
Steps for P-Card Processing 

CitiManager- Expense Management (CMEM) Login Information: 
https://www.globalmanagement.citidirect.com/ 

 User ID and Temporary Password provided via email after completion of p-card training 

 

 

 

 

 

 

 

 

https://www.globalmanagement.citidirect.com/


 

To view transactions, select Account Summary under the Financial tab 

 

Your department’s name will appear in a blue hyper link (example shown below), click on 
department name 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Click the Reporting Cycle box, select the reporting cycle month/year provided in the monthly 
Procurement Card Statement email, and click Search. 

 

All cardholders with charges will appear (name, last 6 card number and amount). Click on last 6 of 
card number (blue hyper link). Shown below. 

 

 

 

 

 

 

 



 

Cardholder’s transactions will appear (cardholder name and last 6 of card number will be shown at 
the top left under Transaction Summary). You will need click the Expand All and Edit Accounting 
Codes icons in order to make changes to account, cost center and purpose/benefit. 

 

 

 

 

 

 

 

 

 

 

John Doe 

 

 

 



Now type in Purpose/Benefit and make changes to account and cost center information. Once all 
changes are made click Save icon (top left). You will then take the necessary steps to run the 
expense report and receive necessary signatures. 

 

Uploading Backup Into PeopleSoft 

Login to Peoplesoft Finance. Once logged in, follow this path: Main Menu  Business Processes  
AP  P/T Card

 

 



 

 

Once in the Pcard / Travel Documents screen, enter the Business Unit (00784), the Last 4 Digits of 
Card, and then click Search 

 

Enter the cycle year (enter the current year and not the fiscal year), cycle month, and then click Add 
New Document 



*Please Note: Billing Cycle Month and Year will be included with the Monthly Procurement Card 
Statement Email* 

 

 

Choose your file and click Upload 

 


