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• Agency/Organization Program Coordinator (A/OPC) 

• Approving Official (AO) 

• Alternate Approving Official (AAO) 

• Cardholder (CH) 

 

 

 

CitiDirect User Roles 



L E A D  ∙  T R A N S F O R M  ∙  D E L I V E R  Page 4 

• Set up and maintain CH/AO accounts in CitiDirect 

• Deactivate and reinstate cards when appropriate 

• Update single and monthly limits in CitiDirect 

• Review Merchant Category Code (MCC)  

• Monitor Declines 

• Provide training and guidance  

• Ensure CHs and Non-CHs training records are complete 

• Conduct annual audits of purchase card transactions 

 

 
 

A/OPC Responsibilities 
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• Ensure funds spent wisely 

• Provide written prior approval 
• Verify CH transaction documentation is complete and 

accurately allocated and maintained for 6 years from the 
final payment date 

• Reconcile statement in the event of CH’s absence 
• Submit ASC/Correction requests to ARC for processing 

• Certify the destruction of cancelled purchase cards 
• If statement auto closes, sends approval email to 

AcctgCardProgram@fiscal.treasury.gov  

 
 

 

AO/AAO Responsibilities 

mailto:acctgcardprogram@fiscal.treasury.gov
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• Keep card securely locked away when not in use 
• Ensure the sole user of the card is the CH named on the 

card 
• Make only authorized purchases in accordance with 

guidelines and procedures.(Approval granted prior to 
purchase) 

• Not to exceed single or monthly limits 
• Allocate statement transactions to the appropriate 

accounting timely.  

• Submit statements online, monthly, to the AO for approval 

• Maintain Purchase Card Log 

 

 

CH Responsibilities 
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• Process interfaced invoices timely to help increase rebates 
• Oversee proper processing of invoices to ensure invoices 

are paid within the Prompt Payment Act guidelines 
• Verify proper approval of statements, corrections and ASC 

requests 

• Reconcile statements 

• Add and delete Accounting String Codes (ASC) 
• Make corrections in Oracle to accounting due to incorrect 

reallocations 
• Assist with CitiDirect statement transaction questions 

 

 

 

Accounting Card Team Responsibilities 
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Billing Cycle 
 

Once the statement is marked “Closed,” it is processed by Citi and available in 2 days to be processed by ARC. 
 

When Status Actions  

4th – 3rd of the month 
charges are made 
(i.e. April 4 – May 3) 

Interim 
Cardholders (CH), Approving Officials (AO), or Alternate AO (AAO) and 
Statement Reviewer (SR) can reallocate and/or dispute transactions 

4th of the month   
(i.e. May 4; this is the 
MAY statement) 

New 
CH, AO or AAO continue to reallocate and/or dispute transactions.  
CH, AO or AAO  can submit the statement.  

After CH submits the 
statement Pending 

Approval 

CHs no longer have access to the statement. 
SR, AO or AAO can reallocate, reject, dispute transactions or submit the 
statement. 

After SR submits the 
statement* Approved 

AOs and AAOs can submit the statement.      
(When the SR submits the statement it is not complete and must be 
submitted by the AO to properly close.) 

After AO or AAO submits 
the statement Closed 

AO electronic signature of Approval is attached. Statement information 
remains available in CitiDirect but no further changes can be made in 
CitiDirect. 

10 business days after 
the statement became 
new. 

Autoclosed 

Documentation of approval must be emailed to 
acctgcardprogram@fiscal.treasury.gov  
If needed, corrections must be submitted on forms. 

mailto:acctgcardprogram@fiscal.treasury.gov
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2017 Purchase Card Schedule 

STATEMENT  
BECOMES NEW   

CARDHOLDERS SUBMIT  
NEW STATEMENTS 

 FOR AO APPROVAL NO LATER THAN 

AUTO CLOSE DATE 
AO MUST APPROVE BY: 

11/04/2016   11/09/2016 11/22/2016 
12/03/2016   12/08/2016 12/16/2016 
01/04/2017   01/09/2017 01/19/2017 
02/04/2017   02/09/2017 02/17/2017 
03/04/2017   03/09/2017 03/17/2017 
04/04/2017   04/09/2017 04/18/2017 
05/04/2017   05/09/2017 05/18/2017 
06/03/2017   06/08/2017 06/16/2017 
07/04/2017   07/09/2017 07/18/2017 
08/04/2017   08/09/2017 08/18/2017 
09/02/2017   09/07/2017 09/19/2017 
10/04/2017   10/09/2017 10/19/2017 
11/04/2017   11/09/2017 11/17/2017 
12/02/2017   12/07/2017 12/15/2017 

01/04/2018   01/09/2018 01/19/2018 
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• ASCs are defined as a set of Accounting Flex Field (AFF) 
values that are used to post transactions in the Oracle 
Financial Accounting system. 

• ASC requests can only be submitted by AOs or A/OPCs. 

• There are four types of ASCs. 

1. Default 

2. Alternate 

3. Template 

4. Custom 
 
 

Accounting String Codes (ASC) 
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Default ASC- 
• The default ASCs is a combined set of accounting flex field 

(AFF) values that would should apply to most of the CH’s 
transactions.  

• CHs are required to have 1 default ASC. 
• Transactions made by a CH are automatically posted to the 

default ASC. 
• The default ASC cannot be modified by the CH. 
     
    Default ASC Example: 
    FUN5445DB1619XX201761000001260101EXAMPLEXXXXXXXXXXXXXXXXEXAMPLE 

 

Accounting String Codes (ASC) (con’t) 
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Alternate ASC- 
• Alternate ASCs are used as a matching order tool 

and  temporary prior year strings. 
• The alternate ASC cannot be modified by the CH. 

 
Alternate ASC Example: 
Prior Year  
FSAFSA0520DB1616XX201661000001210301FSA3500010410XXXXXXXXXXFSA04400300 
 
Matching Order 
MATCHINGORDERXX201761000001XXXXXXMATCHINGXXXXXXXXXXXXXXXXXXX 

 

Accounting String Codes (ASC) (con’t) 
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Template ASC- 
• CH can be assigned multiple template ASCs. 
• Templates resemble a default ASC, but with a flexible AFF 

Value as ######.  

• CHs cannot reallocate to templates.  
• CHs use the templates that are assigned to them to create 

their Custom ASCs. 

    Template Example: 
    FUN5445DB1619XX201761000001######EXAMPLEXXXXXXXXXXXXXXXXEXAMPLE 

 
       

Accounting String Codes (ASC) (con’t) 
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Custom ASC- 
• Custom ASCs are created by the CH in CitiDirect. 
• CH use assigned Templates to complete a Custom ASC by 

selecting the flexible value from an approved dropdown list. 
• Once created, custom ASCs are available for use within 

statements for reallocating transactions. 
• Custom ASCs will remain in the dropdown list until deleted. 
 

 

Accounting String Codes (ASC) (con’t) 



L E A D  ∙  T R A N S F O R M  ∙  D E L I V E R  Page 15 

Reallocating Transactions 
• CHs must reallocate to use a different ASC or PO. 
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Reallocating Transactions (con’t) 
 • If a transaction needs to be paid to more than one ASC or 

PO it will need to be split. 
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Reallocating Transactions (con’t) 

• By ASC Description 

• By ASC 
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Reallocating Transactions (con’t) 
 
• Select the Matching Order ASC tool. 

• Open the CitiDirect Open Obligations Report in Discoverer. 

• In the description line for that transaction copy and paste the 
PO#/Line#/Shipment#/Distribution# into the description field. 

If using an obligation or purchase order: 



L E A D  ∙  T R A N S F O R M  ∙  D E L I V E R  Page 19 

• AOs review statements and verify the accounting and 
transaction is valid. 

• AOs can checkmark the “app ind” (Approval Indicator) in the 
statement. This indicates that they have reviewed and 
approved the transactions. 
 

Verifying Transactions 
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Approving Statements 

When All Transactions are Correct 
the AO clicks the Submit Statement Button. 

• This opens a window in which the AO can add comments, up 

to 255 characters, click OK. 

• The system displays a message that the statement has been 

submitted. 

• The Statement Status changes to Closed. 

• No further changes can be made to the statement in CitiDirect. 



L E A D  ∙  T R A N S F O R M  ∙  D E L I V E R  Page 21 

 
Under Transactions 

Rejecting Statements 

Click the radio button to the left of the incorrect transaction. 

Click on the reject button at the bottom of the screen.  A Reject Transaction window 
will appear so AO may enter comments related to the transaction for the CH to view. 

Click OK, a Reject Item confirmation window will appear.  

Click Yes to confirm.  

Click Reject Statement. 

You may need to scroll to the bottom to get to this reject “statement” button.   

 A submit statement window will appear and the AO may add additional comments. 

Click OK  You must reject the transaction then reject the statement  with the 
reject statement button to complete the rejection process and return control for edit 
back to the CH.  
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CitiDirect Discoverer Report 
• The SAR AP CitiDirect Discoverer Report shows where 

transactions are posted in the Oracle Financial System. 
   
• Use this report to verify transactions 
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Request Forms 
Located on the ARC Customer Access Page, under Forms-Financial Management, is  
Purchase and Fleet Cards. Listed in this section is the most up-to-date request forms. 
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CitiDirect ASC Request Form & Correction Forms 

Correction Form 
• Copy from SAR AP CitiDirect Discoverer Report and paste 

in “From” line. 
• In “To” line make appropriate corrections. 
 
 
 
 

Correct forms can only be submitted by the AO/AOPC or someone on the 
Agency’s Delegation of Authority.  
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CitiDirect ASC Request Form & Correction Forms 
 ASC requests 
• Cardholder’s ID is last six digits of CHs account number. 
• Type- D is Default, T is Template and A is Alternate.  
• Flexible AFF values must be #. 
 

ALL ASC REQUESTS MUST BE SUBMITTED BY THE AO OR AOPC. 
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Contact the Accounting Card Program Team regarding any 
of the information in this presentation at 304-480-8000 option 
6. 

Questions? 

 
Fiscal Service Citi Accounting Card Program Team:  AcctgCardProgram@fiscal.treasury.gov 
 
Technicians: 
• Angela Rickwartz 
• Lisa Huck 

 

• Elizabeth Stovall 
• Teresa Law 
• Tonya Johnson 

Lead Technician: Amy Worl                        Supervisor: Gavin Jones  
Accountant:         Joyce Deem  Manager:  Anda Coiner 

AOPC Questions: (Card set up, Declines, MCC Codes) CardProgram@fiscal.treasury.gov 
 
Password resets or issues logging into CitiDirect contact:  Citi Help desk  
1-800-790-7206. 
 

mailto:AcctgCardProgram@fiscal.treasury.gov
mailto:CardProgram@fiscal.treasury.gov
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