Citizens Bank CentreSuite Website for Multiple Cardholders

Navigate to Citizens Bank’s CentreSuite website at http://www.centresuite.com.

LOGON

Enter your User ID and Password as provided to you by the Purchasing Department and click on “Log
On” to proceed. Please remember that your login and password are cASe SEnsitiVe.

i centresuite
' Welcome to CentreSuite

Logon
Additional Information Enter credentials
Forgol your password?
B User 10
Wnilock/Reset passwand? [ALenmanBC ]
Password
Language

L'-'|li Ih (United States)

[ LogOn |
Terms & Condbicns asd Privecy Pokty

Supported Browiers! Moredof Windoes versian of Inbimel Expleser 6.0 & 7.0

Requests for changes on a case by case basis, with 24 hour notice, can be made via email to Christina,
cjohnson@barnard.edu or Doug, dmaget@barnard.edu. Please include specific dollar amount for limits,
if restrictions need to be lifted, duration and reason for change(s).

If card is LOST OR STOLEN, or you need to dispute a charge, notify the bank first at 888-356-8378, then
the Purchasing Department.
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Citizens Bank CentreSuite Website for Multiple Cardholders

After you have successfully logged in to the website for the first time, you will be prompted to
choose/create FIVE (5) unique security questions and answers.

= centresuite
: L i Welcome to CentreSuite
Logon

Additional Security Information

To hé!ﬂ protect your lagon actount fram fraudulent use, :.'Qu ﬂE'_Ed o S8t up personal securty questions. You may be prompted in the futune o BNSwer one or mane of thase
questions as part of the lagon process to help verfy your identity.

Select and answer ong question from each of the four sets. Use only uppercase or lower casa |etters (a-2, A-2), numbers (0-9), and single spaces in your answers. Do ot use
punctuation of symbsals,

Help me with this task

#1

== Salect 8 Question -

Entar your BRswar

[ |
Ra=grbar your answar

[ |
#2

-- Seldect a Question --

Enter your answer

Re-gnter your answer

[ |
w3

- Saloct @ Question -

Entar your answar

[ |

Ra-griar your answaer

| |

#4

(== Balect B Question -- ]

Enter your answer

I ]
Re-arter your AnSwer

[ |
#5

== Sloct a Quastion -

Entar your answar
[ |

Re-gnter your answaer

Terms & Condisng and Privacy Polcy

Please click “Continue” to proceed.

Next you will be prompted to review the Terms and Conditions. You may print the document or review it
more fully at a later time on the Purchasing website. Click “I Agree” to continue.
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Citizens Bank CentreSuite Website for Multiple Cardholders

Next, create a new password and hint. Please note that:

e New password must be at least 7 and no more than 25 characters

e New passwords must contain at least one (1) uppercase and one (1) lowercase alpha character

(A-Z) and one (1) number (0-9).
e New passwords cannot be the same as your last 12 passwords.
e Hint length must be from 5 to 100 characters.

i centresuite
' : Welcome to CentreSuite
Logon

Errar in logon process:
® At least 7 and no more than 25 characters
» At least 1 uppercase alpha character(s) (A-Z)
# The hint length must be from 5 to 100 characters.

Additional Information Please enter a new password
ok wouw Dasswed?
B s O passward
Unled/Reset passwond?

T |

New password

e

AL least 7 and no more than 25 charaders
AR least 1 uppercase alpha charactens) [A-Z)
Confirm new password

sae

Passwoard hint

fwe Ju
The hint l=ngth must be from 5 to 100 characters
Submét | | Cancel |

Terms & Condiions and Privacy Polcy

SUPPOAET BrowErs! MErosalt Windows wirsinn of Inteme Explire 6.0 oF 7.0

Click on “submit” to proceed.

i centresuite
o t Welcome to CentreSuite

Logon
Additional Information Please enter a new password
Eorgot wour passeord? Your passwaond has been changed.
Mnleck/Besat passwand?
[ox)
Terms £ Conctmns and Privacy Py
Lupparted Broadar : Mercdol Windows wirion af llerne Exploees 6.0 & 2.0

When you have successfully changed your password, click OK to proceed to the CentreSuite homepage.
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Citizens Bank CentreSuite Website for Multiple Cardholders
HOME PAGE

Your home page will display a snapshot of your account, which includes account number, credit limit
and the amount and date of the last posted transaction to your card. In addition to being able to
navigate to other pages on the site, on this page, you can access your account information to change
your password or update your email address. This page also will display any important messages from

Purchasing, Citizens Bank or CentreSuite in the “My Messages” section as well as the time/date of your
last login.

To access the snapshot of each card you manage, use the drop-down menu under “Accounts | Manage.”
Please note: if one of the cards you manage also happens to be a card you “own” (your name is

embossed on the card), this page may also display a section titled “My Accounts” above the “Accounts |
Manage” section.

ﬁ CitizensBank \ye|come to CentreSuite
Not your typical bank®

HOME Statements Accounts Reports Expenses Help LOG OFF

Welcome Millicent McIntosh bt o e

Account Number 556971 * w1234 (ADELE LEHMAN) | Welcome to your card management
Credit Limit $5,000.00 program. To begin, select an option

from the menu above,
Last Transaction Posted $25.04 1/20/2010

Edit Password
it P i
Add Account

Terms & Conditions and Privacy Policy
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Citizens Bank CentreSuite Website for Multiple Cardholders

NAVIGATE TO: STATEMENTS
- Review Account Activity

Information regarding your account, or the account you manage, is displayed on this page allowing
access to a more detailed snapshot of your current account activity, as well as up to six months of
transactions and downloadable statements.

Under the “Accounts | Manage” tab/box, leave the “Search for” field blank and click “Go.” The page will
refresh and any available accounts will appear as search results. Again, this tab may alternately be
labeled, “My Accounts” if you are the owner of the card (i.e., the card is actually embossed with your
name) or you may have two tabs — “My Accounts” and “Accounts | Manage”. You should not have to
perform the above mentioned step to review a card in the “My Accounts” tab unless you are the owner
of two cards.

ﬁ Citizens Bank  \e|come to CentreSuite
Not your typical bank®

HOME Statements Accounts Reports Expenses Help LOG OFF

Statements > Account Activity

Account Activity

Accounts I Manage

Search by: Name on Account | Search for: | | [ Go )

Search Results

Unit Account View View

Account Number 4 Name on Account Unit Name Number Summary Transactions Statements

556971*****+1234  ADELE LEHMAN  PURCHASING DEPT 02000001 @ @ @
556971*****%2345  MILLICENT MCINTOSH PURCHASING DEPT 02000001 a < ]
SS56971%******3456  HELEN G ALTSCHUL BARNARD COLLEGE 00029525 < 1 <
556971*****#4567  ARTHUR ROSS  BARNARD COLLEGE 00029525 a a9 a9
556971******5678  ELLAWEED BARNARD COLLEGE 00029525 @& o 'l
Page: 1

Items 1-5 of 5

End of Account Activity
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Citizens Bank CentreSuite Website for Multiple Cardholders

Click on the magnifying glass icon under Account Summary to view activity since the last statement
including current balance, available balance and credit limit, as well as a summary of your last active
statement.

If your Current Balance and Available To Spend amounts do not equal your credit limit, then you likely
have a pending transaction that has not yet posted to your account, however your Available To Spend
should be an accurate accounting of available funds for the current billing cycle.

ﬁ CitizensBank \ye|come to CentreSuite

Not your typical bank™®

HOME Statements Accounts Reports Expenses Help LOG OFF

Statements > Account Activity

Account Activity

Accounts I Manage

Search by: MName on Account | Search for: | | |: Go ]
Search Results

Unit Account View View
Account Number 4 Name on Account Unit Name Number Summary Transactions Statements

556971******1234  ADELE LEHMAN  PURCHASING DEPT 02000001 & 9 o9
556971*****%2345  MILLICENT MCINTOSH PURCHASING DEPT 02000001 =l el &
S56071******3456  HELEN G ALTSCHUL BARNARD COLLEGE 00029525 & & a
556971******4567 ARTHUR ROSS  BARNARD COLLEGE 00029525 & & g
556971******5578  ELLA WEED BARNARD COLLEGE 00029525 'l El €@
Page: 1

Items 1-5of 5
Account Summary for ADELE LEHMAN (55697 1*****1234)

. . . Summary of Last Statement:
Activity Since Last Statement: (Statement Date 12/31/2009)

Transaction Activity: Transaction Activity:
Purchases $0.00 Purchases $0.00
Cash advances $0.00 Cash advances £0.00
I Current balance 1 £3,1 13,43.1 Statement balance £4,327.55
Credit limit $5,000.00
Available to spend %1,886.52

The current balance amount includes cash
advances,

End of Account Activity
6
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Citizens Bank CentreSuite Website for Multiple Cardholders

Click on the magnifying glass icon under View Transactions to view current or past month transaction
information. Choose the appropriate month from the dropdown menu “Statement cycle.” The screen
will refresh to show you the selected month’s transactions. You may also download the information
from this screen into Excel, Quickbooks or a CSV file however please note that this is not the correct
page from which to download/print your transaction log, nor is it the correct place to enter your
reconciliation information. The information provided here will not include account numbers or business
purpose or transaction descriptions that you may have previously entered. Additionally, you will have an
opportunity on another screen to view/print/save your monthly statement.

%% Citizens Bank Welcome to CentreSuite
Not your typical bank®
HOME Statements Accounts Reports Expenses Help LOG OFF
Statements > Account Activity
Account Activity
Accounts I Manage
Search by: Name on Account | Search for: | ]
Search Results
Unit Account Vhaw View
Account Number a Name on Account Unit Name Number Summary Transactions Statements
S56971***=*41234  ADELE LEHMAN PURCHASING DEPT 02000001 a a &
S56971%****5 2346  MILLICENT MCINTOSH PURCHASING DEPT 02000001 & o &
SSEGTL***** YL HELEM G ALTSCHUL BARNARD COLLEGE 00029525 o & <4
556971*****14587  ARTHUR ROSS BARNARD COLLEGE 00029525 @ @ &
556971*****45678  ELLAWEED BARNARD COLLEGE 00029525 < q &
Page: 1
Items 1-5ef 5
Transactions for ADELE LEHMAN (55697 1*******1234)
Statement cycle: Cument Download Transactions: Select download format | [ Download |
Billing Currency: US Dollar
Post Transaction Merchant Leeation MCC MCC Description Original Currency Conversion Billed Mema?
Date Date Amount Desc Rate Amount
1/5/2010 1/4/2010  MANHATTAMN MINI INT#406 ,ﬁu"fggg’f?“ 4225 :":':r';";musmg 348.00 't“'aigf"a' 1.0 348.00
1/5/2010 1/4/2010  MANHATTAN MINI INT#406 (0007507243 4255 f,":':,';c,,wmm 454.00 :"35;0“;““' 1.0 454.00
l‘lembgrsh_in
1/7/2010 1/6/2010  NATIONAL ASSOCIATION O pa-iagn. 8699 SEanzations-Not 55 6 :ﬁgf"a’ 1.0 590.00
Classified
Schools and
1/11/2010 1/8/2010  COLLEGEBOARD*PRODUCTS 212713 8165 gagg EduUCtIONAl 395,09 LB DWNN 4 g 395.00
Elsewhere Cla
Stationery, Oﬂ'ice,
1/11/2010 1/8/2010  STAPLES 00107466 IHEATEN ooag and School Supply 37.99 oy 10 37.99
ores
Stationary, Office
1/14/2010 1/12/2010  STAPLES DIRECT00209908 S8 CA 5111 Supplies, Prnting 63.00 w3 Dellar 4 63.00
and Writing
1/14/2010 1/14/2010  ULINE *SHIP SUPPLIES  SUa05 9510 564 Catel0g 390.45 :"55;35’"3' 1.0 390.45
1/19/2010 1/16/2010  UNION THEOLOGICAL Semi NEVT ¥ORK 701y LOOGING-HOtELS, g, g9 :ﬁgf““' 1.0 10.00
Miscellaneous and
1/20/2010 1/19/2010  LIGHT BULBS DIRECT LENEXAKS 5999 Specialty Retail  25.04 :"BSWD;"““' 1.0 25.04
Stores
Billing Currency: US Dollar

End of Account Activity
7
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Citizens Bank CentreSuite Website for Multiple Cardholders

Click on the magnifying glass icon under View Statements to view or download pdfs of your monthly
statement. Click on the pdf icon next to the appropriate month to access the statement. You can access

up to six (6) months of past statements.

Mot your typical bank™®

Statements > Account Activity

Accounts I Manage

ﬁ Citizens Bank \yelcome to CentreSuite

HOME Statements Accounts Reports Expenses Help LOG OFF
Account Activity

Items 1-5 of 5

To view a statement, click the statement’s ﬂ icon.

Statement(s)

ﬂ Thursday, December 31, 2009
'B Monday, November 30, 2009

ﬂ Saturday, October 31, 2009

'B Wednesday, September 30, 2009

Statements for ADELE LEHMAN (556971****1234)

Summary Transactions Statements

Search by: Name on Account | Search for: | | [ Go ]
Search Results

Account Number 4 Name on Account Unit Name :::ﬂmr Aot
556971 %rkxik] 234 ADELE LEHMAN PURCHASING DEPT 02000001 Q

56971 *****% 3345  MILLICENT MCINTOSH PURCHASING DEPT 02000001 Q
556971 % ****353456  HELEN G ALTSCHUL BARNARD COLLEGE 00029525 Q
556971%«*==#4567 ARTHURROSS  BARNARD COLLEGE 00029525 <

So69 T ELGTE ELLAWEED BARNARD COLLEGE 00029525 Q

Page: 1

View

L0000

rlﬁ.“ To view a statement, you must first have Adobe Acrobat Reader installed. You can download
Adshe Acrobat Reader for free from Adobe’s web site.

View

L0000

End of Account Activity
8
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Citizens Bank CentreSuite Website for Multiple Cardholders

RECONCILING MONTHLY STATEMENT

NAVIGATE TO: EXPENSES
=> View Transactions

From this page, you will begin the reconciliation process. Under the “Search for Transactions” tab, leave
the “Value” field blank and click Go. Please note that you may have to click on the “+” sign in the box
next to “Click here to select accounts or units for your search” to expand the viewable information in
this section. The page will refresh and display all the accounts to which you have access. One by one,
click “Select” next to the cards you wish to reconcile. You may choose one or all of your available
accounts. On the next screen, you will be able to sort the transactions by account.

o Citizens Bank  welcome to CentreSuite
Not your typical bank®

HOME Statements Accounts Reports Expenses Help LOG OFF

Expenses > View Transactions

Search for Transactions

Advanced Search)

[El Click here to select accounts or units for your search

Searchfor: © Account © Unit Using: LName on Account | Value: | | (Go)
Search Results

Account Number & Name on Account Unit Name (Mumber) Account Holder
Select S556971**®%xx (334 ADELE LEHMAMN PURCHASING DEPT (02000001) Adsle Lehman
Select S56971%*Fs*** 348 MILLICENT MCINTOSH  PURCHASING DEPT (02000001} Millicant Meintosh
Select S56971****** 3458 HELEN G ALTSCHUL BARMARD COLLEGE (00029525) Helen G Altschul
Select 556971%**=*** 4587 ARTHUR ROSS BARMARD COLLEGE (D0029525) Arthur Ross
Select S56971%*ssws5eTR ELLAWEED BARMARD COLLEGE (D0029525) Ella Weed
Pagea: 1
Items 1-5 of 5

* Required field

* Selected accounts/units: 3 accounts |
Select a saved search: | Select a saved search| i Format for results: Delete Search |
* Date range: From: |7/20/2013 Te: |7/30/2013

Number of results per page:

End of Search for Transactions

Related screens: Oulput Log
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Citizens Bank CentreSuite Website for Multiple Cardholders

Selected accounts will appear below the heading “Selected Items.” If you chose an account in error, use
the red “X” on the appropriate line to remove it from the search. Next, choose appropriate date range:
last month, current month, last 10 days or custom. If you are reconciling the prior month’s statement,
please choose “last month.” Click “Run Search.” Before you click “Run Search” you can additionally,
choose to save your search by clicking on “Save Search.” This will save all the chosen accounts and date
range into a recurring search you can name. In subsequent months, you will not have to choose all the
accounts, you can simply click on the correct search in the drop-down menu next to “Select a saved
search.” Please double check the date range before proceeding.

3% CitizensBank  elcome to CentreSuite
Mot your typical bank®

HOME Statements Accounts Reports Expenses Help LOG OFF

Expenses > View Transactions

Search for Transactions

Search for Transactions WX\

&l Click here to select accounts or units for your search

Searchfor: © Account © Unit Using: LName on Account| Value: | | (Go)
Search Results

Account Number a Name on Account Unit Name (Number) Account Holder
Select S556971%%%w*= 17234 ADELE LEHMAN PURCHASING DEPT (02000001) Adele Lahman
Select 556971%****=2345 MILLICENT MCINTOSH PURCHASING DEPT (02000001) Millicent Mcintosh
Select 556971 ****= 3456 HELEN G ALTSCHUL BARNARD COLLEGE (00029525) Helen G Altschul
Select 556971*****=4587 ARTHUR ROSS BARNARD COLLEGE (00029525) Arthur Ross
Select 556971*****=5578 ELLA WEED BARNARD COLLEGE (00029525) Ela Wead
Page: 1
Items 1-5 of 5

Selected Items Include Subunits i Remove

=  ADELE LEHMAN (55697 1*****1234) »
= HELEN G ALTSCHUL (556971******3456) b
*- ARTHUR ROSS (556971******4567) X

* Required field
* Selected accounts/units: 3 accounts

Delete Search |

Select a saved search: | Select a saved search | i Format for results: | Default

* Date range: Last 10 days From: |7/20/2013 To: |7/30/2013
Number of results per page:

End of Search for Transactions

Related screens: Output Log
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Citizens Bank CentreSuite Website for Multiple Cardholders

You should now be on a page titled “Search Results” displaying all transactions for the requested time
period) for the selected accounts.

ﬁ CitizensBank \ejcome to CentreSuite

Mot your bypical bank®

HOME Statements Accounts Reports Expenses Help LOG OFF

Expenses > View Transactions

LR T Back to Search Il Export Jhad Format for results: m =

Date range for results shown: 124172009 - 1273173009

Wikh unspllt transactions shaw: ™ goie Tansactions  Split Transactions and Spiit Detall  Spiit Detail
L spi petai g e e Amount « Name 4 Himiqs  escriniien Account < Program « Object <

& ® @ /352013 5/31/2013 S295.85  WACKY BUTTONS ARTHUR ROSS  [This s a test |[10-10-9110] [oooo0a|  [57102]
& ® @ 5/6/2013 6/5/2013 $258.00 PAPERCLIP COMMUNICATIO ARTHUR ROSS  [This i4 only & test |[10-10-9110] [ooooan|  [smeaoz]
& @ @ 662013 6/5/2013 $266.74  WALMART.COM ARTHUR ROSS  [Had this been an actual reconcil[10-10-9110] [oooooo]  [Sa010z)
& ® 9 /72003 §/8/2013 $7BE6  PAYPAL CLASSACTION ARTHUR ROSS A proper allocation would be req [10-10-9110] [000000|  [S80102]
& ® @ 6/12/20036/M4/2013 $16548  AMERICAN HOTEL REG  ARTHUR ROSS  [This is a test |[10-10-9110] [ooooea]  [san1n2]
& ® @ s1W20136/13/2013 521315 COW GOVERNMENT ARTHUR ROSS  [This is only a test |[10-10-9110] [oooo00]  [ss01nz]
& ® @ 5/21/20036/1%2013 §35.21  DOMIND'S 3684 ARTHUR ROSS  [Mad this been an actual reconcil| [10-10-8110] [ooo00a]  [580102]
& ® @ 5/2520136/202013 $83.10  SUBSCONSCIOUS 165 ARTHUR ROSS  [A proper allocation would be req[10-10-9110] [ooooga|  [se0102]

® @ /32013 5312013 34000 CREATESEND/COM ARTHUR ROSS  [Tnis is a test |[10-04-4012] [ooooo0]  [ss0102]
& ® @ s/3y2013 H/3/2013 $60.94  Amazon.com ARTHUR ROSS  [This is only a test |[10-04-4012] [oono00]  [se0102]
& ® 9 /32013 &/I013 $27393  AMAZON MKTPLACE PMTS ARTHUR ROSS  [Had this been an actual reconcil] [10-04-4012] [0o0000|  [580102]

® 9@ &35 N1 512 EMREIGN EXCHANGE FEE  ARTHUR ROSS5  |A proper allctation would ba reg [10-04-4012] [oooooo|  [ssoi0z]

End of Transactions

Related screens:  Output Log

Review all transactions and enter the appropriate account number, program, object code and
description. The Account, Program and Object fields should already be defaulted to commonly used
codes. If any field displays invalid or incorrect information, click into the appropriate field and correct
the entry. As you enter information, the background of the boxes/fields should change from white to
yellow.

Enter Account in the format: 00-00-0000

Enter Program in the format: 000000

Enter Object Code in the format: 000000

Enter full item descriptions/business purpose in the boxes under Description. Remember to list a

sufficient level of detail such activity/meal participants, reasons for travel, items purchased, book

titles, etc.

e Scroll down within the inner frame to ensure you are seeing all information. You may have more
than one page of transactions. Each page will display up to 20 transactions, unless you had
chosen on the prior page to display 50 or 100 transactions per page.

e Do not navigate away from this page without clicking the Save button towards the top of the

page in the Action bar - even if you are just detailing into a transaction or moving to your next

page of transactions, as each page must be saved independently.

11
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Citizens Bank CentreSuite Website for Multiple Cardholders

If you receive the an error message similar to the one below after clicking save, please click OK and
review the fields now highlighted in Orange to ensure you’ve included dashes when necessary and the
fields contain the correct number of digits (Account: 8 plus 2 dashes; Program: 6; Object: 6). Correct
fields and click Save. If you are leaving fields blank to complete at a later date, you may navigate away
from the page without correcting the orange highlighted fields.

The following validation error(s) occurred:

® View Transactions:
© One or more allocation code(s) failed to meet the restriction mask.
O One or more allocation code(s) are required.

OK

To view further information regarding a change, click on the magnifying glass icon under “Detail” on the
correct line item. Once you have accessed the Transaction Detail page, click on the -/+ sign on any row
to view more information in that category.

3:5 CitizensBank \ye|come to CentreSuite

Mot your typical bank®

HOME Statements Accounts Reports Expenses Help LOG OFF

Expenses > View Transactions

Transaction Detail B Back to Transactions [ Next [ i |
MANHATTAMN MINI INT#406 348.00 1/5/2010 ADELE LEHMAMN 558871"""*"1234 Go bto section: |Transar:ti|:m Inl"armatianl [: Go :J

[}l Transaction Allocation and Expense Type |

[l Transaction Information | More
Merchant: MANHATTAN MINI INT#406
Amount: 348.00

Sales Tax: 0.00

Posted: 17572010

Qcourred: 1/4/2010

Merchant Reference #: 55499670005200475700012
MCC: 4225

Purchase 1D:

[ Merchant Information |
Account Information |
[ Transaction Status |

Purchase |

Aug-13



Citizens Bank CentreSuite Website for Multiple Cardholders

To split cost of a transaction between 2 or more account numbers or objects codes, click on the green
circle in the “Split” column on the correct line item.

3% CitizensBank \eicome to CentreSuite
Naot your typical bank®

HOME Statements Accounts Reports Expenses Help LOG OFF

Expanses > View Transactions

Split Transaction ™ | start over B | Cancel | —

Date posted: 1/5/2010 Date ocowmed: 1742010  Billing amount: $348.00 Merchant name: MANHATTAN MINI INT#406

Method: ™ coiit by amount Split by percent
Number of splits: 3 Add splits: |1 | @

Split Detail L Running total: $348.00 Balance remaining: $0.00

Remove Description Parsonal Disputed Mapped Split Percent Split Amount Account « Program « Object =
= [small off-campus storage reom| y Mo 57.47 % [200 | [io-10-9110] [pooooo]|  [s7ai0z]
#  [small off-campus storage room| = - No  21.26 % [74 | [10-10-9110| [oooo00| [s78102|
L [small afi-campus storage reom Mo 21.26 % [7a | [10-10-9110| [DO0O0O] [s80102|

[ update Split Amounts |

End of Split Transaction

Enter the “number of splits” you require and click “go.” The screen will refresh and display the
requested number of split fields. Enter the any additional description, desired split amount, department
account and/or object code. When finished, click “Save and Return” to go back to your search results.
Click “cancel” if you no longer want to perform the split. If you decide later (before reconciliation due
date) that you no longer want to perform the split, use the “Unsplit and Return” button to undo.

After you return to your search results, any transactions that are now split will appear differently than
standard transactions.

FROESEM | AL TN LUM ey

-+ & W 131/2009 11/30/2009 $46.65 TRISTATE TELECOM AOELE [10-10-9110] [oooooo] [s7maoz] |Circwit baard for autamatic doa
LEHWAN
4 o o4 S 122009 12/1/2009 $348.00  MANHATTAM MINI ARTHUR [1o-10-81130
INT & 406 RGES
4 o W 13/3/3009 12/1/2009 $454.00 MANMATTAN MIN poe ool Gosocs]  [(oeics) [ oo stuweps wor]

=9

When you are done entering all information, click “Save.” You can change information until the due date
each month (5th business day of the month). If you find you need to correct information after the due
date, please contact the Purchasing Department. Please remember that if you have a high number of
transaction (more than 20), you may have more than one page of transactions. Ensure that you enter
information on each page and save for proper billing.

13
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Citizens Bank CentreSuite Website for Multiple Cardholders

CREATING A TRANSACTION LOG

NAVIGATE TO: REPORTS
-> Standard Report = Transaction Report

After you have completed entering information for the month’s transactions, use the Transaction Report
to properly download an excel or pdf file of your reconciliation. On the Transaction Report page, enter
the desired date range (usually “last month”). Under Accounts and Units, your card may already be
selected. If you card is not already selected, please fill in the following criteria:

e Select by: Account
e Search by: Name on Account
e Search value: (blank) or enter your name as it appears on the card

e Click Search

’t g
& CitizensBank  \ye|come to CentreSuite

Not your typical bank”®
HOME Statements Accounts Reports Expenses Administration Help LOG OFF

Reports > Transaction Report

1710 Transaction Report Run  Schedule  Save  Cancel

* Required
Complete required criteria

Date

*Date range: [ Last month| From: [7/1/2013 To: [7/31/2013 | i

Accounts and units

Select by: Unit ® Account '
Search by: | Name on account Search value: | Search Clear
To retrieve all, leave blank and click Go
4 Active accounts only ¥ Inactive within 45 days Inactive longer than 45 days Purged

14
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Citizens Bank CentreSuite Website for Multiple Cardholders

Choose the correct card by clicking on the Credit Card icon to the left of the name. The card will now be
listed under Selected Items. Next choose the desired output format.

Not your typical bank”

HOME Statements

Reports > Transaction Report

* Required

Date

Y€ s
>« CitizensBank  \yeicome to CentreSuite

Accounts

1710 Transaction Report i Run

Complete required criteria

*Date range: | Last month | From: [7/1/2013

Reports Expenses Administration Help LOG OFF

Schedule Save Cancel

To: [7/31/2013 i

Accounts and units

Select by:

Unit ® Account |

Search by: | Name on account

Search value: |Ann Aversa Search Clear

¥ Active accounts only

[T Inactive Account Number &

r 556971%**
o 556971**

Page: 1
Items 1-2 of 2

Selected items

. ANN AVERSA (556971%%%+
Page: 1
Items 1-1 of 1

Select output format
Output format: i
Select format options

* Detail level:
Display transaction notes:

Display line item detail:

File Destination Options

Output log i
Personal

Corporate

End of Page

¥ Inactive within 45 days

To retrieve all, leave blank and dick Go

Inactive longer than 45 days Purged

Name On Account Account Holder
ANNIE AVERSA

ANN AVERSA

Unit Name (Number)
BARNARD COLLEGE (00029525)
BARNARD COLLEGE (00029525) ANNIE AVERSA

Remove All

Include

subunits Remove

X

@ Transaction Summary i
® Yes No |1

Yes @ No i

Run Schedule Save Cancel
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You may choose to Run your report or Schedule a report.

If you Run your report, please click the Run button. A dialogue box will appear that says, “Your report
"UserNameBC1_Transaction Report" is being processed and can be downloaded from the Output Log
when completed.” Please click ok.

You can now log out and await an email from CentreSuite when your report is ready to view; Or you may
wait for your report to be generated by navigating to Reports = View Output Log and click “Refresh
Status” to retrieve your file.

If you choose to Schedule a report, the transaction report will run automatically for you on a scheduled
day. Please click Schedule to go to the page, Schedule Transaction Report.

Under Step 6: Name and schedule a task, please give your task a name (such as Monthly Report). Next
choose the frequency. We suggest choosing a date monthly that is generally after the 5™ business day of
the month. Next choose the desired output format. This will override your selection on the previous
page. Under Step 8: Select notification option, ensure that Yes is selected so that you receive an email
notice monthly when the report is ready. Click Next to proceed.

v! ea e
& CitizensBank \yeicome to CentreSuite

Not your typical bank®

HOME  Statements Accounts Reports Expenses  Administration Help LOG OFF

Reports > Schedule New Task

Schedule Transaction Report Next  Cancel
* Required

Step 6: Name and schedule task

* Task name: | |

Frequency: Daily

Weekly Sunday Monday Tuesday Wednesday Thursday Friday Saturday

@ Monthly Select day of month:

Cycle Cycle name: I:I Delay: |:| days
Step 7: Select output format

* Qutput format:

Step 8: Select notification option

Email me when the report is ready: @ Yes No i

End of Page Next Cancel
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On the next page, Schedule Monthly Report, you will be able to review the criteria for your scheduled
report. If all is correct, please click Finish.

You will receive an email on the schedule day regardless of your activity. The report can be retrieved

from your Output Log at your convenience. Please note the report will remain in the log until you delete
it.

If your card number changes or you need to change the criteria for your scheduled report, please
navigate to Reports = Scheduler to update your reports.

OUTPUT LOG

When your report is ready, click on the “Download file” icon and to open or save your report.

ﬁ Citizens Bank  \elcome to CentreSuite
Mot your typical bank®
HOME Statements Accounts Reports Expenses Help LOG OFF
Reports > Output Log
Output Log B _ Refresh Status N Delete ]
Delays may accur when processing velume is high
Show: All Events
T Name Downioad file Unmap Status  Type Date Range Run Date Size Last annmn|
T MMelnteshBC1_Transaction Repont ﬂ Ready Report: Transaction 17172010 - 1/31/2010 2/9/2010 2:52 PM 3K
Page: 1
ltems 1-1of 1
End of Output Log | Refresh Status [ Delete ]
Related screens: Scheduler Standard Reports
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Additional Notes

e Make sure you use the site’s “back” buttons and not the browser’s “back” button.

e Log off the CentreSuite site. Do not just close your browser window. This will not log you off
the site and if you try to access the site from another computer, you may be locked out.

e If you are logging in for the first time at a new computer you will be prompted after entering
your password to answer one or more of your security questions.

e [f you can not retreieve your password, forget your login or get locked out, please contact the
Purchasing department. We can unlock accounts and reset passwords/security questions.

e CentreSuite will occasionally prompt you to change your password. Your new password can not
be similar to the previous password (i.e., you can not use the same password twice in a row).

e You will get timed out of CentreSuite after approximately 15 minutes of inactivity.
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