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Instructions
Pulling Invoices from CitiDirect®

1. Invoices can be pulled using the following option in CitiDirect:

Navigate to Inquiries ¬ Cash Management Invoice Inquiry

To access the invoices, users need to have Cash Management Invoice Inquiry service  
class associated to their profiles.

• The user is not automatically set up with this service class, also known as a  
solution package.

• The Client Security Manager needs to add the service class (see Security  
Manager Guide).

Once set up, the client will be able to see this service in CitiDirect:

2. Invoices are pulled by navigating to: Inquiries ¬ Cash Management Invoice Inquiry.
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3. Provide the Branch Code, Branch Name, Account Number and select the date range for any 
account that is part of the invoice you would like to view. Then click submit.

4. The search results will appear as seen below. To print the invoice in PDF format, select  
Invoice — PDF and click on the Print button at the bottom right.
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5. In addition to printing the invoice, you have the option to View the invoice by clicking on the 
View button.

6. Once you click the View button, the PDF version of the invoice will appear like the  
example below.

ABC Company
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7. You also have the option to print and view the invoice in Excel format. To view the invoice in 
Excel format, select Invoice — Excel and click on the View button at the bottom right.

8. Click Open when the below prompt appears. 
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9. Once you click Open the excel version of the invoice will appear like the example below. 

10. If the date provided is prior to the last year, an error is returned indicating that the data can 
only be retrieved for the last year.
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Instructions
Pulling Invoices from CitiDirect BESM

1. Invoices can be pulled using the following option in CitiDirect BE:

Navigate to Inquiries & Searches ¬ Cash Management Invoice Inquiry

To access the invoices, users need to have Cash Management Invoice Inquiry service class 
associated to their profiles.

• The user is not automatically set up with this service class, also known as a  
solution package.

• The Client Security Manager needs to add the service class (see Security  
Manager Guide).

Once set up, the client will be able to see this service in CitiDirect BE. 

2. Invoices are pulled by navigating to: Inquiries & Searches ¬ Cash Management  
Invoice Inquiry.
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3. Then the below main screen will appear.

4. Select the dropdown arrow for the “Branch Code/Branch Name equals” field. Choose the 
branch number from the Library Look Up Dialog box and then click OK. 
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5. You will then be returned to the main screen. 

6. Next, select the drop down arrow under the “Account Number” field. Select the needed 
account and click OK. 
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7. You will then be returned to the main screen.

8. Next, select the Invoice Date by clicking on the larger arrow to the right of the “from” field. 
Select the “from” date on the calendar that appears.
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9. Next, select the Invoice Date by clicking on the larger arrow to the right of the “to” field. 
Select the “to” date on the calendar that appears.

10. Once you have completed Steps 4–9, click the “Submit” button in the bottom right corner of 
the screen.
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11. The search results will appear as seen below. You have the option to Print and View your 
invoice. To view the invoice in PDF format, select Invoice — PDF and click on the “View” button 
at the bottom right.

12. Once you click the View button, the PDF version of the invoice will appear like the  
example below.
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13. You also have the option to print and view the invoice in Excel format. To view the invoice in 
Excel format, select Invoice — Excel and click on the View button at the bottom right.

14. Click Open when the below prompt appears.
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15. Once you click Open the excel version of the invoice will appear like the example below.
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