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CITIB ANK – GCMS Instructions for Budget Authorities 

 
 

The following instructions will help Budget Authorities to navigate around the GCMS system for P-Cards.  The main 
functions are: 
 

1. Approving transactions for each cardholder under a budget authority 
2. Viewing or editing account codes for transactions 
3. Printing individual cardholder expense reports. 

 

Budget Authorities will now approve their employee’s transactions online instead of signing their expense reports.  
The cardholder will still submit a printed expense report with receipts to the Purchasing Department as back-up for 
auditing purposes. 
 
For additional Assistance please contact: 
 
Esther Sonen 
P-Card Assistant 
esonen@austincc.edu 
223-1059 
 

 
 
  

mailto:esonen@austincc.edu
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Link to GCMS:   https://www.globalmanagement.citidirect.com/sdng/login/login.do?cobrandHost=citigroup 
 

 
1. Type in user ID  
2. Type in 

password 
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The Home Page will 
populate the screen 

 

“X” is Sign Off/Exit. 
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APPROVING TRANSACTIONS 

1. Place cursor 
over the 
Financial tab 
and a drop 

down menu will 
appear. 

2.  Click on 
Account 
Summary 
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1. A search box will 
appear 

2. Click on the drop 
down arrow for a 
drop-down menu. 

3. Click on All 
Accounts to get a 

list of all employee 
P-Cards. 
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A list of all 

employees with p-
cards will show. 
 
Approval will need 
to be done by card 
– one at a time. 
 
1.  Click on the 

name of the 
cardholder 
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A Search box will 
appear asking for 
dates. 
 
 
1.  Click on the 

Reporting Cycle 
button 

 
 
2. From the drop-

down menu select 
the correct billing 
cycle date. 
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The list of 
transactions will 
appear. 
 
To approve 

transactions: 
1. Check the Box 

under approvals 
2. Click on Save 

 
 
After all transactions 
for all cardholders 
have been approved, 
it is complete.  You 
may exit the website. 
 
 
 
 

 

Save Button 
Check 
Approved 
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To view  or edit 
details of the 
transaction: 

1.  Click on the 
Expand All link 

 

2. If you want to 
edit the Object 
Code, first 
remove the 
check mark 
from the  
“Reviewed” box 
and Click Save. 

 
 

3. Click Edit 
Accounting 
Codes 

 
 
 
 

 

Edit Accounting 
Codes Button 
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1. Select the 
Correct Object 
Code from the 
drop-down 
menu 

2. Place a check in 
the box under 
Approved 

3. Do this for each 
transaction you 
want to edit. 

4. Click Save when 
all edits have 
been 
completed. 
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PRINTING REPORTS 
If you wish to print an 
employee’s report do the 
following: 
 
1. Place the cursor on the 

Report Tab 

 

2. Click on the report titled 
“EXPENSE REPORT” 

 

EXPENSE REPORT 
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3. Type the name of the 
employee in the “Account 
Name” field. 

4. Click on the “Search” button 
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5. Search results will populate 
under the table. 

6. Click on the name of the 
employee 
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7. Click the “Next” button for 
the the next 3 pages until 
you get to a page entitled 
“FREQUENCY” 
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8. Click on the “Reporting 
Cycle” button 

9. From the drop-down menu, 
select the correct Reporting 
Cycle 

10. Click Save 
11. Your report has now been 

schedule to download. 
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12. Your Report will be in the 
Scheduled Report section 
until it is ready. 

13. When your report is ready 
to be printed, it will appear in 
the Completed Report 
section.  You will also receive 
an email notififying you the 

report is ready. 
14. Click on the report to 

download and print. 

 
 


