
TAMIU 
2011  

Procurement Card Training 



Citi Website 
www.citimanager.com  

Select the 
CitiDirect Global 
Card Management 
System (GCMS) 

http://www.citimanager.com/�


First log in… 

 

 

www.citimanager.com  CitiDirect® Global Card Management System link 

761tamiuXXXX (last 4 of your card) 
16 digit card number 

http://www.citimanager.com/�


Information 

• The billing period has been pre-defined by the State of Texas, and will end on the 3rd of each month. 

                 If the 3rd falls on a weekend or holiday it moves back. 

                 Example: If the 3rd is on Sunday the cycle will close on Friday the 1st.  You can reconcile on the 4th  

                                   when you return to the office from the weekend.   

  

• Need to set up new account numbers and information with PDME or any other vendor that may have you 
set up automatically (Shred-It, etc) 

 

• Passwords expire every 90 days.  You will receive a notice 30 days before regarding the upcoming 
expiration. 

 

 

 

 



Main Screen 

To logoff 



My Profile Tab 

email address, 
password,         
challenge questions, 
can be updated 



Account Activity 



Transaction Screen 

Accounting 
Details 

Split 
Transaction 



When transactions are split 
automatically… 

Notice you do not have the     icon.  Use the split transaction icon    to go to the following screen 
and reconcile there. 



 

Required Fields 



Running Reports 

Expense Report 

Account Activity 
tab, then select 
‘Schedule Report’ 

Select the 
Expense 
Report 



Do not change anything 
on this screen, just click 
Next 



 

Select ‘Reviewed Status’ 



Check Box 

Entering a Description is for your information 
only, it will not print on the report. 



ALWAYS use 
the Reporting 
Cycle option 



E-mail Notification 

Once you receive your notification you can log in print your report. 



To print your report: 
• Log in and go to your Inbox, select your needed report. 

• Download and either Open or Save your report. 

Reports stay in your inbox for 30 days 



• This is what your report should look like, with transaction 
information 



For questions contact: 
 

Laura Gamez 
X2343 

 

Annie Gutierrez 
X2709 
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