Citi

iSupplier Portal

Purchase Order Match Quick Guide

Applicable for all countries

Login and Navigation: Sign-In to the Citi iSupplier Portal. Note: If you are a First Time
User, please click here to see First Time User Login Instructions as you will need to
set up a password etc. before logging in to the Citi iSupplier Portal.

\\ To Sign in, enter your user name
seseseecece and password. Then, click the
i\ 4 Sign in button.

Sign in

Change Password ESC Support
P

b4

We need to confirm your identity.

B In order to prevent an unauthorized person from accessing your
8l account, we need to verify your identity before you login.

‘You may confirm your identity via a Multi-factor Authentication

Code obrained through a text message or voice call to your \ TO Start the MU It' 'faCtor
g ki o Authentication (MFA) processclick
Please select your preferred language, which method you prefer the Co nti nue b utton

and dlick Request MFA Code.
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Logout
I O
Request Multi-factor Authentication Code

Choose how you want to receive your temporary identification
code.

For your security, we need to verify your identity. Below are the
phone numbers you have listed with us.

Select your preferred language

English~

Select your delivery method

Text/SMS on XXX-XXX-9370 ’

Voice Call on XXX-XXX-

*Message and data rates may apply.

For your protection

3

Validate MFA Code

Your identification code is on its way. Once you receive it, please
enter it below to sign in.

A verification code has been sent to your phone

XXX-XXX-8370

Your new code never arrived?

We send our temporary identification codes right away. If you feel
like you've waited long enough, ask us to send a new code

Select the delivery method you
would prefer to receive your MFA
code. Then, click theRequest MFA

Code button.

Enter the MFA code you
received and click theValidate
button.

If you need another code, please
click “send a new code”.
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Acceptance of Terms and Conditions

These Terms and Conditions, between [Citigroup Technologies,
Inc.] and you, set out the standards you must meet in using this
iSupplier platform (iSupplier), and Citi's rights and obligations in
operating iSupplier.

If you download any file from this application, sensitive
information may be cached to your local disk. Please remove | ACCGpt the Terms and

any sensitive information that may be cached to your disk. [By Conditions of using the Sltd)y
clicking the ‘Accept’ button], you confirm that you have read and

agree to be bound by these Terms and Conditions. You must C“Ckmg the Accept button.
also read and agree to the Citi Standards for Suppliers, which

can be found at: If you do not accept, you will
www.citigroup.com/citi/suppliers/supplierstandards.htm before ¥ not be able to use the site.

Step 1: Go to Citi iSupplier Invoice Entry to Submit Your Invoice

. Z L d In As DP25236.USPRI MAIL.COM
Cltl E-Business Suite | teoetin D@G (7]

From the Home Page, click the
Enterprise Search  Contract Documents v Citi isupplier |nVOice Entry
Horme link to enter match PO

Last Login 30-Jan-2025 18:10 Help

Navigator

Personalize Full List

» B3 citi iSupplier Invoice Entry Type Subject Sent Due

» B CITIiSUPPLIER VIEW ONLY There are no notifications in this view.

@TIP Click here to create Out of Office Rule - Redirect or auto-respond to nofifications.

Cltl iSupplier Portal ﬁl

Favorites Settings

Supplier Home O Finance

To enter an invoice, click -
the Finance tab.

Search PO Number v

LL Orders At A Glance Orders

Full List « Purchase Orders
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Create Invoices

Step 2: Create a PO invoice.

Supplier Home

Finance

Create Invoices | View Invoices View Payments

Invoice Actions
Search

Note that the search is case insensitive
Supplier

Invoice Number
Invoice Date From

DO NOT USE ESC ISUPPLIER TEST

Invoice Status v

Invoice Number
No search conducted.

Invoice Date

View Invoices  View Payments

Purchase Orders

Create Invoice: Purchase Orders

Search

Note that the search is case insensitive

Purchase Order Number
Invoice Amount

Invoice Date To
Currency

Invoice Currency Code

Supplier Home

Details

Create Invoice With a PO Go

To start creating an
invoice, click theGo
button.

Invoice Amount Purchase Order Status

Cancel

Update View Attachments

Finance

Manage Tax Review and Submit

Cancel

Step 1of 4 Next

Advanced Search

Enter the PO number for the

] == — invoice and click the Go
Purchase Order Date  (27- 5) [y
Buyer button .
Organization Q
Advances and Financing Excluded v
Go  Clear
PO Number Line i Ads or Fi ing  Item Description Item Number Supplier Item Number Ordered Received Invoiced UOM UnitPrice Curr Ship To Organization Packing Slip
No search conducted.
Cltl iSupplier Portal /ﬁ\ * 'Q’

Create Invoices = View Invoices View Payments

Purchase Orders

Supplier Home

Details
Create Invoice: Purchase Orders
Search
Note that the search s case insensitive
Purchase Order Number 8383972
Purchase Order Date %
Buyer S
Organization Q
Advances and Financing Excluded v
Go Clear
Selectitems: | Add to Invoice |+«
PO Number ¥ Line ~. Shipment . Advances or Financing Item Description Item Number
8383972 1 1

1

(m]

Checkout for iSupplier

Select the line you would
like to match and then
click the Add to Invoice
button. Ensure the line is
checked/highlighted

Supplier Item Number

d i
‘ | Logged In As DP25236.USPRD@GMAIL.COM o O
Workdist

Help  Logout

Home  Favores  Seftings

Orders

Finance

Manage Tax Review and Submit

Cancel Step1ofd4 Next

Advanc: arch

To createthe invoice,
click the Next button.

Ordered Received Invoiced UOM UnitPrice Curr ~ Ship To
15 0 0 UNIT 1 usp

Organization - Packing Slip Waybill

US 45209  CITI US OPERATING ORG
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Step 3A: Complete Details to Submit Your Invoice to Citi.

Supplier Home Finance

Create Invoices | View Invoices  View Payments

O ®
Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Details Cancel || Back = Step2of4  Next
* Indicates required field
Supplier Invoice

* Supplier DO NOT USE ESC ISUPPLIER TEST 7 Invoice Nu nper
Tax PayerID EST1 H * 27-Jan-2025) %
rax Payer Enter the Invo'ce Inveice Date 0. °

* Remit To ISUPPLIER TEST Invcice Type  Invoice v
Address DO NOT USE ESC ISUPPLIER TEST USE ONLY AK Number and Cunency USD
Remit To Bank Account Q Invoice De scridtion
Unique Remittance Identifier Invoice Datein %
Remittance Check Digit Attachment == 1
the reSpeCthe Vendor Charged Tax \
Customer
* Customer Tax Payer ID  SYS12060 Q C“Ck the Add
Customer Name ~ CITI US LEGAL ORG
Address 3800 CITIBANK CENTER TAMPA 33610 US b u tto n to atta C h
Items Invoice Image
PONumber  Line Shipment Item Number Item Description Supplier Item Number ShipTo  Available Quantity Quantity UnitPrice  UOM Amount Tax Classification Code
8383972 1 1 Checkout for iSupplier US 45209 15 15 1 UNIT 15

Shipping and Handling

+ Update Quantity
S to accurate billed Description
amount.

**Depending on the PO, you may need to edit the Amount field instead of Quantity. To know more about how to enter the
Amount, please see the FAQs at the end of this document***

Create Invoices = View Invoices View Payments

Finance: Create Invoices >

Add Attachment Enter Title. Then, Cancel | Add Another ~ Apply
Attachment Summary Information browse and select the
Tite  Testing File to upload and click
Description

the Apply button.

Category From Supplier

Define Attachment

Type @ File [Choose File | US CMI TESTING paf

URL
Short Text
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Step 3B: Enter in Tax details if applicable

Create Invoices = View Invoices View Payments
O
Purchase Orders
Create Invoice: Details

* Indicates required field

Supplier Home Orders

Details

DO NOT USE ESC ISUPPLIER TEST

EST1

ISUPPLIER TEST

DO NOT USE ESC ISUPPLIER TEST USE ONLY AK

* Customer Tax Payer ID  SYS12060 Q

Supplier
* Supplier
Tax Payer ID
* Remit To
Address
Remit To Bank Account
Unique Remittance Identifier
Remittance Check Digit
Customer
Items
PO Number Line  Shipment Item Number
8383972 1 1

Shipping and Handling

+
Charge Type
No results found.

Customer Name CITI US LEGAL ORG
Address 3800 CITIBANK CENTER TAMPA 33610 US

Item Description Supplier Item Number
Checkout for iSupplier

Manage Tax

Invoice

*
Invoice Nu noer

*Invcice Date (27

Invcice Type Invoice v
Cunency USD
Invoice De icrition

Click the Next
button to

Sumocee‘d\

Cancel Back Step2of4 Next

Attachment =

Vendor Charged Tax

Only US & GB
vendors enter tax here

ShipTo  Available Quantity Quantity Unit Price
US 45209 15 15 1

Amount Description

UOM Amount  Tax Classification Code
UNIT 15

P

Enter Tax Code for
Tax Calculation
(If Applicable)

***The onboarding team will provide information to each vendor on tax code or tax entry based on country requirement***




Create Invoices

View Invoices  View Payments

®)

Purchase Orders

Create Invoice: Manage Tax

O

Details

Manage Tax

Supplier Invoice
% Supplier DO NOT USE ESC ISUPPLIER TEST * Invoice Number TEST
Tax PayerID EST1 * Invoice Date 27-Jan-2025
o Remit To [ISUPPLIER TEST Invoice Type Standard
Address DO NOT USE ESC ISUPPLIER TEST USE ONLY AK $ Currency USD
Remit To Bank Account Invoice Description
Unigue Remittance Identifier Attachmer
Remittance Check Digit
Customer Review the Tax
. Amountcalculated. ;
Customer Tax Payer ID SYS12060 Requester Email
Customer Name CITI US LEGAL ORG Requester First Name
Address 3800 CITIBANK CENTER TAMPA 33610 US Requester Last Name
Summary Tax Lines
Calculate
Summary Tax Line Number Tax Regime Code Tax Tax Status Code Tax Jurisdiction Code Tax Rate Code Tax Rate Tax Amount Line Status
1 VERTEX USE TAX US VERTEX TAX STANDARD VERTEX TAXJURCD VERTEXTAXRATECODE-64565 6 Active
Items
Summary Tax Lines
Calculate
Sumniiry Tax Line Number Tax Regime Code Tax Tax Status Code Tax Jurisdiction Code Tax Rate Code Tax Rate Tax Amount Line Status
| EG-TAX EG_VAT EG_VAT_STANDARD X, | EG_VAT EG_VAT_14T 14 700 Active

Step 2— IfTax Amount
is updated click the
Calculate button.

Step 3 — Click the
Recalculate Total
button to update
invoice total with new
Tax Amount,if invoice
totals don’t balance.

Items

Less Retainage

Freight

Miscellaneous

Recalculate Total

Tax

Total (USD)

Step 1- Update Tax
Amount, if required.

1.00
0.00
0.00
0.00
1.00

2.00

Step 4 — Double check
to ensurelnvoice Total
is correct.

Step 5 Click the Next

button to continue.
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Create Invoices

View Invoices

Step 4: Verify the information and submit.

View Payments

O
Purchase Orders

Create Invoice: Review and Submit

O

Details

DO NOT USE ESC ISUPPLIER TEST

EST1

ISUPPLIER TEST

DO NOT USE ESC ISUPPLIER TEST USE ONLY AK

* Customer Tax Payer ID SYS12060

Supplier
* Supplier
Tax Payer ID
* Remit To
Address
Remit To Bank Account
Unique Remittance Identifier
Remittance Check Digit
Customer
Items
PO Number Line Shipment
8333972 1 1

Customer Name CITI US LEGAL ORG

Address 3800 CITIBANK CENTER TAMPA 33610 US

Item Description

Supplier tem Number

O

Manage Tax

Invoice

* Invoice Number

TEST

* Invoice Date  27-Jan-2025
Invoice Type Standard
* Currency  USD

Invoice Description

Ship To Available Qty

Requester Email
Requester First Name
Requester Last Name

Quantity To Invoice

Shipping and Handling
Charge Type

No results found.

Summary Tax Lines
Tax Regime Code Tax
VERTEX USE TAX US

Invoice Summary

Checkout for iSupplier

VERTEX TAX

Tax Status Code
STANDARD

Tax Jurisdiction Code
VERTEX TAXJURCD

US 45209 15

4

Amount Description

Tax Rate Code

VERTEXTAXRATECODE-64565

Verify all information is
correct and click the

Submit button.

Review and Submit

Cancel Save Back

Attachment None

uom Unit Price
UNIT 1

Tax Rate Tax Amount
6 1

Items
Less Retainage
Freight
Miscellaneous
Tax

Total (USD)
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Step4of4  Submit

Amount
1.00

1.00
0.00
0.00
0.00
1.00
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ISP FAQs
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General

| have questions about the portal. To whom can | reach out?

You can visit the Citi iSupplier page to find the contact details of the Citi iSupplier support teams: Citi
iSupplier Portal. Note that the portal support teams can help you only with Citi iSupplier Portal
concerns (e.g., access issues, navigation, and entry questions, etc.).

If you have questions that are not about the portal specifically, such as those about invoices, purchase
orders, and payments, please reach out to your Citi Business Contact directly or to the corresponding
Service Desk.

Where can | find more details and guides for the Citi iSupplier portal?
You can visit the Citi iSupplier page to get more details: Citi iSupplier Portal.

What do | put in the “Amount” field for the invoice? For example, do | include the tax?

For some countries to which you can bill, the figure in the “Amount” field must be the amount without
tax. However, for other countries, you need to put the total amount.

To determine exactly what you should write in the “Amount” field, please reach out to the Citi
representative who onboarded you to the portal or to the Citi iSupplier support teams.

How do | input the tax for my invoice in the portal?
There are several possible ways to input the tax in the portal:

. Automated — You simply need to enter the total amount of your invoice. The tax is automatically
calculated.

. Separate Amounts — You need to write the invoice amount without tax in the “Amount” field and
write the tax amount in the “Vendor Charged Tax” field.

. Using Tax Code — You need to enter the Tax Code for the invoice in the portal.

The way that tax is entered into the portal depends on the country to which you are billing. For
example, Country A may calculate taxes automatically, but Country B may require you to enter
separate amounts.

To determine and understand which of the three (3) processes you need to follow, please reach out
to the Citi iSupplier support team or the Citi representative who onboarded you to the portal.

How do | add, modify, or remove portal accounts for my company?
You may reach out to the Citi iSupplier support teams for such concerns.

PO Invoice Submission

Which Purchase Order should | use for my invoice?

If you are unsure of which Purchase Order should be used for an invoice, please reach out to your
Citi Business Contact directly.

Non-PO Invoice Submission

Whom should | put under “Requester”?

Usually, the invoice should include the Citi email address (alternatively, the first and last names) of
your Citi Business Contact (the person with whom you mainly engage). However, if you are unsure
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about who the requester is, please reach out to your Citi Business Contact directly. Copyright © 2025
Citigroup Inc.



