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Retrieving Statements in CitiManager
This section will review how to obtain CitiCard statements online, so that

transactions can be reviewed for validity and accuracy. Errors must be

corrected with Citibank, so that they can then be corrected on future

statements. Disputes and corrections occur in the Citibank system, before

flowing into the SUNY Cardholder system.

https//home.cards.citidirect.com, select “Self Registration for Cardholders”



25

Account Reconciliation, CitiManager
• Cardholders are required to register with Citibank to access and print

online statements of cardholder activity by going to:

https://home.cards.citidirect.com

• Cardholders should only accept charges for goods and services that the

supplier has delivered.

• A Citibank email notification is sent on or about the 6th of each month to

cardholders who had activity during the billing cycle. This is a routine

alert that the billing cycle closed and a statement is available.

• The reconciliation must be completed by the end of the month.
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Self registration
Select “Fill the Card’s Data”, then click Continue.
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Self registration, card number
Enter Card Number and Name as they appear on the card, then click

Continue.
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Self registration, contact information
Make sure to use: 450 Clarkson Avenue, MSC 54

This Mail Stop Code is for the Accounts Payable Department.

See CitiManager card statement access presentation for information on how

to download monthly statements following cardholder registration.



Retrieving monthly statement
Now that self registration is complete, log into CitiManager, and in the upper

right hand corner of the screen, select the appropriate card.
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Select correct card
Toward the left hand side of the screen, click the arrow to select

the correct card number
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Access statements
Move the cursor slightly to the right and a calendar will appear showing

months with activity. Select the month by clicking on it.
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Detailed list of statement
When the month is selected, a view of statement activity will appear.

32



Download statement
Just above the display of detailed transactions, a blue highlighted link will

appear. Click on it to download a PDF of the statement.
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Download statement (continued)
Click OK. Select the download location, and you will be given the option to

change the file name. Then click save, and you can retrieve the statement

PDF file from the location where it was saved.
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Transactions can now be reviewed for validity and accuracy. Errors

must be corrected with Citibank, so that they can then be corrected on

future statements. Disputes and corrections occur in the Citibank

system, before flowing into the SUNY Cardholder system.

Statement review
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