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CitiManager Employee / Cardholder Guide

Log In and Sign Out of CitiManager

Key Information
To log in to the CitiManager platform for the first time, please follow the information in the cover letter that you have

received along with your card. In order to sign up, you'll need your card number and the data from the cover letter.
Afterwards, each time you’re logging in to desktop or mobile version, you'll have to provide your username and password
that you created when signing up.

When you are done using CitiManager, please sign out using the Sign Out button. Do not close the application with Close (X)

button in your browser.

Step-by-Step Instructions

First Log In

 Screen ~ Step/Action

I = g > -

@ Registered users o
e 1. Go to home.cards.citidirect.com.

Password . . .
2. The first time you log in, select New Users

gin] [Cles — Self registration for Cardholders.

Forgot username?
Forgot password?

=

o First time users
Self registration for Cardnolders

» Self registration for Non Cardholiders
! ! Apply for card

£ X __ L
‘You are authorized to use this System for approved business purposes only. Use for any other purpose is prohibited. All transactional records, reports, e-mail
software, and other data generated by or residing upon this System are the property of the company and may be used by the company for any purpose. Authorized
and unauthorized activities may be monitored. Citi uses cookies on this website. By continuing to use this site, you give consent for cookies to be used in

with our Privacy and Cookies Policy, which contains more information on our use of cookies.

Login screen on the CitiManager website

= GotimE el Cards 3. Select Fill the card's data.
et
Clt' 4, Click on Continue.

Self registration for Cardholders

Pleass selsct ths proper registration procsss for your organization

'/ Registration ID/Passcode

I have my registration dstails and | would like to register my card.

() Fill the card's data

| have not received registration details and | would like to register card
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Citi* Commercial Cards

citi’ o| phinehes

Samodiieina rejestracis dia posiadacy kart

Fill in the card’s data as shown in the
cover letter attached to the card.

Once you have completed the card’s data,
click on Continue.

Citi® Commercial Cards
citr
Sign on details

@ Enter details for sign on. The fieids marked with asterisk () are mandatory to procesd

= Usemame
|

* Password

Usemame is not case sensitive and
[%] Must be more than six characters

] May contain letters, numbers and special characters.
[] Cannot contain space(s)

* Confirm password
3] Must not contain only numbers.

* Helpdesk verifization question
—Select— v

* Helpdesk verification answer

* Cenfim Helpdesk verification answer

Continue Cancel Clear
= ==

Select your login and set a password to
your profile. When done, click on
Continue. In the next window, confirm
your profile registration by clicking on
Confirm.

Your card has been registered.

Registered Users Log In

Screen Step/Action

@ Registered users

Username

Password

Login] [clear
Forgot username?
Forgot password?

& Firsttime users

Self reqistration for Cardnolders
Self reqistration for Non Cardhoidel
Apply for card

‘You are authorized to use this System for approved business purposes only. Use for any other purpose is prohibited. All transactional records, reports, e-mail
software, and other data generated by or residing upon this System are the property of the company and may be used by the company for any purpose. Authorized
and unauthorized activities may be monitored. Citi uses cookies on this website. By continuing to use this site, you give consent for cookies to be used in

with our Privacy and Cookies Policy, which contains more information on our use of cookies.

Login screen on the CitiManager website

1.

Goto
home.cards.citidirect.com.
On CitiManager Login page,
type in your username and password
in the corresponding fields.
Click on Login.

The Security Question
screen will open.



http://home.cards.citidirect.com/
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Citi® Commercial Cards
TN
citi

Selest challenge questions and set answers.

Challenge Question 1

[ 1m which ciy was your mother bom? -

Answer 1

Gonfirm Answer 1

Ghallenge Question 2

In whish city was your mather bom? v

Answer2

Confirm Answer 2

Challenge Question 3

In which city was your mather bom? v

Answer 3

Confirm Answer 3

o @

4. The first time you log in, set your the
security questions.

Citi® Commercial Cards
citr
Odpowiedz na pytanie weryfikacyjne, aby kontynuowat

What is your favorite car?

@ GO

5 On subsequent logins, you will be asked to
answer the security question.

6. Click on Continue.

CitiManager Home Screen
will appear. You have
successfully logged in to
CitiManager.

CITHD COMMERCIAL CARDS

Welcome, EUKASZ
My Profile | Sign Out

Company
ﬁ HHH BANK HANDLOWY - PL

Sign Out

CONTACT HELP DESK

citr

7. To sign out of CitiManager,
click the Sign Out button which is
located in the upper-right corner on
every screen.

CitiManager Login Screen will
open.
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Reset a forgotten password

Key Information
If you have forgotten your CitiManager login password, it is necessary to reset your password. To reset your password, the

following information is required:

* valid username,

¢ |last 6 digits of your card number.

Step-by-Step Instructions

Screen Step/Action

—K- @ Registered users 1. Gotohome.cards.citidirect.com.
Username
Password 2. Onthe CitiManager Login page, click on

Forgot password? link.
1ergin g p

FO(gOt username?

FO(QOK QaSSWOl’d"

¢ Firsttime users The Forgot password screen displays.
Self registration for Cardholders.
Self reqgistration for Non Cardhoiders

Apply for card

‘You are authorized to use this System for approved business purposes only. Use for any other purpose is prohibited. All transactional records. reports, e-mail
software, and other data generated by or residing upon this System are the property of the company and may be used by the company for any purpose. Authorized
and unauthorized activities may be monitored. Citi uses cookies on this website. By continuing to use this site, you give consent for cookies to be used in

with our Privacy and Cookies Policy, which contains more information on our use of cookies.
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Screen Step/Action

* Confirm password

@ Cancel Clear

T ———— 3. Select the Cardholder option.
fi\, 4. Enter your username in the
citl Username box.
Forgot password 5. Enter last 6 digits of your card
Enter details to create your new password. The fields marked with asterisk () are mandstory to proceed number in the ACCOUnt number
— (Last 6 digits) box.
| have cards linked and this iz my only rols. . .
6. Click on Continue.
() Mon CardholderCard Applicant . .
s cars rgrmon st of ey gt OF The Security Question
screen will open.
* Usemame
|
* Account number (Last & digits)
* Enter the code in the image
| Iselect Audio Challenge
Login screen on the CitiManager website
7. Inthe box below the security question,
Citi® Commercial Cards .
type your answer and click on
TN, .
Cltl Continue.
tiopamaiies NOTE. You have three attempts to give
P the correct answer to the security
Wt i your fevorte car? question.
I .
= The Create New Password screen will
- appear.
Security Question screen
8. Create and confirm your new password.
Citi® Commercial Cards . .
NOTE. Password is case-sensitive. A
C|t| password must be between 6 to 9
characters, with at least 1 letter and 1
Change your current password. The fields marked with asterisk () are mandatory to proceed. number, and must not be the same as
* Curent passuors one of your last 6 passwords.
|
New passirg 9. Click on Save.

Your new password has been saved.
CitiManager Home Screen will
appear.




CitiManager Employee / Cardholder Guide

Retrieve a forgotten username

Key Information
If you have forgotten your CitiManager login username, you will need to retrieve it. The username will be sent to your
registered email address. To retrieve your Username, the following information is required:

o Cardholder’s full name (as shown on the card),

o full card number.

Step-by-Step Instructions

Screen Step/Action

1. Goto home.cards.citidirect.com.
Uﬂ Fegelatnitys On the CitiManager Login page, click on
Forgot username? link.

Password

The Forgot sign on - username
(ored screen displays.

Forgot username?
Forgot password?

& Firsttime users

Self reqistration for Cardholders
Self registration for Non Cardholders
Apply for card

‘You are authorized to use this System for approved business purposes only. Use for any other purpose is prohibited. All transactional records. reports, e-mail,
software, and other data generated by or residing upon this System are the property of the company and may be used by the company for any purpose. Authorized
and unautherized activities may be monitored. Citi uses cookies on this website. By continuing to use this site, you give consent for cookies to be used in

with our Privacy and Cookies Policy, which contains more information on our use of cookies.

2. Select the Cardholder option.

Citi® Commercial Cards

leﬁ' 3. Enter Cardholder’s full name (as shown

on the card) in the Embossed Name box.
Forgot sign on - username

S ST —— 4. Enter the full card number
e in the Account Number (Full number) box.

I have cards linked and this is my only role

Mon CardhaiderCard Applicant 5. C||Ck on Continue.
| adurater card program on behaf of my company or organaanan OR |
have apphed for 3 card and yet 10 recene it

The Security Question
- Embossad ame screen will open.

* Account Number(F ull number)

* Enter the code in the image

Select Audo Challenge
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Screen Step/Action

i Bomnerdl Eavils 6. Inthe box below the security question,
p——— type your answer and click on
citi Continue.
Pytanie pomocnicze NOTE. You have three attempts to give
(@) Ocoviec na pytaie weryfacyine, sty kontynuowes the correct answer to the security
Wt i your fevorte car? question.
|
=D The system will send a message
with the correct Username to your
registered email address.
Security Question screen

Change your profile settings

Key Information
Using CitiManager, you can update your log-in profile data, such as login, telephone numbers, e-mail address, password, and
security question. To change the data, you’ll need to do the following:

Screen Step/Action

ERCIAL CARDS CONTACT HELP D]

" Company ‘Welcome, LUKASZ | .
CitiManager dh BANK HaNDLOWY -PL My Profile | Sign Out X citi 1

On the CitiManager homepage,
click the My Profile tab.

3 08'6 00 2 9% 00 PIENZt(B)I,so pn0,00

Credit Limit Available Credit @

Home Screen

2. You can update your login,
phone number and email
address.
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CitiManager

HOME

My Profile: Change password

© Change your current password. The fields marked with an asterisk (*) are mandatory

CHANGE PASSWORD

CHANGE PASSWORD

3. To change your log-in password and
the security questions, go to
My Profile tab, and then go to Change
password or Set security questions
again respectively.

4. Changing your password. Enter your old
password, and then enter a new log-in
password twice. Confirm the change by
clicking Save.

CitiManager b

HOME

My Profile: Reset Challenge Questions

RESET CHALLENGE QUESTIONS

5. Changing your security questions.
To verify yourself, answer
the first security question. At
next log-in, you'll be asked
to choose new questions and
specify new answers.

10
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View statements

Key Information
A statement contains the following information:
e card data,

* account balance,
* transaction details.

The last statement is shown, but you can view statements from previous 60 months.

Step-by-Step Instructions

Screen Step/Action

1. On the CitiManager homepage,
click on the Statements icon or the
ﬁ CitiManager DLOWY - Pt oo o = citi Statements tab

Statements

The Statements screen will
rn2.979,00 ~020,80 rn0,00 show statements history.
o CuvmtBJanu

Available Credit

Home Screen

2. To view previous statements, select a
date from the side panel, or select a
statement from the list on the page.

CitiManager

I A statement from the selected day
will appear.

B

2017 JUN 2001

NAME ON CARD PREVIOUS BALANCE
LUKASZ ROTENGRUBER PLNO.0O
TRANSACTION TOTAL PAYMENTS RECEIVED AVAILABLE CREDIT
PLN22.00 PLN 0,00 PLN 297600
EXTENDED PAYMENT TERMS
STATEMENT BALANCE DUE ON LAST STATEMENT PAYMENT OUE DATE
PREVIOUS STATEMENT 1 PLN 0,00
CCURRENT STATEMENT PLN 22,00 01/082017
TOTAL PLN 22,00

PAYMENT INSTRUCTIONS

The card is pasd off automatically ance a business expense 1s settied

11
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Print statements

Key Information
On the Statements screen you can print statements. A statement is printed in Adobe PDF (Portable Document Format).

Step-by-Step Instructions

Screen Step/Actio

L

CitiManager

Statements

n2.979,00  ~n20,80 »n0,00

Available Credit

Welcome, LUKASZ
My P Sign Out

1. Onthe CitiManager homepage,
click on Statements tab or icon.

The Statements screen will
show the last statement.

AuG 2017

OVERVIEW FOR JUL 17 TO AUG 15

B B

JuL2017 JuN207

CARD NUMEER NAME ON CARD PREVIOUS BALANCE

HOBOOCONO0052 LUKASZ ROTENGRUBER PLN 22,00

TRANSACTION TOTAL FAYMENTS RECEIVED AVAILABLE CREDIT

PLN OO0 PLN 2200 PLN 200000

STATEMENT DATE

15082017

EXTENDED PAYMENT TERMS
STATEMENT BALANGE DUE ON LAST STATENENT PAYMENT DUE DATE
PREVIOUS STATEMENT PLN 0.00 0110572017
CURRENT STATEMENT PLN 0,00 02102017
TOTAL PLN 0,00

PAYMENT INSTRUCTIONS

The card is paid off automatically once a business expense is settied

Billed Transactions

JpownLoa (PoF, csv. xLs)

2. Select the current statement or one of the
previous ones shown and then click
Download. You can choose either CSV,
PDF or TXT.

File format prompt will appear.

12
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Screen Step/Action

Please note that the downloaded file may be
cached on your computer.

_ o

Printout confirmation

3. Note that the downloaded file can be
stored in your computer’s cache. Click OK.

File download prompt will
appear.

4. To open a statement to print, click

the Open button.

The statement to be printed is
displayed in PDF format.

NOTE. Depending on your computer
settings, you may need to disable po-
pup blockers in order to view the
statement.

KARTY KORPORACYJNE — WYCIAG Z RACHUNKU
DATA WYTIAGU: 141052016

OKRES WYCIAGU: 15/04/2016 - 15/05/2016
NUMER RACHUNKL: 4 XXX-XXXX-XX00-8218

citi handlowy

STATUS RACHUNKU

Prosimy o sptacenie salda z wyciagu Poprzedni Wyciag™ przed DATA NADANIA
uplynigciem terminu platnosci wskazanym w czgsci Podsumowanie Salda 2016-05-17
Rachunku. Jegli Twoja platnosc jest realizowana przez polecenie zaptaty, y

prosimy wziat pod uwage, e kwota salda z wyciagu ,Poprzedni Wyciag" PAN

(minus wszelkie otrzymane wplywy) zostanie potracona z Twojego UL.SENATORSKA 1

rachunku, aby Citi Handlowy otrzymal platnosé przed uplynigoiem jej 00-923 WARSZAWA

POLAND

PRZESYLKA NIESTEMPLOWANA

terminu. Dzigkujemy.

INFORMAC.JE O KARCIE | ZOBOWIAZANIACH (PLN)

Limit Limit Lirmit Temin Platnosci Bis

200,00 199,00 100,00 010772016

Zabowiazania z Poprzedniego |Gm,,,_ﬂ,m |M' - | | tacena kwata Splaty
0,00 0,00] 1.28)

Numer Rachuniu do 80 1030 1998 T874 9332 2100

Wiedomose
Zarojestry sig | swoje wyclagl online na stronie

PODSUMOWANIE SALDA RACHUNKU (PLN)

Wyecigg Kiwota do zapiaty Tarmin Fistnogci ]
Biszacy Wyciag 1,28 oun7Iz016 |
RAZEM 1,28

SZCZEGOLY (PLN)

o= ]

Data - -
Trnsakg | a | Szezagdty Transakcji Kwota Transaksji | Kwota Rozficzenia (PLN)

Poprzadnle Saldo 0,00
12052016  13DS2018  40D0O25450085  mairas pl Katowice PL 101814 PLN 1,28 1,28
Saldo Kofioowe 1.28

Statement in PDF.

J— - E—

5. Click on Print in the PDF screen.

Select a printer and choose print
settings. Click on Print in the PDF
screen.

The print window appears.

6. When you're done, click the OK button.

The statement will be printed
on the printer that you have
specified.

13
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Review outstanding transactions

Key Information

Citimanager allows you to view outstanding transactions when they appear in your account. Outstanding transactions are
transactions that have appeared in your account since your last statement. You can view outstanding transactions before
a statement is generated. Outstanding transactions will appear on your next statement and are not included in the

current statement.

Step-by-Step Instructions

Screen

Step/Action

This is ot your final statement.

OVERVIEW FOR AUG 16 TO PRESENT
CARD NUMIER NAME ON CARD. CURRENT BALANCE
cowes LUMASZ ROTENGRUBER AN

OOUOOCR:
TOTAL DEBTS TOTAL CREDITS oA
P80 Lotes Lot
EXTENDED PAYMENT TERMS

STATEMENT 'BALANCE OUE OWLAST STATEMENT

PATMENT OUE OATE

PREVIOUS STATEMENT | PANBOD 10907
CURRENT STATEMENT PLNOOD o200

ToTaL PLUOOO

Recent Activity

TRANSACTION DATE POSTING DATE

1. You will find a list of ongoing operations
I . Wecome ukcAs2 on the CitiManager homepage below the
. balance. You can view the information
about the transactions from the current
rn3.000,00 £2.979.00 rn20,80 0,00 cycle by clicking on the Statements tab or
Credit Limit * Available Credit © B e e 2 icon.
A list of statements will appear
on the screen.
Recent Acﬁv|tv Transaction detsils, amount or date
=cous 2. Click the Recent icon.
s You will see the Current
Statements .
Cycle Transactions screen.
3. At the bottom of the screen,

you will find a list of Recent
operations.

14
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Set notifications

Key Information

A Cardholder can set notifications that will be sent automatically as emails when there is a specified activity in your
account, such as a notification on having generated a statement or reaching a specific credit limit percentage.

You can receive notifications in the form of emails.

Step-by-Step Instructions

Screen Step/Action

HomE

Alerts Subscription

CONTACT PREFERENCES

EMAIL ADDRES S
LUKASZ ROTENGRUEBER@CTI.COM | EDIT

0 TRANSACTIONAL ALERTS.

ALERT NAME

Search

ML

Suvsisbis Credit Remaning (%) ]
Cresit Bsiznes Refung 0

(]

(]
Emsi Ststement ')
High Value Transsctizn 0
My Card CBRR Ststus )
Payment Dusrinvoice o
Payments Received 0
Raminer: Payment Fast Due | Overdue o

Select % of remsining cra

Provids the tranzacton smount which theuld inagér an et Enter & pestue number up ta 15 s in length, exslusing

ecimsis. 29500

anslet e 5%

1. On the CitiManager homepage,
#  CitiManager B click the Alerts icon or tab.
Notification Subscription screen
rn3.000,00 rn2.979,00 appears.
Credit Limit Available Credit ® Current Balang
Home Screen
CitiManager e 2. From the list of available transaction

notifications, select the ones you want to

receive in as email.

15
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Screen Step/Action

IERCUL CARDS

3. Select also the selected notifications as
emails for Account — card and statement
status.

CitiManager T e kanoLowy - e

NOTE. Some notifications may be

unavailable (grayed out). What
notifications are available is determined
o : by the Program Administrator.
LontSonCariics ° & 4. To edit the e-mail address, click the
s : & Contact preferences - edit link.
o M
o

g User profile e-mail addresses
screen appears.

TERMS & CONDITIONS.

] Terms & Conditions: Message and Data Raies May Apply. 5. You can enter up to 5 email
[ ae addresses. Then, click on Save.

Notification Settings
screen will appear again.

6. Confirm that you accept Terms and
Conditions by checking the box and then
click on Save.

Confirmation will be displayed at
the top of the screen.

092017

16
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iti handlowy’

The Citi and Citi Handlowy are registered trademarks of Citigroup Inc., used under licence. Citigroup Inc. and its subsidiaries are also entitled to the
use of certain other trademarks used herein. Bank Handlowy w Warszawie S.A. with its registered office in Warsaw at ul. Senatorska 16, 00-923
Warszawa, entered in the Register of Entrepreneurs of the National Court Register by the District Court for the capital city of Warsaw in Warsaw,
12th Commercial Division of the National Court Register, under No. KRS 000 000 1538; Tax ID No (NIP): 526-030-02-91; share capital of PLN"
522,638,400; the capital has been fully paid up.



