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Instructions

Pulling Invoices from CitiDirect®

1.

2.

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:
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Invoices are pulled by navigating to: Inquiries = Cash Management Invoice Inquiry.
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3.

4.

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

example below.
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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.
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8. Click Open when the below prompt appears.

File Download

==

Do you want te open or save this file?

ﬁ Name: PDFHandlerSenvlet.xls
EiH] Type: Microsoft Office Excel 97-2003 Worksheet, 0.

From: uwat3Ll.ctidirect.citigroup.com

97ME

[ open J[ swve | [ Cancel |

ham your computer. f you do not trust the source, do not open or

@ While files from the Intemet can be useful, some files can potentially
save this file. What's the risk?
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Once you click Open the excel version of the invoice will appear like the example below.
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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.

4.

Then the below main screen will appear.
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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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You will then be returned to the main screen.
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Next, select the drop down arrow under the “Account Number" field. Select the needed
account and click OK.

E P —— | et | B Psewermss | b | Geetmeken | Ol
citi s hare Chaest Conindl | Py Miert
O [FRENEH ST x

Vo =

e T T e E _ W TR AR LT S J
LT T ————— [  martn Rapuon

| ek Blanagrerrd man y e g Ll | D 271 0 WA 1Y -

_m vy o= i 3
R : )
e st - [— e
g““"’"“Eqﬁ ramaTnUET Frerreee o e . | |
Lraruran e fep— - o .
lraPuar s resnite e Jrs— e
|raerary i, W - e s e
. - v peseeas s
i e . e s .
s e e s B o
i - e = o u
rarsran L i s e — i
v Pannia uey i i e
lramrva e T - e — u
FOT e TE LTI LY o Ladi L
lramvaru e feT wa e sie
rammam s entre - [— e
rammam e - J—— n
rra v e pesruin - o i ™
e —— T L3 e s -
ez v ez - [— i
lrammerars e Pakin . P o
e vy = e s o
rrassTam L rearar e o —— .
Ol 1 IH
ELICE o =

[eT@]




Pulling Invoices from CitiDirect Online Banking |

User Manual Instructions

CItl

7.

You will then be returned to the main screen.
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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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Next, select the Invoice Date by clicking on the larger arrow to the right of the “to"” field.

9.
Select the “to” date on the calendar that appears.
Cor ] il Oaline Bk | Cmima iy | W Feiences | Sm | Sespof Wekas | Clnss
utf Emﬂ .m;\.-'.-:ul:';::‘ru-.u-.-:m
| it -
ﬁ-r._m. Pt

ieee Uypdeimsdi s P & Seed _ Wt s AFeerr Ui e i

bt r- Edtki kSSaEt] - PSS L Fuaaied o D3N LB o Wuielh vty
s g S § R

TN
- D i 6 e M
i | EEO T

Ll | et EE-T HEE

[eT&]

10. Once you have completed Steps 4-9, click the “Submit” button in the bottom right corner of

the screen.
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1. 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.

Eimﬂll E anﬁrmﬂm 3;

" PP ——— iy py | Uy Preenins | moas | Bepeid RN | DS
Clti . Chun Db Cibe | Wraacy Dlabvsarsd
[T : — "
[ v
vore A -mm_ Bepom oo Eweewsnn Vs Admmenson
Ehien v el & 3nmchey - e [P —
T qvn #l g mpmesres turm ¢ Ay [E_1L At Ul (b L TRLE &
[ crrea T m—y
o g i
] e crream
e mmard Maavda
EIEET
s bt

KN [ ] [T T et M

LSS ve == e —]
[omrepen-tBs  JeMdRTEEOGE  WEE EEIET BT waagasan
L FE T LR T Wisduans
T LTI T Ay LarsasEse LITETE
| Seesibn-10r  gelmALEREEREL  WER TR T AT mazenan
BeemipwIBT D43SpEREE  WER FEER R TEE T magesan
[E_TTRE L FEUTT IV T R Wasiedan
P | il F l e et e ]

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.

CAEarn” Dake Barking
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Click Open when the below prompt appears.

File Download =5

Do you wani to open or save this file?

Name: PDFHandlerServletds
EH] Type: Microsoft Office Excel 97-2003 Worksheet, 0.97ME
From: uat31.ctidirect.citigroup.com

[ open ][ Save | [ Cancel |

= While files from the Intemet can be useful, some files can potentially
ham your computer. i you do not trust the source, do not open or
save this file. What s the risk?
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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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