
How to Run Expense Report 

Log into CitiManager Expense Management. Under the Reports tab, select Run 

 

The following screen will appear. Click 1. Reporting Entity 

 

 

 

 

 

 

 

 

 



Select Account, enter the cardholder’s name in the Account Name box, and click Search 

 

 

Click the cardholder’s name under Search Results 

 

Select 2. Report Name and type “Expense Report” in the search box 

 

 

 

 



More options will appear. Skip 3. Cost Allocation Scheme and 4. Filters, no changes are 
necessary within these fields. Select 5. Criteria and select the Include Split Transactions box 

*PLEASE NOTE THAT IF YOU DO NOT SELECT THE “INCLUDE SPLIT TRANSACTIONS” BOX, ANY 
SPLIT TRANSACTIONS WILL NOT APPEAR* 

 

 

 

 

 

 

 



Select 6. Frequency, click the Reporting Cycle box, click the Reporting Cycle drop down, and 
select the month you want to run the report for 

 

 

View 7. Delivery Options and Notifications: System Inbox and your email address should appear. 
Click Submit Request 

 

You will receive an email notification once the report is ready. To retrieve your report, under the 
Reports tab, select Dashboard. The most recent report will appear on the top of the list. Select the 
box next to the expense report then click the Download icon on the far right-hand side. 

 



 

 

The report should look like this: 

 

 

The last page of the report will have signature lines at the bottom  

 


