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In this lesson you will learn how to use Bulk Account Maintenance.

Let's Begin!
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Step 1

What You Need to Know? This function allows you to perform the same action to multiple
accounts at once. A maximum of 3000 accounts can be selected for each bulk account

maintenance request. If your request is for 100 accounts or less, the request will be processed
immediately. +Request of more than 100 accounts will require more processing time.
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Step 2

Click the Card Management link.
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Step 3

Click the Account Management link.
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Step 4

Click the Bulk Account
Maintenance link.
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A maximum of 3000 accounts can be selected for each bulk account maintenance request. If you have selected less than or egual to 100 accounts then the maintenance
wrould e performed immediately. Selection of more than 100 accounts will reguire additional processing time. Click here to view the status report of Bulk Maintenance
reguests owver 100 accounts.
The following acoounts will not be considered for bulk account Mmaintenanocs:
1. Acoounts loded for processing pending request.
2. Acoounts status is Lost or Stolen.
2 Mumeric Sort & Alpha Sort
{+) — Indicates that some of the subunits of collapsed unit hawve been changsd.
select business unit - ~ - ~ aDr:our?ts
in unit in unit & subunits selected
[[] =zoo99 - sacEncy 9o 1BT o o7 o
Total number of accounts selected: O
[ exclude accounts ] [ continue ]
-
Done &9 Internet Fa - 1 00% -

Step 5

The Bulk Account Maintenance screen displays. It defaults showing your hierarchy and the total number of
accouonts you have in your hierarchy/unit as well as the total number of accounts in both your hierarchy/unit and
your lower level hierarchies/subunits.

Clicking on the link for your hierarchy drills down to display any lower level hierarhies/subunits that you might have
along with the number of accounts in each of those hierarchies/subunits.

Note: If your default hierarchy level does not display as a hyperlink then you do not have any lower level -~~~
hierarchies within your span of control.
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requests over 100 accounts.

A maximum of 3000 accounts can be selected for each bulk account maintenance reguest. If you have selected less than or eqgual to 100 accounts then the maintenance
wwould be performed immediately. Selection of more than 100 accounts will reguire additional processing time. Click here to view the status report of Bulk Maintenance

The following acocounts will not b= considered for bulk account maintenanocs:

1. Accounts lodeed for processing pending request.
2. Acoounts status is Lost or Stolen.

2 Mumeric Sort & Alpha Sort

{+) — Indicates that some of the subunits of collapsed unit have been changed
= = accounts
select business unit = = = = =
in unit in unit & subunits selected
[ |zoo=s - seEncy 381BT o a7 o

Total number of accounts selected: 0

[ exclude accounts ] [ continue ]

Done

$

&8 Internet 5 - 1005
Step 6

Click the 20099 - AGENCY 99 IBT link.
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A maximum of 3000 accounts can be selected for each bulk account maintenance reguest. If you have selected less than or eqgual to 100 accounts then the maintenance
would be performed immediately. Selection of more than 100 accounts will reguire additional processing time. Click here to view the status report of Bulk Maintenance
reqguests over 100 accounts.
The following scocounts will net be considered for bulk scoocunt maintenanocs:
1. Mocoounts lodked for processing pending reguest.
2. Acoounts status is Lost or Stolen.
& Mumeric Sort & Alpha Sort
{+) — Indicates that some of the subunits of collapsed unit hawve besn changed.
select business unit - ~ - ~ aDc:ourjlts
in unit in unit & =ubunit= sclected
[0 =zooss - asceEncy s81BT o =7 o
[0 pizes-come ALz BT 12 24 o
[0 pzzes-comeraiLz BT 18 2= o
ST e c L2 1IBT 13 17 o
[0 pazss-comr oLz BT 12 17 o
[ oszes-mwpiESLZIBT o 11 o
Teotal number of accounts selected: O
[ exclude accounts ] [ continue ] 4
b
&P Internet S o~ 100w -

Step 7

Click the 03299 - COMP C L2 IBT link.
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Card Management - Account Management - Bulk Account Maintenance
A maximum of 3000 accounts can be selected for each bulk account maintenance request. If you have selected less than or equal to 100 accounts then the maintenance
would be performed immediately. Selection of more than 100 accounts will require additional processing time. Click here to view the status report of Bulk Maintenance
requests over 100 accounts.
The following accounts will not be considered for bulk account maintenanoce:
1. Accounts lodeed for processing pending reguest.
2. Accounts status is Lost or Stolen.
) Mumeric Sort & Alpha Sort
{+) — Indicates that some of the subunits of collapsed unit have besen changed.
select business unit . : . : aoc:our_lts
in unit in unit & =ubunit= =selected
[0 zooss - saceEMcy s81BT o a7 o
[0 p1zes-come sz isT 12 Za o
[0 ozzss-comeBiLzi8T 18 28 o
[0 020 gttt m— 132 17 o
[ o=z399 - WP G L3 18T o - o
[ oe= S COMP D L2 18T 12 - o
[0 pszse-inpDiES L2 1BT o 11 o
Total number of accounts selected: 0
[ exclude accounts ] [ continue ] L8
b
& Internet Fh v oo T

Step 8

Click the 03399 - COMP C L3
IBT option.
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A maximum of 3000 accounts can be selected for each bulk account maintenance request. If you have selected less than or equal to 100 accounts then the mMmaintenance
wrould be performed immediately. Selection of more than 100 accounts will regquire additional processing time. Click here to view the status report of Bulk Maintenance
requests owver 100 accounts.
The following sccounts will not be considersd for bulk scocount maintensnos:
1. Accounts lodked for processing pending request.
2. Acocounts status is Lost or Stolen.
2 Mumeric Sort & Alpha Sort
{+) — Indicates that some of the subunits of collapsed unit hawe been changed.
select business unit . . . . aoc:ourfts
in unit in unit & =ubunits selected
[ zooss-scenwcy s18T o 27 a4
[] oizss -comr aLzi1BT 12 =2 o
[l oz=ss-comeBLZI1BT 12 == o
[0 oz=ss-comrciLz1BT 12 17 a
033595 - COMPE C L2 18T o - -
[[] osezss -comrpoLz1BT 12 17 o
[[] oszes - inpDIES L= 1BT o 11 o
Total number of accounts selected: 4
l exclude accounts I [ continue ]
~
&P Internet o - L 100% -

Step 9

Once the hierarchy level, where the bulk maintenance is to be performed, has been selected the system will
tell you the total number of accounts that were selected.

Note: Itis recommended that you select the "exclude accounts" button from this point instead of
“continue". Exclude accounts allows you to see a list of the card accounts selected instead of taking you
directly to the maintenance screen.
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Inbox -~ Card Management -~ Hierarchy Reporting ~ Inguiry - Assistance -
Card Management - Account Management - Bulk Account Maintenance
A maximum of 3000 accounts can be selected for each bulk account maintenance reguest. If you have selected less than or eqgual to 100 accounts then the maintenance
wrould be performed immediately. Selection of more than 100 accounts will reguire additional processing time. Click here to view the status report of Bulk Maintenance
requests over 100 acCounts.
The following accounts will not be considered for bulk account maintenanos:
1. Acoounts loded for processing pending request.
2. Accounts status is Lost or Stolen.
2 Mumeric Sort & Alpha Sort
{+) — Indicates that some of the subunits of collapsed unit have been changed.
select business unit R . R . a{:{:our_lts
in unit in unit & subunits selected
[0 =zooss - acEMcY s21BT o a7 4
[0 oi1zes-come ai1z1aT 13 24 o
[0 ozeoes -comeBLzI1BT 18 =8 o
1 COMF C L2 IBT 12 17 a
022355 - COME C L2 BT o 4 -
] COMPE D L2 18T 1z 17 o
[1 oszss-iwDiES L2 1BT o 11 o
Total number of accounts selected: 4
[ exclude accounts ] [ continue ] L3
e’
&P Internet Fm - | W ioo0e%e -

Step 10

Click the exclude accounts button.
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A maximum of 3000 accounts can be selected for each bulk account maintenance reguest. If you have selected less than or equal to 100 accounts then the Mmaintenance
wrould be performed immediately. Selection of more than 100 accounts will reguire additional processing time.
Last Hame: [| ] First Mame: |
Account Number: | | Active Status Indicator:
Processor Hierarchy: zooso | I I I I I |
%A double dagger indicates a pending maintenancs reqguest field.
ZEET Lo name account status hierarchy M active
number maintenance =
0S0019  Test Acoount — - Op=n 20099 03299 03399 02499 00000 00000 00000 Desctive
- - T2 - CLOSED - - - Aot
00000 Test Acoount e ey 20088 02355 02355 02459 00000 00000 00000 Auctive
S50867  Testing Gtc Cosa — - Open 20099 03299 03359 03499 00000 00000 00000 Deactive
050042 L¥ Mame — - Open 20088 02355 02355 024595 025589 02658 02T Auctive
(1 -4 of 4)
[ continue ] [ cancel ]
= Citi Manager Last Updated 06/28/2010 Home: -
Done & Internet o - L1006 -

Step 11

In reviewing the list of accounts selected, you may find that some of the accounts may not require the action you
are about to perform.

Note: Deselecting an account removes it from the pool of accounts that are about to have a certain action
performed on them.
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Inbox - Card Management -~ Hierarchy — Reporting — Inquiry - Assistance -

Card Management - Account Management - Bulk Account Maintenance

A maximum of 3000 accounts can be selected for each bulk account maintenance reguest. If you have selected less than or eqgual to 100 accounts then the maintenance
would be performed immediately. Selection of more than 100 accounts will reguire additional processing time.

Last Hame: || | First Hame: |

Account Number: | | Active Status Indicator:

Processor Hierarchy: =zooss | | | | | I |

search

T A double daggsr indicates a pending maintenance reguest fisld.

account F last bulk e

name account status hierarchy = active
maintenance

;oocoooooodd 50018 Tst Acocount — - Open 20099 03259 03359 02459 00000 00000 00000 Deactive
o est Acoount - - - ctive

;ooccocooodd0OZ000 T e sz::;"ﬁgl'lED 20099 03259 033529 03459 00000 00000 00000 e
w B a estin stc Cosa _— n e eactive

2508687 Testing GteC Orpe 0059 02255 02389 02459 00000 00000 00000 D i
» | rooooooooood 500432 L7 MName — - n 20099 03299 03399 03499 03599 03899 03799 Active
se
(1 -4 of 4)
[ continue ] [ cancel ]
= Citi Manager Last Updated 06/258/2010 Home
Dons & Internet Fo - 1009 -

Step 12

Click in the checkbox
for xxxxxxxxxx050019 to remove the
check. 7~
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Card Management - Account Management - Bulk Account Maintenance
A maximum of 3000 accounts can be selected for each bulk account maintenance regquest. If you have selected less than or equal to 100 accounts then the maintenance
would be performed immediately. Selection of more than 100 accounts will reguire additional processing time.
Last Name: | | First Hame: |
Account Number: | | Active Status Indicator:
Processor Hierarchy: zooess | | | | | I |
%A double dagger indicates a pending maintenancs request field.
TEEL IO name account status hierarchy M active
number maintenance
[[]:cccccccca0s0012 Teast Account — - Open 20099 03255 03389 024598 00000 00000 00000 Deactive
T2 - CLOSED - -
oooooooooold
02000 Test Account et 20099 03299 03399 03499 00000 00000 00000 Active
I 850887 Testing Gitc Cosa I — - Open 20099 03259 03359 02459 00000 00000 00000 Deactive
T+1 050042 L7y Mame — - Cpen 20099 03259 03359 034599 03599 03059 03799 Active
(1 -4 of 4)
[ continue ] [ cancel ]
= Citi Manager Last Updated 06/28/2010 Home  «
Done &P Inkernet Fo - 1009 -

Step 13

Click in the checkbox
for xxxxxxxxxx850867 to remove the
check.
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Inbox - Card Management ~ Hierarchy - Reporting -~ Inguiry - Assistance -
Card Management - Account Management - Bulk Account Maintenance
A maximum of 3000 accounts can be selected for each bulk account maintenance request. If you have selected less than or equal to 100 accounts then the maintenance
would be performed immediately. Selection of more than 100 accounts will regquire additional processing time.
Last Name: | First Hame: |
Account Number: | | Active Status Indicator:
Processor Hierarchy: zooss | I I |
% A double dagger indicates a pending maintenancs reguest fisld.
account = -
L hierarchy aclive
number name account status hierarch active
[ soocooooooa 50018 Test Acoount — - Open 20059 03259 022359 023458 00000 00000 DOD0DO Deactive
T2 - CLOSED - .
xoooooooooid
02000 Test Account et 20059 03259 02359 023458 00000 00000 DOD0DO Active
[ soocoooooxas50887  Testing Gto Cosa — - Open 20059 03259 022359 023458 00000 00000 DOD0DO Deactive
[+] ;ooooooooodd 50042 LT MName — - Open 20059 03259 022359 02459 023599 023898 02785 Active
(1 -4 of 4)
[ continue ] [ cancel ]
= Citi Manager Last Updated 06/28/2010 Home  «
& Internet Fh o~ Eoiooes -

Done

Step 14

Click the continue button.

CIti
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Inbox - Card Management - Hierarchy — Reporting — Imguirny - Assistance -

Card Management - Account Management - Bulk Account Maintenance

demographics

[0 Account Status:

[0 agenoworganization Mame:

[] staterment Billing Address Line 1:

[l sStatement Billing Address Line =:

I:I State: I:I ZIF:

[0 statement Billing City:
controls

[0 ActivaterDeactivate: activate now deactivate now
O tmrvoorsrr) Active Start Date:
0 mrvoorevrvy Active End Date:
[ tarroorr v} Mission Critical Start Date:
[0 mranvporv vy Mission Critical End Date:
[ credgit Limit =:
[0 cyeole Limit s
[0 single Transacticn Dollar Limit S:
[ rumber of Transactions per Cycle:
[0 mMurmber of Transactions per Day:
[0 cssh agvancs Limit s: ] =

[ mcc Sroupis):

ood

Done & Internet o - 1009 -

Step 15

The maintenance screen displays where
you can select the function(s) you need
to perform on the selected accounts.

In this example we will be deactivating
accounts.
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Card Management - Account Management - Bulk Account Maintenance

demographics

I:I Acocount Status:

[0 agencwcrgsnizstion Mame:

Staterment Billing Address Line 1:

L
Ll

Statement Billing Address Line 2:

[ state: 0 zie:

[0 statement Billing City:

controls

|:| Activate/Deactivate: adctivate now deactivate now

I:I (MDD ™ ™ ™) Active Start Date:
I:I {MMDDY Y YY) Active End Date:
I:I (MBADDY ™Y ™ ™) Mission Critical Start Date:
l:l {MBADDY ™™ ™) Mission Critical End Date:
I:I Credit Limit 3:
[0 cyoe Limit s
I:I Single Transaction Dollar Limit S:
|:| Mumber of Transactions per Cycle:
l:l Mumber of Transactions per Day:
l:l Cash Adwanos Limit 3: |:| —

[0 mec croupis:

oono

-~

Done &P Internet Fo - L 100% -

Step 16

Click
the Activate/Deactivate checkbox.
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demographics

[0 scccunt Status:

[0 agenoyorgsnization Mame:

Staterment Billing Address Line 1:

(|
(|

Staterment Billing Address Line 2

[ state: O =zie:

[0 staterment Billing City:

controls

Activates/Deactivate: O activate now O deactivate now

(MMUDDO Y ) Active Start Date: |
MRYDDY YY) Active End Date:
[0 anvoory vy vy Mission Critical Start Date:
[ mniropiryy v v) Mission Critical End Date:
[ credgit Limit =:
[] cyeie Limit s:
[0 single Transacticn Dollar Limit S:
[0 mMumber of Transactions per Cycle:
[0 mMurmber of Transactions per Day:
[0 cash agvance Limit 5: L] —

l:l MCC Groupds):

OO0

-~

Dons & Internet o - 1009 -

Step 17

Select the radio button for
the deactivate now option.
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Card Management - Account Management - Bulk Account Maintenance

demographics

I:I Acocount Status:

[0 agencwcrgsnizstion Mame:

Staterment Billing Address Line 1:

L
Ll

Statement Billing Address Line 2:

[ state: 0 zie:

[0  statement Billing City:
controls

Activate/Deactivate: O adctivate now @ deactivate now
(MDD ™ ™ ™) Active Start Date:
{MMDDY Y YY) Active End Date:
|:| (MBADDY ™™ ™) Mission Critical Start Date:
l:l {MBAYDDY ™™ ™) Mission Critical End Date:
I:I Credit Limit 3:
[0 cyoe Limit s
I:I Single Transaction Dollar Limit S:
|:| Mumber of Transactions per Cycle:
l:l Mumber of Transactions per Day:

[ caesh advance Limit 5: = =

[0 mec croupis:

oono

£

Done & Internet Fo - L 100% -

Step 18

Scroll down to the bottom of the screen
to submit the request.
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=
demographics
[0 Account Status:
[0 agenoworganization Mame: [
[ Statement Billing Address Line 1= [
[0 sStatement Billing Address Line 2: [
1 Statament Sitting city. [T O steee Oz [
controls
Activate/Desctivate: () sctivate now (5} desctivate now
[ ] (MM/DDAY Y YY) Active Start Date: |
[ ] (MM/DDA Y YY) Active End Date: [0
] tMAM/DDAY YY) Mission Critical Start Date: |00
] tMAM/DDA YY) Mission Critical End Date: |0
[] credit Limit S: _ L] | settemporary limit |
1 oveie Liie o NN = [ settemporary imit ]
[] Singls Transsction Defisr Limit S | = | settemporary limit |
I:I Mumber of Transactions per Cycle: _
l:l Mumber of Transactions per Day: _
[ cash Advance Limit 5: [ = | settemporary limit |
[ mecc Groupis: |
EEEE]
| i submit i icancel
= Citi Manager Last Updated 06/28/2010 Home
citigroup.com Term=s of Use Priwvacy
P Copwright® 1999 - 2010 Citigroup Inc. a
Done | | | | | | | & Internet | Fo - | L 100% - ’H

Step 19

Click the submit button.

Cl
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demographics

I:I Account Status:

I:I Agency/Organization Mame:

[l sStatement Billing Address Line 1:
[l sStatement Billing Address Line 2:
[] statement Billing City:
controls

Activate/Desctivate:

(MDD ™ ™ ™) Active Start Date:

{MBADDSY ™Y™Y Active End Date:

I:I {MM/DDY Y YY) Mission Critical Start Date:
l:l (MDD ™ ™) Mission Critical End Date:

L]

[0 cye= Limit s:

Credit Limit -

I:I Single Transaction Dollar Limit 5
I:I Mumber of Transactions per Cycle:
l:l Mumber of Transactions per Day:
[0 cash Advance Limit s:

[0 moc croupisk

[ submit ] [ cancel ]

= Citi Manager
citigroup.com

() activate now (&) desctivate now

e

e

[ state:

] zie:

Message from webpage

2

Ik

J [

Cancel ]

Are wou sure wou wank bo perform bulk accounk mainkenance on 2 accounks 7

Last Updated 06/28/2010 Home

Term=s of Use Priwvacy

Copwright® 1999 - 2010 Citigroup Inc.

3

-~

Done

Step 20

A system message displays asking you

to confirm the request.

Q Inkternet

g - 100 -
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demographics

l:l Account Status:

I:I Agency’Organization Mame:

Statement Billing Address Line 1:

I:I Staterment Billing Address Line 2:

I:I State: I:I ZIF:

I:I Staterment Billing City:
controls

Activate/Deactivate: O activate now @ deactivate now

(MMADDA ¥} Active Start Date: |
(MM/DDVY YY) Active End Date:
[ nrporyrryy mission Critical Start Date:
[0 mnuborry vy Mission Critical End Date:
[0 creait Limit s Ll
I:I Cycle Limit S:

Message from webpage

l:l Single Transaction Dollar Limit S:

I:I Mumber of Transactions per Cycle:

‘\?!) Are wou sure wou want bo perform bulk account mainkenance on 2 accounks 7

I:I Mumber of Transactions per Day:

Cash Adw Limit S:
I:I asi| warnoe {Laall l oK ] Cancel ]
[ mcc Groupisk

[ submit ] [ cancel

= Citi Manager Last Updated 06/28/2010 Home
citigroup.com Terms of Use Privacy

_— Copyright® 1999 - 2010 Citigroup Inc. ]
Done &P Internet Fg v Fioow -

Step 21

Click the OK button.
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Inbox - Card Management -~ Hierarchy — Reporting — Inoguiry — Assistance ~—
Card Management - Account Management - Bulk Account Maintenance
Bulk account maintenance completed successfully for 2 accounts.
= Citi Manager Last Updated 06/28/2010 Home
citigroup. com Terms of Use Privacy
e n ] Copyright® 1999 - 2010 Citigroup Inc. =

Dorne &9 Internet o - L 100 -

Step 22

The confirmation screen displays
acknowledging the bulk account
maintenance performed was completed
successfully.
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Inbox - Card Management - Hierarchy — Reporting — Inguiry — Assistance -

Card Management - Account Management - Bulk Account Maintenance

Bulk account maintenance completed successfully for 2 accounts.

= Citi Manager Last Updated 06/28/2010 Home
citigroup. com Terms of Use Privacy

— Copyright® 1999 - 2010 Citigroup Inc. ey

Done &P Internet g - L 100 -

Step 23

Click the ok button.

citi
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CitiDirect Card Management System What's Mew Help Home Logout ™
—— 20099-TOMNY SWWAMNMN
Inbox - Card Management - Hierarchy — Reporting — Iueiry - Assistance -
Card Management - Account Management - Bulk Account Maintenance
A maximum of 3000 accounts can be selected for each bulk account maintenance reguest. If you have selected less than or eqgual to 100 accoounts then the maintenance
wrould e performed immediately. Selection of more than 100 accounts will require additional processing time. Click here to view the status report of Bulk Maintenance
requests owver 100 accounts.
The following scoounts will not be considersed for bulk scoocunt maintenanocs:
1. Mcoocunts lodied for processing pending request.
2. Acoounts status is Lost or Stolen.
2 Mumeric Sort & Alpha Sort
{+) — Indicates that some of the subunits of collapsed unit hawe besen changsd.
select business unit - ~ - ~ aDcourjlts
in unit in unit & =ubunits sclected
[0 zooss-aseEncY s81BT o =7 o
Total number of accounts selected: 0
[ exclude accounts ] [ continue ] —
br
Done 9 Int=rnet Fo - =L 100%: =

Step 24

Congratulations!

You have just completed the lesson
on using Bulk Account Maintenance.

End of Procedure.
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