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LOGGING ON

Via your internet browser, please log in to:

https://www.globalmanagement.citidirect.com/sdna/login/login.do

(You will want to bookmark this page)

Your user id will be in one or more of the following formats:

Examples: Payment Card Travel Card
Format for Research: CYoung556P CYoung556T
Format for Extension: CYoung555P CYoung555T
Format for TVMDL.: CYoung557P CYoung557T

(Initial of first name capitalized, Last name with first letter capitalized, Agency number followed
by capital “P” for payment card OR “T” for central billed travel card)

CitiDirect” Global Card Management System
Pany

User ID: CoaungSSER
Password;  sssssssas

Language: American English w |

Forgat your pazsword?



https://www.globalmanagement.citidirect.com/sdng/login/login.do
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Create a New Password

CREATE PASSWORD

' Current Password: -
' Hew Password:
' Confirm Password:
' E-mail Address:

' Confirm E-mail Address:

Security Guestion and Answer:
I

' Security Question: e

Answer to Security
" Security Answer: QueStion will need to
be at least 4 characters.

At first login, the system will prompt you to choose a new password, confirm your e-mail address and
answer a security question to continue. Password must be at least 8 characters and requires that two of
those characters be a number. Passwords are case sensitive and will expire every 90 days. Your User
Name will always remain the same. Once this is done, select “Submit.”

*You will have 6 attempts to log in before GCMS will lock you out. Please see section
titled “Forgot Password.”

*1f you do not log in during the 90 day time frame, on your next log in attempt you will
receive an error message that your user id is invalid. You will need to contact your
program coordinator to reactivate your user id.

User Name

Temporary Password
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CitiDirect” Global Card Management System
ot

MAINTAIN CHALLENGE QUESTIONS —_—
Challenge Guestion: - Fleaze zalect 3 question --- bl
Response:

Confirm Response:

Challenge Question: - Please selact a question - v | Answers will need
Response: — to be at least 4
Confirm Response: characters.

Challenge Guestion: - Pleaze select a question --- |

Response:

Confirm Response:

Save

Answer the 3 challenge questions. Answers must be 4 characters or more. Use the drop down box and
select a question. GCMS will ask you to answer one of these challenge questions before logging into the
system each time.

Click “Save.”
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FORGOT PASSWORD

If you have forgotten your password, you can click on the “Forgot your password?” link:

CitiDirect” Global Card Management System

Pant

User ID:
Password:

Language: /Aumerican English . ]

Forgot your password?

Once you click that link the next page will allow you to enter your user id, pick your security question and
type the answer. Once you have finished, select “Submit.” Upon successfully answering the question it
will e-mail you a new temporary password. If you are not able to login after 3 or 4 attempts, please try
using this link. If you still are not able to log in, please e-mail the program coordinator.

CitiDirect” Global Card Management System
Fant

Forgot your password?
If this iz your first login sttempt, you cannot use this feature.

—_

PASSWORD RESET

* UserID:

' Security Question: w

(Select the guestion you chose when

you first set up = User 1D and >—

Password]

' Security Answer:

[Submit J cancol |
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You should see this “Home” screen once you have successfully logged in.

CitiDirect” Global Card Management System
Pany

Financial
Home

Welcome Back TEST01

Program Activity

Users & Accounts
Total Users
Total Active Cardholder Users
Total Locked Users
Recently Added Cardholder Users
Cardholder Users with Activity

Recently Ldded Accournts

Inbox

& completed Reports (0)

Mo completed reports are available.

Accounts

&% scheduled Reports (1)

Mo scheduled report;

Date Range: | Previous 30 Days | & |
Transactions & Adjustments

Reviewwed 23
ot Reviewed 13
Approved L]
Mot Approved 36

= Hotifications & Files

Hotifications (0]

Ma natifications are available

Files (0]

Ma files are available

*The “X”” in the top right corner is how you will log out of GCMS.

News & Links 10f1

Ho news available
Mo news available

Wienn Al Mews
CitiManager
Citibank Custom Reporting
Citibank Online Statements
Citibank Electronic Reporting System
GCMS Classic

Resource Center

Account User's Guide
. Complete banual
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MAKING CHANGES TO YOUR PROFILE

To access your profile, use the following steps.

CitiDirect” Global Card Management System

Financial | Reports | Accounts | User

User S Y
Home User Summary

Welcome Back TEST0
La=t Visit:

Program Activity Date Range: | Prewious 30 Days | w

Users & Accounts Transactions & Adjustments

Taotal Users Reviewed 23
Tatal Active Cardholder Users Mot Reviewed 13
Total Locked Users Approved L]
Recently Added Cardholder Users Mot Approved 36

Cardholder Uzers with Activity

Recently Added Accounts

Inbox

&2 Completed Reports {0) & Scheduled Reports (0) = Hotifications & Files

1. Select “User Summary” from the “User” tab.
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CitiDirect” Global Card Management System
Vo™

Financial | Reports | Accounts | LUser

Home = U=zer Summary

User Summary

SEARCH CRITERIA

Search By: and User Type

/

Select the “Search” button.

CitiDirect” Global Card Management System
~~

Financial | Reports | Accounts | User

Home = User Summary

User Summary

SEARCH CRITERIA

Search By: All =

and User Type Al w
E-mail New Password

SEARCH RESULTS

Select User Hame User ID User Type Status Last L ogin Template

Select All

D TESTO @ Level Manager A ctive 07 ms/2011 AGRILIFE Accounting Manager

E-mail New Password

Select your user id, in this example that would be “TESTO01.”



GCMS - REFERENCE GUIDE

CitiDirect” Global Card Management System
Ve

Financial | Reports | Accounis

Home = My Profile

My Profile

seneral

USER INFORMATION

* Lzer Mame: TESTO1
Uszer ID: TESTO
User Type: Level Manager
Template: AGRILIFE Accourting Manager

* E-mail Address: candilyoung@tamu.edu

* Confirm E-mail
Address:

candilysung@tamu.edu

Phone Mumber:
Opt Out of E-mail: Mo

Status Code: ACTIWE

Preferred E-mail

for Tr ry E-mail

E-mail Addresses:

(Enter up to five e-mail addresses separated by

commas)

* SECUHty

* Security

* Response:

*  Confirm

User

USER PASSWORD

Last Password 07052011 161255 CST
Change:

Current
Passworc

Mew Pagsword:
(Must contain at leastS characters, two of which

must be numeric. Cannot be same as User D))

Confirm
Passworc

Whatwas your first school? A4

GCuestion:

Answer:

CHALLENGE QUESTION RESPONSES

* Challenge

In what city were wou barn? v

Guestion:
............

This will take you to your profile where you can change your e-mail address, password and
security/challenge questions/answers. Once you are done making any changes, select “Save.”

Note: Passwords must be at least eight characters (two characters must be a number) and can be any
combination of numbers, letters and characters. Passwords are case sensitive and will expire every 90

days.

10
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VIEWING CARDHOLDER INFORMATION

To view the information for your cardholders (card limits, etc), please put your cursor over the
“Accounts” tab and select “Account Manager.” GCMS may ask you to accept an agreement, go ahead
and accept this agreement.

CitiDirect” Global Card Management System
P

Financial Accounts

Reporting Structure

Home

Welcome Back TESTM Cost Allocation Management Pk

Program Activity Date Range: | Previous 30 Days | + |

Users & Accounts

Tatal Uzers 0 Reviewwed 23
Total Active Cardholder Users 0 Mot Reviewed 13
Tatal Locked Usars Approved (1}
Recently Added Cardholder Users L1} Mot Approved 36
Cardholder Users with Activity (1}
Recently Added Accourts L1}

Inbox

ML reelatod Danaste (41 4B Cohioddiilod Donarte il S Matifinatinme 2 Eilae

Next, place your cursor over the “Account” tab and select “Account Maintenance.”

CitiDirect” Global Card Management System

Parnt

Account

Account Maintenance

Welcome Back TESTO01

REQUEST ACTIVITY

Recent Requests

m Account Name Type

Mo Requests exist

Usage Summary
Mumber of SAccount Maintenance Reguests
Mumber of Account Closure Reguests

MNumber of Replacement Card Reqguests

= =& =& =

Tatal Mumber of Reqguests

Currerntly logged in as TESTHM {TESTO, Level Manager)

11
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Next, select “All (Account)” from the drop down box in the “Search Criteria” section. Then click on

“Search.”

CitiDirect” Global Card Managenjent System

Citiggroup » Home = Entity Search

Search Reporting Structure

Search By E P
Account
-- Al (Account)
-- Account City

-- Account Courtry
-- dccount Mame
Currently logged in as TES -- Account Number
-- &ccount Mumber (exact)
-- Account Reports To Mame
-- &ccount State/Province
e -- Account Status

Search

QUICK LINK
Recertly Yiewed | none £V Select

This next screen will bring up a list of cardholders where you can select one cardholder to see their
information. Select the card that you would like to look at by selecting their name.

Citigroup = Home = Entity Search

Search Reporting Structure

SEARCH CRITERIA

Search By | -- &0 (accourt) v

SEARCH RESULTS
Cardholder Name 1

Cardholder Name 2

956 RESEARCH ADMN PC

CHARLEME S MEYERDIRK

COMME T DAYERNPORT 946 RESEARCH ADMN PC
956 RESEARCH ADMN PC
946 RESEARCH ADMN PC
956 RESEARCH ADMN PC
MAMCYE B PEMM 946 RESEARCH ADMN PC

B M T
BN M T
B M T
BN M T
B M T
BN M T

12
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The final screen will show you the address, single transaction limit, monthly transaction limit, current

balance, available balance and credit limit.

Management Sy

ACCOUNT INFCRMATION

Account Mumber RN

Mame 1 Gl L*GREIG
Matme 2 556 RESEARCH ADMN PC*
Internal Audit Code 240020 07040 05063 6250
Home Phone Rumber 0000000000
Work Phone Mumber 9795479278
Address Line 1 2147 TaAMU ADMIMISTRATION
Address Line 2
CityiState LEGE STATION TH
Postal Code TrE4x0001

Edit

AUTHORIZATIONS
Single Transaction Limit
Cycle Mumber of Transactions
Cycle Dollar Amourt

Diaily Mumber of Transactions
Drily Collar Amourt

Morthly Mumber of Transactions

**To return to the home screen, select “Home.”

STATUS
Processar =1
Account Type Indivicual Account
Billing Type Corporate
Processor Account Status Open Account
CREDIT LIMITS =3
Current Balance FI235
Avezilable Limi 18, 064.91
Previous Balance 6 25652
Dizputed Amourit .00
Current Amourt Due 0.oo
Days Past Due o
(Since Last Current)
Credit Limit 20,000
Cash Advance Limit (%) o
MCC GROUP LIMITS =

Mone Defined

13
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VIEWING/REALLOCATING TRANSACTIONS: ACCOUNT SUMMARY
METHOD

IMPORTANT: Texas A&M AgriLife’s statement cycle begins on the 4th and ends on the 3rd of each
month.

Your cards are already programmed with default cost allocation information. You will need to edit the
transactions that you want to change the account/support account and object class code so that they more
appropriately reflect what was charged.

*Note: All transactions must be reallocated by the 20™ of each month after the cycle statement date. If
the 20™ is on a weekend/holiday then the deadline will be the next business day.

Transactions will be available for you to view in GCMS one or two days after the charge posts to your account,
enabling you to view and reallocate throughout the month before the end of the cycle date.

e Move your cursor over the “Financial” tab, and then select “Account Summary”. This allows you to see
a portion or all of your transaction data based on specific search criteria that you select.

CitiDirect” Global Card Management System

Ve

Financial

Heporis

Hotne

Welcome Back TESTH Merchant Summarny

Transaction Management

Program Activity

Users & Accounts Transactions & Adjustments
Tatal Users L] Reviewed

Tatal Active Cardholder Users L] Mat Reviewned

Total Locked Uszers Approved

Recently Added Cardholder Users L] Mot Approved

Cardholder Users with Activity L]

Recently Added Accounts L]

14




GCMS - REFERENCE GUIDE

**Your screen will not look exactly as the one below does as you will only see the departments that
you have access to. You should see your department name instead of TAES-TAES
ADMINISTRATION.

Search Options:

=

Hotme = Search Reporting Structure

Search Reporting Structure

You can use the drop down box and search by “All (Account)” to show each cardholder.

2. You can use the drop down box and search by “Account Name (starts with)” to search by the first
name of the cardholder.

3. You can select your department name, in this example you would select TAES-TAES

ADMINISTRATION and view a list of cards with transactions for your department.

Financial | Reports | Accounts

SEARCH CRITERIA
SearchBy: | iv| Select TAES-TAES ADMINISTRATION d&&
Org Point el {¥our assigned reporting level)

-- Al (Crg Painit)

-- Org Point (Advanced)
-- Qg Pairt Courtey

-- Qg Pairit Mame 1

-- Org Pairt Mame 2

#1

#2

-- Org Pairt Mumkber
-- Org Pairt Reports To Mame

\Accoum
-- Al (Account)
-- Account (Advanced)

- Accournt Ciby
-- Account Country

-- Account Mame (starts with)
-- Accourt Mumber (ends with)
- Accourt Mumber [exact)

-- Accourt Reports To Mame

-- Account StateProvince
ik it ot

W

Recently Viewed: [Mone | » Select a Quick Link

15
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Select which option (#1-3) you would like to search by and either click on the name of your department
(option #3), or select “search” for options #1-2. This example we will chose option 1 “All (Account).”

CitiDirect” Global Card Management Xys
Pt

Financial Accounts

Reports
Home = Search Reporting Structure

Search Reporting Structure

SEARCH CRITERIA QUICK LINK

SearchBy: Sl Select TAES-TAES ADMIMISTRATION &2
Org Point .A . m {Your assigned reporting level)
- Al (Ory Poirt)
- 01 or (Adverca —
—_ g Paint Courtry Recently Viewed: None | v | EECISSEERNII T

-- Org Poirt Mame 1
-- Org Point Mame 2
-- Org Paint Mumber
-- Org Pairt Reports To Name

count
- Ao aranced)
-- Accourt City
-- Account Courtry
-- Accourt Mame [ starts with)
-- Accourt Mumber (ends with)
-- Accourt Mumber (exact)
-- Accourt Reports To Name

-- Accourt State/Province w
Ay et St

16
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From the screen below you would select the name of the card that you need to reallocate.

SEARCH RESULTS
Cardholder Hame 1 Cardholder Hame 2 Account Humk
g8 CHARLEME 5 MEAERDIRK 556 RESEARCH ADMM PC R
da  COMME T DaYENPORT 556 RESEARCH ADMM PC LEEE PR
ga CRISTINA (7/CORME.IO 556 RESEARCH ADMM PC R
& fm 556 RESEARCH ADMM PC LEEE PR
ga  LISA C PALMER 556 RESEARCH ADMM PC R
da  NANCYE B PENN 556 RESEARCH ADMM PC LEEE PR
Sa ORM M MNELSON 556 RESEARCH ADMM PC R
g&  SHEILA M DOTSON 556 RESEARCH ADMM PC LEEE PR
gt STEPHAME & PAYTON 556 RESEARCH ADMM PC R

If you are viewing transactions BEFORE the statement has closed, manually choose your dates. The
latest date you can choose for the “To” field would be the current date. If you try to enter a date that is in
the future you will receive an error message.

Example: If today’s date is 07/22/2011, you can enter 07/22/2011

SEARCH CRITERIA Advanced Search >
': ) Reparting Cyele: Ve

®) Date Type: From Oefzzi2011 | 4]
Fosting Date v | T orezeon | [H]
Data available starting: 0752202008

/

Select “Search.”

17
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AFTER the statement has closed, you can select the “Reporting Cycle” that you would like to view and

click on “Search” as pictured below:

Accounts

Financial Reports

Home = Search Reporting Structure = Transactign Summary

Transaction Summary

GINA GREIG = XN R000H-H TAES-TAES ADMPMSTRATION - K PAYME = 2147 TAMU ADMIMISTR

SEARCH CRITERIA Advaficed Search >

@ Reporting Cycle:
pne 2011
[ & July 2011
-/ Date Type: From aygust 2011
Fuosting Date | September 2011

October 2011

. . Mowember 2011
Data available starting: 0722 becamper 2011

18
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You can view the entire page in GCMS by scrolling up and down to view all transactions on this next

screen:

Home » Search Reporting Structure » Transaction Summary
Transaction Summary

GINA GREIG = XXXX—XXXX—)- TAES-TAES ADMINISTRATION - Kk PAYNE = 2147 TAMU ADMINISTRATION = COLLEGE STATION, T 778430001

SEARCH CRITERIA Advanced Search >

(@] Reporting Cycle: v
® pate Type From 0Bzz2011  [1H]
Posting Date v Tor 07422/2011 j
Dsta availshle starting: 07/22/2008
1-10  View Hext >>
Expand &1 | Colspze A1 [send emat |
SEARCH RESULTS Search Total: 7,577.12
. _— . — S Alternate Tax Additional
Detail Reviewed  Approved  PostingDate TransactionDate  Description Tax Amount Amount  Information
& OFFICE EXPRESS:
u = ® ) D6i22/2011 06i20/2011 BRAYAN, TH 77601 5406
& B L UE. MICROPHONES
u = ® O 06i22/2011 06i20/2011 WESTLAKE VILL, A 31362 3700
5 WILTON CFFICEAORKS LTD
n = |:| 06£232011 0B /2011 BRY AN, TX 77802 24648
Splt 1: trash can liners 3652 0.00 0.00
Splt 2. folders, paper & laminating pouches: 59.97 0.00 0.00
Splt 3: umbrells holder 14999 0.0 0.0
ome — i s i a OFFICEEXPRESS ~ mmeen
1. To reallocate, select the symbol that looks like a red graph:
Expand Al | Colspse A1 [“send cmait [N sove | Rocct ]
SEARCH RESULTS Search Total: 7,577.12
Detail Reviewed Approved Posting Date  Iransaction Date Description Transaction Tax Amount alternate Tax A(I(Imo_ml
Amount Amount Information
o OFFICE EXPRESS
5
@ ga Ll 062212011 D620/2011 B AN, TX 77501 54.96
BLLE MCROPHOMES
2) BLUE MEROPHOMNES
u = O De22/2011 D620/2011 WESTLAKE VILL A 51362 37.00
WLTON OFFICEWORKS LTD
5
u B8 1 06/23/2011 06/21/2011 BRYAN, TK 77802 246 48
Split 1: trash can liners 3652 0.00 0.00
Split 2: folders, paper & laminating pouches 5997 0.00 0.00
Split 3: umbrels halder 14999 .00 0.00

This symbol opens the transaction up to allow edits on the same screen and is another option.

19
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Home > Search Reporting Structure » Transsction Summary » Transaction Detail

Reviewing

and

approving

Are NOt A ——]L_govenes smrows ppoted JT0 [ g
requirement. | / O W s
Please see o

note on page
22.

Canadda |
description
here.

Required Fields for Payment Card Transactions (circled above):

&

Transaction Detail

GINA GREIG = XXXXVXXKXVX)-' TAES-TAES ADMINISTRATION - KIM PAYNE = 2147 TAMU ADMINISTRATION = COLLEGE STATION, T 773430001

[[EAACUV P sove W Reset |

Customer Code: 061656

Expense Deseription:

ACCOUNTING CODES INFORMATIOD|

‘Accounting Code

203063-07007-08063 - VG OF
AGRICUL TURE-DES:ADIIN
0:3063-07001-020

Asset # Recipient Info

Reconciler Original Account

s
hASH

HUB Status PO 2

_Ma Nassrintinn _ o

Transaction

Amount

54.96

Object Code

4010(7300) - Supplies - Office

Order Date

REF A

4010(7300) - Suppliies - Office General

Tax Amount

Invoice #

Delivery Date

REF B

Alternate Tax  Het Transaction
Amount Amount

Additional
Information

54.95

Display accounting codes from | Account Level [ w

Document #

Reconciled Date

07112008
o720

Expending PGM Code

Accounting Code — Default code will display.

Object Code - Default object code will display.

Reconciled Date — Date the receipt was reconciled to the statement.

= Both are searchable text
boxes and will automatically
display a drop down box of
pre-populated values once you

begin typing.

Reconciler — Person who reconciled the receipt to the statement.

*See page 24 for required CBT fields.

*Also, see
“Mass
Update
Controls”
Section.

**New accounts/support accounts created in FAMIS are sent to CitiBank routinely. An e-mail to the
program coordinator is not needed to notify the coordinator of any new accounts.**

20
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Additional Fields:

Expense Description field — If the description field is not filled in by the reallocator, a default
description will automatically be added based on the object class code that was chosen.

*1If you have a business meal, this is where you should enter the IRS 5W’s (Who, What, When,
Where, Why).

Order Date — Date the goods were ordered from the vendor.

Delivery Date — Date the goods were actually received from the vendor.

Asset # — Inventory Tag Number

Document # - Reallocate to the appropriate object class code and document the Q-doc number

here for all controlled preliminary fixed asset purchases. The Q-doc procedure is located in the
Payment Card Guide in section 3.4.2.

**You can check the “Reviewed” and/or ““Approved” box to track which transactions you have
reallocated. If you need to make a change to the information entered simply uncheck the ““Approved”
and/or “Reviewed” box and click on “Save.”

Financial Det, ! ! !
== Previous Tranzaction Mext Tranzaction ==

Reviewdd shroved Exported Posting Transaction Description Transaction Tax Amount Alternate Tax Het Transaction Additional
: : Date Date =l Amount h Amount Amount Information
F ] 0712011 0707 2011 OFFICE 5585 9585
|:| EXPRESS
BRYAN, TX
7am
Customer Code: 07160243 Expense Description: index tabs - Beaman

Checking ““Reviewed”” and “Approved” will not be required by Texas A&M AgriLife.

21
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Click “Save” once all updates to the fields are complete.

Home = Search Reporting Structur > Transaction Summary =)Transaction Detail

Transaction Detail

GINA GREIG = KH}{}{-H}{}{K-HX-' TAES-TAES ADMIMSTRATION - HIM PAYRE = 2147 TAMU ADMIMISTRATION = COLLEGE STATION, TH 778430001

Financial Detail

Nexd Transaction = [ Reet |

Reviewed Approved Exported Posting Transaction intion Transaction Tax Amount Alernate Tax Het Transaction Additional
Lk E Date Date ¢ Amount : Amount Amount Information

F D 062272011 06/20:2011 CFFICE 54.96 54.96

EXPRESS

BRY AN, TX

T7am
Customer Code: 05154156 Expense Description:
ACCOUNTING CODES INFORMATION Display accounting codes from | Account Level | v
Dept/Sub-Dept Accounting Code Object Code Invoice £ Document Z

203063-07007-08063 - VG OF _ N
AGRICUL TURE-DES/ADIIN J0F0(TI00) - Supplies - OfficeNGeneral
~ 203063-07004-080 H1H{(7300) - Supplies - Office
Asset # Recipient Info Order Date Delivery Date Reconciled Date
07/13:2091
Q7F1142011
Reconciler Original Account REF A Expending PGM Code
ST
MSM v
HUB Status PO Z
- Ha Daserintian - -

Once you have completed reallocating, and saved your information, select “Transaction Summary” to
take you back to the prior screen.

22
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VIEWING/REALLOCATING TRANSACTIONS: ADVANCED
TRANSACTION MAINTENANCE METHOD

Transactions will be available for you to view in GCMS one or two days after the charge posts to your account,
enabling you to view and reallocate throughout the month before the end of the cycle date.

e Move your cursor over the “Financial” tab, “Transaction Management” and then select “Advanced
Transaction Maintenance”. This allows you to see a portion or all of your transaction data based on
specific search criteria that you select.

CitiDirect” Global Card Management System

CItl

Financial Reports | Accounts

unt Summany

Home

Welcome Back TEST0M Merchant Summany
Last Wisit:

Tran:

Program Activity Date Range: | Previous 30 Days |

Users & Accounts

Tatal Users L Reviewed 23
Tetal Active Cardholder Users L Mot Reviewed 13
Total Locked Users Approved 0
Recently Added Cardholder Users L] Mot Approved 36
Cardholder Users with Sctivity L]
Recently Added Accounts L]

Inbox

@ Completed Reports (0) & Scheduled Reports (0) = Hotifications & Files

Motifications (0]
Mo completed reports are available. Mo scheduled reports are svailable.

Mo natifications are availakle.
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Either click on your department’s name to bring up a list of all transactions, or search by “All (Account)”
to search for one card’s transactions. This example we will chose option 1 “All (Account).”

CitiDirect” Global Card Management X

P

Financial | Reporis Accounts
Home = Search Reporting Structure

Search Reporting Structure

SEARCH CRITERIA

QUICK LINK

SearchBy: |

Select TAES-TAES ADMINISTRATION &

Org Poiut i | m {(Your assigned reporting level)
- &I (Crg Paint)
T ore bt o e i
: Select k Link
- Org Paint Courtry Recently Viewed: Rone | » | elect a Quick Lin

-- Org Paint Mame 1
-- Org Paint Name 2
-- Org Paint Mumber
-- Org Pairt Reports To Name

count
- ACCOA L edvanced)
-- Accourt City
-- Account Country
-- Accourt Mame (starts with)
-- Accourt Mumber (ends with)
-- Accourt Mumber (exact)
-- Accourt Reports Tao Mame

-- Accourt State/Province P
il pacd S o).

From the screen below you would select the name of the card that you need to reallocate.

24
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CitiDirect” Global Card Management Systemn
Py
Financial | Reports | Accounts | User

Home = Search Reporting Structure

Search Reporting Structure

SEARCH CRITERIA QUICK LINK

SearchBy: - All (Account) hd Select TAES-TAES ADMINISTRATION &%

m {Your assigned reporting level}
Recently Viewed: [None | » Select a Quick Link

SEARCH RESULTS

[ holder Hame 1 Cardholder Hame 2 Account Humber City State Country Reports To Status
& CHARLEME S MEVERDIRK 556 RESEARCH ADMM PC FORH- MO0 COLLEGE STATICN T UNITED STATES TAES-TAES ADMMSTRATION ACTIVE
&5 CONME T DAVENPORT 556 RESEARCH ADMN PC hEEES EEE ¢ COLLEGE STATION T UNITED STATES TAES-TAES ADMINISTRATICN ACTIVE
& CRISILLE ORMEID 556 RESEARCH ADMM PC FORH- MO0 COLLEGE STATICN T UNITED STATES TAES-TAES ADMMSTRATION ACTIVE

556 RESEARCH ADMN PC KR KHEK COLLEGE STATION T UNITED STATES TAES-TAES ADMIMISTRATION ACTVE
& LISA C PALMER 556 RESEARCH ADMM PC FORH- MO0 COLLEGE STATICN T UNITED STATES TAES-TAES ADMMSTRATION ACTIVE
St MAMCYE B PENN 556 RESEARCH ADMN PC KR KHEK COLLEGE STATION T UNITED STATES TAES-TAES ADMIMISTRATION ACTIVE

Select the “Reporting Cycle” that you would like to view and click on “Search” as pictured below:

CitiDirect” Global Card Manag
o

Financial | Reporis Accounts

Home = Search Reporting Structure = Schieme Selection = Advanced Transaction Maintenance

Advanced Transaction Maintenance

GINA L GREIG = RN TAES-TAES ADMIMISTRATION - Kk PAYNE = 2147 ZAMU ADMIMNISTRATION = COLLEGE STATION, TH 775430001

Scheme Mame: 556 TH AGRILIFE RESEARCH

SEARCH CRITERIA OPTIF/NAL FILTERS

IZ:}:ZI Reporting Cyole: i\ Acfounting Codes

Include Empty Fields

Jume 2011
M ) From: | July 2011 Dept/Sub-Dept: l:l
— Date Type: August 2011
Fosting Date - T September 2011 Accounting Code: El
October 2011
Dats available starting: 07/05/2008 Ohject Code: F
Invoice #: El
5 h
Documert & El
Azzet #: l:l
Recigpient Info: El
Oreler Date: El
Dielivery Diate: il

You can view the entire page in GCMS by scrolling up and down to view all transactions on this next
screen:
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Financial | Repo Account User
Home » Search Repatting Structure = Scheme Selection = Advanced Transaction Maintenance
Advanced Transaction Maintenance

GINA L GREIG = KXKX-XXKX-X){- TAES-TAES ADMIMISTRATION - KIM PAYKE = 2147 TAMU ADMIMSTRATION * COLLEGE STATION, TX 778430001

Scheme Mame: 556 TH AGRILIFE RESEARCH
SEARCH CRITERIA == OPTIONAL FILTERS 2

MASS UPDATE CONTROLS

Dept/Sub-Dept Accounting Code Ohbject Code Invoice # Document # Asset &

O O g g O O
Recipient Info Order Date Delivery Date Reconciled Date Reconciler Original Account
REF A REF B Expending PGM Code HUB Status PO Z

D I:‘ I:‘ I:‘ - Mo Description - D

Ship-to State/Province: |:|

Ship-to Postal Cade: [

1-3
T T rsaction

Expand &1 | Collapze All Page Total 7367 Search Total 7367 #1
Select Detall Split Reviewed Approved Exported Account Account Humber Posting  Transaction Description City State /| Postal Transaction Tax Altemaie/
Hame Date Date Province Code Amount Amount T
unt]
Select Accounting
Al Detail Box
ul ® v v GINA L GREIG xxxx-xxxx-x-osrzsmﬂ 05242011  SAMSCLUB COLLEGE  TX 77640 4530 for
#E335 STAT — -
transaction
ACCOUNTING CODES INFORMATION #1
Dept/Sub-Dept Accounting Code Object Code Invoice # Document #
272007-07040-08063 - DR OFF.-UNRESTRICTED-FISCAL  4011F300) - Supplies - Papor Goods & Janitorial
Asset Recipient Info Order Date Delivery Date Reconciled Date
06092011
Reconciler Original Account REF A REF B Expending PGM
Code
asng
HUB Status Po# L Transaction
- Mo Dascription - #2
ul® ¥ v v amnia L oreie 000000 B os oot oeminott  TareEr  BRvan  Tx rem 1942 000 ooy Accounting
00024231 : Detal I BOX
Tylenal &
Bandaids - for
Payme transaction
ACCOUNTING CODES INFORMATION #2.
Dept/Sub-Dept Accounting Code Ohject Code Invoice # Document #

212009-07040-08063 - DIR OFF-UNRESTRICTED-FISCAL

J045(7312) - Madical Supplies

1. To reallocate, select the symbol that looks like a red graph:
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oma Lorec oo esoent oseozon cruciaLcon

ACCOUNTING CODES INFORMATION

Dept/Sub-Dept Accounting Code Object Code

6250 - Pcard Default Object Class Code

Asset # Recipient Info Order Date
Reconciler Original Account REF A
HUB Status PO =

- Mo Description -

Home = Search Reporting Structure » Scheme Selection » Advanced Transaction Maintenance » Transaction Detail

Reviewing
and

apprOV| ng\ $Peuiewed Approved Exported

are not a
requirement.
Please see
note on page
22.

—

Update the
description
here.

Jransaction Detail
IHA GREIG = XXXXVXXXX—X-AESVTAES ADMIMSTRATION - KIM PAYNE = 2147 TAMU ADMIMISTRATION » COLLEGE STATION, TX 778430001

Financial Detail

800-336-8915 D

Invoice # Document
Delivery Date Reconciled Date
REF B Expending PGM Code

§3642

B3.78

Transaction Transaction

Posting i
Date Dat Desciption Tax Amount
' M 06302011 D6A0/201
CRUCIAL COM
800-336-8915,
D 53642

Customer Code: Expense Description:

PURCHASE DEL DRMATION

p-to State Province

Ship-to Postal Code

ACCOUNTING CODES INFORMATION

Dept/Sub-Dept Invoice #

Accounting Code

Object Code

6250 = Pcard Defaait Object Class Code,

Asset# Recipient Info Order Date Delivery Date
< Reconciler Original Account REFA REF B
HUB Status POz

Use Tax

Create Purchase Detail

Display accounting codes from | Acsount Level

Dacument #

Reconciled Date

Expending PGM Code

v

Cone

**All fields that are REQUIRED are circled above.

27



GCMS - REFERENCE GUIDE

MASS UPDATE CONTROLS IN ADVANCED TRANSACTION
MAINTENANCE

Under the heading labeled “Mass Update Controls” you can fill in transaction information and update

several transactions at one time.

1. Check the box beside each transaction you need to update.

2. Enter the information into the fields you are updating (Reconciled Date, Reconciler, accounting
code, object code etc).

3. Select “Save.” This will update each transaction that you have checked.

!

—_

Sawe Reset
MASS UPDATE CONTROLS

Dept/Sub-Dept Accounting Code Object Code Inveice # Document # Asset #

Recipient Info Order Date Delivery Date Reconciled Date Reconciler Original Account

REF A REF B Expending PGM Code HUB Status PO #

|:| |:| D D - Mo Description - D
Ship-to State/Province:
O ]

Ship-to Postal Code: |:|

SEARCH RESULTS

Expand Al | Colapse Al Page Total: 6,256.52 Search Total: 6,256.52

Select Detail Split Reviewed Approved Exported Account Account Humber Posting Transaction Description City State /| Postal Transaction Tax
Hame Date Date Province Code Amount Amount

Select
All
ul ® v NG L GREIG xxxx-xxxx-x- 06092011 DBDSER0T  CFFICE MAX COLLEGE TH  7FE40 3237
STATI
ACCOUNTING CODES INFORMATION
Dept/Sub-Dept Accounting Code Object Code Invoice # Document £
203063-07000-08063 - WICE CHANCELL OR OF AGRIC DESIGNATED  4085{7334) - Furnishings & Equipment (ton -inven)
Asset # Recipient Info Order Date Delivery Date Reconciled [
et

The box you need to check is located next to the
red graph symbol beside each transaction.
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SPLITTING TRANSACTIONS

A transaction may require costs to be split between more than one account/support account and/or object
code.

Step#1: Select the “Split” tab at the top of the “Transaction Detail” screen.

CitiDirect” Global Card Ma

P

agement System

Financial Accounts

Reports

Home = Search Reporting Structure =\Scheme Selection = Advanced Tranzaction Maintenance = Transaction Detail

Transaction Detail

GINA GREIG = FrH-H-H] * TAES-TAES ADMIMISTRATION - Wi PAYRE = 2147 TAMU ADMMISTRATION = COLLEGE STATION, Tx 778430001

Financial Detail

o Posting Transaction e Transaction
Reviewed Approved Exported Date Date Description Amount Tax Amount
7 l:' OE/30/2011 OE/30/2011 E3.78
CRIICIAL COR
800-336-8915,
D B3E42
Customer Code: Expense Description:
PURCHASE DETAIL INFORMATION
Ship-to State Province Ship-to Postal Code
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On the Split Transaction screen below, please upate the number of splits you need. It will already be set
to split by amount. Once that is updated select “Add.”

CitiDirect” Global Card Management System

Py

Accounts

Financial | Reporis

Hotne > Search Reporting Structure » Scheme Selection » Advanced Transaction Maintenance » Trangaction Detail = Spiit Transaction

Split Transaction
GIHA L GREIG = ){XH}{-}{}{XX-}{}{- = TAES-TAES ADMINISTRATION - Kikd PAYNE = 2147 TAMU ADMINISTRATION = COLLEGE STATION, TX 778430001

Split Detail

Alternate Tax Het Transaction

N Posting Transaction e Transaction
Reviewed Approved Exported Date Date Description e Tax Amount A P a——
D OB/30:2011 OB/30:2011 B3.78 B3758
CRUCIAL.COM
800-336-8915,
I -53642

Spit: : I

lit ancl Balance To: Total Transaction Amount [ |

Amount Tax Amount Alternate Tax Amount

Description Percent
This transaction does not have any spits defined.

Totals:

From the screen below you will update the amount of each split and description and click “Save.”

CitiDirect” Global Card Management System
VS
Financial © Reports | Accounts | User

Home = Search Reporting Structure = Scheme Selection » Sdvanced Transaction Mairtenance » Transaction Detail = Splt Transaction

Split Transaction
GINA L GREIG = XXXX-KXXX-KK- » TAES-TAES ADMIMISTRATION - KW PAYNME = 2947 TAMU ADMIMISTRATION » COLLEGE STATION, TH 778430001

sphepe & =

Reviewed Approved Exported Posting Transaction Description Transaction Tax Amounit ARernate Tax  Het Transaction Adlditi
‘ B ; Date Date <1 Amount : Amount Amount Information
|:| 0B/3002011 0B/3002011 6378 6378
CRUCIAL OO
800-336-3915,
1D -G3642
S - |
Select All | Deselect All Expand All | Collapse All Split By:  Amount w Split and Balance To: Total Transaction Amount w

Description Percent Tax Amount Alternate Tax Amount

( O] spit- 5000 0.00 000
Split- £0.00 0.00 0.00

Totals: 100.00 0.00 0.00
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Select the red double arrow icon beside each split. By clicking this icon it will expand the screen to
allow updates to the object code, accounting code, etc. When you are through, select “save.”

Split Detail @
A
N Posting Transaction e Transaction Alternate Tax Het Transaction Additional
Hevicued ARProvcy JExacrcy Date Date Description Amount gacamelnt Amount Amount Information
I:‘ 0B/30/2011 06/3072011 B3.78 B3.78
CRUCIAL.COM
B00-336-6915,
I -B3642
s I
Select Allf Deseledt All Remove Expand All | Collapse Al Split By:  Amount | w Split and Balance To: Total Transaction Amount | &
Description Percent Amount Tax Amount Alternate Tax Amount
5000 3188 0.00 0.00
PURCHASE DETAIL INFORMATION
Ship-to Jtate Province Ship-to Postal Code Use Tax
INTING CODES INFORMATION ~
Accounting Code Ohject Code Invoice # Document
6250 - Pcard Defauit Obfect Class Code U pd ate these
Recipient Info Order Date Delivery Date Reconciled Date fi e I dS afte r
Recpnciler Original Aceount REF A REFB Expending PGM Code > CI I Ckl n g th e
mpe s arrow icon
¢ Description - . .
‘ Edit Accounting Codes . and CI ICkI ng
on “Edit
Split - 50.00 2188 0.00 000 —

Accounting

Codes.”

To remove any splits, select the box beside the split and select “Remove” for each one you want to delete.

When done select “Save.”

!

el petel [ save J Reeet |
N Posting Transaction L Transaction Alternate Tax  Net Transaction Additional
Reviewed Approved Exported Dat Date Description Amount Tax Amount Amount Amount Information
D 0B/30/2011 0B/30/2011 E378 B378
CRUCIAL ZOM
800-336-8915,
D 53642
Spit: Bl ~ad |
Select All | Deselect All ‘ Remove . Expand All | Collapse All Split By: Amount | » Split and Balance To: Total Transastion Amount | %
—
Description Percent Amount Tax Amount Alternate Tax Amount
Split- 50.00 3180 0.00 0.00
Split- 50.00 3188 0.00 0.00
Totals: 100.00 63.78 0.00 0.00
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RUNNING REPORTS

To run reports choose the “Reports” tab and select “Schedule Report.”

CitiDirect” Global Card Management System

citi

Home:

Welcome Back TEST0
Last Visit: 07052011

Program Activity
Users & Accounts
Total Users
Total Active Cardholder Users
Tatal Locked Users
Recertly Added Cardholder Users
Cardholdet Users with Sctivity
Recertly Added Accourts

Inbox
@ Completed Reports (i)

Financial

@- Scheduled Reports ()

s & Adjustments

Feviewed

Mot Reviewed

Approved

Mot Spproved

Date Range:  Previous 20 Days | W

23
13

36

= Hotifications & Files

Select “Expense Report.” This will serve as the cardholder statement.

CitiDirect” Global Card Managem

citi

Home

o Progress - Step 1
| |

»Select Report
Mo report selected

Completed Reports
0 Reports Complete
Mo completed moods.

Scheduled Reports
0 Reports Scheduled

Mio sohedwled moorts.

Financial pReporis | Accounts

Schedule Report:

Select a report from the list provided. To quickly locate

ACC-TRMS - DWW - Fixed
—  TaMUFAMIS SERVICES (Fixed Wic

City Of San Angelo
— CITIBANK CORPORATE CARD (Fixe

JK Account Figlds - DA Fixed
= Wicth

TAMU FAME SERVICES (Fimed Wic
JK Ficedd with PURZ - Merchant
—  TAMUFAME SERYICES (Fixed Wic

Texas Flat File
= CITIBANK CORPORATE CARD (Mic

=

Accourt Field

TaMU FAMIS SERVICESicrosoft

Copy of JK Fixed with PUR2 -
herchant

Taml Fams SERVICES (Microsoft
JK - Monthly Tranzaction Pull
Taml Fams SERVICES (Fixed Wic

K Merchant - T Excel
Taml Fams SERVICES (Microsoft

Group By | None [L]

eJeport you are looking for, tny using the Group By and Show options above.

Biackup JK Excel with PUR2 -
Merchant
TAMU FAMIS SERVICES (Microsoft

Expense Report
= Tranzaction Reports
System (Adobe PDF)

J Frced weith PUR
= TAMUFAMIES SERWICES (Fixed Wic

JK Merchant - LW Fied Wicth
= TAMUFAMIES SERWICES (Fixed Wic
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Select “Search” to bring up a list of all cardholders, otherwise enter the first name of the cardholder you
would like to print the statement for and then select “Search.”

Financial | Reports | Accounts

Home

0 Progress - Step 2 of 4
]

Select Report

| 2 |

Ny =
\‘L./ Use the search form below to locate the entity You wish to report against. O, select from the Guick Links provided.

Exy port {ick Links {1}
» Select Entit ’7 TAES-TAES ADMIMISTRATION - Org Poin\
Report Options
Lustomize your report Account
Frequency
Accourt Number Match Entire Accourt Number [ v |
Account Status [ ]
Q Completed Reports Feparts To Account State/Province
1 Fepens Comgi Accournt City Account Country B2

Scheduled Reports
0 Repors Seheduled

Select the name of the person you would like to print the report for by clicking on the actual name.

-

A~
LL/’ Use the search form belov to locate the entity you wizsh to report against. Or, select from the Quick Links propedded.

Cuick Links (1}

’7 TAES-TAES ADMIMISTRATION - QOrg Point

Acount

Account Mame girE

Account Mumber Mt Entire Account Mumber W
Account Status '
Reports To Accowt State/Province
Account City coount Country w
1 Results Found A Pagelofl (¥ G0
Hame Account Humber 1:n_u. State Province Company Hame
Country Reports To

w-x+ R COLLEGE STATICN, 555 TH AGRILIFE RESEARCH
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Select “Next.”

Haome

o Progress - Step 3 of 6 ;

Select Report
Expenze Report

cule Report:

Select the cost & ion scheme that you wish to report against.
Schemes Defit for Entity GIVA £ GREIG

@ 556 TH AGRILIFE RESEARCH (ACTIVE)

DeptSuh-Oent, Aecountieg Code, Oiysod =, fruoice #, ODoocwment #, Azset #, Recipient ivfo, Omler Dabe,
Defiverny Dzte, Reconciled Ogte, Aecomailer, O Account, REF A, REF B, Expending PG Code, HLUE
States, PO #

Select Entity
GlMA L GREIG

kSelect Scheme

No scheme selected O Nane
N drelyde g terssction s, Accounting code felds am not Fvailahle.
Select Filters

Mo filters applied

Report Options

Frequency
Fun Once

Select “Next.”

Home

o Progress - Step 4of 6 Schedule nort:

@ Select the field, type, and val
Field

Click the Add button to add the fiter.

Select Report
Expenze Repaor

Select Entity
ZINA L GREIS

Field Value

Select Scheme
856 Tx AGRILIFE RESEARCH

To add a fiter, enter the fiter criteria akow i click the Add button.

»Select Filters
Mo filters applied

Report Options
Customize your report
Select All | Deselect All

Frequency
Eun Onece

Completed Reports
O Reports Camplate

Mo eompleted moos.
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Check the box to “Include Splits” and select “Next.”

NE)
/' Specify the schedule report options below, then click Mext or Save to continde.

Dste Type Posting Date £
Report Format Adobe POF w
Murmber Format KR RHR RN | ™

Date Formst MDD ™YY | W
Additional Options Include Splits
Description

Motify Me At candilyoungigtamu.edu

Erter up to five e-mail addresses separated by fommas

From Date To Date Schedule Offzet iin days)

Start Date Days to Run Scheglule Offset rin days)

ram Diay Wizeks to Run
Schedule Offzet (in days)
A4 Monthly
From Day Months tg Run
To Day Schedulp Offeet {in days)
(@ Reporting Cycle
Date Type: Posting Date
Reporting Cycle June 2011 (051042011 - 06M32011) w
Mumber of Cyclesto Bun |1 | Schedule Offset |0 | | (0 days)

o [ e | et
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Once the file is ready it will show up under “Completed Reports” and the name of the file will appear as
a link that you can select. You may need to click on “Completed Reports” a few times to refresh the
screen. Click on “Expense Report.”

Financial | Reporis | Accounts

Showe Reports Inbox

0 Rgport Summary _: -y
‘_,( ) Reports are stored on the system for up to 30 days. If you wish to retain copies for longer than 30 days, please download a copy from the system for your recards.

Successful Reports 1

Failed Reporta\0 Name File Size Status Completed
Scheduled Repiris O D Expense Report 409 KB Success 07062011 11:13:57 CST

Select all|Deselect all

Completed Reports
1 Reperts Complate

Expense Report O]

Scheduled Reports
0 Reports Scheduled

Select “Download” to open the report in a PDF file.

Accounts

Financial

Reports

Home

o Report Summary

Successtul Reports 1
Failed Reports 0
Scheduled Reports 0

L&y

Expense Report
07/06:2011 11:13:57 C5T

Scheduled 07 0e2011 11:13:36 C5T

File Size
Q Completed Reports
1 Reports Complets Status
Expensze Report ® Description
i T Created By

Scheduled Reports

0 Reparts Scheduled
Download Delete
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The following message will appear, choose “OK” to open the report.

rOpening Expense_Report.pdf \

Youl have chosen to open
. Expense_Report.pdf

which is a: Adobe Acrobat Document
from: hifs: /fwww globalmanagement citidiregt.com

What should Firefox do with this file?

Adobe Reader 3.1 (default)

() Save File

[ ] Do this automatically for files like this from naw on.

Ok

I [ Cancel
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This is what your Expense Report will look like. Please print this report once all reallocations have been

completed and submit to your approver for signature.

“L Expense_Report.pdf - Adobe Reader

File Edit Wiew Document Tools Window Help

BB X

i i : 3 < i + i
1=1F i 171 © @ |343% |- | o Nl >
P Expense Report
[ 7] Posting Date:05/04/2011 - 06/03/2011
GINA L GREIG 556 RESEARCH ADMN PC 2147 TAMU ADMINISTRATION
XX- . COLLEGE STATION, TX 778430001
Internal Accounting Code : 240020 07040 08063 6250 USA
Card Transactions
Posting Transaction Description Expense Receipt Posted Expense Reviewed Approved
Date Date Description Amount Amount Amount
05/25/2011 05/24/2011 SAMSCLUB #6338-COLLEGE plates, cups, soap & 45.30 USD 45.30 UsS 45,30 USD f f
STAT,TX, 77840 klzznex - Ko D
Accounting Codes Dept/Sub-Dept : Accounting Code 212001-07040-02 Object Code : 4011(7300) Invoice # :
B 063
Document # : Asset # : Recipient Info : Order Date : #1
Delivery Date : Reconciled Date : 06/09/2011 Reconciler : MSM Original Account
REFA : REF B : Expending PGM HUB Status :
Code :
PO #:
05/02/2011 06/01/2011 TARGET soap & tissue - Payne 28.37 UsD 28.37 Us 8.95 UsD / /
00024281-BRYAN,TX, 77802 [}
Accounting Codes Dept/Sub-Dept : Accounting Code 212001-07040-08 Object Code : 4011(7300) Invoice # :
H 063
Document # : Asset # Recipient Info : Order Date : #2
Delivery Date : Reconciled Date : 06/0%/2011 Reconciler : MSM Original Account
REFA : REF B : Expending PGM HUB Status :
Code :
PO #:
05/02/2011 06/01/2011 TARGET Tylenol & Bandaids - 28.37 USD 28.37 us 19.42 USD f f
00024281-BRYAN,TX, 77802 Payne [}
Accounting Codes Dept/Sub-Dept : Accounting Code 212001-07040-08 Object Code : 4045(7312) Invoice # :
H 063
Document # : Asset # ; Recipient Info : Order Date : #2
Delivery Date : Reconciled Date : 06/03/2011 Reconciler : MSM Original Account
REFA : REF B : Expending PGM HUB Status :
Code :
PO #:
Card Subtotal 73.67
Grand Total Lk
Signed Date Authorized Date
& -
Ct pyright & 2011 Citigroup Inc. ) )
TESTO1 (TESTOL, Le anager)

Optional Cardholder Signature

Required Approver Signature

**Be sure to number each transaction and the receipts/invoices/supporting
documentation. Notice that the transactions on the statement marked with #2 are one

transaction that was split.**
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SCHEDULING REPORTS

To begin, follow all of the steps listed in the previous section until you get to the screen “Schedule
Report: Frequency.” Instead of selecting “Reporting Cycle” you will want to select “Daily”,
“Weekly” or “Monthly” and enter your date parameters. When you are through, select “Save.”

Home

0 Progress\ Step 6 of 6
I \ | ]
@ Choose the frequency and date range to use to schedule this report, then click Save to cortinue.

Select Report

() Run Once
Select Entity
From Date To Date Schedule Offset iin dfys)
Select Scheme
O Daily
Select Filters
bl Start Date Days to Run Schedule Offset in dayws)
Report Options
e O Weekly
rErequency
Fraom Day Wieeks to Run
—_
To Day Schedule Offset {in days)

Q Completed Reports '@3‘ Monthly

1 Reports Complete

From Day |1 [v ] horthz to Fun e
Expenze Report . . —

ToDay | End of Morth [+ | Schedule Oftset [0 [ & [ in davs)

Scheduled Reports

0 Reports Scheduled ®

' Reporting Cycle
Diate Type: Posting Date
Reporting Cycle

Mumber of Cycles to Run Schedule Offset fin days)

m S3uC m

\

The reports will appear under “Completed Reports” based upon the dates you entered when you
scheduled them. GCMS will also e-mail you when the scheduled report is ready.
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