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Instructions

Cash Management Invoice Inquiry

1. The first step for the System Administrator to set up the Cash Management Invoice Inquiry

feature is to create the Access Profile. Log into the system and navigate to:

Access Management - Access Profile -~ New

CitiDirect® Ontine Bariking
o~
Cltl Support Wabste
e hooess Profie Detall 0 Faiedt Login since Last Login Date 02065013 1607240 SAFEWORD ACCESS FOR NA
Rt Trupuseliorse Access Profie Mame
gt Data e ————]
Maatch Py
L] o T . Accens Profile Detals.
- eeoele] E ¥ Aubarated Pretormat gratin -
image - Comeds an. = Dairce Summary ey
$h 1 it
e ]
w0
Favorae Reparts = Canads ACH Ryperts
o an Canas Lockba: Raperts
I —— + Canh Batwrces Raperts B
e, = Cath Corearirstion
. B v?mm“
- s enan e Branch
F Chut Ppaylipaete
Fiew Martarares ]
a1 b Clank Service Cpsriteny
Sl Awackmn 4 b Clert Assstaton
Ve Froshe &b Clart Contigpeshon
Conrt Presence b Clart Dmteticny
OFAL Screenng &b (hert Erdiamart Prote
Mt Liser blaragem # Chord Lnkigh ey iy
- Aetrvateon e :::WWM
@
v PP D et Liner b sxpueart =
-
Cose | Preterences | 2 [=] l

2. If you want to restrict the profile by branch(es), click on the sub-menu Branch. In the Library
Look Up Dialog window, select the branch(es) to which you wish to restrict access. You can
select multiple branches using the CTRL key on your keyboard.
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3. Under the sub-menu, you can click on Account to continue restricting the profile. In the
Library Look Up Dialog window, select the account(s) to which you wish to restrict the
access. You can select multiple accounts using the CTRL key on your keyboard.
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You will be able to see your criteria in the Access Profile Details. Click on Submit. CitiDirect
will ask you to save the modified profile with a name. When complete, click OK.
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5.

The new access profile will now need to be authorized by a second System Administrator. From
the Authorization Required tab, highlight the Access Profile Name and click on Authorize.
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You will then receive confirmation that your request was completed.
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The action requested was successfully performed for the selected 1
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