completed Report: To view the actual report it must now be downloaded. To download the report for viewing, click
on the download button shown here.

{= Smart Data Reporting - Microsoft Internet Explorer provided by Division of Finance

i |@, https citidirect, com, V| gﬂ +y | 2~

File Edit Yiew Favorites Tools Help

{3 Favorikes {5 n Suggested Sites * £ | Get More Add-ons -

3

|'_@Smart Data Reparting | | M- B - =] @= v Page~ Safety - Tools - (@~

-

CitiDirect” Global Card Management Systemn

citi

Financial Reports = Accounts

Home Show Reports Inbox
4% Report Summary ]
o = Report Requests
o
Successful Reports &
Failed Reports 0 . MName Accounting Code Detail
Scheduled Reports 9 .
Completed 05/05/2011 17:49:18 CST
Scheduled 05/05/2011 17:48:34 CST 1
o Completed Reports
8 Reports Complete File Size 34T KB
f\ccuunting Code petail ® Status Success
Accounting Code Detail [O] Description
Accounting Code Detail ® =Y System

Accounting Code Detail ®

Accounting Code Detail ®

More

AR crhadulad Dannrte M

Done & Internet 4 v H100% -

16



CitiDirect Reports Guide

Reports: Completed Report: After clicking the download button the below will appear. Click on open to view the report
immediately or click on save to save to a folder and then open.

File Download

Do you want to open or save this file?

Open ][ Save ]| Cancel |

harm pour computer. If you do not trugt the gource, do not open or

I@ YWhile files from the Intermet can be uzeful, zome files can potentially
e zave thiz file. What's the rigk?
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Reports: Completed Report: After clicking on open it will bring up the report. This report was scheduled as a PDF and is
recommended for this particular report. This report will provide not only the transaction details, but also all Accounting Code
details as shown below. This report will be used by the Account Manger to reconcile to the receipts, while noting “Reconciled”

File Edit Wi

and then sign. Then have the cardholder and approver sign to complete the reconcilement and approval process.

ik A Oe

=2 =k

Reports: Reports can be set up to
download in PDF, Excel and Word.
Now that this report is in PDF the
PDF save and print functions work
as any other PDF document would.
Same for excel and word and any
other functions available in those
applications.

N
\ AN

NN
) 1
l

DEBORAH L PHAIR
711 TAMU PAYMENT CARD
XX-313146

Transaction
Date
04/10/2011

Accounting Codes

Q

Internal Accounting Code : 210410-2000

Accounting Code Detail

Posting Date:d

WALGREENS =12838 QPS5

/05/2011 - 05/04/2011

6000 TAMU

FISCBEVERLY WILSON

COLLEGE STATION, TX 778430001
USA

Dept/Sub-Dept Accounting 210410-00000 - FMO Object Code : 6340{7345) - Business Meals
: Code :
Invoice # : Document # : Asset #
Recipient Info : Order Date : Delivery Date :
Reconciled Reconciler : Original
Date : Account :
REF A : REFB: Expending PGM
Code :
HUB Status : PO #:
04/20/2011 04/13/2011 FISH TALES 69.26
Expense Dascription business meal to discuss Concur, Debbie Phair, Kyle Matcalf, Jackie Robbins
Dept/Sub-Dept Accounting 210410-00000 - FMO Object Code : 6340{7345) - Business Meals
E Code :
Invoice # : Document # : Asset # @
Recipient Info : Order Date : Delivery Date :
Reconciled Reconciler : Original
Date : Account :
REF A : REFB : Expending PGM
Code :
HUB Status : PO #:
Total 72.75

Page 2of 2
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CitiDirect Reports Guide

Home: As noted earlier in the training all recently completed and scheduled reports will show on the Home page and can be
accessed quickly by clicking on the Completed Reports or Scheduled Reports header or the “View All” link. This concludes the
Reports Guide.
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