Citibank –GCMS (Global Card Management System)
Downloading of Department Excel Report
Citibank GCMS allows you to download your p-card transactions in an excel format.  The excel format of your p-card transactions will allow you to do sorting, subtotals and all other functions of the excel program. 
Step # 1: Log in to the Citibank-GCMS 
https://www.globalmanagement.citidirect.com/sdng/login/login.do.

Step # 2: Select REPORTS tab and choose “Schedule Report”
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Step # 3: Select DEPT EXCEL REPORT
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Step # 4: Select your ACCOUNT GROUP or a specific p-card number
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Step # 5: On your Criteria, you have the option to put a description and then select NEXT (not save)
[image: image4.png]Reports

SN

Schedule Report: Criteria

‘Specify the schedule crteria below, then cick Hext or Save fo contnue.

Date Type PosingDate v]

Aan VMY 44

Review Status A e
Descripton
Noity e At emnmyw@umm\ hedu

PN ¥ X m‘rhj




Step # 6: Select the Reporting Cycle or commonly called billing cycle.
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Reminder: If you are running your DEPT EXCEL REPORT before the end of the billing cycle, YOU WILL NEED TO SPECIFY THE DATES.

Let us say, today’s date is 10-31-2011 you need to select “from date” as 10-04-2011 and the 
“to date” as 10-30-2011 and it will download on your INBOX on today’s date
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Step # 7: Once completely downloaded the DEPT EXCEL REPORT will be in your INBOX.
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Prepared by: Armand Villacorte


          Manager (P-cards)


