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Overview

CitiDirect® Online Banking puts all of your corporate banking functions in one security-protected
place, giving you around the globe, centralized access to your account information in real time,
right from your desktop.

Getting started with CitiDirect Online Banking involves three procedures:

¢ Registering at the CitiDirect Web site (www.citidirect.com);

o After Web site registration, running the Check My PC program to determine if your computer
meets the minimum software requirements to run CitiDirect;

¢ Installing the CitiDirect software directly from www.citidirect.com.

This Guide provides the step-by-step instructions for these procedures. In addition, this Guide
covers:

¢ Initial Sign-on to CitiDirect
e Subsequent Sign-on to CitiDirect

e Log out Procedures

By registering at www.citidirect.com, you can also access a wide range of information to assist
you in using CitiDirect services. The Web site contains information such as the Learning
Center, which provides Guides to help you work more efficiently and effectively in CitiDirect.
For more information on www.citidirect.com, refer to the CitiDirect Online Banking Web Site
section of this Guide.

Additional Resources

Basics Guides

This Basics Guide is the compilation of a series of CitiDirect Online Banking Basics Guides that
cover features and functionality across all CitiDirect services. You can access the individual
Basics Guides in the Learning Center at www.citidirect.com.

Online Help

For general questions while working in CitiDirect Online Banking, you can use Online Help. A
comprehensive self-service capability, Online Help contains detailed information and
descriptions of terms for all functionality and services offered through CitiDirect.

You can access Online Help by clicking the icon in the lower left corner of your CitiDirect
navigation bar or by pressing the F1 key on your keyboard. Online Help is displayed in English
only.
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CitiDirect Customer Support

In addition to Online Help, the CitiDirect Customer Support resources described below are
available to you.

www.citidirect.com Our Web Site contains FAQs, which address both the use of the
application and the Web site. The Web site also offers the Learning Center, referenced in this
Guide, where you can access training support materials at anytime — 24 hours a day, 7 days a
week.

Customer Service You can contact our CitiDirect Online Banking Service Representatives
who are available to support your technical needs, as well as to assist you with general
CitiDirect questions. For a list of representatives in your area, go to the Contacts section of
www.citidirect.com.

Local Language Availability

CitiDirect Online Banking enables you to view details, execute transactions, produce information
reports, and perform inquiries in many local languages. You can select a language other than
English anytime you sign-on to CitiDirect. For more information on working in a language other
than English, refer to the Initial Sign-on to CitiDirect section of this Guide.

A complete list of the local languages supported by CitiDirect is available on www.citidirect.com
under the About CitiDirect tab in the CitiDirect Platform section.

Installation Requirements

For a successful installation of CitiDirect Online Banking, ensure that you have the following:

« Microsoft © Internet Explorer (IE) version 5.0 Service Pack 1 or higher installed on your
computer.

e If you are a Windows NT®, 2000, XP or Vista user, you will need Administrator Rights to
your personal computer (PC) if updates/installs to Sun Microsystems® Java Software (JRE)
are needed to run CitiDirect Online Banking. Administrator Rights are also required to
download CitiDirect application updates.

Note: If you have any issues installing CitiDirect, you may not have Administrator Rights to
your PC. In that case, please contact your technical support staff.
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Sign-on Requirements

To sign-on to CitiDirect, ensure that you have the following:

e A SafeWord™ card and a corresponding Personal Identification Number (PIN), or a
Secured Password ID, provided by your Security Manager.

e If you are using a new SafeWord card to sign on to CitiDirect, you will also need to enter
your Client ID, which should be provided by your Security Manager. Please contact your
Security Manager if you need assistance with sign-on credentials.

e Successful installation of the CitiDirect Online Banking software.

Optimizing Your CitiDirect Experience

CitiDirect® Online Banking is designed to operate on the minimum system requirements listed
on www.citidirect.com. However, there are screen settings on your computer that, when
modified, may enhance your CitiDirect experience.

Change Your Screen Resolution

Screen resolution is the sharpness and clarity of an image displayed on a monitor. The higher
the screen resolution, the sharper the image will appear on your monitor. The minimum required
screen resolution to view CitiDirect is 800 x 600 pixels. If your monitor can support a resolution
of 1024 x 768 pixels or higher, we recommend increasing the output resolution to your computer
monitor.

In addition to the benefit of sharpening the image display, increasing the screen resolution will
improve the amount of available display space on your screen and reduce the amount of
horizontal and vertical scrolling required.

A few items to be aware of before you make this change:

e A higher screen resolution reduces the size of items on your screen and increases the
relative space on your desktop. Altering the screen resolution will affect your entire system
display.

e Your monitor, video hardware, and video control software will ultimately determine whether
you can modify your screen resolution. You may not be able to increase the resolution
above a certain level.

o Changes to screen resolution affect all users that log on to the computer.
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Change your screen resolution by following the steps below.

1. Access the Display Properties dialog box in either of the following ways:

e From the Windows Taskbar, click Start, point to Settings, and then click Control
Panel. A list of Control Panel options appears. Double-click Display. The Display

Properties dialog box appears. Go to Step 2.

B3 Control Panel

=101 x|

|F|Ie Edit  Wiews Favorites Tools Help |Address| Contral Panel

COI'ItI'Ol Panel Options Hardware

Customizes vour deskbop display

and screen saver DatefTime

| e*Back e * @| @Search @Folders ®| % % }( i) |

Accessibility AddfRemove Add,l'Remove Adminiskrative J
Programs

Display . - Efﬁf @
-

Falder Options

J@Goﬁ

Tools

Fonts LI

|Cust0mizes vour desktop display and screen saver |

|Q‘ My Cornputer v

Right-click on your desktop and select Properties. The Display Properties dialog box

appears. Go to Step 2.

2. Inthe Display Properties

. ? A Display Properties
dialog box, click the Settings

tab. Background | Screen Saver .ﬁ.ppearancel‘w’eb IEﬂect

3. Under Screen area, click and
drag the slider until the screen
resolution reads 1024 by 768
pixels.

4. To apply your new desktop
settings, click OK. A Display

2=

Settings |

Properties confirmation dialog Display: Slider
box appears. Flug and Play Manitar
LColors Screen area
, , High Calor (16 i) - Less  —— |—  More
5. Click OK. The new display I - A
setting takes effect and a N 7 1024 by 768 pivels
Monitor Settings dialog box
appears. To keep the new Troubleshoot... |
setting, click Yes.
Ok | Cancel | Spply

CitiDirect Basics: Comprehensive Guide 4 Citigroup Corporate and Investment Banking




Note: In some instances your display
area may appear smaller after
changing the resolution. You
can enlarge the display area
using the buttons on the front
of your monitor.

For more information, refer to your
monitor’'s owner’s manual for
instructions on changing the vertical
and horizontal size of the image
display.

LAANR 1am
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Registration, Check My PC, and Installation

Getting started in CitiDirect® Online Banking is a three-step process: Registration, Check My
PC, and Installation. This section describes the process starting with Registration at the
CitiDirect Web site (www.citidirect.com). You must be registered at the Web site to run Check
My PC and install CitiDirect. Register at the CitiDirect Web site by following the steps below.

Registration

1. Go to www.citidirect.com. The CitiDirect Online Banking Web site home page appears.

citi
CitiDirect”Online Banking
m About CitiDirect | Getting Started | Learning Center | Customer Support | Investigations | Notifications | Trade Advisor | CitiDirect Litilities

s Privacy o Citigroup.com

citinirect N© 2012 Citibank, N.A. All rights _
Language Preference: iti i is F/——
e reseryed. Citi ant_j Arc Designis [
forfurther dfg registered service mark of
= An Aweard-ty .. hp honors
= CitiDirect Hews » CitiDirect e Cltlgroup |I’IC. pttempts
= Solutions & Services Take a min pr business
= FAQs against 214
¢ Contacts o CitiDirect® | lease
: Other Links ) included u y
= Transaction Services Transactio Laockio,
= Release News File Import
= E-mail Frau t e-mails
= Sitp Map and how to
Vel
Solutions deerrr e ————

An ever-expanding suite of solutions and services designed for today's global
EConomy.

Payments & Repurting\ Cullectiuns\| Liquidity\| Netting\|

Insurance Letters of Credit

= |nformation Reparting Availability List of countries where this service is

available.
Wienw All...
Cm Citigroup Privaey Promise
Citi Terms, conditions, eaveats and small print
IHarolp.eom Copyright @ 2001, 2005 Citigreup

2. Click Registration on the left navigation bar.
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The Registration page appears. You must complete all fields for successful registration.

Note:

You can register and run Check My PC in a language other than English by choosing a
language from the Language Preference drop down on the www.citidirect.com home
page.
Registration
* Required Field.

* First Name: “ Last Name:

I |

* Compamy: * Telephone:

“ E-mail: Entering your e-mail alloves uz to contact you directly with impaortant

I information related to your use of Cibirect ® Oriline Banking. This e-

mail address will not be shared with anyone outside Citibank.

www.citidirect.com Content Personalization Settings

* Display Content for These Countries:

Belgium ;l Select the countries far which you want to view information. “ou
Belize = mary select up to five, For multiple selections, press and hold CTRL
Benelux key and click the countries.
Benin ;l

*  Display Content for These Services:
ALL il Select the CitiDirect Services for which you want to view information.
Fayments and Reparting Information on services you have not selected will be suppressed
WorldLink where applicable to streamline your experience.
Insurance Letters of Credit ;l

Please creste a unigue Personal ldentification (100 that you will easily
remember S0 you can access this Yieh site from any computer,

I Perzonal ID cannat be less than § characters - &t least 1 alpha
character and 1 numeric.

* Create Personal ID:

* Confirm Personal ID:

I Plemze re-enter your Perzonal 1D

Flease be aware thatwebsite pages may be written to yvour temparary internet file cache on your
workstation and are accessible offline from that location. Ifthe infarmation is sensitive ar considered

3.

Complete all fields, and then click Submit.

The www.citidirect.com home page appears.
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Check My PC

The Check My PC with Sun Java Software program determines if your Personal Computer
(PC) meets the minimum software requirements to run CitiDirect®Online Banking.

Installation

Install CitiDirect with Sun Microsystems® Java Software (JRE)

Note: Administrator Rights Required

You must have Administrator Rights to Windows® NT, 2000, XP and Vista systems in order to
install and run CitiDirect® Online Banking and to update and install any third-party components
needed to run CitiDirect. They are also needed to download CitiDirect application updates. If
you are unsure as to your access rights, please contact the IT group in your organization.

1. Go to www.citidirect.com.

2. Click the Getting Started tab. The CitiDirect® Online Banking - Getting Started page
appears.

3. Click the Check My PC with Sun Java Software link.

A screen providing information on running CitiDirect Online Banking with Sun Java
Software appears.

 Home [ About CitiDirect | Getting Started | Customer Support | Trade Advisor |
CitiDirect® Online Banking - Getting Started

' N\ !
!

Check My PC

Fun Check hy FC to see ifyour PC meets the minimum software requirements
to run CitiDirect.

®» Check by PC with Sun Java Software. Click this link for information on
running CitiDirect on Sun Microsystems' ™ Java Software (JRE).
# Test Secure Sockets Laver TestyourInternet Connection for S50 Protocol.
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4. Scroll to the Check My PC with Sun Java Software section and click the Check My PC
with Sun Java Software link.

The Welcome to Check My PC screen will appear. Review the information on the screen
and then click the Check My PC with Sun Java Software button. This program will run to
determine if your PC meets the minimum software requirements to run CitiDirect.

Note: You can find a complete list of the versions of Sun JRE certified for use with
CitiDirect by referring to the Downloading Sun Java Software (JRE) FAQ.

o If your system meets the requirements:

The Check MY PC - Ready for CitiDirect Online Banking screen appears.
o If your system does not meet the requirements:

The Check My PC - Not Ready for CitiDirect Online Banking screen appears. Please
read and act upon the information provided on that screen.

When applicable, you will be provided with links to Web sites where you can download
software upgrades. If you decide to access any of the links, you will leave Citibank’s
Web site. You should be aware that if you elect to download any software, you are
responsible for complying with all applicable laws, including, but not limited to, any
import/export or use laws to which you may be subject and obtaining any required
license or authorization.

You can add the Check My PC page to your browser’s Favorites list in order to come
back quickly and re-check your PC after making any adjustments required to run
CitiDirect.

Note: You must successfully run the Check My PC program and come to the Check My
PC — Ready For CitiDirect Online Banking screen in order to install and run the CitiDirect
software.

5. Click Install CitiDirect. At the next screen, select Install CitiDirect directly from the Web
site and click Continue.

Note: If you received a CD-ROM for CitiDirect installation, select the Install from the
CitiDirect Installation CD-ROM option and click Continue. On-screen instructions will
guide you through the installation.

6. The CitiDirect Online Banking — Download Export Terms screen appears. Please read
this information. If you agree to the terms on this screen and wish to continue your
installation, you should click Proceed with Download. (If you choose Refuse Download,
you will be returned to the Welcome to Check My PC screen.)

CitiDirect Basics: Comprehensive Guide 9 Citigroup Corporate and Investment Banking



The Installing CitiDirect Online Banking Software screen appears.

Installing CitiDirect” Online Banking Software

Once the CitiDirect installation begins, it 15 strongly recommended that you do
not interrupt the file downloads.

- CitiDirect is now loading...

[25%] 4942574 019774252 bytes

Ifyou need help with, ar are having problems with the CitiDirect installation,
please contact your Customer Service Representative.

When the software download is complete, the CitiDirect Online Banking — Software
Installation Complete screen appears.

ey = Privacy = Citigroup.com
citl’

CitiDirect Online Banking
[Home | About CitiDirect | Getting Started | Learning Center | Customer Support [ Investigations [ Notifications | Trade Advisor |
EprTEersesy CITIDIRECT CLIENT, CITIBANK

CitiDirect” Online Banking - Software Installation Complete
Language Preference:

[Enish =] NOTE: Periodically, Citibank will automatically download needed software
updates to your PC, when you sign-on to CitiDirect® Online Banking.

= Check My PC
= System Requirements To Access CitiDirect Online Banking:

[ Sun .lava Users *» Please close and restart your browser to use CitiDirect.

= Technology
= Security Features = Ensure thatyou have your security credentials, which are reguired to sign-on to CitiDirect. Ifyou do
= FAQs not have secdrity credentials, please contact vour CitiDirect Security Manager,
= Contacts Mote: You do not need security credentials to install CitiDirect, but will need them to sign-an.
= You can sdd CiiDirect® Online Banking tolyour Favarites list far a convenient way to sign-on later.
° Site Map
[ ate Regisiration
« Add 4 Service Back to Check My PC

Note: Click the CitiDirect Online Banking link and add the CitiDirect Sign-on page to your

browser’'s Favorites list for a convenient way to sign on later. To set CitiDirect as a
favorite, click Favorites on your browser menu and then click Add to Favorites.

You can now proceed to the Initial Sign-on to CitiDirect Online Banking section of this
Guide.
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Initial Sign-on to CitiDirect® Online Banking

To ensure successful initial sign-on to CitiDirect® Online Banking, you must have a SafeWord ™
card and a corresponding Personal Identification Number (PIN), or a Secured Password ID,
provided by your Security Manager.

If you are using a new SafeWord card to sign on to CitiDirect, you will also need to enter your
Client ID, which should be provided by your Security Manager. Please contact your Security
Manager if you need assistance with sign-on credentials.

Sign on to CitiDirect Online Banking using a SafeWord card by following the steps below.

1. Go to your CitiDirect Sign-on link in your browser’s Favorites list or type https://citidirect-
eb.citicorp.com in your browser address bar.

Welcome! Click here towi -itiDirect® Online Banking in English.
Bienvenidal Haca clic agui para ver CitiDirect® Online Banking en espafiol (America Latina).

iBiervenidol Haga clic agui para ver CitiDirect® Online Banking en espafiol (Europa).

Willkommen! Klicken Sie hier fur die Deutsche Yersion von CitiDirect® Online Banking .

Bem-vindaol Cligue agui para visualizar o CitiDirect® Online Banking em Portugués. hd

To sign-on to CitiDirect, select a name from the drop-down list and click Submit.

Sign-on Name: Select Newy User from this list if this is the first time you are
Mew Llser w | signing onto CitiDirect from thiz computer,
| Submit

You are authorized to use this System for approved business purposes only. Use for any other
purpose is prohibited. Al transactional recards, reports, e-mail, software, and other data
generated by or residing upon this System are the property of the company and may be uzed by
the company for any purpose. Authorized and unauthorized activities may be monitored.

?
For mare information on running CitiDirect® Online Banking with JavalTh) Software, please
click the help icon &t left or contact your Customer Service Representative.

2. The CitiDirect Sign-on screen appears.
3. Inthe Sign-on Name field, select New User and then click Submit.

Note: If you prefer to work in CitiDirect Online Banking in a language other than English,
select your preferred language from the list of languages at the top of the CitiDirect
Sign-on screen.

The Please create a Sign-on Name that you will use to access CitiDirect screen
appears.
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Please create a Sign-on Name that you will use to access CitiDirect.

b z W our Sign-on name can be any cambination of
ISiqn0n1 113 characters and numbers, up to 10 characters in
- length.

Sigh-on lD: The Sign-on 1D iz the CitiDirect Sign-on 1D that was
provided to you. If you do not have this, please
|212345 contact your CitiDirect service representative for
assistance.
| Submit

4. Inthe Sign-on Name field, create your personal Sign-on
name using any combination of letters and numbers up to 10
characters and containing no special characters or spaces.
The Sign-on Name is not case sensitive.

5. Inthe Sign-on ID field, enter the Serial Number located on

the back of your SafeWord card. SECURE

6. Click Submit.

212345
Serial Number

The Challenge/Response screen appears.

Please enter the Response from your Safeword Card.
Challenge:
Response:
'Responze' must be entered EXACTLY as it appears on
your Safevvord Card.

7. Press ON to activate your SafeWord card.
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8. Atthe ENTR PIN prompt, enter your 4-digit PIN that is printed in the PIN envelope
provided by your Security Manager.

9. Atthe HOST? prompt, enter the number “9.”

10. Atthe CHALLNG? prompt, enter the Challenge (excluding the first “9”) that appears in the
Challenge field of the Challenge/Response window on your computer screen.
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11. Inthe Response field on your computer screen, enter the response displayed on the
SafeWord card. Click Submit.

The Client ID screen appears.

Please enter your Client Id in the field provided

Note: The Client ID is required when you sign on to CitiDirect Online Banking for the first time
using a new SafeWord card.

12. Enter your Client ID in the field provided. Click Submit.

The Welcome to CitiDirect® Online Banking screen appears. The CitiDirect Online
Banking Web site also opens in the background.

To begin working in CitiDirect, click the name of the category / service that you want to
access from the navigation bar.Tip: The dynamic password response consists of the
following characters: the digits 0-9 and the letters A, H, C, P, E, F. If you have a question
about a displayed character, it may help to review this list:

e O is zero, not O as in Oscar.
e 5is five, not S as in Sierra.
e | is one, not | as in India.

¢ 8 is eight, not B as in Bravo.

e Aiis A as in Alpha, not R as in Romeo.

13. The Welcome to CitiDirect® Online Banking screen is the first screen that appears each
time you sign on. To begin working in CitiDirect click the name of the category/service
class that you want to access on the left navigation bar.

Note: Using the Preferences feature that is described in the General Navigation section of this
Guide you can personalize your CitiDirect experience and select a customized main
screen. Until you select and submit a preference to personalize your main screen, the
Welcome to CitiDirect Online Banking screen will continue to appear at each sign-on.

CitiDirect Basics: Comprehensive Guide 14 Citigroup Corporate and Investment Banking



The Welcome to CitiDirect® Online Banking screen is the first screen that appears each time
you sign on. To begin working in CitiDirect click the name of the category/service class that you
want to access from the left navigation bar.

Customize Your Main Screen

To personalize your CitiDirect experience and work more efficiently, you can select a
customized main screen. This customized main screen will then appear each time you sign-on
to CitiDirect, replacing the Welcome to CitiDirect Online Banking screen. You can make this
change using the Preferences feature. Until you select and submit a preference to personalize
your main screen, the Welcome to CitiDirect Online Banking screen will continue to appear.

Note: For complete details on setting your preferences, see the CitiDirect Basics: Setting Your
Preferences Guide available in the Learning Center at www.citidirect.com.

Secured Password Users

Sign on to CitiDirect Online Banking using a Secured Password by following the steps below.

1. Go to your CitiDirect Sign-on link in your browser’s Favorites list or one of the URLs listed
below. Select New User from the Sign-on Name field, and then click Submit. The Sign-
on Name/Sign-on ID screen appears.

Sun Java US: https://us.citidirect.citicorp.com/jre.
Sun Java Europe: https://europe.citidirect-eb.Citicorp.com/jre.
Sun Java Asia: https://asia.citidirect-eb.citicorp.com/jre.

The CitiDirect Sigh-on screen appears.

Note: If you prefer to work in CitiDirect in a language other than English, select your
preferred language from the list of languages at the top of the CitiDirect Sign-on
screen.

Please create a Sign-on Hame that you will use to access CitiDirect.

Sign-on Name: Wour Sign-on name can be any combination of

I characters and numbers, up to 10 characters in
length.

Sign-on ID: The Sign-on D is the CitiDirect Sign-on D that was

I provided to you. If you do not have thiz, please
contact your CRiDirect service representative for
agsistance.

L Submit_L Clear J

2. Inthe Sign-on Name field, create your sign-on name using any combination of letters and
numbers up to 10 characters and containing no special characters or spaces. The Sign-
on Name is not case sensitive.
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3. Inthe Sign-on ID field, enter the Secured Password ID provided by your Security
Manager.

4.  Click Submit. The Password screen appears.

Please enter your Password.

Password:
|| Pazsword must be ertered.

5. Inthe Password field, enter the CitiDirect Secured Password provided by your Security
Manager. You should have received the password in two portions.

6. Click Submit. The first time you signs-on with a Secured Password, CitiDirect
automatically displays the Change Password dialog box.

Note: If the Change Password dialog box does not appear, immediately report it to your
Security Manager.

Please provide current password and new password.

Curremnt passward:

|

New password: Mew password again:

| |

7. Inthe Current password field, enter the complete password provided by the Security
Managers, type a new password in the New password and New password again fields,
and then click Submit. Refer to the Password Rules section of this Guide for more
information about passwords.

8. CitiDirect will open and you can begin using the application. The CitiDirect Online Banking
Web site also opens in the background.

The Welcome to CitiDirect® Online Banking screen is the first screen that appears each
time you sign on to CitiDirect. To begin working in CitiDirect click the name of the
category/service class that you want to access from the left navigation bar.
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Use the following rules as a guideline for choosing a password.

Password Rules

Your Secured Password must:
e Not be the same as your User ID.

e Consist of a minimum of six characters and mixed alphabetic and numeric characters.
e Contain no more than two consecutive, identical characters.

e Be changed at least every 30 days.

Customize Your Main Screen

To personalize your CitiDirect experience and work more efficiently, you can select a
customized main screen. This customized main screen will then appear each time you sign-on
to CitiDirect, replacing the Welcome to CitiDirect Online Banking screen. You can make this
change using the Preferences feature. Until you select and submit a preference to personalize
your main screen, the Welcome to CitiDirect Online Banking screen will continue to appear.

Note: For complete details on setting your preferences, see the CitiDirect Basics: Setting Your
Preferences Guide available in the Learning Center at www.citidirect.com.

Password Maintenance

o Re-use of passwords is prohibited for a minimum of six consecutive changes. After more
than six consecutive failed sign-on attempts, your Security Manager must reset User IDs
associated with the password.

¢ If you believe that your Secured Password has become known to anyone, you must change
it immediately.

o Password resets are restricted to one per 24-hour period, unless you are a Security
Manager.

o If your Security Manager has reset your Secured Password, the Change Password dialog
box appears. You are required to change your password before further activity.

e You are responsible for any activities that occur with the use of your User ID and Secured
Password.
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Subsequent Sign-on to CitiDirect

Once you have signed on for the first time and created your Sign-on name, you will follow the
subsequent Sign-on process to access CitiDirect® Online Banking. This section provides the
subsequent Sign-on process for both SafeWord™ card and Secured Password users.

If you are using a new SafeWord card to sign on to CitiDirect, you will also need to enter your
Client ID, which should be provided by your Security Manager. Please contact your Security
Manager if you need assistance with sign-on credentials.

Note: The Client ID is required when you sign on to CitiDirect Online Banking for the first time
using a new SafeWord card. If you are an existing user or a Security Manager you can
also obtain the Client ID by placing your mouse cursor over the Client Name in the
upper right corner of any CitiDirect Online Banking screen.

CitiDirect Support Website
Payments Summary CLIENT

Batch Authorize Fund FX Payments Print Cheques Release Req'd Batch Relecse l View

InputModify Repair Ret'd Verification Req'd Authorization Red'd

\d
CitiDirect Support YWebsite
CLIENT

Creation Method (1) Bene or Debit Party Hame:

Batch Release
Authorization Reg'd

il | »
<< Row 1 of 1 == | Right Click on column titles to customize| Bold is editable field (1)/(2) sorted calumns

Branch/Processing Location
Dehit Account HName
Charges Indicator

Creator Name /Date | Time

_ Goto Other
ENE
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SafeWord Card Users

For subsequent sign-on to CitiDirect Online Banking using your SafeWord card, follow the steps
below.

1. Launch your Internet browser.

2. Select CitiDirect Sign-on from your browser’s Favorites list or go to one of the URLs
listed below.

Sun Java US: https://us.citidirect.citicorp.com/jre.
Sun Java Europe: https://europe.citidirect-eb.Citicorp.com/jre.
Sun Java Asia: https://asia.citidirect-eb.citicorp.com/jre.

The CitiDirect Sigh-on screen appears.

Welcome! Click here to view CitiDirect® Online Banking in Englizsh.

Bienvenido! Haca clic agui para ver CitiDirect® Online Banking en espafiol (America Latina).

iBiervenidol Haga clic agui para ver CitiDirect® Online Banking en espafiol (Europa).

Willkommen! Klicken Sie hier fur die Deutsche Yersion von CitiDirect® Online Banking .

Bem-vindaol Cligue agui para visualizar o CitiDirect® Online Banking em Portugués. hd

To sign-on to CitiDirect, select a name from the drop-down list and click Submit.

Sign-on Name: Select Newy User from this list if this is the first time you are
Mew Llser w | signing onto CitiDirect from thiz computer,
| Submit

You are authorized to use this System for approved business purposes only. Use for any other
purpose is prohibited. Al transactional recards, reports, e-mail, software, and other data
generated by or residing upon this System are the property of the company and may be uzed by
the company for any purpose. Authorized and unauthorized activities may be monitored.

?
For mare information on running CitiDirect® Online Banking with JavalTh) Software, please
click the help icon &t left or contact your Customer Service Representative.

3.  Select your user name from the drop-down list, and then click Submit. The
Challenge/Response screen appears.

4. Atthe Challenge/Response screen, you must enter a dynamic response generated by
using your SafeWord card. Go to step 5 to generate the response.
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Please enter the Response from your Safeword Card.
Challenge:
[91234 5678
Response:
I 'Response’ must be entered EXACTLY a= it appears on
your Sateweord Card.

5.  Press ON to activate your SafeWord card.

SRR 23

(Enk

6. Atthe ENTR PIN prompt, enter your 4-digit PIN that is printed in the PIN envelope
provided by your Security Manager.

7. Atthe HOST? prompt, enter the number “9.”

8. Atthe CHALLNG? prompt, enter the Challenge (excluding the first “9”) that appears in the
Challenge field of the Challenge/Response window on your computer screen.

9. Inthe Response field on your computer screen, enter the response displayed on the

SafeWord card. Click Submit. CitiDirect will open and you can begin to use the
application. The CitiDirect Online Banking Web site also opens in the background.
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Secured Password Users

For subsequent sign-on to CitiDirect Online Banking using your Secured Password, follow the
steps below.

1. Launch your Internet browser.

2. Select CitiDirect Sign-on from your browser’s Favorites list or go to one of the URLs
listed below.

Sun Java US: https://us.citidirect.citicorp.com/jre.
Sun Java Europe: https://europe.citidirect-eb.Citicorp.com/jre.
Sun Java Asia: https://asia.citidirect-eb.citicorp.com/jre.

The CitiDirect Sign-on screen appears.

Wielcome! Click here to view CitiDirect® Online Banking in Enalish.

Bierwenido! Haca clic aqui para ver CitiDirect® Online Banking en espafiol (America Latina).

iBiermvenidol Haga clic agui para ver CitiDirect® Online Banking en espafiol (Europa).

Willkommen! Klicken Sie hier fur die Deutsche Yersion von CitiDirect® Online Banking .

Bern-vindo! Cligue agui para visualizar o CitiDirect® Online Banking em Portugués. A

To sign-on to CitiDirect, select a name from the drop-down list and click Submit.

Sign-on Name: Select Mew User from this list if this is the first time vou are
Mew Lser w | signing onto CitiDirect from this computer,
| Submit

You are authorized to use thiz System for approved business purposes only. Use for any other
purpose is prohibited. Al transactional recaords, reports, e-mail, software, and other data
generated by or residing upon this System are the property of the company and may be uzed by
the company for any purpose. Authorized and unauthorized activities may be monitored.

hrd
Far mare infarmation an running CitiDirect® Online Banking with JavalTh) Software, please
click the help icon &t left or contact your Customer Service Representative.

3.  Select your user name from the drop down list, and click Submit. The Secured
Password screen appears.

Please enter your Password.

Password:
|| Pazzwword must be entered.
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4. Enter your CitiDirect Secured Password, and then click Submit. You will be signed on
to CitiDirect.
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Log-out Procedures

When you sign on to CitiDirect® Online Banking, the CitiDirect Web site (www.citidirect.com)
automatically opens in the background. While working in CitiDirect, you may have also opened
additional windows. The impact of logging-out of CitiDirect while other windows are open or
closing other windows while still signed on to CitiDirect varies.

The following section describes CitiDirect Log-out, Microsoft® Internet Explorer Log-out, and
“close-out” scenarios.

To successfully log out of CitiDirect Online Banking, follow either of the following log-out
procedures.

¢ CitiDirect Log-out

e Microsoft Internet Explorer Log-out

Important: About Browser Sessions and CitiDirect

o A browser is short for Web browser, a software application used to locate and display Web
pages.

e A browser session begins every time you launch the Microsoft Internet Explorer browser and
ends when you close it. When you log on to CitiDirect Online Banking, www.citidirect.com
opens as a separate Web page within the same browser session.

¢ Any windows opened through any method and running simultaneously with the CitiDirect
application are considered part of the current browser session. This includes any windows
opened by selecting a Favorite, by clicking CTRL- N on your keyboard, or as a pop-up.

« When you log out of the CitiDirect Online Banking application, all windows opened during
the session will close.

. If you launch a separate Internet Explorer browser session while your first session is still in
progress, two sessions will run concurrently. This second session is unrelated to the first.
When you close the CitiDirect Online Banking application launched in the first browser
session, all windows associated with the second browser session will remain open.
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CitiDirect Log-out

To log out of CitiDirect® Online Banking from the navigation bar, follow the steps below.

1. Click Close on the CitiDirect navigation bar
P

ey
citi
CitiDirect®

Inbox

Online Banking

Payments Summary

Payments
Input From Preforn
Quick Ertry From P

- Mlodify

- Werify

- Authorize

- Batch Autharize
Authorize Offline
Fund FX Payments

- Releass

- Batch Release

- Print Chegues

- Input Mewe Outgoing

Offline Authorization Fund FX Payments Print Cheques Release Req'd [ e
0 erification Re Authorization Re Batch Authorize

CitiDirect Support Website
CITIDIRECT CLIENT

ats | Creation Method |

{1) Bene or Debit Party Hame

ret

|»

- Repair
- Mgy B
4 |
=«<Row Oof 0 == | [1)42) sorted columns  Bold is editable field
Branch/Processing Location | NEW YORK CITIEANE - CORPORATE
Dehbit Account Name
Charges Indicator
Creator Name [ Date / Time
Jad |
Close ” references ” z H Q H @ ”

e

Goto Other
m Hew R Details | Options

A CitiDirect Log-out confirmation appears.

X

Allwork session browser windows will be closed.
continue with this action?

Do you want to

Yes

|

2. Click Yes to log out. All session browser windows are closed, including the CitiDirect Web
site. Click Close on the CitiDirect navigation bar
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Internet Explorer Log-out

To log out of CitiDirect® Online Banking by closing Microsoft® Internet Explorer, follow the steps
below.

1. Inthe CitiDirectwindow in your browser, click the “X” in the top right corner of your
browser window.

a CitiDirect - Online Banking - Internet Explorer &

Py
C|t| CitiDirect Support Website
CitiDirect® Payments Summary CITIDIRECT CLIENT

Onl Bank
[ manne Oifline Authorization Fund FX Paymenis Print Cheques Release Req'd Batch Release
0 erification Re Autharization Re Batch Authorize

Inbox

- Payments |
-~ Input From Preformats | Creation Method | (1) Bene or Debit Party Hame
- Quick Entry From Pref.. -

- Input Mews Cutgoing

- Modify

- Werify

- Authorize

- Batch Authorize

- Authorize Offling

- Fund F¥ Payments ]
Release
Batch Release
Prirt Chegues
Repair

- Wigr Al

=
| | 3
== Row Dof 0 == | (1421 sored columns  Bold is editable field

Branch/Processing Location | NEW YORR CITIEANK - CORPORATE
Debit Account Name

Charges Indicator

Creator Name | Date / Time

-
Goto Other
Close || Preferences || 7 |Q. || @ || m C= ||| =k Details | Options
Ej Completed |7]7|—§|0 Trusted Internal |

A Microsoft Internet Explorer confirmation message appears.

Microsoft Internet Explorer x|

& Are wou sure you wank ko navigate away from this page?

&l work session browser windows will be closed,

Press OF ko continue, or Cancel ko skay on the current page.

Ik I Cancel

2. Click OK to close Internet Explorer and log out of CitiDirect. All session browser windows
are closed, including the CitiDirect Web site.
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Closing Active Windows Versus Logging Out

The following section describes the scenarios that occur when you close active windows while
the CitiDirect Online Banking application is running.

Closing www.citidirect.com

If you are at www.citidirect.com or any other Web site, while the CitiDirect application is running
in the background, closing www.citidirect.com will not close the CitiDirect Online Banking
application; it will continue to run.

Closing Additional Windows

Occasionally Citibank will send a Broadcast Message or a “Did You Know?” message
through the CitiDirect Online Banking application or www.citidirect.com. Closing a Broadcast
Message, a “Did You Know?”, or any pop-up window, will not close the CitiDirect Online
Banking application.
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The CitiDirect® Online Banking Web Site

The CitiDirect® Online Banking Web Site - www.citidirect.com - provides information and content
to support the CitiDirect application. You can find content such as FAQs that address both the
use of the application and the Web site, and CitiDirect News articles to keep you updated on
events that affect your use of CitiDirect. A Learning Center, where you can access training
support materials at anytime - 24 hours a day, 7 days a week - is also available.

Farny = Privacy = Citigroup.com
citi

Lna

-
m Abowut CitiDirect | Getting Started | Learning Center | Customer Support | Investigations | Hotifications | Trade Advisor

CITIDIRECT CLIENT, CITIBANK
CitiDirect® Online Banking

Language Preference:

| Engiish =l

The tabs listed below are currently available on www.citidirect.com. These tabs may vary as
new content and services are added or revised.

e About CitiDirect. Contains general information on CitiDirect.
e Getting Started. Contains links to Check My PC, System Requirements, and FAQs.

e Learning Center. Contains links to CitiDirect Basics and Quick Reference Guides,
CitiDirect Services Training Guides, and online Tutorials.

e Customer Support. Contains links to Support News, Release News, and FAQs.

e Investigations. Contains links and information on Investigations, which enables you to
initiate, view, search, query, and update Investigation requests.

e Trade Advisor. Contains links and information on Trade Advisor, which enables you to
submit an inquiry to view the status of a letter of credit or bill.
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Accessing The Web Site

You can access the CitiDirect Web site through the CitiDirect application or by going directly to
www.citidirect.com.

Access Through the CitiDirect Application

You can access the CitiDirect Web site through the CitiDirect application as follows:

1. Click the window that has opened behind the application, or click the CitiDirect Support
Website link on the upper right of the screen. The Web site appears on your desktop as
the active browser window. When you sign on to CitiDirect, the Web site home page
automatically opens in a separate browser window behind the application.

2. Click the tab that you are interested in viewing.

Notes:
o If you exit the CitiDirect application, the www.citidirect.com window will also close.
o If you exit www.citidirect.com, the CitiDirect application will remain open.

e For more information on Logging out, refer to the Log-out Procedures section of this Guide.

Go to www.citidirect.com

You can access the CitiDirect Web site without being signed on to the CitiDirect application by
going directly to www.citidirect.com however, we suggest that you register with an Access
Code should you use this method. Registering with an Access Code will enable you to view
content on the Web site such as the Learning Center and Release News, which is available to
entitled CitiDirect users only. Your local Implementation Manager provides Access Codes.

Note: If you go to www.citidirect.com from the CitiDirect application, you will automatically see

an entitled user’s view of the Web site.

Register Using An Access Code

Follow the steps below if you have already registered at www.citidirect.com and created a
Personal ID. If you have not, please refer to the Registration, Check My PC, and Installation
section in this Guide.

1.  From your Internet browser, go to www.citidirect.com.

The CitiDirect Online Banking Web site home page appears.
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Language Preference

CitiDirect”Online Banking

o Privacy o Citigroup.com

[Home | About CitiDirect | Getting Started | Customer Support | Trade Advisor

IS CitiDirect” Online Banking

I English

= CitiDirect News

= Solutions & Services
= FAQs

= Contacts

= Other Links

= Transaction Services

= Site Map

[[7 Aiready Registerea |

welcome to CitiDirect® Online Banking, Citibank's Web-based banking platform.
CitiDirect puts all your corporate banking functions in one security-protected place,
giving you around the globe, centralized access to your account information in real
time right from your desktop.

CitiDirect News

# *CitiDirect Update CitiDirect® Online Banking was updated during the
weekend of Fehbruary 11, 2006,

* CitiDirect Customer Satisfaction Surey We at Citigroup have always placed
a great emphasis on your satisfaction. And the bestway of knowing how you
feelis by reaching out o you.

» E-mail Fraud on the Rise What you should know about fraudulent e-mails
and how to protectyourself.

= |mportant Motice to all Secured (static) Password users - Click the link for
further details.

» The Best Just Keeps Getting Better CitiDirect® Online Banking wins top
hanars

Wiew Al

2.
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Click Already Registered. The Registration form appears.

Note:
appears as shown below.

~~ = Privacy
citl

CitiDirect"Online Banking
[Home ] About CitiDirect | Getting Started [ Customer Support | Trade Advisor |
| rone g Registration
Language Preference:

Englizh

= Citigroup.com

* Reguired Field.
* E-mail:

* Personal ID:

= CitiDirect News

= Solutions & Services

= FAQs

= Contacts

= Other Links

= Transaction Services
Please be aware thatyWeb site pages may be written to your temporary Internetfile cache an your

workstation and are accessible offline from that location. Ifthe information is sensitive or considered
canfidential, please clean aut your temparary Internet cache

= Site Map
= Registration
= Already Registered

| Submit I Clear Form Y Back J
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If you have already registered and created a Personal ID, the Registration screen
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In the E-mail field, enter the e-mail address you input during your original registration.

In the Personal ID field, enter the unique ID you created during your original registration.

Click Submit.

The page refreshes and you are signed-on to the CitiDirect Online Banking Web site.

/i\ . s Privacy = Citigroup.com
CitiDirect”Online Banking
[Home | About CitiDirect T & Startad T1 o T Cystomer Support

Your Mame, Your Organization

CitiDirect™ Online Banking

Language Preference:

|Engiish =l
© 2012 Citibank, N.A. All rights
 CitiDirect News reserved. Citi and Arc Design is
- Solutions & Services . .
- FAQs a registered service mark of
= Comtacts .. i
tOtherlinks welcome to Citigroup Inc. web-based banking platform.
";ﬁ“sam"‘““ Senvices  citiDirect p in one security-protected place,
| Release News giving you your account information in real
time right fr
= Site Map
! isratipn itiDi I
& *CitiDirect ing the
weekend g
* CitiDirect J Iways placed
a great erm ing how you
feel is by rg

& E-mail Fraud on the Rise Whatyou should know about fraudulent e-mails
and how to protect yourgelf,

* |mportant Maotice to all Secured {static) Passward users - Click the link for
further details.

* The BestJust Keeps Getting Better CitiDirect® Online Banking wins top
honars

Wieny Al

Solutions & Services I

An ever-expanding suite of solutions and services designed for today's global
econarny.

Collections | Liguidity | Netting | Trade | Insurance Letters of Credit
= Collections Initiation and Repording Availability List of countries where this

service is available.

Wi Al
Cl/ﬁ Citigroup Privacy Pramise
Citi Terms, conditions, caveats and small print
Maroup.som Copyright ® 2001, 2006 Citigraup
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6. Click Add A Service. The Add A Service form appears.

L = Privacy = Citigroup.com
citi

CitiDirect"Online Banking

[ hone Add A Service

Language Preference: # Reguired Field.
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Flease enterthe Access Code in the field helow for the service that you are adding to your user
rogitiation
= CitiDirect News
. i i * Access Code:
Solutions & Senvices This field cannot exceed 10 characters.
*FAQs |
= Contacts
= Other Links

= Transaction Services
Flease he aware that VWeh site pages may he written to wour temporary Internet file cache on your
widrkstation and are accessible offline from that location. Ifthe infarmation is sensitive ar considerad

= Site Map ;
- Registration canfidential, please clean outyourtemporary Internet cache. —
= Already Registered M ﬁm
Clzﬁ. Citigroup Privacy Promise
- Terms, conditions, caveats and small print
Citigraup.com Copyright ® 2001, 2008 Citigraup

7. Inthe Access Code field, enter the code provided by your Local Implementation Manager.

8. Click Submit.
The confirmation page appears.

. = Privacy = Citigroup.com
Citl

CitiDirect Online Banking
ﬂm About CitiDirect | Getting Started | Learning Center | Customer Support | Investigations | Notifications | Trade Advisor

“CITIDIRECT CLIENT, CITIBANK

Language Preference: You have successfully updated your profile with the additional senice.

|Engiish =l
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9. Click Continue. You will now have access to complete information available on
www.citidirect.com, including the Learning Center.

citi’

CitiDirect”
[ Home T About CitiDirect | Getting Starte| Customer Support Motifications | Trade Advisor

Language Preference:

Online Banking

= Privacy = Citigroup.com

CitiDirect® Online Banking - Learning Center

| English

= Reference Guides
= Training Guides

= Tutorials

= Contacts

= Site Map
= Updlate Registration
= Add A Service

CitiDirect Basics

Lsing the hasic features and functionality of CitiDirect® Online Banking.

Basics Guides\ Quick Reference Guides\ ACH/GIRO Paymems\

Cross Border Funds Transfer | Domestic Funds/Book Transfer

" el BEENE UCT T e

welcome to the CitiDirect® Online Banking Learning Center, where you can find a
wealth of information on the features and services available through CitiDirect.

Contacts [N

Here iz where you can
find wour
Custarmer Setvice

Eepresentative
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Navigation Overview

CitiDirect® Online Banking provides many useful features designed for efficient, secure, and
reliable Internet banking. This section describes the general navigation features available to all
CitiDirect Online Banking clients. General navigation begins with the main screen that appears
after you sign-on to CitiDirect.

CitiDirect Welcome Screen

The Welcome to CitiDirect® Online Banking screen is the first screen that appears each time
you sign on to CitiDirect. To begin working in CitiDirect click the name of the category/service
class that you want to access from the left navigation bar. In the example below, the
Payments, All Reports, and Inquiries category/service classes appear.

P
CItI CitiDirect Support Website
8IEI-DH:PF?1L|1»( ing LBOLES

Inbiok
= Payments i
= All Reports

= Inquiries

Welcome to CitiDirect® Online Banking

Please select a service from the navigation bar area on the left.

i

Close ” Preferences " ? |
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To personalize your CitiDirect experience and work more efficiently, you can select a
customized main screen. This customized main screen will appear each time you sign-on to
CitiDirect, replacing the Welcome to CitiDirect Online Banking screen. You can make this
change using the Preferences feature.

The Welcome to CitiDirect Online Banking screen continues to appear until you select and
submit a preference to personalize your main screen,.

Note: For complete details on setting your preferences, see the Setting Your Preferences
section of this Guide.

Familiarization with the Main Screen

The CitiDirect® Online Banking main screen offers features designed to make your banking
experience easy. Features available to all CitiDirect users appear in the corners of the main
screen. Specific features assigned to you through your Access Profile are listed on the left
navigation bar.
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Main Screen Features

This section describes the following main screen features:

e Inbox o CitiDirect Support Website
e Close e Preferences
e Online Help e Forms
Once you have set your Preferences to an assigned category, the category and an associated

open form will appear when you sign-on to CitiDirect. In the example below, the Input/Modify
Summary form is open in the Payments category.

Erny
CItl CitiDirect Support YYebsite
CitiDirect® Payments Summary CDOL S50
Qunline Banking = n
= 0 e arizatio Fund FX Payments Print Cheques Release Req'd Batch Release View
i Input Modify erification Re fiuthorization Re Ha Aiuthorize
- Payments L=
~ Input From Preformats Creation Method ! {1} Bene or Debit Party Hame
- ik Entry From Pret... Editable Template Preformat 111 WALL STREET -
-+ Input Mew Cutgaing Editahle Template Dreformat 111 WALL STREET
) Editable Template Dreformat 111 WALL STREET
- Modify
- Verity Editahle Template Dreformat 111 WALL STREET
A Uthonee Editable Template Dreformat 111 WalL STREET
- Batch Authorize Editshle Template Dreformat 111 Wall STREET
- Authorize Offline Editable Template DPref =
* Fund FX Paymerts Raivable Teuplave Pref Sample CitiDirect Form
- Release
Editahle Template Dref
- Batch Release
- Prirt Chegues Editable Template Freformat 111 WALL STREET
- Repalr Editable Template Preformat 111 WALL STREET
Wigw All Editable Template Preformat 111 WALL STREET
- All Reports Editable Template Preformat 111 WALL STREET
- Inquiries T Editable Template Preformat 111 WALL STREET
Editable Template Preformat 111 WALL STREET
Editable Template Preformat 111 WALL STREET
CitiDirect Editable Template Preformat 111 WALL STREET -
H H 4 »
Navigation ' |

== Row 1 of 47 == | |Right Click on column titles to customize| Bold is editable field [1)/(2) sorted columng

Bar
Branch/Processing Location | NEW YORK CITIEANE - CORPOPATE
Dehit Account Name WATER, INC.
Charges Indicator Oar
Creator Name | Date / Time

-
=7 Goto Other
Cloze ” Preferences " ? q m Hew llgleg Details Options
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Inbox

When you click Inbox at the top of your CitiDirect navigation bar, you have access to the tabs
listed below.

e To Do. The To Do tab lists items in your workflow queue that require action before Citibank
can process them, indicates where the items came from, shows any comments associated
with the items, and provides each item’s priority and status.

o News. The News tab lists messages from Citibank and other information sources. The
screen is divided into summary and detail sections. All messages are listed in the summary
section in the top half of the screen, which also displays the source of the message,
comments associated with the message, and its priority and status.

e Status. The Status tab lists all of your current and open CitiDirect items and their related
status. The items on this tab are listed for informational viewing purposes only.

Notes:

o All transactions with CB Failed status appear individually, and will remain in your Inbox for
nine calendar days.

e Torefresh the To Do, News, or Status tabs with the most recent data at any time, click the
Update Screen action button on the lower right portion of your screen.

To take action on an item on the To Do list:

1. Perform either of the following actions:

o Select the item you wish to act on. Click Go To.

e Double click the item you wish to act on.

2. The CitiDirect form needed for the selected item appears and the appropriate process tab
is active.

To view the details of a message listed on the News tab:

¢ Click a message. The Details section in the bottom half of the screen contains the details of
any selected message.
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CitiDirect Support Website

P
Click CitiDirect Support Website to go to the CitiDirect Online
Banking Web site (www.citidirect.com). The Web site offers B Bitect Slipar Webaie
information and news about CitiDirect, including Customer ChOL %50

Su_pport and a Learmpg Center,.where you can access Batch Reloase
training support materials at anytime - 24 hours aday, 7 daysa = Batch Authorize
week. '

Close

To log-out and close your CitiDirect Online Banking -
session, follow the steps below.
P Cloze u Freferences ” 7 Q @

1. Click Close to log-out and close all session browser
windows. A confirmation dialog box appears.

2.  Click Yes to exit CitiDirect Online Banking.

Note: For complete details on CitiDirect log-out procedures, refer to the CitiDirect Basics:
Getting Started Guide available in the Learning Center at www.citidirect.com.

Preferences

The Preferences feature in CitiDirect Online Banking enables you to customize CitiDirect for
the way you do business. The Preferences feature also enables you to access Favorite reports
and change your password. Found at the bottom of the CitiDirect navigation bar, Preferences
offers the options described below.

o My Preferences Select this option to change the CitiDirect assigned information that
appears in various fields on CitiDirect forms, and to change the process tabs that appear
when you access a service class. Using the My Preferences function you can do any of the
following to customize CitiDirect to meet your business needs:

0 Customize date and currency formats.
Create a list of frequently used accounts.
Select the form you wish to view when you first sign on to CitiDirect.

Customize the appearance of your navigation bar.

O O O O

Define the frequency of functions such as automatic report generation.

Note: For some service classes, such as General Trade PI, certain user preferences must
be defined before CitiDirect Reports and Inquiries can be run. For complete details
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on setting your Preferences, see the CitiDirect Basics: Setting Your Preferences
Guide available in the Learning Center at www.citidirect.com.

e Customizer Select this option to customize the CitiDirect Online Banking navigation bar to
your specifications.

e Change Password Select this option to change your CitiDirect password. This option is
available only if you are using a Secured Password.

o Favorite Reports Select this option to view a list of reports that you have designated as
Favorites. For complete details on Favorite Reports, refer to the CitiDirect Basics: Reports
and Inquiry Guide available in the Learning Center at www.citidirect.com.

Online Help

CitiDirect Online Help is available to provide you with detailed and helpful information about
using CitiDirect, including step-by-step instructions that guide you through basic functionality.

To access Online Help, click the question mark icon in the lower left corner of your
navigation bar and select Online Help or press the F1 key on your keyboard.

Administrator Contacts
Administrator Contacts information is conveniently accessible at the bottom of your screen

under the icon. Administrator Contacts allows you to print contact information for your
security managers so that you can notify them if you require additional access to navigation bar
services or service features. This option is only displayed if Display Access Administrator
List is set to Yes in Client Preferences.

To print your Administrator Contacts from anywhere within the CitiDirect application, follow the

steps below.

3. Click the at the bottom of your screen, and then click Access Administrator
Contacts.

Access Administrator Contacts I
2nline help
Privacy Statement

!
Cloze u Preferences || ? % ” g ”

The Access Administrator Contacts dialog box appears.

4. Select the Administrator Name from the Access Admin Contacts List and click Print.
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Access Administrator Contacts x|
Access Admin Contacts List
First Hame Last Hame
Admiristrator & First Name ST 2 L8 (e
Admiristrator B First Mame Administrator B Last Name
| | »
<« Rowd of 7== | (1)2) sorted columns

Cancel

The Print dialog box appears.

@eant 21|

General |Dpti0ns| Layoutl Papeh"QuaIityI

— Select Printer

Add Printer @Fax
Printer CD_P2
Printer CD_P3

< 2

Al e I Print ta e

Location: . .

Comment: HP 551 Fird Fririter... |
—Page Range

Murnber of copies: |1 3:
" Curent Page

[i ¥ Collate 2
Enter either a single page number or a single

page range. For example, 5-12

Erint I Cancel | Lpply |

5.  Click Print.

CitiDirect Basics: Comprehensive Guide 39 Citigroup Corporate and Investment Banking



Search Button
To perform a search on the current summary detail, follow the steps below.

Q

1.  On the CitiDirect Summary form, click the search icon to find specific records. The

Search Definition Dialog box appears

Search Definition Dialog x|

Sort Criteria

PrimarySort  [pene or Debit Party Name j|ascending j

Secondary Sort | | [ascending =]

Search Criteria

|»

Bene or Debit Party Name |StamS with j I

Cey Istarcs with j
Amt from || “’l
Pmit Method T j ACH Credit/GIRO :AI
ACH Debit
Advice To Receiwve
Eook Debit =l
Value Date from =1 =1 F—
|| A= A
Input Date from

|| ;o ﬁjto| ;o =~
4« »

m Advanced Search || Clear | Cancel

-

2. Enter your search criteria. Click Run Search. Your search results appear.

Note: For more information on how to perform a search, refer to the Right-Click On A
Summary Form section of this Guide.

Print Button

On the CitiDirect Summary form, select records and click the print icon S/ to print a summary
list of the selected records, including column headings and some details. This button provides
easy access to the same functionality as Print on the Other Options menu.
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Forms

There are two main form types in CitiDirect® Online Banking:

1. Summary Level
2. Detail Level

Summary Level Forms

CitiDirect Online Banking summary forms show summary level details for groups of records
within service classes. Summary forms vary based on service class, but most contain tabs and
action buttons that provide functionality. You can change the way information is presented on
most CitiDirect summary forms. For example, you can sort records, reposition columns, hide
columns, change default settings, and save your settings.

The availability of each tab on summary forms is determined by your Access Profile, which
details the actions you are authorized to perform within CitiDirect.

To sort all records on the summary form by column:
1. Click the heading of the column by which you want to sort the records.
2. All information on the summary form is sorted in ascending order (A to Z), based on the

data in that column. For example, if you click the column labeled Value Date, all records
in the summary list will be sorted from the earliest to the latest Value Date.

Note: If there are more than 400 items on a summary form, a notice appears to remind you to
click the More button to view the additional items.
To move columns on the summary form:

1. Position the cursor on the heading of the column you want to move. Click and hold the
mouse button.

2. Drag the column to its new location and then release the mouse button.

Right-Click Menu

The right-click menu available from your mouse provides many features designed to
conveniently streamline your workflow. This section provides an overview of the features
available on the right-click menu.

Note: When you right-click a summary form, the items available to you on the shortcut menu
depend on where your cursor is positioned.
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Right-Click A Column Heading

If you right-click a column heading, the shortcut menu enables you to Sort, Change Default
Columns, Change Column Titles, Change Default Sort, Save Settings, and Reset to
Default Settings.

oy
citi
CitiDirect®
Online Banking

Ik

- Payments

i+ Input From Preformats

- Gick Entry From Pref...

i Input Mesw Outgoing

- Modify

- Werify

- Authaorize

i Batch Authorize
- Authorize Offline

- Releaze
Batch Release
- Print Cheqgues
i Repsir
- Wi A
- All Reports
= Inquiries

i- Fund Fi Payments

-

Payments Summary

Offline Authorization

it Modify

Fund FX Payments Print Cheques Release Req'd [ Bat
Repair Re p ation Re Authorization Re

1

Creation Method

Editable
Editable
Editable
Editable
Editable
Editable
Editable
Editable
Editable
Editable
Editable
Editable
Editable

Editable

Template Preform

Template Preform
Tenplate Preform

Preform

Sort (ascending)
Sor (descending)

Change Default Colurnns

Change Column Titles
Change Default Sort

Tenplate
Tenplate
Tenplate
Tenplate
Tenplate
Tenplate
Tenplate
Tenplate
Tenplate
Tenplate

Tenplate

Preform

Preform

Save settings

3

Resetto default settings »

{1} Bene or Debit Party Hame

For Uszer
For Client

Preformat
Preformat
Preformat
Preformat
Prefornat
Preformat
Preformat

Prefornat

111
111
111
111
111
111
111
111

WALL
WALL
WALL
WALL
WALL
WALL
WALL
WALL

STREET
STREET
STREET
STREET
STREET
STREET
STREET
STREET

Notes:

e Most of the right-click functionality is also available through the action buttons on the

summary form.

¢ Right-click functionality available on the shortcut menu may differ based on the active form.

To Sort the summary items by column heading:

1. Right-click the column heading by which you want to sort. The shortcut menu appears.

2. Click Sort (ascending, A-Z) or Sort (descending, Z-A).
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To Change Default Columns:
You can select the columns you want to appear on the form by following the steps below.

1. Position the cursor on any column and right-click. The shortcut menu appears.

2. Click Change Default Columns. The Change Default Columns Dialog box appears.

Change Default Columns Dialog x|
(1) Column Hame . . . .
PY— - A'Y in the Display column indicates that
| the column is currently displayed on the
i ’ summary form. When this column is
Bank Details T selected, the button label below reads
Bene Def. / Indiw. Co. ID ke Hide Column.
Eene or Debit Party Acet ... 7T . . . .
- An N in the Dlsplay column |nd|c_ates
that the column is not currently displayed
B Dehi P Bank ... N .
sne or Debit Parey on the summary form. When this
Bene or Debit Party ID L) column is selected, the button label
Bene or Debit Party Naue T below reads Show Column.
Bene or Debit Party Tax Code N
Beneficiary Is u An A in the Display column indicates
Beneficiary or Delated De... N that the cqu_mn is always required and
cannot be hidden.
Coy N
== Rowy 3 of 47 == | (132) sorted columns
Save Cancel
Column

3. Select the Column Name you want to display/hide on the summary form and click
Hide/Show Column as appropriate.

4.  When finished, click Save. The Message dialog box appears.

5. Click OK to close the dialog box, and return to the modified summary form.

your changes for future work sessions, selectthe 'Save Settings' option

The changes you have made will apply to the current session only. To save ﬂ
frorn the custom options menu by right clicking on any column title.

To Change Column heading titles:

You may want to change column heading titles to something more specific to your work.

1. Position the cursor on the column title you want to change and right-click. The shortcut
menu appears.
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2. Click Change Column Titles.
The Change Titles Dialog box appears.
Change Titles Dialog x|
Creation Method Bene or Dehit Party Name d
| ! !
Coy Amt Value Date
| ! !
Pmt Method Pmt Type Pmt or Addenda Details
| ! !
Status Sub-Status Trans. Ref. Number
| ! !
Debit or Credit Account Number Bene or Debit Party Acct Humber Acct CCY
| ! !
Bank Details Equiv Amt Processing Date
| ! !
Priority Bene Ref. | Indiv. Co. ID Cust. Ref. Humber
| ! ! |
Printed Preformat Code Subsidiary Identifier
| ! !
EaE Cancel
3. Enter the new column title in the appropriate fields. Click Save.
Note: Any changed titles will appear in the language you selected during sign-on to CitiDirect.

To Change Default Sort order:

1.

2.

CitiDirect Basics: Comprehensive Guide

Position the cursor on a column heading and right-click. The shortcut menu appears.

Select Change Default Sort. The Change Default Sort Dialog box appears. In this
example, Primary Sort Order is ascending (A to Z).

Change Default Sort Dialog x|
Primary Sort Primary Sort Order

Secondary Sort

IBene or Debit Party MName j IAscending j

Secondary Sort Order

j I.hscending j

m Clear

Cancel

Select your Primary and Secondary Sorts, and Sort Orders. Click Save. Your new Sort
Order will be used for your current session. To make your new Sort Order your default

feature every time you enter the Service Class, use the Save Settings feature. For more
information on saving settings, refer to the To save your settings section on the next page.
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To Save your settings:
To make your changes the default settings for every session, follow the steps below.

1. Position the cursor on any column heading on the summary form and right-click. The
shortcut menu appears.

2. Select Save Settings.

Notes:

o If you are entitled to Allow grid customizations on behalf of Client, a small pop-up is
displayed when you place your cursor on Save settings or Reset to default settings.

o The choices are For User and For Client. To save settings for your own use, click For
User. To save settings as the default settings for your entire group, click For Client.

To Reset to the default settings:
1. Right click any heading on the summary form.
2.  The shortcut menu appears. Select Reset to default settings.

Right-Click On A Summary Form

If you right-click the main section of the summary form, the shortcut menu enables you to:
Search, Update Screen, Clear, and Deselect All.

citi
CitiDirect® Payments Summary
Online Banking
nb Ofﬂlne nuthnnzatlun Fund FX Payments Print Cheqgues Release Req'd
nbox
. 1y Repair Req'd Verification Req'd Authorization Req'd
= Payments
- Input From Preformats | Creation Method | {1} Bene or Debit Party Hame
i Quick Entry From Pref... Editable Template Preformat 111 WALL STREET
FInput Neve Oaaing Editable Tewplate Preformat 111 WALL STREET
S Editshle Template Preformat 111 WALL STREET
- Moddify
i Verify Editable Template Preformat 111 WALL STREET
P Editahle Template Preformat g — e
Autharize Search
Batch Authorize Editable Template Preformat Updste Screen
' Authorize Offline Editakle Template Preformat Clear
i Frict FCRayments Editable Template Preformat Dezelect &l
- Release -
H Editabhle Template Preformat EE
i+ Batch Releasze
; : Editable Template Preformat 111 WALL STREET
- Print Chegues
L Fepair Editable Template Preformat 111 WALL STREET
Wiewy Al Editable Template Preformat 111 WALL STREET
- All Reports Editahle Template Preformat 111 WALL STREET
= Inquiries =a Editshle Template Freformat 111 WALL STREET
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To Search for specific items on a summary form:

1. Position the cursor in the main section of the summary form and right-click. The shortcut
menu appears.

2. Select Search. The Search Definition Dialog box appears.

Search Definition Dialog x|

Sort Criteria

Primary Sort IBene or Debit Party Name jlascending j

Secondary Sort | j Iascending j
Search Criteria
-
Bene or Debit Party Name |Starts with j I N
Ccy Ist,art-s with jl
Amt from “ tul
Pmt Method e j ACH Credit/GIED :‘I
ACH Debit
Adwice To Receiwve
Eook Debit _'I
Value Date from =1 =1 —
“ A =
Input Date from =1 =1
“ ;o =~ tul ;s =i
— — -
1] D

3.  Enter your search criteria. Click Run Search. Your search results appear.

Note: Sort functionality is also available in the Search Definition Dialog box for all fields
presented on the summary form.
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Operators

The operators available for each field on the Search Definition Dialog depend upon the nature
of the field. For example, text fields can generally be searched based upon whether the data in
the field starts with, equals, or contains the value you specify on the Search Definition Dialog.
The specific filtering operators that are available, along with their functional meaning, are listed
in the table below.

Operator Select to:

contains Find all records that contain the specified value anywhere in the data value
of the field in the database.

equals Find all records where the data value of the field in the database is exactly
equal to the specified value.

is not equal Find all records where the data value of the field in the database is any
value other than the specified value.

starts with Retrieve all records where the data value of the field in the database begins
with the specified value

Notes:

e Search applies to all qualifying records in the database, not just to the records listed on the
summary form. After a search is applied, the summary form will list the maximum number of
records that it can contain that match the search criteria.

e For certain search parameters that present a list of possible values to fiTIh:ter on, you can
select multiple entries from the drop-down list using standard Windows ~ selection
techniques.

o The number of records that can be listed on the summary form may exceed the maximum
number that can be displayed without scrolling.

¢ Numeric and date fields can generally be searched based upon whether the data in the field
in the database is between a pair of values you specify on the Search Definition Dialog.

o To search for a single specific numeric or date value, enter that specific value as both the
starting and ending value of a range.

To Update the summary form with the most recent data:
1. Select Update Screen.

2. Position the cursor in the main section of a summary form and right-click. The shortcut
menu appears.
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To Clear a summary form:

To work in another type of form or with new data, you may want to clear a summary form by
following the steps below.

1. Position the cursor in the main section of the summary form and right-click. The shortcut
menu appears.

2. Click Clear.

To Deselect All records on a summary form:

1. Position the cursor in the main section of the summary form and right-click the mouse.
The shortcut menu appears.

2. Click Deselect All.

To select a sequential group of items on a summary form:

You can select more than one item to perform various functions at once on all those items,
including view details and delete.

1. Click the first item and hold the SHIFT key while clicking the last item.

2. Thefirst and last items, as well as all items in between, are selected.

To select a non-sequential group of items on a summary form:

You can select more than one item to perform various functions at once on those items,
including View Details and Delete.

1. Click the first item and hold the CTRL key as you click each subsequent item.

2. Each item you click is selected.

Detail Level Forms

Detail forms can only be accessed from within summary forms. Detail forms:
o Show all details of one record — library entry, transaction, report criteria.

¢ Show any corresponding actions that you need to perform.

¢ Allow you to manage and act on a single item or record at a time.
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Additional Form Features
—1

Cltl CitiDirect Support Website
CitiDirect®™ Payments Summary CDOL SS0O
Online Banking

e Offline Authorization Fund F¥X Payments Print Cheques Batch Release
il InputModify Repair Req'd Verification Req'd Au Batch Aulhunze
- Payments i
- Input From Preformats 1 Creation Method 1 {1) Bene or Debit Party Hame
Guick Entry Froen Pref... d

- Input Mew Outgoing

-~ Modify
- Werify
- Authorize
- Batch Autharize
- Authorize Offling
- Fund FX Paymerts
- Releaze
- Batch Release
- Print Chegues
i Repair
o wiese Al
- &l Reports
- Inquiries —

-
4] | | I
== Row 0of 0 == ‘ Right Click on column titles to customize| [1)(2) sofed colurng

Company Hame
Branch/Processing Location
Dehit Account Name
Charges Indicator

Cheque Humber

Due Date

Creator Name | Date | Time

= Send to Go to Other
Close ” Preferences " rd | q @ Repair Lelcte Detalls | Options

More Button

Click the More button to retrieve records without having to repeatedly scroll.
Note: The button is enabled only if there are more than 20 items available for viewing.

Action Buttons

Action buttons are found on the lower right of all CitiDirect forms. They provide functionality for
active forms and selected items. The Action buttons that appear on the screen vary depending
on the active form and service class.

Listed below are examples of Action buttons included on the Authorize tab of the Payments
Summary form.

e Authorize
e Send to Repair
e Delete

e Go to Details
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e Other Options

Date Spinner and Calendar Buttons

On forms and dialog boxes where date information is required, CitiDirect® Online Banking
provides date spinner and calendar functionality.

To use the Date Spinner:

1. Select the month, day, or year that you want to change.

* Yalue Date

=l
Ol/22/2003 ;Ij

2. Click the up arrow to advance the date or the down arrow to move the date back.

To use the Calendar Buttons:

3. Click the drop-down arrow to the right of a date field. A small calendar appears showing
the current month with the current date highlighted. Value Date is shown in this example.

* Yalue Date

olszzsz003 =H-

e /1D

=
[ ]
e

j E &5 7 & @ 10 11 =
1z 13 14 15 16 17 1s

* 12 20 21 22 23 24 25
26 27 28 2% 30 31

| ]l

4. Move between months by clicking the single left or right arrows at the top of the calendar.
The single left arrow moves back and the single right arrow moves forward, one month at a
time.

5. If you wish to change the year, click the left double arrows to move back and the right
double arrows to move forward one year at a time.

4| Decreases the month
1l Decreases the year
ﬂ Advances the month
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ﬂ Advances the year

6. When you have reached the correct month and year, click a day. The full date appears in

the date field.

Library Look Up

Libraries are CitiDirect Online Banking database tables that make completing forms and data
entry easy and fast. The Library Look Up button is the feature that accesses the database
tables. When information is selected from a Library Look Up list, the relevant information
automatically populates the current field and any related fields.

In this example, the Library Look Up features on the Payment Method form are shown.

Library
Look Up

Buttons

Payment Method

reformat Code

Y|

= Dehit Account Number / Currency f Name

A B AT T —

Do Look-up
Clear Hoy / Amount

[

W |

* _Payment Method

Payment Type

Al

Note: If a data entry field is populated and you want to include different information in that
field, you must clear the field before you can use the Library Look Up feature.

To use the Library Look Up feature, follow the steps below.

1. Position the cursor on the Library Look Up button, right click, and then select Clear. You
can also highlight the contents of the field and press DELETE on your keyboard.

2. Once the field you are looking up is clear, click the Library Look Up button.
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3. AlLibrary Look Up list appears. The Currency Library Look Up is shown in this example.
[

Py
Cltl CitiDirect Support Yyebsite
CitiDirect® Payment Detail UAT Test Client
Online Banking
Inbox 3 Currency Library Lookup . 5‘
- Payments _+| Payment Method
- Input From Preformats Prefortiat Codd {1} Currency Code Currency Hame
- Guick Entry From Pref... ﬂ LED TU.A_E. DIRHAM _AI
~ Input Resw Outgoing > ALL ALEANTA LEK
* Dehit Account N
AMD APMENTAN DRAM 7
- Moy ﬂ
: ANG NETH.ANTILLIAN GUILDER
- Verify * Payment Currer
- Buthorize ﬂ I_ l— ADA ANGOLA KWANZA e
- Batch Authorize A0N NEW EWANEA
2 . " = Payment Metho
Authorize Cffiine Aps ARGENTINIAN PESO
- Fund FX Payments ﬂ
ATS AUSTRIAN SCHILLING
- Release
- Batch Releaze ATD AUSTRALIAN DOLLAR
- Print Cheoues ATTG ADUEAN GUILDER
- Repair AzM AZEPBATTANIAN MANAT
el BAM EOSNIA & HEREAGOVINA
- All Reports
o BED EAREADOS DOLLAR
- Inquiries .
EDT EANGLADESH TAHA
BEF EELGIAN FRANC
EGL LEV
BGN EULGARIAN LEV
EHD EAHPAINI DINAE
BIF EURUNDI FRANC =
== Row 1 of 184 == | (1342 sorted columns
K || Search | Update Screen | More || Cancel
T * Required Field Return to Other
Close ” Preferences " ? Het Summary || Options

4. If the library list contains a large number of records, click Search to find the information
you need. A Search Definition Dialog screen appears.

Search Definition Dialog x|

Sort Criteria

Primary Sort ICurrencgr Code j Iascending j

Secondary Sort [ =|[asceanding v The gvallable sort and search
criteria vary based on the
nature of the data stored in

Search Criteria the library.

Currency Code Ist,art.s with j IU

Currency Name [.carcs wich j|

| Run Search Clear Cancel
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5.  Enter your Search Criteria. Click Run Search.
The Currency Library Lookup appears.

6. Select the currency you wish to use from the library. Click OK.

; Currency Library Lookup ﬂ
CRC COSTA BRICA COLON ;I
CaDr SERETAN DINAR
CWE CAPE WERDE ESCULO
CTP CTPRUS POUTND
CZE CZECH EORUNA
LEM DEUTSCHE MARE
LJF DJIEOUTI FERAMNC [
DFEE LDANISH ERONE
Lap DOMINICAN PES0
LDED ALGERIA DINAR
ECE ECTUALOR SUCERE
EEE ESTONIAN EROON
EGF EGTYPTIAN POUND
ERFM ERITEA MNAEFL
ESP SPANTISH PESETA
ETE ETHIOPIA EIRE
ETTR |EHU ETTRO |
FIM FINNISH MAPFFA
FID FIJI DOLLAR

hd
== Rowy 54 of 1584 == | (12021 =orted columns
Search Update Screen Cancel

The field you looked up is populated with the selection from the library. Any related fields,
such as description or address, are also populated as applicable.
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Online Help

CitiDirect Online Help is available in the CitiDirect® Online Banking application to provide you
with information for using CitiDirect and detailed step-by-step instructions that guide you through
platform and product functionality.

In Online Help, you can:

e Access the Table of Contents to find topics.

o Use keywords to access information.

e Search to find specific topics.

o Bookmark frequently referenced topics.

e Use folders to organize frequently referenced topics.

o Copy text into another application.

e Resize or move the help window.

¢ Print a topic.

o Browse through a series of topics arranged in a specific order (browse sequence).

Note: Online Help is available for CitiDirect Online Banking applications only. Certain service
classes (e.g., SpeedCollect, Insurance Letters of Credit, Citibank File Services) are

portal applications and are not hosted within the CitiDirect Online Banking platform and
are not supported with Online Help.

Accessing Online Help

Online Help can be accessed in the following ways:

¢ Clicking the icon at the bottom of your CitiDirect navigation bar and selecting Online
help.

¢ Pressing the F1 key on your keyboard from anywhere within the CitiDirect application.

access Administrator Contacts
Cinline help
Privacy Statemert

Close | Preferences ? |

CitiDirect Online Help is form context sensitive. This means that the help topic that appears is
related to your current CitiDirect task and the placement of your cursor on a CitiDirect form. If
you are not using a CitiDirect form when you access Online Help, the Navigation Bar Service
Classes help topic appears.
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To ensure that you retrieve Online Help for your current CitiDirect task, click the mouse
anywhere on the CitiDirect form you are using, and then access Online Help. Help window
containing information relevant to the form you are using appears.

Click Show Contents to navigate through CitiDirect Online Help and view additional Online
Help information.

Navigation Bar Service Classes

Categories, listed on the navigation bar, organize serice classes into logical groups. Sewice classes provide access to the various functions that you can perform using
CitiDirect. Senice class availability varies based on your Solution Package and Access Profile.

Click j to the left of a category for a description of its functionality. Click jtn close the description drop down
:‘ Inhox i
||
Access Management
:‘ All Reports
= .
Inquiries
1‘ Maintenance

LI Payments

v
_‘ Process

Administrative Messages
Canada ACH Tax and Utility Payments

Cash Concentration
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Navigating Online Help

When you click the Show Contents button at the top left of the Online Help window, the window
divides into three panes.

e LiniDirect ™
< 1 2 m— B Saine Bankine
Mavigation Bar Service Clagaes Il
11 Mawlysting in CRiGrect A g
7 mifwinating in CibDinect
g Survanary Level Forms: Catagonesg, ligted on (he feanalion har, Orgamize gamee clesdad inld Ingicy grogges. Semice classes peovde aecase 1o The vwaenous
Hetsl Level Foames Tunchones thag you can pailanm wsing Cllilime), Semacs dass svaiabibly vares Basad on woir Sobbon Packans aind Access
1L She Cititnrect Mmvigation by Pl
@ Service Clayses
Inhi:
O e Tp— Click j 1a the kel of & category for a description of its fnctionalty. Click jl-c clasa thwe descrplion drop down
Iy
Harenance -
Piabijag J Inkox
Wrplet
Supgurt Serviess :J Home
Trarfack
Priffrences b
Citihrect Dnfine Help J.ﬂm Manaqement
3 4 j Inquinyg 5
-‘:J Eaimtgnance
j Process
j Report
:J . %
Suppodt Sanices
j Trarsact
Click o the image of a navgalion bar Gtton for 3 descriplion. Click the bulton a second lime Lo dase b descoplion drop down =

The Content, Index and Search tabs and Search Box appear in the top pane, a list of help
topics appears in the left pane, and the help page related to the topic you are currently working
on appears in the right pane. All three panes become visible after you click the Show Contents
button.

You can hide the left pane by clicking Hide.
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The elements of the Online Help panes are explained in the table below.

Element Description
1 Content, Index, and Search tabs — Used to browse through topics by category,
keyword, or full-text search.
2 Search Box — Used to perform a full-text search at any time.
Browse sequence buttons — Used to move through a series of related topics in the
3 Table of Contents.
e Previous
e Nex t
Note: Browse sequence buttons are available only if there are topics related to the
current topic; otherwise they are grayed out and unavailable.
4 Hide button — Used to hide the left pane.
Note: To show the left pane, click either the Content, Index, or Search tab.
5 Online Help Topic — Content related to the topic selected in the left pane.

The Contents Tab

The Contents tab allows you to browse through topics by category.

Find and display Online Help information using the Contents tab by following the steps below.

1. Click the Contents tab. A list of “books” appears in the left pane.
e There is one top-level book related to each service class.
2. Click a book title to view its contents.

¢ A book may contain sub-books or multiple pages.

e To close a book, click the book title.
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[ contents T index | Search |

CitiDirect®
Online Banking

“Search- @

[Fevi] il
Type in the keyword to find:
[navigating

arCrOTraT T

NAURU =]

Navigation Bar Service Classes

Categories, listed on the navigation bar, organize service classes into logical groups. Service classes provide access to the various

Mavigation Bar

NC Currency | Actuate Report Viewer
NCU

NE
NEPAL

Net Credit

Met Currency P
Net Mavement
Met Position

Net Position A 1 execute client linkage
METHERLANDS

Submit with Preformat
The Help Window

functions that you can pedform using CitiDirect. Sewvice class availability varies based on your Solution Package and Access

:gviuatiu" Bar apnut CitiDirect Online Halp
My Preferences Global Criteria

Mavigation Bar Service Classes
Net Balance cu SuWbmit and Create Preformat

To create your own custom men for the CiiDirect navigation bar

Profile

for & description of its functionality. Click jln close the description drop down

NETHERLANDS ANTILLES

Metting Accounting Reports
Metting Anomalies Report

Metting Bank

Netting Bank Details Library Sumn
Metting Calendar

Netting Calendar Input Detail Forn_|
Metting Calendar Library

Metting Calendar library profile
Netting Calendar Library Summary
Metting Calendar Modify Detail For
Netting Calendar Report

Metting Calendar Summary Form
Netting Calendar Summary Library
Metting Calender

Netting Center Bank Details
Metting Center Bank Details Librar
Netting Center Bank Details library
Netting Center Bank Details New D
Metting Center Bank Details OR To

= inguisi
Inguiries

j Maintenance
j Payments

j Process

Administrative Messages
Canada ACH Tax and Utility Payments

Cash Concentration

Il

Nettina Center Bank Details Reu_urlll
4 »
€

[

|5 |@ Trusted Internal

3. Click a page to view help text related to that topic. The help text appears in the right pane.

Helpful Hints

CitiDirect Basics: Comprehensive Guide

Books represent categories or chapters.

Pages represent topics or individual units of information.

When you click a closed book, it opens to display sub-books and pages.
When you click an open book, it closes.

When you click a page, the topic appears in the right pane.

Use the scroll bar to view all information, if necessary.

Or
@l [7]
wl—

gandg

Adjust the relative widths of the left and right panes by clicking and dragging the divider

between them.
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The Index Tab

The Index tab displays a list of keywords that are associated [ Search |
with topics in CitiDirect Online Help. Similar to an index at — =
the back of a printed book, the CitiDirect Online Help Index il [l
directs you to specific topics by keyword. In CitiDirect Online | Type in the keyword to find:
Help, the Index entries are sorted alphabetically. [navigation
Find and display Online Help information using the Index tab —
by following the steps below e e S =
y g P . Navigation Bar Service Classes
NC
1. Click the Index tab. NC Currency
NCU
2. Search for a topic by typing the keyword into the field :EPAL |
provided and press the Enter key on your keyboard. Net Balance Currency
The Index scrolls to relevant topics. Net Credit

Met Currency Position
Net Movement

Met Position

Met Position Anmount

3. Click a topic. If a topic has multiple, related pages, those titles appear in a dialog box.

[ Contents Y niex Y Search )
Previous] ew)

Type in the keyword to find:

Inavigatinn|

N

Navigation Bar| apot CitiDirect Gnling Help  <——

NC ’

NC Currency Actuate Report Yiewer

NCU Wy Preferences Global Criteria
:EPAL Mavigation Bar Service Classes
Met Balance Cu Submit and Create Preformat
Net Credit Submit with Preformat

Net Currency P
Net Movement The Help Wincos

Met Position To creste your oven custom menu for the CitiDirect navigation bar

Net Position Ar 75 ovecite client linkage
METHERLANDS

4. Click a page title within the dialog box. The related help text appears in the right pane.
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The Search Tab

The Search tab allows you to look for words and locate all topics containing those words. Full-
text searching looks through every topic in CitiDirect Online Help to find matches.

Find and display Online Help information using the Search tab by following the steps below.

1. Click the Search tab.

2. Type the word or phrase you want to find and either [ Index |

click Go or press the Enter key on your keyboard. A —

list of all topics containing the specified words [Previous| [Next]

appears. Type in the word(s) to search for:
|Online Help (GO

Note: The word may not appear in the topic title; it
can be within the text of the help file.

3. Click a topic. The help text for that topic appears in the right pane.

CitiDirect ®
[ Contonts ¥ invex ¥ Soarch Ere @  Gline Banking
Previoss [Nex]

Type in the word(s) to search for:
|online Help (GO

About CitiDirect Online Help

About CitiDirect Online Help CitiDirect® Online Help provides information for using CitiDirect® Online Banking, including step-by-step instructions that guide you
CitiDirect Help! through basic functionality.

Custom
Event Notifications T H .
Getting Help To access CitiDirect Online Help:
Import File Inquiry: Criteria Tab
My Preferences * On the navigation bar, which appears down the |eft side of the CitiDirect desktop, click ? and then click Online help.
Mavigating in CitiDirect
MNarigating Tips
Mavigation Bar Service Classes + Onthe keyboard, press the F1 key
Preferences
Resource Center
The Help Window A help window, containing information relevant to the active form, appears.
The Index Tab

The Search Tab Click here for information on the help windaw

To move or size the help window
To print a help topic

@ 2006 Citibank, MN.A. &1 rights reserved.
CITIBANK, CITIDIRECT, WiORLDLIMK, CITIGROUP, and the Umbrells Device are trademarks and service marks of Citigroup or its affiistes and are used and
registered throughout the watld.

Notes:

e A basic search consists of the word or phrase you want to find.

e Searches are not case-sensitive; you can type words in uppercase or lowercase letters.
e You can search for any combination of letters (A-Z) and numbers (0-9).

e Searches ignore punctuation marks such as the period, colon, semicolon, comma, and
hyphen.

e The Search box in the top right of the Online Help window offers the same functionality as
the Search tab.
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Additional Online Help Functionality

CitiDirect Online Help provides additional functionality. The following section tells you how to:
o Copy a help text into another application.

o Move or adjust the size of the Online Help page.
o Adjust the size of the panes of the Online Help page.
¢ Print Online Help content.

o Use browser sequence buttons.

Copying Help Text Into Another Application

1. Make sure that the help content you want to copy is displayed in the help window.

2. Using the mouse, highlight the text you want to copy. To select all of the text, position the
cursor on the help text, right-click, and then click Select All.

3. Right-click the highlighted text and select Copy. The topic is now copied to the clipboard.
4.  Open the file where you want to paste the text.

5. Position the cursor where you want the text to appear, right-click, and then click Paste.

Moving or Sizing a Help Window

To resize an Online Help window:

1. Place the mouse pointer on any edge of the help window. The mouse pointer becomes a
double-headed arrow.

2. Drag the edge with the double-headed arrow until the window is the desired size.

To resize the panes of an Online Help window:

1. Place the mouse pointer on the window divider between the panes. The mouse pointer
changes to a double-headed arrow.

2. Drag the divider with the double-headed arrow until the panes are the desired size.

Note: Resizing one pane affects the size of the other pane. For example, if you enlarge the
left pane, the right pane becomes smaller.
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Printing Online Help Content

Topics and information can be printed directly from CitiDirect Online Help. You can print content
from:

e A Help Window;
e The Table of Contents;
e A Pop-up Window.

Printing Help Text from a Help Window
1. Make sure that the help content you want to print is displayed in the help window.

2. On the Microsoft® Internet Explorer menu, click File, and then click Print.

File |Edit Wiew Faworites Tools  Help

M 3
Qper. .. ChrlHHD
Edit with Microsoft Word For Windows

SavE (e
Save As...

Fage Setap. ..

Ckel4P

Send »
Import and Export...

Properties
Wiark OFfline
Close
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The Print dialog box appears.

General |Dpti0ns| La_l,loutl F'aper.-’ﬂualit_l,ll

2]

r Select Printer

Add Printer
Printer CD_P2
Printer CD_P3

4

Statug: Ready
Location:

Comment: HP &SI

@Fax

I

™ Print to file

Find Frinter... |

— Page Range
& Al
7 Selection © Curent Page

" Pages: I'I

Enter either a zingle page number ar a single
page range. For example, 5-12

Murnber of copies: |1 33

= [Callate ﬂ ﬂ

Frint I

Cancel | Spply |

3.  Select the print options you want and click Print.

Notes:

o If the screen is split with Contents, Index, and Search tabs showing, you must make the
help page active (i.e., selected for printing) by clicking anywhere in the right pane.

¢ If a topic includes an expanding or drop-down hotspot, click the hotspot to display the
information before you print. Click an expanding hotspot to close it.

e You can also print by clicking the Print button of the Microsoft Internet Explorer toolbar or by
simultaneously pressing the CTRL + P keys on your keyboard.

J File Edit Wew Favorites Tools Help

« = @ 7t Q@ & @ @ Bl & |«
Back Forwatd Stop Refresh Home Search  Fawarites  Hiskory GET Prink Edit Discuss
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Printing Help Text From the Table of Contents

1. Inthe left pane, position the cursor on the topic you want to print, right-click, and then
select Print Target. The topic does not have to be displayed in the right pane.

Open
Cpen in Mew Window
= Tacab
=
Print Target
LAl
oy
Copy Shorbcuk
Paste
Add to Favarites, ..
Properties
The Print dialog box appears.
General |Dptions| Layoutl Paperf&ualityl
r— Select Printer
Add Printer @Fax
Printer CO_P2
Printer CO_P3
‘ 3
Statuz:  Feady [ Print ta file
Location: : :
Cormment: HP 55| 4|Fmg| Printer...
— Page Range
&4 MNumber of copies: |1 3:
€ Selection. € Curent Page
" Pages: |1 ¥ Callate
Enter either a gingle page number or a single
page range. For example, 512
FErint I Cancel | Lpply I

2. Select the print options you want and click Print.

Notes:

¢ If a topic includes an expanding or drop-down hotspot, click the hotspot to display the
information before you print. Click an expanding hotspot to close it.

e You can also print by clicking the Print button of the Microsoft® Internet Explorer toolbar or
by simultaneously pressing the CTRL + P keys on your keyboard.
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J File Edit  Wiew Faworites  Tools  Help

« . = . @ fa}
Back Farward Stop Refresh  Home

Qe o

Search  Favorites

3

Hiskary

Edit

B

Mail

Discuss

Prink

Printing Information from a Pop-up Window

3. When you click an underlined term within a help topic, a pop-up window containing a
definition of that term appears. Place the cursor within the pop-up window, right-click, and

then select Print.

Back
Forward

Save Background &s. ..

Set as Wallpaper
Copy Background

Set as Deskkop Ikem. ..

Select Al
Paste

Create Shortcut
&dd ko Favorites. ..
View Source

Encading

k

I

P.El rt-'bi |

Properties

The Print dialog box appears.

CitiDirect Basics: Comprehensive Guide

65

Citigroup Corporate and Investment Banking



@eant 2|

General | Dptionsl Layoutl Papera"QuaIit}lI

r— Select Printer
Add Printer @Fax
Prinkter CD_P2
Prinker CO_P3
‘ »
Status: Feady I~ Frirt to file
Location: - -
Comment: HP B5I 4|Fmg A
— Page Range
Lo Murber of copies: |1 3:
€ Selection. € Curent Page
" Pages: |1 ¥ | Callate
Enter either a single page number or a single
page range. For example, 512

Print I Cancel | Apply |

4.  Select the print options you want and click Print.

Note: To close a pop-up window, click inside it.

Printing a Portion of the Help Text
1. With the topic displayed in the help window, highlight the text you want to print.

2. On the Microsoft® Internet Explorer toolbar, click File and then click Print.

File |Edit View Favorites Tools  Help

M F
Cpen. .. Chrl+0
Edit with Microsoft Word For Windows

Save Chrl+5
Save hs...

FEOE JE O

Chrl+P

Send 3
Impart and Expart. ..

Properties
Work Offline
Close

The Print dialog box appears.
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(@rnt 2
General |Dpti0ns| Layoutl Papeh"QuaIityI

— Select Printer

Add Printer @Fax
58 Printer CD_P2
Printer CD_P3

i
Status:  Ready [ Print to file
Location: = :
Comment HP 551 Find Printer...
—Page Range
La) Murmber of copies: |1 3:

¢ | Current Page

" Pages: 1 ¥ Cillate :
Enter either a zingle page number or a single 1

page range. For example, 5-12

Erint I Cancel | Lpply |

3. Inthe Print Range section in the bottom left corner, select Selection, and click Print.

Note: If a topic includes an expanding or drop-down hotspot, click the hotspot to display the
information before you print. Click an expanding hotspot to close it.
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Using Browse Sequence Buttons

The Previous and Next browse sequence buttons appear in the left pane just below the
Contents, Index, and Search tabs. Use the buttons to move through a series of related topics
in the Table of Contents.

e To go to the next topic in the series, click the Next
button. [ Soarch |

e To go to the previous topic in the series, click the Mext
Previous button.

Note: Browse sequence buttons are available only if there are topics related to the current
topic.
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Setting Your Preferences Overview

The Preferences functionality in CitiDirect® Online Banking allows you to customize CitiDirect
for the way you do business.

Found at the bottom of the CitiDirect navigation bar, Preferences consists of the following
options:

o My Preferences: Select this option to specify information that appears in various fields on
CitiDirect forms and the process tabs that appear when you access a service class.

e Customizer: Select this option to customize the CitiDirect navigation bar to your
specifications.

o Change Password: Select this option to change your CitiDirect password. This option is
available to users with Secured Password access only.

o Favorite Reports: Select this option to manage recently run reports, as well as to schedule
and run frequently used reports. For complete details on Favorite Reports, refer to the:
Reports and Inquiry sections of this Guide available in the Learning Center at
www.citidirect.com.

CitiDirect Online Banking provides some pre-defined user preference settings for the values that
appear on CitiDirect forms, which you can change to reflect your personal preferences. For
some service classes, such as General Trade PI, specific user preferences must be defined
before CitiDirect Reports and Inquiries can be run. Information on these required settings can
be found in the individual product Guides available in the Learning Center at
www.citidirect.com.
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CitiDirect Customer Support

In addition to Online Help, the CitiDirect Customer Support resources described below are
available to you.

www.citidirect.com Our Web site contains FAQs, which address both the use of the
application and the Web site. The Web site also offers the Learning Center, referenced in this
Guide, where you can access training support materials at anytime — 24 hours a day, 7 days a
week.

Customer Service You can contact our CitiDirect Online Banking Service Representatives
who are available to support your technical needs, as well as to assist you with general
CitiDirect questions. For a list of representatives in your area, go to the Contacts section of
www.citidirect.com.

My Preferences

The My Preferences function can be used to do any of the following in order to customize the
CitiDirect Online Banking application to meet your business needs:

e Customize date and currency formats;

o Create a list of frequently used accounts;

o Select the form you see once you have signed on to CitiDirect;

o Customize the appearance of your navigation bar;

o Define the frequency of functions such as automatic report generation.

Note: User-defined preferences can be set at a global or service class level. Global level
changes are applied to all forms. The amount format and the date format are examples
of Global preferences. Service class level changes affect only a particular service

class, such as setting your preferred debit or credit account or the ordering party for
Payments.
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Viewing Your Current Preferences Settings

View your current Preferences settings by following the steps below.

1. Atthe bottom of your CitiDirect Online Banking navigation

bar, click Preferences and then click My Preferences. Wi EIErEnees

The My Preferences form appears.

Customizer
Favorite Reports

Cloze || Preferences ?

2. Inthe Service Class Name field, click the drop-down arrow and select a service class.
The service classes that are listed are based on your Solution Package and Access
Profile. In this example, Asia Direct Debits Inquiry is selected.

Carn )
C|t| CitiDirect Support Website
CitiDirect® My Preferences CDOL S50
T
Inbox -
W Service Class Name
L All Reports |Asla Direct Debits Inquiry j
Hingities Please select from the available preference criteria Current preference criteria values
E] YElran:.h Code ) ) ) =] '_Elrar.v:P;CudE -
I Receiving Branch Name [ ¥ Receiving Branch Name
¥ Account Mumber * HONG KOMG CITIBARNK
I S Receiving Account Number Elw Accourt Mumber
[l Customer Base Mumber = Receiving Account Mumbsr
‘. Customer Number « None Specified
= w Customer Base Number
[+ Customer Number
* Mone Specified
All available preference criteria for the Any corresponding CitiDirect
selected service class appear in the defined preference settings appear
Please select from the available in the Current preference criteria
preference criteria list box. values list box.
Close | Preferences ’_‘7_1| & | Submit | Reset (;“p':i’:“s
Note: To print your preferences for the selected service class, click Other Options, and then
click Print.
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Specifying Your Preference Settings

CitiDirect Online Banking establishes initial preference values, which you can change to meet

your specific business needs. Preferences can be set at both a global level (across all service
classes and forms) or at the service class level (for a particular service class only). You must

set and save preferences for each service class individually.

Specify your Preferences settings by following the steps below.

My Preferences
1. Atthe bottom of your CitiDirect navigation bar, click Customizer
Preferences, and then click My Preferences. Favarite Reports
Cloze Preferences \il
2. The My Preferences form appears.

3. Inthe Service Class Name field, click the drop-down arrow and select a service class. In
this example, the Global service class is selected.

Iy
C|t| CitiDirect Support Website
CitiDirect® My Preferences CDOL SS0
Online Banking
Inbox
< Semvice Class Name
= Pay 1=
- All Reports Jercmar -]
= Inquiries
Please select from the available preference criteria Current preference criteria values
£l Regional Settings: = - Regional Settings
i -+ DateFormat [l Date Farmat
H * Amount Format = MMDDAYYYY (012141993 )
Bl Other - Amourt Format
i v + Default Menu Cplions - = English (LIS, Lk)
+ Default Application - Cther
- + Contirmation Message Display Options [l Detauit Menu Options
* Refresh Summary Options - Defaut
* Inbox Applications [ Detault Application

+ Use flat menu structure « Welcome Screen
- Confirmation Message Distlay Optiorss

- * Reuire Liser to Remove Displayed Confirmation Messages
Bl w Refresh Summary Options

-+ Refresh SUmmary Yisw on intial navigate only

- Inbox Appiications
* Global
-+ Reporting
£l Use flat menu structure.

All available preference criteria for the
selected service class appear in the

Any corresponding CitiDirect

defined preference settings appear
in the Current preference criteria
values list box.

Please select from the available
preference criteria list box.

Other
Options

Submit || Reset

Ciose || Preferences | 7
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4. From the Please select from the available preference criteria list box, select the criteria
you want to set. In this example, Date Format is selected.

Service Class Name

IGlobal j
Please select from the available preference criteria Current preference criteria values

= T o E|v Regional Settings
w Date Format

<o WMDDAYYYY (017211999
: w Amourit Format
-+ Default Menu Options L s MNone Specified
Default Application E|v Cther
Confirmation Message Display Options w Default Menu Options
Refresh Summary Options -+ Default
E Inbox Applications w Default Application
L s flat menu structure -+ Global - YWelcome Screen
~w Confirmation Message Display Options
-+ Require User to Remove Displayed Confirmation Messages
w Refresh Summary Options
-+ Refresh Summary View on initial navigate only
w Inhox Applications
-+ Global

-+ Reporting
 Usze flat menu structure
fes Mo

@ Submit || Reset Oth?r
Options

A Criteria for. . . dialog box appears. All available values are listed, based on your
Access Profile. The Criteria for Date Format dialog box is shown in this example.

Note:  The content of the dialog box varies based on the criteria selected.

5.  Select your preference and click OK. In this example, MM/DD/YYYY is selected as the
preferred format for dates.

3 Criteria for Date Format

6. Repeat steps 3 and 4 until all Date Fo
criteria have been specified for VTR § GRJBIJNEED §
the current service class. As you PRARLCE ¢ 2170174385 0
select and set your preferences,
they appear in the Current
preference criteria values list ok | Update Screen Cancel
box on the right. -

TYVy/MMADR [ 1995/01/21 )

==Row 1 of 3== | (1)(2) sorted columns

7. If you want to specify your preferences for another service class, click the down-arrow in
the Service Class Name field and select another service class. Do not click Submit
until you have specified preferences for all service classes for which you wish to set
preferences.
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8. A Save Changes? dlalog box appears to x|
remind you to save your changes before —

going on to the new service class. Click Yes
to save your preferences for the current
service class.

Do you want to save the changes you have made?

Yes 0

9.  When you are finished specifying preferences for all the desired service classes, review
the Current preference criteria values list box on the My Preferences form for accuracy,

10. Click Submit to process all preference settings.

Submit

An Information dialog box prompting you to log out and restart CitiDirect appears.

11. Click OK to close the dialog box.

/23 Information x|

Preferences Changed.

The changes you have just made to your preferences may not be in
effect until you choose Close on the Mavigation Bar to Logout and
restart CitiDirect.
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12. Close your browser and restart CitiDirect for your preference settings to take effect. You
can continue to work in CitiDirect without restarting; however, your preference setting
changes take effect only after you have logged off and started a new CitiDirect Online
Banking session.

Notes:

e To reset a preference to the CitiDirect-defined setting, select the preference in the Current
preference criteria values list box and click Reset to Default.

o To reverse all changes that have been made, click Reset.

e For information about available preference criteria for each service class, click to
access Online Help.

CitiDirect Welcome Screen

The Welcome to CitiDirect® Online Banking screen is the first screen that appears each time
you sign on to CitiDirect. To personalize your CitiDirect experience and work more efficiently,
you can select a customized main screen. This customized main screen will appear each time
you sign-on to CitiDirect, replacing the Welcome to CitiDirect Online Banking screen. You
can make this change using the Preferences feature. The Welcome to CitiDirect Online
Banking screen continues to appear until you select and submit a preference to personalize
your main screen.

Select your Customized Main Screen by following the steps below.

My Preferences
1. At the bottom of your CitiDirect navigation bar, click Customizer
Preferences, and then click My Preferences. Favorite Reparts

Close || Preferences | 7 |

The My Preferences form appears.
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Application.

2. Inthe Service Class Name field, click the drop-down arrow and select a service class. In
this example, the Global service class is selected.
-

Service Class Name
IGlobal j
Please select from the available preference criteria Current preference criteria values
E| w Regional Settings E|v Redional Settings
E + Date Format Date Format
« Amourt Formst e « MMDDAYYY (017211983 )
Cther Amount Format
Eefauthdeou Cintion b e Mone Specified
" o e s sage Display Options Default Menu Options
+ Refresh Summary Options + Default
* Inbox Applications Default Application
e v g flat menu structure *+ Global - Welcome Screen
Confirmation Message Display Options
----- * Require User to Remove Displayed Confirmation Messages
Refresh Summary Options
----- + Refresh Summary View on initial navigate only
Inbox Applications
*+ Global
* Reporting
|- Uze flat menu structure
fes Mo
. Other
@ ‘ Submit || Reset Options
3. From the Please select from the available preference criteria list box, select Default

A Criteria for. . . dialog box appears. All available values are listed, based on your
Access Profile. The Criteria for Default Application dialog box is shown in this example.

Note:  The content of the dialog box varies based on the criteria selected.
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4.  Select your preference and click OK. In this example, Payments — Input New Outgoing
is selected as the default application.

4} Criteria for Default Application x|
{1) Default Application
Payments — Batch Release ;I

Pavments - Fund FX Payments
Pavments — Input From Preformats

Payments - Input New Incoming

Payments - Input New Outgoing

Pavments - Modify

Payments — Print Checues

Pavments - (uick Entry From Preformats
Payments - RBelease

Payments - Repair

Pavments - Verify

Pavments - Wiew All

Payments Serwices

Trade Likraries - Library Maintenance
Transaction Detail Advice Incuiry
Transaction Float Summary Ingquiry
Transaction Summary Ineuiry

User Entitlements

Uszer Profile —

==Row 24 0f 38 == | (1){(2) sorted columns

OK Update Screen Cancel

5. A Save Changes? dialog box appears to remind you to save your changes. Click Yes to
save your preferences for the current service class.

x

Do you want to save the changes you have made?

Yes 0
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6. Review the Current preference criteria values list box on the My Preferences form for
accuracy and click Submit to process all preference settings.
.|
Service Class Name
IGlobal M
Please select from the available preference criteria I Current preference criteria values
E|v Regional Settings E| w Regional Settings
+ Date Format w Date Format
o Amount Format o MMDDAYYY (01/21/1999)
Cther - Smount Format
+ Default Menu Options BB + Mone Specified
+ Default Application E|v Cber
+ Confirmation Message Display Options = Default Menu Options
+ Refresh Summary Options o Detauf
*+ Inbox Applications Default Application
s Use flat menu structure -+ Payments - Input Mew Outgoing
R e ) o s A
-+ Require Uzer to Remove Displayed Confirmation Messages
Refresh Summary Options
-+ Refresh Summary “iew on inttial navigate only
Inbox Applications
-+ Global
-+ Reporting
Use flat menu structure
Lo Mo
_ Oth
@ Submit Reset Opt:)rns
An Information dialog box prompting you to log out and restart CitiDirect appears.
7. Click OK to close the dialog box.
8. Close your browser and restart CitiDirect to  E-MAuI X
make your preference settings take effect. HiEpente s Lhsnoed:
You can continue to work in CItIDII’eCt The changes you have just made to your preferences may not be in
. . . effect until you choose Close on the Mavigation Bar to Logout and
without restarting; however, your restart GitiDirect
preference setting changes take effect only
after you have logged off and started a new
CitiDirect Online Banking session.
Notes:
e To reset a preference to the CitiDirect-defined setting, select the preference in the Current
preference criteria values list box and click Reset to Default.
o Toreverse all changes that have been made, click Reset.

CitiDirect Basics: Comprehensive Guide 78 Citigroup Corporate and Investment Banking



My Preferences Criteria for Global Settings

The table below shows the Available Preference Criteria at the Global level for which user-
defined settings can be specified.

Preference |Available Description CitiDirect-Defined
Category Preference Settings
Criteria
Regional
Settings
Date Format The date format on all CitiDirect forms. MM/DD/YYYY
Amount Format The currency format on all CitiDirect forms. None Specified
Other
Default Menu The menu that appears on the navigation bar, either Default |Default
Options or Custom.
Default Application | The application shown when you sign on to CitiDirect. Inbox
Confirmation The method of confirmation message removal: Require User to
Message Display e Require User to Remove... Remove ...
Options e Require System to Remove...
e Display No Confirmation Messages.
Refresh Summary | The method for refreshing the summary screen: Refresh Summary View
Options e Always Refresh Summary View on Initial Navigate Only

e Refresh Summary View on Initial Navigate Only.

Inbox Applications | The applications used to populate the Inbox To Do tab with | Global, Reporting
items in your workflow queue that require action on your part
before they can be processed by Citibank.

Use flat menu Select the "Use flat menu structure” check box if you want to |If you are part of a client
structure use the single-level version of the navigation bar. This that has been defined in
version of the navigation bar eliminates Service Categories | Client Configuration as
and allows you to access Service Classes directly from the | one that will always use
first level of the navigation bar. the simple CitiDirect
user experience, the
user preference value is

The default is No (Not Selected); however, you can select ignored and the single-

Yes for this option. level version of the
navigation bar is always
used.

Additional Available Preference Criteria, listed by service class, is available within Online
Help.
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Customizer

Use the Customizer feature to tailor the CitiDirect® Online Banking navigation bar to meet your
business needs. A customized navigation bar enables easier access to the service classes that
you use most frequently.

With Customizer, you can:
e View only those service classes you use.

e Arrange the list of service classes in an order that is convenient for you.
e Create your own categories to group service classes.

e Rename service classes and categories to meet your needs.

Notes:
e Your Custom Menu is unique to your Sign-on ID.
e You can create only one Custom Menu, which is named Custom View.

e Your Access Profile determines which service classes are available to you.

Troubleshooting and the Custom Menu

If you are using a Custom Menu, you should change your preferences back to the Default
Menu before you contact the CitiDirect Online Banking Help Desk to troubleshoot any CitiDirect
Online Banking issues.

If you do not change back to the Default Menu, the Support Technician will not be able to
reference the same navigation bar during your session. For more information on restoring the
Default Menu, please refer to the Returning Your Navigation Bar to the CitiDirect-defined Menu
section in this Guide.
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Customizing Your CitiDirect Navigation Bar

Customize your CitiDirect Online Banking navigation bar by

following the step below.

e At the bottom of your CitiDirect navigation bar, click

Preferences and then click Customizer.

My Preferences
Customizer

Favorite Reports

Cloze || Preferences ?

The Customizer form appears. This form is divided into two sections, the Current Menu

and the Custom Menu.

Customizer

CLIENT COMPANY

Custom Menu Name

ICust,om View

H- b Paymerits -
[ b &l Reports
- b Inguiries

Current Menu Custom Menu
; o Wy Payments
Inpautt Merye Outgoing

——— The Current Menu contains all CitiDirect —d The Custom Menu list on the right
categories and related service classes to
which you are entitled.

\

contains the service classes and
categories that you want to see when

you sign on to CitiDirect. If you have
not created a custom menu, the
Custom Menu list box is empty.

Adding a CitiDirect Category or Service Class to Your Custom Menu
Add a category or service class to your Custom Menu

Customizer
by following the steps below. You can add an entire —

category or individual service classes to your custom Icuswm Menu Name
Custom View
menu.
C_urrentMenu
1. From the Current Menu list box, find the T ol =
category or service class you want to add to your * Quick Ertry From Prefortits
custom menu. Click the plus sign (+) to the left of A
a category to see all service classes. In this e
example, Quick Entry From Preformats under i
Payments is selected. <+ mthorizs Offine
¢ Fund FX Paymernts
-+ Releaze
2. Click Add to Custom Menu. B
-+ Repair
e Mgy Al
To select more than one category or service e pots
class, hold the CTRL key as you click to select =l

each item. |
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The selected categories or service classes appear in the Custom Menu list box.

Custom Menu

I -+ iznick Entry From Preformats I
e Ny Payiments

e Nt Mewy Cutgoing

Cut Paste Rename

Add Folder Reset Clear

Note: If you want to add the service class or category to a category or folder that is already
listed on your custom menu, ensure that the category or folder is visible on the Current
Menu list and drag the service class or category over to the Custom Menu list. Do not
release your mouse button until it is positioned directly on the destination category or
folder. Click the plus sign (+) to the left of the destination folder or category to ensure

that the category or service class was added.

Adding a New Folder to Your Custom Menu
You can customize your navigation bar by creating folders at the service class level or adding

new folders into existing folders.

Add a new folder to your Custom Menu by following the steps below.

1. Below the Custom Menu list box, click

Paste Rename Add Folder Reset Clear

Add Folder.

The New Folder dialog box appears.

2. Inthe Folder Name field, enter a name for
your new folder and then click OK. The new
folder appears in the Custom Menu list box.

-aNew Folder i

= Folder Hame

ITransact,:Lon Reports

= Reguired Field

Note: If you want to add a folder to an existing folder, category, or service class, select it first
and then click Add Folder. The new folder is inserted within the selected folder,
category, or service class. Click the plus sign (+) next to the existing folder, category or
service class to ensure that the new folder has been added.
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Renaming Items in Your Custom Menu

You can rename the service classes and folders you have added to your custom menu to make
your CitiDirect Online Banking navigation bar tailored to the way you do business. Rename
items in your Custom Menu by following the steps below.

1. From the Custom Menu list box,
select the category, folder, or item
you want to rename. In this
example, My Payments is

selected.

Below the Custom Menu list box,
click Rename.

Custom Menu

+ Transaction Reports
cwick Ertry From Preformats
My Payinerits

oo Irpout Merwy Outgoing

The Rename dialog box appears

In the Please enter the new name field,
enter the new name for the item, and
click OK

Cut Paste Rename Add Folder Reset Clear

* Please enter the new name

iSpeual Payments

= Required Field

The renamed category, folder, or item appears in the Custom Menu list box.

Removing a Category, Folder, or Item From Your Custom Menu

Remove a category, folder, or item from your custom menu by following the steps below.

From the Custom Menu list box, select the categories, folders, or items that you want to

remove. To select more than one category, folder, or item, hold the CTRL key as you click
each category, folder, or item. In this example, Fund FX Payments and Modify

Payments are selected.

*

Below the Custom Menu list
box, click Cut.

i -

el *
e -

The cut items no longer appear
in the Custom Menu list box.

Custom Menu

Transaction Reparts

Guiick Entry From Preformats
Special Payments

It Mesy Cutgoing

Fund FX Paymerts

Modify Payments

Cut Paste Rename Add Folder Reset Clear
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Note:
from your Custom Menu.

A confirmation message does not appear when you remove a category, folder, or item

Moving a Category, Folder, or Item to Another Category or Folder

Move a category, folder, or item to another category or folder in your Custom Menu by following

the steps below.

1. From the Custom Menu list
box, select the category,
folder, or item that you want to
move. If necessary, click the
plus sign (+) to the left of a
category or folder to locate the
item to be moved.

2. Below the Custom Menu list
box, click Cut.

3. Select the destination folder or
category and then click Paste.
In this example, Transaction
Reports is selected as the
destination folder or category.

4. If you have moved the item to
a new folder or category, a
plus sign (+) now appears to
the left of the new folder. Click
the plus sign (+) to the left of
folder to see folder contents.

Custom Menu

+ Tranzaction Reports

*+ uick Ertry From Prefarmats
+ Special Payments

* Input Mesy Outgaing

Cut Paste Rename Add Folder Reset Clear

Custom Menu

E|v Tranzaction Reports

© Lo« Cash Tranzaction Intistion Reports
+ udick Ertry From Preformats

+ Special Payments

b Ingput Mewy Outgoing

Cut Paste Add Folder Clear

[ submit

Rename Reset

Clearing Recent Changes and Keeping Your Existing Custom Menu

Clear all changes made in the current session and keep your existing Custom Menu by

following the step below.

e Below

the Custom Menu list box, click Reset.

All changes from this session disappear and the Custom Menu returns to the existing

format as illustrated below.
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Saving Your Custom Menu and Switching to Your New Navigation Bar
Save your Custom Menu by following the steps below.

1. Review the Custom Menu list box for accuracy and click Submit
Submit.
You must now switch to using your custom menu through the My Preferences feature.
2. At the bottom of your CitiDirect Online Banking navigation My Preferences
bar, click Preferences and then click My Preferences. CLstomizer
Favorite Reparts
The My Preferences form appears. Close || Preferences | 2
3. Inthe Service Class Name field, click the drop-down arrow and select Global.
My Preferences CLIENT COMPAMNY
Service Class Name
Azia Direct Debits Inguiry j
General Cash PT _AI B
General Same Day Reconcilement =1 Current preference criteria values
General Trade PI E----VElranCh Code
Global _v[l -w Receiving Branch MName
[=]w Accaunt Mumber e+ HONG KONG CITIBANK
i Lo+ Receiving Account Nurmber ¥ Agcourt Mumber
Bl Custamer Base Number -w Receiving Accourt Mumber
L+ Customer Number { i+ None Specified
E|v Customer Baze Mumber
E|v Customer Mumber
ook Mone Specified
(=]
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4. Select Default Menu Options. If you cannot see all criteria options in the Please select

from available criteria list box, first click the plus sign (+) to the left of Other to expand
the available criteria list.

Service Class Hame

IGlobal j

Please select from the availahle preference criteria Current preference criteria values

(- Regional Settings - w Regional Settings
+ Date Format

- Date Farmat
* Amourt Formst L e * MWDDAYYY (0172115898
[=-w Cther - Amount Format
|+ Defautt Meru Options | Lew s English (US, LK)
s Default Application E|v Cther

+ confirmation Message Display Options E|v Default Menu Cptions
+ Refresh Summary Options e s Default
* Inbox Applications : Default Application
*+ Usze flat menu structure 2 * Wiglcome Screen
Confirmation Message Display Options
* Require User to Remove Displayed Confirmation Messages
Refresh Summary Options
+ Refresh Summary Yiew on initial nevigate only
E|v Inbox Applications
e+ Global
f + Reporting
E|v Usze flat menu structure
{ - - ND

The Criteria for Default Menu Options dialog

efa z Optio
box appears. S—
Default
5. Select Custom and click OK. << Row 1 0f 2== | (1)/(2) sorted colurins

6. Clik submi

7. An Information dialog box prompting you
to log out and restart CitiDirect appears.

) Information x|

Preferences Changed.

8. Click OK to close the d|a|og box. The changes you have just made to your preferences may not be in
effect untilyau choase Cloge on the Navigation Bar to Logout and
restart CitiDirect.

Close your browser and restart CitiDirect for your preference settings to take effect. You can
continue to work in CitiDirect without restarting; however, your preference setting changes take
effect only after you have logged off and started a new CitiDirect Online Banking session.
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Returning Your Navigation Bar to the CitiDirect-defined Menu

Return the CitiDirect Online Banking navigation bar to the CitiDirect-defined menu by following

the steps below.

1. At the bottom of your CitiDirect navigation bar, click
Preferences and then click My Preferences.

The My Preferences form appears.

iy Preferences

Customizer

Favorite Reparts

Close

Preferences

7

2. Inthe Service Class Name field, click the drop-down arrow and select Global.

3. Select Default Menu Options. If you

cannot see all criteria options in the <J Criteria for Default Menu Dptions

Please select from available criteria

list box, first click the plus sign (+) to {1) Default Menu Options
the left of Other to expand the Custom

available criteria list. Detfault

== Rowy 2 of 2==

The Criteria for Default Menu
Options dialog box appears.

(1242) sorted columns

m Update Screen Cancel

4. Select Default and click OK.

The updated preference appears in the Current preference criteria values list box.

5. Click Submit.

An Information dialog box

prompting you to log out and restart The changes you have just rmade to your preferences may not be in

CitiDirect appears.

< Information x|
Preferences Changed.
effect until yvou choose Close on the Mavigation Bar to Logaout and
restant CitiDirect.

6. Click OK to close the dialog box.

7. Close your browser and restart CitiDirect for your preference settings to take effect. You
can continue to work in CitiDirect without restarting; however, your preference setting

changes take effect only after you have logged off and started a new CitiDirect session.
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Change Password

The Change Password functionality allows Secured Password users to change the CitiDirect®
Online Banking Secured Password. If you are a Secured Password user, you should have
received your CitiDirect Secured Password from your Security Managers in two portions.

During your first sign-on as a Secured Password user, you are prompted to create and confirm
a new Secured Password that is easy for you to remember. Since the new password is known
to you only, it is also more secure. You can change your Secured Password again at any time;
however, it must be changed at least every 30 days.

Changing Your Secured Password

Change your Secured Password by following the steps below.

Change Password

1. At the bottom of your CitiDirect Online Banking navigation bar, My Preterences

click Preferences and then click Change Password. The
Change Password dialog box appears and the Secured

Password ID field is automatically populated with your User Close || Preferences | 2
ID.

Customizer
Fawvorite Repartz

2. Inthe Current Password field, enter your current password. For your first sign-on or after
a reset, this is a password that is given to you in two portions by your Security Managers.
If this is your first sign-on as a Secured Password user, this field is labeled Temporary
Password.

3. Inthe New Password field, enter your new password. |

Secured Password ID
Password Rules:

IUSERl

Your Secured Password must:
= Current Password

¢ not be the same as the User ID. |mm

e be a minimum of six characters and consist of mixed * New Password
alphabetic and numeric characters. [reees

e not contain blanks. * Confirm New Password

e contain no more than two consecutive, identical |

characters. —

4. Inthe Confirm New Password field, enter the same
password that you entered in the New Password field.

5. Click Change Password. Your password is now changed

Note: The New Password and Confirm New Password entries must match exactly.
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Password Maintenance

o If you believe that your Secured Password has become known to anyone, change it.

o Re-use of passwords is prohibited for a minimum of six consecutive changes. After more
than six consecutive failed sign-on attempts, your Security Manager must reset User IDs
associated with a password.

o If your Security Manager has reset your Secured Password, the Change Password dialog
box appears when you sign on. You are required to change your password.

e Password resets are restricted to one per 24-hour period, unless you are the Security
Manager.

e You are responsible for any activities that use your User ID and Secured Password.

Favorite Reports

The Favorite Reports functionality allows you to:
e Schedule reports and view scheduled reports.

e Run Favorite Reports.

o View reports run in the past 24 hours.

You can identify a report as a Favorite when you select it from the Report Summary list to run
it, or by including Favorite as you select criteria on the Edit Criteria form to create a new
report.
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The Report Assistant

The Report Assistant allows you to efficiently manage the reports you have designated as
Favorites as well as access any scheduled reports and reports that you have run in the past 24
hours.

To provide faster access to the reports you run on a regular basis, the Report Assistant
appears as a pop-up window on top of the active CitiDirect application.

While the Report Assistant is open, CitiDirect Online Banking is disabled, and you are
prevented from doing any other actions except those in the pop-up window.

There are two ways to access Report Assistant:

iy Preferences

e At the bottom of your CitiDirect Online Banking navigation G

bar, click Preferences and then click Favorite Reports.

Favorite Reparts

e Press the Alt + R keys on your keyboard anywhere in Close || Preferences | 2
CitiDirect.

The Report Assistant dialog box

appears. & 1| Viewable Reports
Report Name =5
{1) Report Hame I Base Report
The Report Assistant has two udit Log Detail Report for User iudit Log Detail Deport
tabs: Audit Log Detail Report for User 3 fudit Log Detail Report
Tmsaved Account Statement Details B... Account Statement Details Beport
. . Tmsaved Balance Summsary Report Balance Summary Report
e Favorite Reports: displays a s e
IISt Of a" reports that you have report name Account Statement Details Report
identified as a Favorite. This try by sccount Accownt Statement Report
tab |S aCt|Ve When you access Account Statement Detajils Report Arcount Statement Details Report
the Report ASSIStant Account Statement Report Account Statement Report
Balance Sumnmary Report Ealance Summary Report
e Active Reports: displays a
list of all reports that have
been run in the last 24 hours, - - ]
including reports that are - =
. Run Go To Remove as
currently running and any Report || Report | Favorite
reports scheduled to run in
the future.

Note: For complete details on Report Assistant, refer to the Report Assistant section of this
guide.
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Reporting and Inquiry Overview

This section of the Comprehensive Guide describes the All Reports and Inquiries categories,
available on the CitiDirect® Online Banking navigation bar, which allow you to run Reports and
submit Inquiries regarding your accounts and transactions. You can choose to run a Report or
submit an Inquiry based on your business needs. Both can display the same information in
different ways.

All account and transaction related information you need for Reports and Inquiries is available
through CitiDirect. The Reports and Inquiries available to you and the information you can
access are determined by the entitlements in your Access Profile.

The CitiDirect Reporting functionality enables you to:

o Select from a variety of customizable reports and view real-time information.

e Customize reports to retrieve the information you need.

e Save your customized reports to run as often as needed.

e View your reports in a separate browser window in a format you specify.

e Print report output and save the output file on your system.

e Deliver reports to a secure server location via a secure HTTPS Internet connection.

e Deliver reports to an e-mail address via encrypted e-mail.

e Use Automated File and Report Delivery (AFRD) to save time and improve efficiency.

The CitiDirect Inquiry functionality enables you to:

¢ Gain immediate access to information for a specific point in time.
¢ View information displayed on your screen while you are signed on to CitiDirect.
e Print inquiry results, which are less detailed than report printouts.

Note: Inquiries do not allow you to save criteria; once an Inquiry is closed, the information is
no longer available.
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Report vs. Inquiry

CitiDirect Reports provide you with real-time information to support your decision-making
processes. When a report is printed, the end result is a formal document that includes all of the
information you need.

o All reports can be printed in their entirety; on a page-by-page basis; as a range of pages; or
as one specific page.

e |n addition to printing a report, you can elect to send it to a secure server location using an
HTTPS Internet connection or to an e-mail address using encrypted e-mail.

Typically, a CitiDirect Inquiry is run for real-time reporting, when you prefer to view the
information on your screen. An Inquiry is generally faster than a report, and is usually submitted
when you want a crucial piece of information immediately.

e Inquiries can be printed, but the end result is similar to a basic spreadsheet, with gridlines.

e |f you need to access information fast, and you do not have the requirement to store the
retrieved information or secure a printout that may also be used as a legal document, an
Inquiry will serve your purpose.

Signing On to CitiDirect Online Banking

All procedures assume that you have successfully signed on to CitiDirect Online Banking using
your SafeWord™ Platinum Card or a Secured Password. For complete details on sign-on
procedures, refer to the Getting Started section of this Guide.
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Setting Preferences for Reports and Inquiries

Based on the entitlements in your Access Profile, CitiDirect® Online Banking Reports and
Inquiries return information on all possible values for details such as branch number, account
number, currency, etc.

To ensure that you get the right information, CitiDirect provides a My Preferences feature to
allow you to specify your preferences for the information you need most often. This one-time-
only setting eliminates the need for selecting criteria every time you run a Report or submit an
Inquiry. Setting your preferences saves time and allows you to work more efficiently.

Note: If you do not set your preferences, you may see an “Invalid Criteria” status or error
message when you attempt to run some reports.

Set your Preferences by following the steps below.
1.  Sign on to CitiDirect Online Banking with your SafeWord™ card or your CitiDirect Secured
Password provided by your Security Manager.

2. Click Preferences, located at the bottom of the CitiDirect
My Preferences

navigation bar, and then click My Preferences. USRI or

Faworite Repartz

The My Preferences form appears. it

Preferences s

3. Inthe Service Class Name field, click the drop-down arrow and select a service class.
The service classes listed are based on your Solution Package and Access Profile. In this
example, General Cash Pl is selected, and any selected preference criteria are applied to
all Payments-related Reports and Inquiries.

Service Class Name
|General Cazh PI j

Please select from the available preference criteria
1 Edlit Defautts

+ Basze Currency

+ Branch

b w Accourt

Current preference criteria values
- Edlit Defautts
w Base Currency
+ LS. DOLLAR
w Branch
+ Mone Specified
w Account
f  None Specified

All available preference criteria for the
selected service class appear in the
Please select from available
preference criteria list box.
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Any corresponding CitiDirect defined
preference settings appear in the Reset || Other

Current preference criteria values options
list box.
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Criteria for Branch

4. From the Please select from the available

preference criteria list box on the left, select (1) Branch Hame

your preferences. The available criteria may LISEON CITIBANK INTERNATIONAL PLC 550
vary. In the above example, Branch is LONDON CITIBANK N.4. 600
selected. A Criteria for [...] dialog box MADRID CTTIBANK A &- a0
appears. The Criteria for Branch dialog box e -
is shown in this example. Y GEETETEITR Tl 250
T T I T IE I T

I NEW TORE CITIEANE - CORPORATE 230 B
NEW YORE CITIBANK - FI 240

Note: The content of the dialog box varies VY SEALMD EETIRAN zoes =

based on the preference criteria
selected, and the values listed are
based on your Access Profile.

== Row 39 of S5== 142 sorted columns
Search Update Screen Cancel

5. Select your preference and click OK. In this example, New York Citibank — Corporate
930 is selected.

6. Repeat steps 4 and 5 until all criteria have been specified for the current service class.
—1

CitiDirect Support Website
My Preferences CitiDirect Client

Service Class Name
|General Cash PI j

Current preference criteria values

(=) Edit Defautts

Please select from the available preference criteria
(- Edit Defauts

7.
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Basze Currency
Branch

w Base Currency
Lo US. DOLLAR
w Branch
Lo NEWW YORK CITIBSNK - CORPORATE
[ Account
L Your Preferred Account Mumbers

7

As you select and set your
preferences, they appear in
the Current preference

criteria values list box.

=

Submit

Other

DESEL Options

If you want to set your preferences for another service class, click the drop-down arrow in
the Service Class Name field and select another service class. The Save Changes?

dialog box appears.
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8. Click Yes to save your preferences for the
. . Save Changes? | |
current service class and continue. You
ShOU|d not C||Ck Subm|t untll you have Do you want to save the changes you have made?
set your preferences for all service
classes.

9. Repeat steps 4 through 8 for each service yes
class.

10. When you are finished, review the Current
preference criteria values list box for each | x|
service class to ensure that it is accurate, Prefarences Changed.
and then CIICk S_melt tO prOCGSS a" Of your The changes you have just made to your preferences may nat be in
preference Settmgs_ effect until you choose Close on the Mavigation Bar to Logout and

restart CitiDirect.
An Information dialog box appears.
g pp |u

11. Click OK to close the dialog box.

12. You must close your browser and restart CitiDirect for your preference settings to take
effect. You can continue to work in CitiDirect; however, your change in preference settings
will take effect only after you have logged off and started a new CitiDirect session.

Notes:

To reset individual preferences in the Current preference criteria values list box to their
original, CitiDirect defined settings, select the individual preference criteria, and then click
Reset to Default.

To reset all preferences to the CitiDirect-defined settings, leave all values unselected, and
click Reset to Default.

To reverse any changes that have been made in this session, click Reset.

For more information on using My Preferences, refer to the CitiDirect Basics: Setting Your
Preferences Guide, available in the Learning Center at www.citidirect.com.

For information on My Preference criteria for each service class, click to access
CitiDirect Online Help.
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Reports

To meet your information needs, CitiDirect® Online Banking offers you the capability to create
customized reports in a wide variety of formats. With this capability:

¢ You benefit by having real-time access to balances, end-of-day and intra-day account
statements, and transaction details from anywhere in the world.

¢ You can generate transaction summaries by account number, value date, type, and
currency.

e You can view your report output in a separate browser window in a format you specify.

e You can deliver your reports through a secure HTTPS Internet connection or through
encrypted e-mail.

¢ You can save time and improve managerial efficiency by using the CitiDirect Online Banking
Automated File and Report Delivery (AFRD) feature to run unattended reports. Once
scheduled, these events take place outside of an online CitiDirect session.

Report Service Classes

The All Reports category on the CitiDirect Online Banking navigation bar contains service
classes that group individual reports by their specific business purpose. A service class for
reporting is defined as a common set of data elements that are logically linked and from which
one or more sub-reports can be generated.

For example, Cash Balances Reports display a summary of all accounts with either their
ledger balances, available balances, or balances consolidated by a specified currency; Cash
Statements Reports display summary and detailed information on cash transactions moving
across an account.

Two types of CitiDirect reports can be found in a service class:

e Base reports that contain Citibank-defined criteria, reflecting the information you are most
likely to require in the report. Base reports are available to anyone using CitiDirect Online
Banking. Your assigned Access Profile determines which base reports are available to you.

e User-defined reports are new reports you create by modifying existing reports to meet your

specific business needs. User-defined reports that you create are available for your use
only, unless you choose to share them with other users in your organization.
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Viewing the List of Available Reports

View the list of the reports you are entitled to run by following the steps below.

1.  Sign on to CitiDirect® Online Banking with your SafeWord™ card or your CitiDirect
Secured Password provided by your Security Manager.

2. On the CitiDirect navigation bar, click All Reports. A list of report service classes appears.
Your assigned Access Profile determines the Report service classes that appear on the

navigation bar.

3.  Click the service class containing the reports that you want to
view. In this example, Cash Balances Reports is selected.

The Report Summary form appears.

Ik o
. All Reports
- Automated File andReports
| Cash Balances Reports |

i Cash Statemerts Reports
i Cash Transaction Intiation

All available base reports and any reports that you have created and saved under that
service class are listed in the Report Summary list box on the left side of the form.

Cash Balances Reports CitiDirect Client

Report Summary
[E]-= Cash Balances Repoaorts
E|v Ealance Summary Report - (FAVORITE)
-+ Balance Summary Report - (PUELIC)
-+ Saved Balance Summary Repod - (PLUELIC)
------ + Consolidsted Balance Summary Report
i s Customer Posttion Report

Criteria |f

Status

== Row: 0 of 0 ==

Other
Options

Note: Click the plus sign (+) to the left of a service class name to ensure that you see all
available reports. If a service class that you require does not appear on your CitiDirect
navigation bar, check with your Security Manager, who can verify if you are entitled to
access that service class and can add it to your profile.
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The Report Summary Form

The Report Summary form is your starting point for selecting, running, editing, and viewing

reports.

o There are two tabs on the right side of the Report Summary form: Criteria and View

Reports.

e When you access this form, the View Reports tab is active. The functions of both tabs are
described in the Running Reports section of this Guide.

The Cash Balances Reports summary form is shown in this example.
[

Ly
citi
CitiDirect®
Online Banking

Inbox

i- All Reports 4
- Automated File and ...
- Cash Balances Reports
- Cazh Statements Rep...
i Cash Transaction Ini...

t

1

Cash Balances Reports

rt Summary
- w Cazh Balahces Reports
-w Balance Summary Report - (FAYORITE)

Criteria [ NieW REports

Available

2-Bus Days - (PUBLIC)

Awailable

06/Z6/2006 10:47:43 EDT
|06f26/2006 10:51:50 ELT

CitiDirect Suppart Website
CitiDirect Client

£-Bus Davs
E-Bus Days

My Saved Balance Summary Report - (FAVORITE)
-+ Balance Summaty Report - (PUBLIC)

Consolidated Balance Summary Report
Customer Posttion Report

1

-

Close " Preferences " ?

Add to Run Edit
Favorites Report

Other
Options

Delete
Report

View
Report

The elements of the Report Summary form are described in the table below.

Element Description
1 Report service classes
2 Base reports
3 User-defined reports (i.e., reports you have edited and saved)
4 List of reports run in the past 24 hours
5 Action buttons for viewing and editing reports
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The View Reports Tab

All the reports that you have run in the past 24 hours are listed on the View Reports tab. The
current Status, Date/Time, and Report Name of each report are provided.

rnt
CItl CitiDirect Support Website
CitiDirect® Cash Balances Reports CitiDirect Client
Online Banking
Inbo
: Report Summa @
= All Reports _AI P v View Reports
- Automsted File and R.. Bl Cash Balances Reports Status | Date.Time
Balance Summary Report - (FAVORITE) Available 06/26/2006 10:47:4% EDT Z-Bus Days
i~ Caszh Balances Reports
2-Bus Days - (PUBLIC) Available 06/26/2006 10:51:50 EDT Z-Bus Days
' Cash Statements Rep... My Saved Balance Summary Report - (FAYORITE)
i Cash Transaction Inii... Balance Summary Report - (PUBLIC)
: Consolidated Balance Summary Report
‘e + Customer Position Report
] | 3
== Rowy: 20f 222
= Add to Run Edit Delete View Other
Cloze " Preferences " 7 Favorites Report || Report | Report || Options

The table below describes possible Status values that are assigned to reports that you have
run.

Status Description

Waiting Indicates that the system is requesting the report. This is the initial status that
occurs immediately after you click Run.

Running Indicates that the system has successfully initiated the request and is gathering the
data for the report.

Available Indicates that the report completed successfully, and the data is now available for
you to view.

No Data Found | Indicates that the report request executed properly, but there was no data that met
the report criteria.

Failed Indicates that the system is unable to generate the report.
Invalid Indicates that all required report criteria have not been defined for the report.
Criteria Ensure that you have set your preferences, or edit the report content and specify

the required criteria. For information on setting your preferences, please refer to
the Setting Preferences for Reports and Inquiries section of this Guide.

CitiDirect Basics: Comprehensive Guide 99 Citigroup Corporate and Investment Banking


aa80451
left 1


The Criteria Tab

The Criteria tab displays all criteria that are currently used to retrieve information when a report
is run. After selecting a report from the Report Summary list box, click the Criteria tab to see
what information the report will retrieve before you run it.

.

CItI CitiDirect Support Website
CitiDirect® Cash Balances Reports CitiDirect Client
Online Banking

Info
i All Reports =
© Automated File and R..

- Cash Balahces Reports

- Cash Statemerts Rep...

Report Summary (\Critéria’ || View Reports
EI----Y Cash Balances Reports E|v Group By
Ealance Summary Report - (FAVORITE) P e s Accourt
2-Bus Days - (PUBLIC) Format
My Saved Balance Summary Report - (FAYORITE) « Actuste Report
-+ Balance Summary Report - (PUBLIC)
Consolidsted Balance Summsary Report
Custorer Postion Report

. Cash Transaction Initi...

Lo v DB /2003 to 0B/23/2005

li4] | 2
== Rowy: 20f 222
= Add to Run Edit Delete View Other
Cloze " Preferences " 7 Favorites Report || Report | Report || Options

Notes:

e The Criteria tab allows you to view the report criteria only. You cannot change criteria on
this tab. You must click Edit Reports to change report criteria.

e Forinformation on specifying report criteria, refer to the Creating and Saving Reports
section of this Guide.
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Common Report Criteria

The criteria you specify when editing the reports available to you differ based on the content of
the report you chose to edit. Examples of criteria common to many reports are listed below.

Field Description

Format Enables you to specify the format in which the report appears once you run
and view it. Actuate™ (DHTML) and Adobe® Acrobat® Reader® (.pdf) are
examples of the formats available for CitiDirect reports.

Share Enables you to specify whether or not others will be able to run a report that
you created. The ability of others to see your reports is also determined by the
types of reports, accounts, currencies, payment methods, etc., to which they
are entitled through their Access Profiles.

Favorite Enables you to add the report to your Favorite Reports list. Once added to this
list, you can navigate directly to the report in the Report Assistant. For more
information, refer to the Report Assistant section of this Guide.

Branch Enables you to specify which Citibank branches will be included in your report.
You can select any branch to which you are entitled through your Access
Profile. For many reports, you can use My Preferences to select your
preferred branch, and your report criteria will automatically default to that
branch. For more information, refer to the Setting Preferences for Reports and
Inquiries section of this Guide.

Customer Enables you to select which Customer Names will be included in your report.
You can select the Customer Name and Customer Number of any customer to
which you are entitled through your Access Profile.

Currency Enables you to include data in your report based on the type of currency used.
For many reports, you can use My Preferences to select your preferred Base
Currency, and your report criteria will automatically default to that Base
Currency.

Account Enables you to select which Citibank accounts will be included in your report.
You can select any account to which you are entitled through your Access
Profile. For many reports, you can use My Preferences to select your
preferred Account Number, and your report criteria will automatically default to
that Account Number.

Transaction Enables you to select Relative Dates (a range of dates relative to the current
Date date) or an Absolute Date or Date Range (specific dates) for the information
that will be included in your report. CitiDirect Reports offer different types of
date fields such as Statement Date, Value Date, Deposit Date, Issue Date, etc.
All dates are selected in a similar manner.

Note: For information on how to specify all types of report criteria, refer to the Specifying
Common Report Criteria section of this Guide.
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Running Reports

When you select a CitiDirect® Online Banking Report service class, all base reports that you are
entitled to run and any reports that you have edited and saved are listed in the Report
Summary list box. The procedures for selecting and running reports are the same for all
reports. Run any report without editing its criteria by following the steps below.

1. Sign on to CitiDirect Online Banking with your SafeWord™ card or your CitiDirect Secured
Password provided by your Security Manager.

2. On the CitiDirect navigation bar, click All Reports, and then
click the service class containing the report you want to run.

In this example, Cash Balances Reports is the selected
service class.

3. Inthe Report Summary list box, click the name of the report

ko
i. Al Reports
- Atomated File andReparts
| Cash Balances Reports
i Cash Statements Reports

i Cash Transaction Intistion

you want to run. In this example, the Balance Summary
Report (PUBLIC) is selected.

Report Summary

E|----i Cash Balances Reports
[ Balance Surnmary Report - (FAYORITE)

Criteria
Status

| Date/Time |Report Hame

+ 2-Bus Days - (PUBLIC)

+ My Saved Balance Summary Report - (FAYORITE)
+ Balahce Summary Report - (PUELIC)

+ Conzolidated Balance Surmmary Report

fe e Cuystormer Position Report

4] | 2

== Row: 2 of 2 ==

Add to Edit

Run Delete View
Report

Report Report i

Favorites

4. Click Run. The reportis run and it is listed on the View Reports tab. After a brief period,
the report status will change from “Waiting” to “Running” to “Available.” You cannot
view a report until its status is “Available.”

Note: For information on viewing, printing, and saving report output, please refer to the

Running Reports and Viewing Report Output section of this Guide.
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Creating and Saving Reports
To meet your information needs, CitiDirect® Online Banking gives you the ability to create
customized reports in a wide variety of formats.

While creating your own reports, you generally perform the following tasks:

o Select a report service class from the Report category on the navigation bar.

o Select the report you want to use from the reports listed on the Report Summary form.
o Access the Edit Criteria form to edit the criteria included in the report.

¢ Run the report and view its output to ensure that you get the right information.

e Save the report to use again.
You can also:

o Delete your reports if you no longer need them.
o Edit your saved report so that it is no longer limited to certain criteria.

o Reset values back to those of the original report to start over.

Create and save a report by following the steps below.
1. Sign on to CitiDirect Online Banking with your SafeWord™ card or your CitiDirect Secured

Password provided by your Security Manager. Inbox
2. On the CitiDirect navigation bar, click All Reports. - All Reports
- Autorated File andReparts
3.  Click the service class containing the report you want to use. In | Cazh Balances Reports
this example, Cash Balances Reports is selected. Caszh Statements Reports
i Cazh Tranzaction Initistion

The Report Summary form appears.
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4. Inthe Report Summary list, click the report you want to edit, and then click Edit Report.

Report Summary

=l Cash Balances Reparts

-- b Balance Summary Report - (FAYORITE)
Consolidated Balance Summary Report
Lo s Customer Position Report

Criteria || View Reporis

Status Date Time .Repnrl Hame

1] | i |
== Rowe 2 of 2==
Addto Run Edit Delete View Other
Favorites Report Report Report Options

All reports available in the selected service class are listed under Report Summary list
box. Available reports under Cash Balances Reports are shown in this example.

The Edit Criteria form appears.

1. Inthe Fields list box, click the field you want to edit. In this example, Branch is selected.

Edit Criteria

Report Name

Base Report

CitiDirect Support Website
CitiDirect Client

|Balsnce Sunmary Report

Fields

+ Format
* Bhare
* Rawnrite

ranch

Customer
Account Nuwber
Account Group
hccount Curreney
Statement Date
= hetivity Only
* Group By
Show Latest Statement on or before:

The Fields list box
contains the criteria
available for the report.

* Required Fi

Report Content
[ Group By

et Aocount
[} w Favarite

v Yes
ivity Only

T
[} Statement Date

+ +0to +0

[} Format

e v Artuste Report
[=--w Share

o+ Private

The Report Content
list box contains the
current report criteria.

Note:

fun S i e
Run

The Report Content list box displays fields included in the selected report.

Reset To
Delete | Reset Defaults
Return to
Summary

CitiDirect default values and preferences you set in My Preferences are listed.
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A Criteria for [field name] dialog box appears. In this example, the Criteria for Branch
dialog box is shown.

2.  Select the value you want to include in your report and click OK. Your selection appears in
the Report Content list box.

Criteria for Branch

{1} Branch Hame I {2} Branch Humber
poag) =
LISEON CITIEBANE INTERNATIOMAL PLC E5EO
LONDOM CITIBANE N_4. &00
MADRID CITIEANEK H.A4. z00
MANAMA CITIEANE 831
MANILA CITIEANE SL0
MILAN CITIEANE MN.A. L0
M0E O CIT IR LI 1o
NEW TORKE CITIEANE - CORPOPATE 2z0 [
TWEW TULE GCITIEARE - F1 sS40
NEW ZEALAND CITIEANE Z0zA
-

SRR TIEET L E
== Rowr 39 of 56 == | (1342 sorted columns

| Search Update Screen Cancel

3. Repeat steps 5 and 6 until all necessary criteria are selected. It is important to note that a
red asterisk identifies required criteria. To ensure that your report will run, you must
specify criteria for any data element listed in the Fields list box that displays a red asterisk.

As you build your report by selecting and specifying criteria, it appears in the Report
Content list box.

Notes:
e Some criteria fields allow you to select multiple values. To do this, hold down the CTRL key
on your keyboard while clicking on the desired values.

o When there is a long list of possible values from which to choose, CitiDirect provides the
capability to search for specific values. For complete details on searching for values, refer
to the General Navigation section of this Guide.
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Edit Criteria

Acococount Group
Account Currency
Statement Date
# Activicy Only
* Group EBEvy
Show Latest Statement on or before:

CitiDirect Client
Fields Report Content
+ Format E|v Group By \
+ Share i

-+ Accourt
* Faworite - Favarite
Eranch o ves
Customer H
Account Number w Activity Only

s Mo

-~ +0t0+0
Farmat
-+ Actuate Report

CitiDirect Support Website

The criteria used

to run this report.

Branich

-+ 830 - MNEW Y ORK CITIBANK - CORPORATE
Share

-+ Private

Account Murmber

e 123456789 - Account Mame 1

234567590 - Account Mame 2

o+ BETES4321 - Account Mame 3 )
Reset To
Delete || Reset Defaulte
* Reguired Field . -
LITHN Save Print Schedule 23:1':::::; -|

4. Review the Report Content list box for accuracy and proceed with one of the following

steps:

¢ Click Run to run the report immediately, without saving the selected criteria. The
report appears on the Report Summary list and the View Reports tab with the
notation “Unsaved” appearing before its corresponding CitiDirect base report name.
When its status is “Available,” you can view it in a separate browser window.

Note: If you elected to edit a “PUBLIC” report, a warning message appears.
2 Edit Criteria
Warning: This is a Public report shared by other users. You must
save a Public report before you can run it. Do you want to Save and
then Run it as a Puhlic report?
Click

Yes. The Save/Save As dialog box appears. Once you name the

edited report, its name appears on the Report Summary list under the name
of the corresponding base report.

e Click Save to save the report to run it at a later time. The Save/Save As dialog box

appears. Once saved, the report name appears under its corresponding CitiDirect
base report in the Report Summary list.

e Click Save and Run to save the report and then run it immediately. The Save/Save
As dialog box appears. The report is saved and it appears on the Report Summary

CitiDirect Basics: Comprehensive Guide 106 Citigroup Corporate and Investment Banking



list and the View Reports tab. When its status is “ Available,” you can view itin a
separate browser window.

e Click Print to print the contents of this form.

¢ Click Schedule to access the Automated File and Report Delivery service to
automate the running of this report. For more information, refer to the Automating
Reports section of this Guide.

e Click Return to Summary to return to the Report Summary form, without saving or
running this report.

The Save/Save As Dialog Box
Save your report for future use by following the steps below.

1. At the bottom right of the Edit Criteria form, click either Save or Save and Run. The
Save/Save As dialog box appears.

= Beport Mame

ILn:n:al Branch BReport

X
* Required Field W
|

2. Inthe Report Name field, input a name for your report. In this example, the report is
named Local Branch Report.

Note: If you are editing a report that you created and saved, the name of the report
appears in the Report Name field. It is important to note that saving a report
without changing the name will overwrite the report you edited. If you want to
keep both the previous version and the updated version, enter a new name in the
Report Name field.

3. Click OK.
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Specifying Common Report Criteria

This section presents procedures for specifying common criteria found in most CitiDirect® Online
Banking reports. The Edit Criteria form, which is described in the Creating and Saving Reports
section of this Guide, is used to specify criteria for reports. All procedures presented in this
section are performed on the Edit Criteria form.

Report Formats

CitiDirect Online Banking allows you to view report output in several different formats. The table
below defines the available formats.

e The CitiDirect defined format for most reports is Actuate™ (DHTML).

¢ Not all formats are available for all reports.

Format

Description

Actuate™ (DHTML)

Uses the Dynamic Hypertext Markup Language (DHTML) standard to
create documents viewable in any Web browser that supports DHTML,
such as Microsoft® Internet Explorer version 5. DHTML allows dynamic
hyperlinks to enable you to drill down to the detail information you need to
see.

Adobe® Acrobat®
Reader® (.pdf)

The report output is generated in a .pdf file, which can be viewed in any
Web browser using the Adobe Acrobat Reader plug-in.

Microsoft® Excel
(-xIs)

The report output is converted into an .xls file, which is a Microsoft Excel
file. The report appears in a spreadsheet that enables you to apply
formulas and work with the information included in the report.

Rich Text Format
(.rtf)

The report output is converted into an .rtf file format, which allows graphics
and formatting such as underline, bold, and italics. Rich Text Format
documents are transferable among different operating systems,
environments, and software applications.

Comma Separated
Value (.csv)

The report data is converted into a .csv file, which is a text file that uses
commas to separate field values. Comma Separated Value documents
can easily be imported into spreadsheet programs such as Microsoft
Excel, and databases such as Microsoft Access. If the Comma Separated
Value format is available for a report, additional .csv options can be
specified at the bottom the Run Options dialog box.
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Specify the output format for your report by following the steps below.

1. On the Edit Criteria form, in the Fields list box, click Format.

CitiDirect Support WWebsite

Edit Criteria CitiDirect Client
Report Name
Base Report
|Balance Summary Report
Fields Report Content
+ Format E|v Group By
sl - © e s Aooount
* Favorite w Favorite
Eranch [ER
Customer . _BS
Account Number v Activity Only
Aocount Group e MO
Account Currency w Statemett Date
Sratement Date L +0to +0
= Aotdiwvitcy Only w Forrnat
* Group By fw + Actuste Repart
Show Latest Statement on or before:
w Share
e s Private

* Required Field

Reset To

Delete Reset Defaults
S € Run Save Print Schedule LD
Run Summany

The Run Options dialog box appears.

<2 Run Options

Report Format

|sctuate (pHTHLY

Delivery Options
5

= Sign with Citibank Certificate

& Compress with Winzip

CSV Options

= Multi-Language support requires MS Word 2000 or higher

Output Format

|show all data as columns

Field Delimiter
[space |

Record Delimiter

|Space

¥ Enclose Numbers in quotes

[

[

= Put column labels on first line

Field Delimiter Amount Format Encoding Format
j UNICODE j
Record Delimiter  Date Format

[ |

[ Enclose Text in quotes

OK || Cancel

2. Inthe Report Format field, click the drop-down arrow and select one of the available
report formats. Only one format can be selected.
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Note: Refer to the Additional Report Format Run Options section on the next page for
descriptions of the other options that appear in this dialog box

3. Click OK.

The Report Content list box now indicates the format selected for this report.

CitiDirect Support Website

Edit Criteria CitiDirect Client
Report Name
Base Report

|Balance Summary Report

Fields Report Content
+ Format E|v Group By
= Share [ + Account
= Faworite Favorite
granch e . Vas
Customer

Aocount Mumber
Account Group

Activity Only
+ Mo
Aocount Currency E----vStatemerd Drate:
Statement Date - -

* Activity Only

= Group By
Show Latest Statement on or before:

Ty
Format
* Adobe (PDF)

Reset To
Defaults

* Required Field E p
Run Save Print Schedule gz:::;:';;

Delete Reset
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Additional Report Format Run Options

In addition to selecting the Report Format, you can specify other options in the Run Options
dialog box. Available run options vary based on the report format you select. All run options
are described in the table below.

2} Run Options

Report Format

Delivery Options

|Adobe(PDFJrequires Aorobat Reader (5.0 or higher) j

|e-mai| ar HTTPS Address

[ Compress with Winzip

CSV Options

[+ Sign with Citibank Certificate

B Multi-Language support requires MS Word 2000 or higher

Output Format

Field Delimiter

Space j

Record Delimiter

|Show all data as columns j

[2 Put column labels on first line

Field Delimiter Amount Format Encoding Format

E fowcens o

Record Delimiter  Date Format

|Space

¥ Enclose Humbers in quotes

= [ I =

¥ Enclose Text in quotes

OK | Cancel

Citibank Certificate

Option Description

Delivery Select a Delivery Option to send the report via secure e-mail to an e-mail

Options address or to an HTTPS secure server location via a secure Internet
transfer. Delivery Options are defined and stored in the Delivery Options
Library. Please see your Security Manager for more information. This
option is NOT available for Actuate (DHTML) format.

Sign with Select this check box to use a digital signature from Citibank to authenticate

the report. If you plan to automate the running of this report through
Automated File and Report Delivery, this may be required. For more
information, refer to the Automated File and Report Delivery Guide,
available in the Learning Center at www.citidirect.com.

Compress
with Winzip

Select this check box to create the report file in the format you selected and
to save it as a compressed WinZip®archive. This option is NOT available
for Actuate (DHTML) format.

Multi-Language
support requires MS
Word 2000 or higher

Select this check box to display multiple fonts and languages in a single
report. The new Multi-Language support requires Microsoft® Word 2000 or
higher to be installed on your computer.

CSV Options

If Comma Separated Values (CSV) is the selected report format, use these
additional fields to specify Output Format. Field Delimiter, Record Delimiter,
Amount Format, Date Format, and Encoding Format.
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Sharing Reports

The reports that you create and save are available for your use only; however, you can allow
others to select and run reports that you have created and saved.

Share your reports by following the steps below.

1. Onthe Edit Criteria form, in the Fields list box, click Share.

Edit Criteria

Report Name

CitiDirect Support Website
CitiDirect Client

Base Report

|Balance Summary Report

Fields

* Format

* Share

* Favorite
Eranch
Customer
Account MNumber
Account Group
Account Currency
Statement Date

* Actiwvity Only

= Group By
Show Latest Statement on or before:

Report Content

E| w Group By

L s Accourt

w Favorite

few s ez
w Activity Snly
—_ ND
w Statemert Date
+ +0to+0
w Forrnat
b » dohe (PDF)
E| w Share
b Private

Reset To

Delete Reset Defaults

* Required Field

SIS €I Run Save Print Schedule LD
Run Summany

The Details Dialog box appears. The CitiDirect pre-defined designation is Private and
the Designated Owner field displays the name of the signed-on user (typically your

name).

Details Dialog

Designated Owner

ﬂ I Sample Owmer

2. Select the Public check box.
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3. Inthe Designated Owner field, click the Library Look Up button if you want to designate
another user as the owner of this report.

4. AlLibrary Look Up Dialog box appears.

Library Look Up Dialog x|

NAME ONE -+

NAME TWO

NAME THREE

-

<= Row 1 of 20== | (1)/(2) sorted columns

m Update Screen Cancel

5. Select the name of the person that you want to own the report, and click OK. The selected
name appears in the Designated Owner field on the Details Dialog box.

6. Click OK. The report is saved as Public.

Notes:
e Only the Designated Owner can modify or delete the report.

¢ Once the changes are saved, you will lose ownership rights to the report if you have
designated someone else as the owner.

e Only the newly designated owner may entitle you to resume ownership of the report.

Selecting Date Criteria for Your Report

CitiDirect Online Banking allows you to edit reports so that they cover a specific date or date
range. CitiDirect Reports can include information for different types of dates, such as Statement
Date, Value Date, Deposit Date, Issue Date, etc. All dates are selected in a similar manner.

When specifying date criteria for your report, you can select Absolute or Relative dates.

Absolute Date: An Absolute date or date range indicates specific dates, such as 05/05/2004 to
05/07/2004. If you define the date criteria as Absolute, your report will include the exact same
information whenever it is run. If you want to specify a single day, enter the same date in both
fields.

Relative Date: A Relative date or date range indicates that the dates relate to the current date.
If you select -1 to 0 as the date range, your report will retrieve information for the previous day.

If you define date criteria as Relative, the report will retrieve information relative to the date it is
run; therefore, different information will appear if you run the report on different days. To
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eliminate the need for specifying criteria each time you run the same report, specify Relative

dates and date ranges.

Select date criteria for your report by following the steps below:

1. Inthe Fields list box, select the date field you want to specify. The Date Range [date

type] dialog box appears. In this example, Statement Date is selected.

Edit Criteria

Report Name

CitiDirect Support YWebsite
CitiDirect Client

Base Report

|B alance Summary Beport

Fields

+* Format

* Share

* Favorite
Eranch
Customer
Account HNumber
Account Group

T
I Statement Date

T T
* Group By
Show Latest Statement on or before:

Report Content

*+ Adobe (POF)
Share
fees Private

Reset To

Delete | Reset Defaults

* Required Field

Return to
Summary

fn - o e
Run

2. Proceed with one of the following steps.

e Click
range by clicking the drop-down

the Absolute tab, enter the date

arrow or using the date spinner, and
then click OK. If you want to specify
one date, select the same date for
both fields. You can also type the
date into each field.
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Date
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The Date Range — Statement Date
dialog box is shown in this example.
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¢ Click the Relative tab, enter the A Date Range - Statement Date x|

number of days relative to the

current date, and then click OK. Date
For example, -11 refers to eleven = =
days ago and O refers to today. || “tte] 1

You can increase or decrease the
date using the date spinner, or by
typing the number into each field.

[ Business Days

3. The date criteria appear in the Report w

Content list box.

Notes:

e Under the Relative tab, Date entry should always be either a negative number reflecting a
date in the past or 0 reflecting the current date. Report data is not available for future dates.

e The Business Days check box limits report data to business days only. If you do not want
your report to run on non-business days, select this check box.

¢ For more information on using the Date Spinner or Calendar, see the CitiDirect Basics:
General Navigation Guide, available in the Learning Center at www.citidirect.com.

Deleting Page Breaks

Most CitiDirect Online Banking reports include page breaks, which generally occur between
accounts. Deleting page breaks enables you to print reports on fewer pages, saving you time
and paper costs.

Currently, the reports that enable you to delete page breaks are:

e Account Statement
e Account Statement Details
e Transaction Summary

e Transaction Details Advice

Delete page breaks from these reports by following the steps below.

1. On the Edit Criteria form, in the Fields list box, select Page Breaks.
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The Value Look-up — Page Breaks dialog box appears.

CitiDirect Suppart Wehsite
Edit Criteria CitiDirect Client
Report Name
Base Report
|Account, Statement Details Beport
Fields Report Content
* Format E| w Page Breaks
* Share Db ves
+* Fawvorite v Chegues
Eranch b Include Ch
Customer n_Cu e Lhedues
Account Number T v.FaVDme
Account Group : - Yes
+ Statement Date w Sctivity Cnly
Walue Date -+ Mo
Account Currency Statement Date
* Activity Only v +0t0 +0
L vk
* Page Breaks v:SDrt By . .
= Zore By ! -+ Transaction Amourt - Descending
T Order Eheficiary =] Format
Eank Ieference -+ Actuste Report
Customer Reference | Share
Transaction Description I Private
Amount
Reset To
Delete || Reset Defaults
* Recuired Field ; P
g::.e and Run || Save | Print | Schedule gz:_:::lr_:;;

¥alue Lookup - Page Breaks

Tes

x|

No

4

== Row 2of 2=+ | (1002 sorted columns

[ ] cone

—

2. Click No to eliminate page breaks, and then click OK. The Report Content list now
indicates there will be no page breaks in the report.
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Running Reports and Viewing Report Output

CitiDirect® Online Banking will store and list all reports that you have run in the past 24 hours.
You can view the output of reports with an “Available” status only. For descriptions of possible
report status assignments, refer to The View Reports Tab section of this Guide.

o Once successfully run, CitiDirect Reports appear in a separate browser window in the format

specified in the report criteria.

e The CitiDirect-defined format for most reports is Actuate™. For information on viewing
reports in other formats, see the Viewing Report Output in Different Formats section of this

Guide.

Run your report and view the report output by following the steps below.

1. Sign on to CitiDirect Online Banking with your SafeWord™ card or your CitiDirect Secured
Password provided by your Security Manager.

2. On the CitiDirect navigation bar, click All Reports.

3. Click the service class containing the report you want to view.
In this example, Cash Balances Reports is selected.

The Report Summary form appears.

All reports available in the selected service class are listed in the Report Summary list box

Inbo

i All Reports
- Automated File andReports

-| Zash Balances Reports

Cash Statements Reports
i Cash Tranzaction Initistion

on the left. All instances of the running of the selected report within the past 24 hours

appear on the View Reports tab on the right.

Cash Balances Reports

Report Summary
[=}-# Cazh Balances Reports
=l lahce Summary Repart - (FAVORITE)
+ 2-Bus Days - (PUBLIC)
* My Saved Balance Summary Report - (FAYORITE)
+ Balance Summary Report - (PUBLIC)
+ Conzolidated Balance Summary Report
Lo+ Customer Position Report

Criteria | Wiew Reports

Status I Date/Time

4]

CitiDirect Support Website

Available 06/E6/E006 10:47:43 EDT Z-Bus Daws
Available N&/Z6/Z006 10:E51:E0 EDT Z-Bus Days

CitiDirect Client

| »

== Rovw: 20f 2 ==

Add to Run Edit
Favorites Report

Delete
Report

View Other
Report Options
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4. Inthe Report Summary list box, make sure that the name of the report you want to view is
highlighted. In this example, the 2-Bus Days (PUBLIC) is selected.

5. Proceed with one of the following steps:

¢ On the View Reports tab, select the instance of the report run, and then click View
Report. The status assigned to the instance of the report run must be “Available.”

¢ If the Report is not listed on the View Reports tab, select it on the Report Summary
list, and then click Run. The report appears on the View Reports tab. After a brief

period, its status changes from Waiting to Running to Available. When the status is
“Available,” click View Report.

6. The report appears in a separate browser window in the format specified.
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Viewing Report Output in Actuate™ Format

Below is an example of a report in Actuate™ format, the CitiDirect-defined format for most

reports.
3 33183079 - Internet Explorer 6 =]
-
Balance Summary Report
Bank Hame CITIBARNK
Customer Humber / Hame 1328292 INFORMATION SERY . PRODUCTION DEMC
Branch Humber ! Hame 930 MEA Y ORK CITIBAMK - CORPORATE
Account Humber / Hame 40553549 Sample Dema Account Mo 1
Account Currency / Type Ush
Last Entry Date 1062006
Statement Opening Ledger Current ! Closing Opening Available Current ! Closing Credit Total Credit Amount  Debit Total D
Date Balance Ledger Balance Balance Available Balance Count Count
02202006 49.02 43.02 49.02 49.02 &l 2233 &l
1 Day Float 0.00 2 Day Float 0.00 3 Day Float 0.00 4 Day Float
08/30/2006 4902 49.02 49.02 49.02 £ 2233 £
1 Day Float 000 2 Day Float 0.00 3 Day Float 0.00 4 Day Float
Q531 2006 49.02 43.02 48.02 49.02 & 2233 &
1 Day Float 000 2 Day Float 0.00 3 Day Float 0.00 4 Day Float
0901 2006 49.02 48.02 48.02 45.02 & 2233 &
1 Day Float 0.00 2 Day Float 0.00 3 Day Float 0.00 4 Day Float
09052006 4802 49.02 48.02 49.02 4 2333 ]
1 Day Float 0.00 2 Day Float 0.00 3 Day Float 0.00 4 Day Float
09/0E/2006 4902 49.02 48.02 49.02 3 2233 3
1 Day Float 0.00 2 Day Float 0.00 3 Day Float 0.00 4 Day Float
Q907 2006 49.02 43.02 48.02 49.02 & 2233 &
1 Day Float 000 2 Day Float 0.00 3 Day Float 0.00 4 Day Float
O9U0E 2006 49.02 43.02 48.02 49.02 & 2289 &
1 Day Float 0.00 2 Day Float 0.00 3 Day Float 0.00 4 Day Float
09/ 1/2006 49.02 49.02 48.02 49.02 &l 2233 &l
1 Day Float 0.00 2 Day Float 0.00 3 Day Float 0.00 4 Day Float
09,1 272006 4902 43.02 4502 4502 3 2233 3 I
1 Day Float 000 2 Day Float 0.00 3 Day Float 0.00 4 Day Float
090 Sr2006 49.02 43.02 48.02 49.02 & 2233 &
1 Day Float 000 2 Day Float 0.00 3 Day Float 0.00 4 Day Float
09 42006 49.02 43.02 49.02 49.02 ] 2233 ]
1 Day Float 0.00 2 Day Float 0.00 3 Day Float 0.00 4 Day Float
09/ /2006 49.02 49.02 48.02 49.02 &l 2233 &l
1 Day Float 0.00 2 Day Float 0.00 3 Day Float 0.00 4 Day Float
091 Er2006 4902 43.02 4502 4502 3 2233 3
1 Day Float 000 2 Day Float 0.00 3 Day Float 0.00 4 Day Float
09/ 2006 49.02 43.02 48.02 49.02 & 2233 &
1 Day Float 0.00 2 Day Float 0.00 3 Day Float 0.00 4 Day Float =
TGN (LX) EIXaa) EIExa) ELG) RREE] £
4 [ _>|_I
Table of First Previous || Hext Last Print/3ave | Goto
\ Contents Page Page Page Page Report Page
N~

f Va } |

1 2 3 4

The Actuate window provides components for convenient navigation, which are described in the
table below.

COMPONENT DESCRIPTION

1 Click the Zoom drop-down arrow to select the best size for viewing.

2 Click Table of Contents, First Page, Previous Page, Next Page, or Last
Page to quickly navigate through the pages of your report. The last page of
a report displays the report selection criteria.
Click Print/Save Report to print and/or save your report. For more

3 information, refer to the Printing and Saving Actuate Reports section of this
Guide.

4 Type a page number into the Go to Page box and press Enter. This
component also displays the total number of pages in the report.
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Viewing Detailed Information

Most summary level reports contain hyperlinks that enable you to drill down to more detailed

information.
/) 233616 - Microsoft Internet Explorer [ o =] 3|
F
citi [
CitiDirect™
Orline Banking
Balance Summary Report
Bank Mama CITIBANE
Custarmer Hurmber f Name 10:000000C
Branch Mumber f Name oo i
Accourt Nurber f Hame 00000001
Acoourd Currency ! Type 1=1}
L=zt Erdry Data O2MM0r200<
Statemant Opaning Ladgsr Currant ¢ Closing Opaning Avsilable
Diate Ealance Ledger Eslance Ealance
T B9 E2001 a8,681.01 59,620,
= A224AE003 9050104 400,040,241 ===
= 12282003 100049024 100,2859.91 100,040,
= 040004 100,280 .44 10049041 100,220,
= AMEZDI0S 100,430,440 100,478,441 100,430,
= 0107004 100,478 41 100,5641.91 100,478,
= 0423004 400,551 44 100 642 41 100,551,
= AAsAsIna A0 F2 A1 AN TS A1 nn may T
1 rl[ 3

Tabla of

Contents

Hext
Page

Last
Page

Print/Sawe

o Click a hyperlink to open a new window with additional detail information.

7} 334189 - Microsoft Internet Explorer

=10l x|

citr

CitiDirect ™

Oniine Banking

Balance Summan: Rannrt

Bank Hame

2} 334189 - Microsoft Internet Explorer

=10|

x|

|

Customer Humber / Hame
Branch Humber /Hame
Account Humber / Hame
Account Currency ! Type

ey
citi
CitiDirect®
Online Banking

Balance

4

Last Entry Date Account Statement Report
| e ) 541600 - Microsot Internet bxplorer
Date Balance Bank Hame
040132004 Customer Humber /1 ~.
0411412004 Branch Humber ! Hart Cl t|
044152004 Account Humber /Ha CitiDirect®
- =Phccount Currency I T 0“;;”.C'C§:nkmg
L kA Statement Date o
e Opening Ledger Transaction Detail Advice Report

=10l x|

Bank Hame CITIBANK

Customer Humber / Hame 000000 ANY CORPORATION
Branch Humber | Hame: o0 MYTOWMN CITIBANK
Account Humber /Hame 1000000000 ANY CORPORATION
Account Currency ! Type CAD

Bank Reference 33333333

Customer Reference 1234587 ABCD

Value Date 04/19:2004

Statement Date 047162004

Entry Date 041672004

Posted Time 13:58

Product Type Funds Transfer

Transaction Description

Traneartion Amonnd

CUST TRF REPAIR
(vyie Have Debited Your Account)
299

|

Table of
Contents

Goto
Page

Print/Save
Report

o
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aa80451
left 1

aa80451
left 1

aa80451
left 1

aa80451
left 1


Using the Table of Contents

From your report, you can use the Table of Contents feature to easily navigate through report
output information by following the steps below.

Each item in the list is linked to its related data.
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4, At the bottom of the screen, click Table of Contents.
Balance Summary Report
Bank Hame CITIBANK
Customer Humber / Hame 100000 s
Branch Humber ! Hame ooo
Account Humber / Hame Qo0oa0oo
Account Currency / Type JsD
Last Entry Date
Statement Opening Ledger Current / Closing 0Opening Available Current / Clt
Date Balance Ledger Balance Balance Available Bal
034 7i2004 0.00 0.00
034 52004 0.00 0.00 0.00
03M9r2004 0.00 0.00 0.00
0342202004 0.00 0.00 0.00
034232004 0.00 0.00 0.00 -
—— - a- .
Table of First Previous Hext Last Print/Save Go to
Contents Page Page Page Page Report Page
5. The screen splits, displaying a data hierarchy list in the left pane, and the report
information in the right pane.
Ib 000000 ANY CORPORATION OF ANYY
)z 010101 OTHER TRADE COMPAMNY B | S R rt
= 000 GLOBAL OFC CITIBANK alance Ummary epO
w7 0123456789 OTHER TRADE LOE_ i L e
b 37004 Customer Humber / Hame 100000
b 341872004 Branch Humber / Hame ooo
- Account Humber / Hame 0000000001
b 319/2004 Account Currency / Type uso
b 342242004 Last Entry Date
» 73004 R e
b 3/24/2004 034712004 000 0.00
03182004 0.00 0.00 0.00
b 3/25/2004 03/9/2004 000 000 000
b 2262004 0572272004 0.00 0.00 0.00
- 032302004 0.00 0.00 0.00
b 3/28/2004 J | 032442004 000 000 0.0 hd
J ol K1 »
105% + Table of First Previous Hext Last Print/Save Go to
° Contents Page Page Page Page Report Page
6. Click the arrows to the left of each item to expand the list to display more levels of detail.




7.  Click any hyperlink in the data hierarchy list in the left pane. The page in the report
containing that information appears in the right pane.

Viewing Report Output in Different Formats

Actuate™ is the CitiDirect-defined format for most reports; however, it is possible to run a report
in the following formats: Adobe® Acrobat® Reader® (.pdf), Microsoft® Excel (.xIs), Rich Text
Format (.rtf), or Comma Separated Value (.csv). Regardless of the format you select for your
report, the procedures for viewing all reports follow the same initial steps as provided below.

View report content by following the steps below.

1. Onthe View Reports tab, select a report with an “ Available” status.

2.  Click View Report. The Report Summary dialog box appears.

Report Summary

Flease he aware that the report you are requesting will be written to
vour temporary internet file cache on your workstation and is
accessihle offline fraom that location. fthe infarmation you have
requested is sensitive or considered confidential, please clean out

vour temporary internet cache.

3. Click OK to view the report output. The report appears in a separate browser window in
the application associated with the specified format, where it can be printed and/or saved.
The Balance Summary Report viewed in Microsoft Excel (.xls) format is shown in the
example below.

J Ele Edit View Insert Format Tools Data Window Help Acrobat

IRETE

- @ s s 8RS - )

DRI ESAY|Lmad|la
A

B

[ C

=S -~

CITIDIRECT

EEREEN N

=]

(]

o

=

m

=71

~

Balance Summary Report
Report Date 06/ 472004 17:52:46 (EDT)

= Indicates Calculated Balances
Bank Hame
Customer Humber / Hame

Branch Humber / Hame
Account Humber / Hame

Account Currency [ Type
Last Entry Date

= Indicates Calculated Balances
Bank Hame

Customer Humber / Hame
Branch Humber / Hame
Account Humber / Hame
Account Currency [ Type

Last Entry Date

CITIBANH
ooooo

o
2000000001

CAD
06/11/2004
Statemert
Diste

061 472004

CITIBAMK
MANARERLI
111
RANRRERRRNI
usD

Statement
Date

CITIDIRECT CLIEMT
CORPORATICN
LOCAL CITIBARNK
CITIDIRECT CLIEMT
CORPORATION

Opening Ledger
Balance

111.11-

CLIENT CUSTOMER
LOCAL CITIBANK
CLIENT CUSTOMER

Opening Ledger
Balance

Current /  Credit
Closing Count
Available

Balance

111.11- 111.11-

Current ! | Opening Available
Closing Balance
Ledger
Balance

111.11-

Current
Account

Current /| Credit
Clo=ing Count

Nuailabla

Current ! |Opening Available
Clo=ing Balance

4[4 |» | »l|Sheetz

e
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Note:

For information on selecting a specific format for your report, refer to the Specifying
Common Report Criteria section of this Guide.

Deleting and Resetting Report Criteria

If a report does not return the information you need, you can review its content and delete or

reset the criteria included in that report.

Delete or reset the values currently listed in the Report Content list box by following the steps

below.
1. From the Report Summary list, select the report you want to modify, and click Edit
Criteria to access the Edit Criteria form.
2. Inthe Report Content list box, select the value you want to delete or reset. In this
example, Account Currency is selected.
T
CitiDirect Support Website
Edit Criteria CitiDirect Client
I
Report Name
|New Balance Summary Report
Base Report
|Balance Summary Beport
Fields I Report Content
* Format Group By
* Share - hes Account
e = Foma
Customer i e Actuste Report
hccount Humber v Share
Account Group e *+ Private
Account Currency Activity Cnly
Statement Date e = No
Aotivitcy Only Statemert Date
* Group By e 40t +0
Show Latest EZtatement on or before: E --YAccount Carrency
S| e AUD - AUSTRALIAN DOLLAR
= ” Favorite
Delete Reset g:?ael:n'l'so
= e AL g::.e gnd Run Save Print Schedule
3.  Proceed with one of the following steps:

Return to
Summary

¢ Click Delete to delete the selected criteria from the report content.

¢ Click Reset to reset the value of the selected criteria to the values that existed the last

time this report was saved.
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¢ Click Reset To Defaults to reset all selected criteria to the CitiDirect-defined values of
the base report.

Note: To run a report successfully, all criteria identified with a red asterisk must be included in
the Report Content.
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Deleting Report Output

The View Reports tab lists each instance of a report that was run. When you delete report
output (the instance of the report run) from this tab, the actual report is not deleted. You have
only removed it from the list of reports run on the View Reports tab. The report name remains in
the Report Summary list box, where it can be selected and run in the future.

Notes:

e When you delete a report that you have created and saved, you remove the report from the
Report Summary list. Once deleted, the report is no longer available.

e For procedures for deleting reports that you have saved, see the Deleting Reports section of
this Guide.

Delete report output by following the steps below.

1. Inthe Report Summary list box, click the name of the report. Any instances of the
running of the selected report, including run status, are listed on the View Reports tab.

CitiDirect Support YWebsite
Cash Balances Reports CitiDirect Client

Report Summary eria s Reno
[l Cash Balances Reports
- Balahce Summary Report - (FAYORITE) Availahle 0E/Z6/2006 10:47:49 EDT Z-Bus Days
-~ + 2-Bus Days - (PUBLIC)
My Saved Balance Summary Report - (FAYORITE)
Ungaved Balance Summary Report

< = New Balance Summary Report

-~ + Balance Surmary Report - (PUELIC)
s Conzolicated Balance Summary Report
L v Custommer Position Report

T

Details Il

== Row: 1 of 2 == | Delete Cutput
Addto Run Edit Delete View Other
Favorites Report Report Report Options

2. Onthe View Reports tab, select the report run that you want to delete, click Other
Options, and then click Delete Output. A Report Summary Confirmation message
appears.

Report Summary d

Do you want to Delete the selected Report Cutput?
Selecting Ok will permanently DELETE the iterm(s) you selected.

3. Click Yes to confirm the deletion. The report run is deleted, but the report name remains in
the Report Summary list box, and is available to run when needed.

CitiDirect Basics: Comprehensive Guide 125 Citigroup Corporate and Investment Banking



Deleting Reports
CitiDirect® Online Banking allows you to delete your reports.
¢ You can delete only reports that you have created and saved.

¢ You cannot delete CitiDirect base reports.

Delete a report that you created and saved by following the steps below.

1. Inthe Report Summary list box, select the report you want to delete. In this example, 2-
Bus Days is selected.

CitiDirect Support Website

Cash Balances Reports CitiDirect Client
Report Summary Criteria [ View Reports
E|v Cash Balances Reports Status Date/Time: Report Hame
v Balanee Summary Repart - (FAYORITE) Availahle 06/Z6/2006 10:47:49 EDT 2-Bus Days
i b s 2.Bus Days Availahle 0&/ 2642006 10:51:E0 EDT Z-Bus Days

My Saved Balance Summary Report - (FAVORITE)
Unzaved Balance Summary Repart

Mewy Balance Summary Repart

* Balance Summary Report - (PUBLIC)

+ Consolidsted Balance Summary Report

-+ Cystomer Posttion Report

== Row: 1 0f 2 ==

Add to Yiew Other

Favorites Report Options

2. Click Delete Report. The Report Summary dialog box appears.

Report Summary x|

Do you wantto Delete the selected Report?
Selecting Ok will permanently DELETE the itermis) you selected.

[res |

I

3. Click Yes to confirm the deletion of the selected report. The report name is removed from
the Report Summary list box and is no longer available to run.
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Generating Reports in Different Formats

Most CitiDirect® Online Banking reports are generated in Actuate™ format, however, CitiDirect
allows you to view report output in other formats such as Adobe® Acrobat® Reader® (.pdf) or
Rich Text Format (.rtf). These formats allow you to print or save a report containing multiple

fonts and languages

installed on your computer.

must be installed on your computer.

Generate a .pdf or .rtf file containing your report output by following the steps below.

1.
Note:
2.

Run the report to access it in Actuate format.

At the bottom of the Actuate window, click Print/Save Report.

Reports in .pdf or .rtf format can only be generated from the Actuate format.

If you want to generate a CitiDirect Report in .pdf format, Adobe Acrobat Reader must be

If you want to generate a CitiDirect Report in .rtf format, Microsoft® Word 2000 or higher

4 33183079 - Internet Explorer 6 — 1ol x|
Balance Summary Report
Bank Hame CITIBAMK
Customer Humber / Hame 1329252 INFORMATION SERY. PRODUCTION DEMC
Branch Humber / Hame 930 MEW YORK CITIBAMK - CORPORATE
Account Humber / Hame 40553549 Sample Demo Accourt Mo 1
Account Currency / Type LSO
Last Entry Date 10/M06/2006
Statement Opening Ledger Current / Closing Opening Available Current / Closing Credit Total Credit Amount  Debit Total D
Date Balance Ledger Balance Balance Available Balance Count Count
02/28/2006 49.02 49.02 4902 49.02 €] 2233 S
1 Day Float 0.00 2 Day Float 0.00 3 Day Float 0.00 4 Day Float
03/30/2008 4302 4902 4902 4902 3 2233 3
1 Day Float 0.00 2 Day Float 0.00 3 Day Float 0.00 4 Day Float
03/31/2008 43.02 4902 4902 4902 3 2233 3
1 Day Float 0.00 2 Day Float 0.00 3 Day Float 0.00 4 Day Float
09,01 /2006 48.02 45.02 48.02 45.02 &l 2233 4
1 Day Float 0.00 2 Day Float 0.00 3 Day Float 0.00 4 Day Float
09/05/2008 4502 4902 4502 4302 4 2333 3
1 Day Float 0.00 2 Day Float 0.00 3 Day Float 0.00 4 Day Float
09062005 43.02 4902 4902 4902 3 2233 3
1 Day Float 0.00 2 Day Float 0.00 3 Day Float 0.00 4 Day Float
0907 ;2006 48.02 49.02 48.02 458.02 & 2233 ]
1 Day Float 0.00 2 Day Float 0.00 3 Day Float 0.00 4 Day Float
09,/08/2006 49.02 4902 4902 49.02 5] 2289 5
1 Day Float 0.00 2 Day Float 0.00 3 Day Float 0.00 4 Day Float
09/11/2008 4302 4902 4902 4902 3 2233 3
1 Day Float 0.00 2 Day Float 0.00 3 Day Float 0.00 4 Day Float
091 202008 43.02 4902 4902 4902 3 2233 3 |
1 Day Float 0.00 2 Day Float 0.00 3 Day Float 0.00 4 Day Float
0951302006 49.02 49.02 4902 49.02 €] 2233 S
1 Day Float 0.00 2 Day Float 0.00 3 Day Float 0.00 4 Day Float
0941 42008 4302 4902 4302 4302 3 2233 3
1 Day Float 0.00 2 Day Float 0.00 3 Day Float 0.00 4 Day Float
09/15/2008 43.02 4902 4902 4902 3 2233 3
1 Day Float 0.00 2 Day Float 0.00 3 Day Float 0.00 4 Day Float
09/15/2006 48.02 49.02 48.02 458.02 & 2233 ]
1 Day Float 0.00 2 Day Float 0.00 3 Day Float 0.00 4 Day Float
091902006 4302 4902 4902 4902 &l 2233 t)
1 Day Float 0.00 2 Day Float 0.00 3 Day Float 0.00 4 Day Float
[ v o Freeee o i v - _l;l
1 3

I105°/o'|

Table of First

Page

Contents

Previous
Page

Hext
Page

Last
Page

Print/Save
Report

Goto
Page
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The Print and/or Save Report as PDF/RTF (Microsoft Word 2000 or Later...) dialog

box appears.

Select All, Current Page, or Pages to
specify what portion of the report you
want to print or save. If you select
Pages, specify the page numbers.

Select either Generate the Report in
PDF Format or Generate the Report in

3 Print or Save Report as PDF / RTF {Microsoft

=101 x]

Print andfor Save Report Document

Select pages to Print or Save.

Page Range

& Al

& Current Page
 Pages:

Enter page numbers andfor page ranges separated by commas.
Eoreyample 1.30-12

RTF Format (Microsoft Word 2000 or
Later). In this example, PDF Format is
selected.

& Generate the Repart in POF Format
Generate the Repart in RTF Format ( Microsoft Word 2000 or
Later )
Press F5 on keyboard if data not visible on next screen.

Click OK to generate the .pdf or .rtf
report. The report opens in a separate
window in the format you selected, where
it can be printed and/or saved on your
system.

On the next screen, select one of the following icons:

& To print the report
El To save the report

=

Printing Adobe® Acrobat® Reader®
(.pdf) Reports

Print a .pdf report by following the steps below.

1.

CitiDirect Basics: Comprehensive Guide

On the Adobe Acrobat Reader toolbar,
click Print.

The Print dialog box appears. The Print
Range displays the range you specified
in the Print or Save Report as PDF
dialog box. If you selected All, the range
displays the first and last page numbers

E H Save & Cop ; Prirt

\/&J Email ia‘] Search %

| T seect et ~ () |

of the report.

128
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&
211l Balance Summary Report
(2]
n
= Bank Mame
_5-, Customer Number [ Name
A Branch Number | Name
Account Mumber / Name
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21x

— Printer
Marne:

Statuz:  Ready

Properties |

[ Reverse pages

Frint: IEven and 0dd Pages 'l

¥ Commerts

" Pages from: |1 to |35

Type: HF Lagerlet 4000 Series PCL [~ Prirt as image

‘where:  LPTT: ™ Print ta file

P e ToprE and Adjustments

& Al " Selected pages/oraphic MNumper of copies: m
' Current page v Collate

™ Ghiink, oversized pages o paper size
[ Bypand small pages to paper size
v Auto-rotate and center pages

= PastScript Dption

Previe p—11.00——

Fritit Method: | Language Level 2 j ,,: . —
[ | ptimize for Spesd 5 50 L

v Wowrload Serar Fonts I Save Prnter i emany £

Color Managed: On printer

Units: Inches Zoom: 100.0%

Frinting Tips I Advanced... |

oK I Cancel

2. Click OK to print the report.

Printing Rich Text Format (.rtf) Reports

Print a report in .rft format by following the
steps below.

1. On the Microsoft Word toolbar, click
File, and then click Print.

The Print dialog box appears. The
Print Range displays the range you
specified in the Print or Save As
dialog box. If you selected All, the
range displays the first and last page
numbers of the report.

CitiDirect Basics: Comprehensive Guide

i3l 493239[1] - Microsoft Word

JEiIe Edit Wiew Insert Format Tools Table wWindow Help Adobe PDF

Chrl+H }'|c}{jgw§|n-mv|%

LI

Sawe as Web Page...
YErsians. .

‘Web Page Preview

J O e, .

I (= open. .. Chrl+o ——
12 - | | = =

l Close BI U ’j

l n Save Ctrl+5

[ Save Bs... :

) - Las‘lEniryI]ate'

Page Setup...
Print Preview Summary Repﬂrt
Zend Ta P Er i Hame
Propetties Ll
/ Hame
Exit

129 Citigroup Corporate and Investment Banking


hl41303
Rectangle


2. Click OK to print the report.

Note:

If a report was saved in
another format in CitiDirect,
such as Microsoft Excel, use
the Print and Save functions
in that application.

Priot kS
tinker
Mame: [ 11113 _Prirter x| Properties |
Skakus: Idle
Type: HP LaserJet S000 Series PCL
Where: 168.109,55.34: [ Print ta file
Comment:  HP 000
age range —_opies
Al Mumber of copies: I[I 5‘

" Current page

. Pages:

Enter page nurbers and/or page ranges
separated by commas, For example, 1,3,5-12

" Selection 1 1
| 2 £ v collate

Print what:

Prink:

Opkions. ..

rZo0om
IDocument j Pages per sheet: m
IF\II pages in range j Scale to paper size: IND Scaling v|

| Ok Cancel |

Saving Adobe® Acrobat® Reader® (.pdf) Reports

Save the report output file as a .pdf file on your computer by following the steps below.

1. Inthe Print or Save Report as PDF / RTF (Microsoft Word 2000 or Later...) dialog box,
click Generate the Report in PDF Format.

3 Print or Save Report as PDF / RTF {Microsoft ¥
Print andfor Save Report Document Al

Page Range
& Al

& Current Page

Select pages to Print or Save.

 Pages:

Enter page numbers andfor page ranges separated by commas.
Eoreyample 1.30-12

& Generate the Repart in POF Format

Later )

Generate the Report In RTF Format [ Microsoft svord 2000 of

Press F5 on keyboard if data not visible on next screen.
On the next screen, select one of the following icons:

& To print the report
El To save the report
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2.

On the Adobe Acrobat Reader toolbar,
click Save a Copy.

The Save a Copy... dialog box appears.

E Save a Copy L",;r Prirt EI Etniil ﬂ Search

Signatures \l Bookmarks

T select Tet ~ [l

Lz

&0

et
citl
CitiDirect™
Online Banking

Balance Summary Report

Bank Mame

Customer Number / Name
Branch Number | Hame
Account Number / Name
IBAN HNumber

i s x| |e & ok E-
Mv Pictures
Object name: ~ |233816.pcl ] [ save
Saveastype:  |Adobe PDF Fies [*pd) =] Cancel
y

In the Save in field, click the drop-down arrow and select the location on your computer
where you want to save the file. In this example, My Documents is selected.

In the Object name field, you can replace the file name with your own file name.

Click Save.
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Saving Rich Text Format (.rtf) Reports

Save the report output file as an .rtf file on your computer by following the steps below.

1. Inthe Print or Save Report as PDF /
RTF (Microsoft Word 2000 or Later...)
dialog box, click Generate the Report in
RTF Format (Microsoft Word 2000 or
Later).

2. Click OK.

3. Onthe File Download dialog box, click
Save.

The Save As dialog box appears.

CitiDirect Basics: Comprehensive Guide

/3 Print or Save Report as PDF / RTF {Microsoft ] 3

Print andfor Save Report Document =l
Select pages to Print or Save.

Page Range
& Al
 Current Page

C Pages:
Enter page numbers andfor page ranges separated by commas.
For example, 1,3 .5-12

% Generate the Report in PDF Format

Generate the Repart in RTF Format [ Microsoft Word 2000 or
Later )

Fress F5 on keyboard if data not visible on next screen.
On the next screen, select one of the following icons:

&5 Ta print the report
B To save the report

[~ o8

File Download x|

2

Some files can harm your computer. If the file information below
looks suspicious, or you do not fully trust the source, do not open or
zave thig file.

File: name: 433239 rtf

File type:  Rich Text Format

From: cazantuat]l.dos. citicorp. com

‘Would you like to open the file or save it to your computer?

Open | Cancel HMore Infa

¥ Always ask before opening this type of file
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4. Inthe Save in field, click
the drop-down arrow and
select the location on your
computer where you want
to save the file. In this
example, My Documents
is selected.

5. In the File name field, you
can replace the file name
with your own file name.

6. Click Save.

Jd

R I e 2

My Captivate Projects

CitiDirect Basics: Comprehensive Guide

My eBooks
My Pictures
493141
File narne: |493239 j Save
Save as lype: |F|ich Text Format j Cancel
P
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Automating Reports

The Automated File and Report Delivery (AFRD) service available through CitiDirect® Online
Banking allows you to schedule reports to run at any time, even when you are not signed on to
CitiDirect. For example, you can schedule a report to run early in the morning, so that it is
completed and available to select and view from the View Reports tab when you arrive at work.
Automating reports saves time and improves efficiency.

¢ You can access the AFRD service by clicking Schedule in the lower right portion of the Edit
Criteria form, or by selecting it from the CitiDirect navigation bar.

CitiDirect Support Website

Edit Criteria Citibirect Client
Report Hame
Base Report

|Balance Summary Report

Fields Report Content
+ Format E|v Group By
* Share :
= Faworite

Eranch

Customer
Account Number
Account Group
Account Currency w Staternert Date
Statement Date o+ +0ta +0

= Aotivitcy Only =] Fortmat

* Group By b s Actuste Report
Show Latest Statement on or before: :
=)W Zhare
e s Private

Reset To
Defaults

* Required Field Save and . Return to
Run Run Save Print & TTTETy

Delete Reset
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Automatic Printing and Saving of Reports to Local Directories/Drives

You can print and save reports to your personal computer (PC) or local area network directly on
the Auto Print/Save tab.

o If you select the Auto Print On check box, your .pdf report is automatically printed to your
printer.

o If you select the Auto Save On check box, your .pdf report is saved in the C:\ directory.
The file name is the same as the Schedule Name with the current date. To specify a
directory and file name for your report click Browse.

Autormnated File and Report Delivery Summary CLIENT COMPAMNY

InputModify

Authorization Req'd | Auto Print /Save | View

Repair Req'd

Event Type Schedule Interval | Auto Print ON | Auto Save ON

Schedule Owner |

{1} Schedule Hame

Deport Every 1 or More Days

== Row 1 0f 2 == | Bold is editable field (1)42) sorted columns

QS

Launch Auto Go to Other
Print/Save Details Options

Submit
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The Favorite Reports

The Favorite Reports available in CitiDirect® Online Banking allows you to efficiently manage
the reports you have designated as Favorites, and to quickly access any report that you have
run in the last 24 hours and any scheduled reports.

The Favorite Report feature allows you to make a list of your favorite reports, reducing the
number of clicks and speeding up access to those reports. Once a report is identified as a
favorite, it appears in the Favorite Reports.

To provide faster access to the reports you run on a regular basis, the Favorite Reports appears
as a pop-up window on top of the active CitiDirect application.

There are two ways to access the Favorite Reports:

¢ Click Preferences, located at the bottom of the navigation bar, and then click Favorite
Reports; or

e Press the ALT + R keys on your keyboard anywhere in CitiDirect.

3 Report Assistant - Microsoft Internet Explorer

" Favorite Reports | Viewahle Reports

-
Reporf Hame
{1) Report Hame I Base Report
My Zawved Balance Summary Report Balance Summary Beport
Aoocount Statement Details Beport Aoocount Statement Details Beport
Aocount Statement Peport Account Statement Peport
Balance Summary Report Balance Summary Report
Kl [ =
T
Run GoTo Remove as
Report Report Favorite
éj Applet com. citibank. casa.navshell. Reportassistantapplet starte # Internet

The Favorite Reports has two tabs:

o Favorite Reports. Displays all reports that you have identified as a “Favorite.” This tab is
active when you access the Favorite Reports.

e Viewable Reports. Displays a list of all reports that have been run in the last 24 hours,
including reports that are currently running and any reports scheduled to run in the future.
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Note: While the Favorite Reports is open, CitiDirect Online Banking is disabled, and you are
prevented from performing any other actions except those in the pop-up window.

The Favorite Reports Tab

The Favorite Reports tab lists all reports that you have identified as Favorites. The Report
Name and its corresponding Base Report are displayed in the example below.

3 Rannrt ssistant - Microsoft Internet Explorer

“Favorite Reports | Wiesvsable Reports
Report Hame
{1) Report Hame I Base Report
My Saved Balance Summary Report Balance Summary Beport
Account Statement Details Report Account Statement Details BReport
Account Statement Report Account Statement PBeport
Ealance Summary Report Balance Summary PBeport
B . o] .
Run Go To Remove as
Report Report Favorite
@j applet com.citibank.casa.navshell Reportassistantapplet starte: # Internet

Once you select a report from the list, you can perform any of the actions listed in the table
below.

Button Click to:
Run Report Run the selected report.
Go To Report Go to the Report Summary form. The report you selected in the Favorite

Reports is also selected in the Report Summary list, and the View Reports
tab is active. Click Run to run your report.

Remove as Favorite Remove the selected report from your Favorite Reports list.

Notes:
o The list updates automatically when you designate a report as a “Favorite.”

e For procedures on adding reports to your Favorite Reports list, refer to the Adding a Report
to Your Favorite Reports List section of this Guide.
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The Viewable Reports Tab

The Viewable Reports tab displays a list of all reports that have been run in the last 24 hours,

including reports that are currently running and any scheduled reports.

The Viewable Reports tab contains four columns: Report Name, Date/Time, Status, and Base

Report.

e Viewable Reports are sorted by Date/Time, with the most recent listed first.

¢ Click a column heading to change the sort order.

portAssistant- Microsoft Internet Explorer

Report Name =
Report Hame | DateTime | Status | Base Report

Tnsawved Balance Summ. .. O0&/Z&/20... Available Balance Summary Report

Tnsawved Balance Summ_ .. 0&6/26/720... Available Balance Summary Beport

My Saved Balance Sum. .. 0&/EZ6/E0... Awailable Balance Summary Beport

v

View GoTo Delete Update

Report | Report | Output | Screen | 'Ot

Once you select a report, the actions listed in the table below are available by clicking the action
buttons on the lower right section of the Favorite Reports screen.

Button

Click to:

View Report

Launch a new Report Viewer window and display the output of the selected
report.

Go To Report

Go to the Report Summary form. The report you selected in the Favorite
Reports is also selected in the Report Summary, and the View Reports tab
is active. Click Run to run the report.

Delete Output

Delete the selected report output from the Active Reports list.

Update Screen

Update the Active Reports list, reflecting any changes in report status, all
new reports added, and any reports deleted.

Details

Open a new window displaying details of a selected report in Failed/Timed-
out status.

Note: The (1) nextto a column heading indicates that the report is currently sorted by that
column. In the example shown above a (1) appears to the left of Report Name,
indicating that the list is sorted by Report Name.
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Adding a Report to Your Favorite Reports List

If you run a report frequently, you can add it to your list of Report Favorites for easy access.

There are two ways to add reports to the Report Favorites list:
o from the Report Summary form when you are running your report; or

o from the Edit Criteria form when you are creating your report.

From the Report Summary Form

Add a report to your Report Favorites list from the Report Summary form by following the steps
below.

1. Sign on to CitiDirect® Online Banking with your SafeWord™ card or your CitiDirect
Secured Password provided by your Security Manager.

2. On the CitiDirect navigation bar, click All Reports.

3. Click the service class containing the report you want to add to as a Favorite. In this
example, Cash Balances Reports is selected.

P
citi

CitiDirect "
Online Banking
ik o |
s All Reports |
- Automated File and ..
- Cash Balances Repartz
Cash Statements Rep...

Cash Transaction Initi...

The Report Summary form appears. All reports available in the selected service class are
listed.
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4. Inthe Report Summary list box, select the report. In this example, the Balance
Summary Report (PUBLIC) report is selected.

CitiDirect Support Website

Cash Balances Reports CitiDirect Client
Report Summary Criteria | View REports

EI----v_ Cash Balances Reports Status Date/Time |[Report Hame
- Balance Summary Report - (FAVORITE)
2-Bus Days - (PUBLIC)

-+ Balance Summary FEepart - (PUBLIC)
+ Consolidated Balance Summary Report
+ Custorner Position Report

Kl l i |

== Row: 20f 2==
Add to Run Edit Delete View Other
Favorites Report Report Report Options

5. Click Add to Favorites. A Report Summary dialog box appears.

Report Summary x|

Llze At+R ampwhere in CitiDirect to conveniently access your Favarite
Repaorts List.

(oK |

6. Click OK to confirm the addition of this report to your Favorite Reports list. Once the
report is included on your list, it appears on the Favorite Reports tab in the Favorite
Reports.

Notes:

e Press the ALT + R keys on your keyboard anywhere in CitiDirect to access the Favorite
Reports
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¢ If you want to remove a report from the Report Favorites list, select the report and click

Remove as Favorite.

From the Edit Criteria Form

When you are using the Edit Criteria form to edit report content to create a new report to save
for future use, you may want to add that report to your Favorite Reports list at the same time.

Add a report to your Favorite Reports list from the Edit Criteria form by following the steps

below.
7.

Sign on to CitiDirect® Online Banking with your SafeWord™ card or your CitiDirect

Secured Password provided by your Security Manager.

On the CitiDirect navigation bar, click All Reports.

Click the service class containing the report you want to add to your Report Favorites list.

In this example, Cash Balances Reports is selected.

FarnY
citi
CitiDirect®
Online Banking

T

i All Reports

- Automated File and R

- Cash Balances Reports

=

de T de D,

The Report Summary form appears. All reports available in the selected service class

are listed.

Cash Balances Reports

Report Summary

[=}-w Cash Balances Reports
E\ -w Balance Summary Report - (FAVORITE)

-+ Unsaved Balance Summary Report

i o 5 T = T ]l
foo s Cystotner Position Report

-+ My Saved Balance Summary Report - (FAWORITE)

Status

(|

" View Reports

CitiDirect Support Website
CitiDirect Client

I Date/Time |Repurl Hame

| |

==Row: 20f 222

Add to
Favorites

Delete
Teport

Other
Options

Run Edit
Report
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7. From the Report Summary list, click the report you want to edit. In this example, Balance
Summary Report - 2-Days is selected

8. Click Edit Report.

The Edit Criteria form appears.

CitiDirect Support Website

Edit Criteria CitiDirect Client

Report Hame

|Balance Summary Report-Z-Days

Base Report

|Balance Summary Report

Fields Report Content
* Fornas E| w Group By
= g
Ll Account
* Faworite I ro
Customer e e Aclobe (POF)

Account Number
Accownt Group
Accownt Currency

Statement Date i+ Zelected Branch
Lorivicy Only - Btivity Only
+ Group By [

Show Latest Statement on or before:
- Statement Date

Reset To
Defaults

* Required Field y p
Run | Save Print Schedule gﬁ:_:;:';;

9. Inthe Fields list box, click Favorite. The Favorite Report dialog box appears.

Delete | Reset

Favorite Report x|

[v| Favorite {Include this report on my Favorite Report List.)

10. Select the Favorite check box, and click OK. The Report Content list box now indicates
that this report is a Favorite.

Report Content
- Group By
f b s Aecount
w Format
L s Mdobe (PDFY
w Share
Le Public
w Branch
i+ Selected Branch
w Sctivity Only
it Mo
w Statemert Date
t s $1.06

E|v Favorite
L Yes

Notes
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o Once the report is included in your Favorite Reports list, it appears on the Favorite
Reports tab in the Favorite Reports.

e Press the ALT + R keys on your keyboard anywhere in CitiDirect to access the Favorite
Reports.

Inquiries

The Inquiries category on the CitiDirect® Online Banking navigation bar contains service
classes that group individual Inquiries by their specific business purpose. Based on criteria you
specify, Inquiries provide a snapshot of information as of the current point in time. Run
Date/Time stamps appear on the bottom of Inquiry screens showing when the Inquiry was run.

An Inquiry can be printed and the end result is similar to a basic Microsoft® Excel spreadsheet,
with gridlines. The date and time the Inquiry was run and the time Inquiry was printed appears in
the footer at the bottom of each Inquiry print out.

Typically, CitiDirect Inquiries are run for real-time reporting, when you prefer to view the
information on your screen. An Inquiry is generally faster than a report, and is usually submitted
when you want a crucial piece of information immediately. If you need to access information
fast, and you do not have a requirement to store the retrieved information or secure a printout
that may also be used as a legal document, submit an Inquiry.

Submitting an Inquiry
Submit an Inquiry by following the steps below.

1. Sign on to CitiDirect Online Banking with your SafeWord™ card or your CitiDirect Secured
Password provided by your Security Manager.

2. On the CitiDirect navigation bar, click Inquiries. A list of available Inquiries appears.
Your assigned Access Profile determines which Inquiries you  pe

can access.
e
Note: Click to access CitiDirect Online Help for Cltl
. . . C :.'D”'QC'[:'
descriptions of all Inquiries. Online Banking
Inbox |
3.  Click the service class containing the Inquiry you want to - All Reports =
submit. In this example, Cash Statement Inquiries is - Inquiries
selected. n Caszh Staternent [houir ...
> EBalance Summary 1.
4.  Click the Inquiry you want to submit. In this example, . | Accaurt Statement Incuiry
Account Statement Inquiry is selected. - Transaction Summ...
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An Inquiry form appears. This form provides tabs for entering criteria and viewing results
at different levels of detail. Most Inquiries provide Criteria, Summary, and Details tabs;
however, some Inquiries may have more than one Summary or Detail tab.

In this example, the Criteria, Summary, and Details tabs of the Account Statement
Inquiry are displayed. Use the Criteria tab to specify search criteria to find the
information you need.

P
Cltl CitiDirect Suppaort Website
CitiDirect ® Account Statement Inguiny CitiDirect Client
Online Banking

ia | Summary | Details

Inbox
: B Branch Humber
= Inauiries

& Cash Statement Inguir... squals j ﬂ |
Balance Summary ... == Customer Number
b ccount Statement. . |Eq“als j ﬂ |

v Transaction Sumrm.
i Py
= Tranzaction Detail dccqunthiumben

- Inoremental Aocau |E"‘“alS j ﬂ |
*+ Account Group
equals ﬂ |

Statement Date
from

||Ds/27/zoos illjm |06/27/2006 ﬁj

Cheques

equals Include Chagues j

By Order Of/Beneficiary
contains |

*=* At least one reguired figld Submit Clear

=
Close " Preferences ” ? | @ Criteria

5.  Click the Criteria tab, and specify search criteria.

e You must enter information into at least one field. A red asterisk identifies a required
field.

e The more criteria you specify, the more specific the results of your Inquiry.

e The Branch Number and Account Number fields will automatically populate with
your preferences.

Note: For more information on setting your preferences for Inquiries, see the Setting
Your Preferences for Reports and Inquiries section i of this Guide.

6. Click Submit. The results appear on the Summary tab. For procedures for viewing the

details of specific records, refer to the Viewing the Details of Selected Summary Records
section of this Guide.

Note: Descriptions of the elements of the Criteria tab are contained in the following section.
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Components of the Criteria Tab

CitiDirect® Online Banking provides components on Inquiry forms that enable you to find the
data you need. The Criteria tab of the Account Statement Inquiry is shown in this example.

1 2 Citilirect Support Website
Account Statement In CitiDirect Client
" Criteria

Summary

] == Branch Humber
equals

== Customer Number
equals

== Account Number
equals |

== fAccount Group
equals ﬂ |

Statement D
from 3

ﬂ | 0ol | Citikamk Eramch

ﬂ |123456'?8

ﬂ |98'?654321

“06,-'2'?,-'2006 ﬁj to |06,-'2'?,-'2006 ﬁj

Chegues

equals Include Chegues j

By Order Of) iary
. ‘ ’E |

Submit Criteria Print View

ﬂ @ ** At least one recuired field 5 Clear Split

The components available on the Criteria tab are described in the table below.

Component Description

1 Drop-down arrows allow you to select from a list of available options. For
example, you can select operators, such as starts with, equals, is not equal, etc.

2 Library Look-up allows you to select data from a CitiDirect Library.

3 Date Fields allow you to select specific dates or date ranges for the information

you want to retrieve.

4 Text Boxes allow you to enter data for your criteria.

Action Buttons allow you to Submit your Inquiry, Clear the fields on the
Criteria tab, Print the information displayed, or View your inquiry in Split View.
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Viewing Your Inquiry Results Summary

The Summary tab displays the list of records that match the criteria you submitted from the
Criteria tab.

Select records and view detailed information by following the steps below.

1. Onthe Summary tab, select one or more records.

CitiDirect Support Website
Account Statement Inguiry CitiDirect Client
Criteria * Details

Branch Humber Branch Hame {1) Account Humber Currency Statement Date {2
ool CITIBANE IFTEE43ZL USD 06/15/2006 il
ool CITIEANE 287654321 UsD 021572006 0z
ool CITIBANE 987654321 UsD 03/07/2006 0z
ool CITIBANE IFTE543EL usD 03/07/2006 03
ool CITIBANE 987654321 UsD 03/07/2006 0z
ool CITIBANE 237654321 UsD 030772006 0z
ool CITIBANE FFTE543EL UsD 03/07/2006 03
0ol CITIEANE FETE543ZL usm 03/07/2006 ik
ool CITIBANE ag7654321 UsD 06/19/2006 0s
ool CITIEANE 237654321 UsD 06052006 oS
ool CITIBANE 987554321 ST 0670572006 0s
ool CITIBANE 987654321 USD 06/15/2006 il
ool CITIBANE 937654321 UsD 06/13/2006 oS
Kl | »

==Row10f18== | Right Click on column titles to customize| (1)42) sorted columns i
@ H Run DateTime: 06/27 2006 &t 1639014 EDT s Time stam p Update Print_ Go t? — SP'“

Screen || Details | Details View

2. Proceed with one of the following steps.

¢ Click Update Screen to update the summary list with the most recent information.

e Click Print Details to print the details of all selected records, without having to go to
the Details tab.

¢ Click Go to Details. The details of the first selected record appear on the Details tab.
For more information, please refer to the Viewing the Details of Selected Summary
Records section of this Guide.

¢ Click Print to print a summary list of the selected records, including column headings.

¢ Click  Split View to split the form and see the Criteria and Summary tabs on one
screen. For more information see the Viewing Your Inquiry in Split View section of this
Guide.
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Viewing the Details of Selected Summary Records

When you select records on the Summary tab and you click Go to Details, the details of the
first selected record appear on the Details tab.

Account Staterment Inguiry CLIENT COMPANY
Criteria Summary | Details

Legal Text =
IDIe hawve Debited your Account. =

Account Number Account Hame Amount

IDDDDDDDM CLIENT“ % SUPPLY COMPANY** 0,15

IBAN Number

IABDDDDDDDDDDDDM

Branch Number Customer Number Value Date currency

Branch Hame Customer Name Statement Date Entry Date

ICITIBAN'K ERANCH ICITIDIRECT CLIENT IDS,-’SD,-’ZDDS IDS;SD;ZDDS

Bank Hame Customer Reference Bank Reference

ICITIBAN'K INDNREF 1224567290

Transaction Details |-

(1) Field Hame
Product Type Data Entry
Run Date/Time: 10/05/2005 &t 14:05:31 EDT €= | Time stamp T
@ Criteria || Previous | Hext Print
Summary

Use the scroll bars to view the details displayed on the form, and then proceed with one of the
following steps.

e Click Return to Summary to go back to the Summary tab.

e Click Criteria to go back to the Criteria tab.

o Click Previous to view the details of the last record displayed on the Details tab.
o Click Next to view the details of the next record selected on the Summary tab.

e Click  Print to print the details of the record currently displayed on the form

Notes:

o If afield value has more than one line of text, click in the field and it expands to allow you to
view all of the text.

¢ Some CitiDirect Inquiries provide additional levels of detail.

¢ Clicking Previous while on the first record or Next while on the last record will return you to
the Summary tab.
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Viewing Your Inquiry in Split View

CitiDirect Inquiries provide a Split View feature that enables you to view the Criteria and
Summary tabs together in a single screen. Split View is available from both tabs. View both
Criteria and Summary information on one screen by following the steps below.

1. From the Criteria or Summary tabs, click Split View. The Criteria tab is shown in this

example.

Account Statement Ingquiry

L Criteria’ ] Summary Details

*= Branch Number

== Customer Humber

CitiDirect Suppart Website
CitiDirect Client

equals j ﬂ 0oL |Ci|:1hsnk Branch

|equals

== fccount Number

j ﬂ |12345679

[emuals

=+ ACcount Group
equals

Statement Date
from

Chetjues
equals

By Order OfiBeneficiary
contains

Al

j ﬂ |937554321

||DE/Z7/ZIJEIE il‘jm ‘DE/Z?/ZDDE ﬁﬂ

Include Chequas j

** At least one reguired field

Gl

Submit

Clear
Criteria

Split

Print View

The Inquiw form displazs the Criteria and Summarz on one screen.

== &} lgast one reguired fisld  Run Date/Time:06/28/2006 &t 13:50.46 EDT

CitiDirect Support YWebsite
Account Statement Inguiry CitiDirect Client
== Branch Number )
equals j ﬂ 001 ‘ Citibank Eranch
++ Customer Number
|Enfuals j ﬂ ‘12345573
++ Account Number
|Equals j ﬂ ‘123455799 — Cl’ltel’la
== Account Group
equals ﬂ ‘
Statement Date
from = =1 1
“Ul]Ul]ZUUG =]~ tooesze 2005 |
Cheques —
equals Include Chemues | I
=~
Branch Humber Branch Hame {1) Account Humber Currency I Date I
001 CITTRANK 123458733 usn 06/1E/2008 =
0oL CTTTBAME 1234567839 usD 0z/16/2006
0oL CITIBANK 123455783 usD 03/07/2008
0oL CITIBANK 123456789 usD 02/07/2008 — Su mmar
0oL CITIBANK 123456789 usp 03/07/2006 y
ooL CITIEANK 123458783 usn 03/07/2008
0oL CITIBANK 123456783 usD 03/07/2006
ooL CITIBANK 123456782 us» 03/07/2008 =
4 | »
=< Row 1 0f 19== | [Right Click on column titles te customize| (1)/(2) sorted colmns

2. Toreturn to viewing the Criteria and Summary on separate tabs, click Page View.
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Disclaimer

The authoritative and official text of this CitiDirect® Online Banking documentation shall be in the English
language as used in the United States of America. Any translation of any CitiDirect documentation from
English to another language is done solely for the convenience of the reader, and any inconsistencies, or
inaccuracies between the English text and that translation shall be resolved in favor of the English text.

These materials are proprietary and confidential to Citibank, N.A., and are intended for the exclusive use
of CitiDirect Online Banking customers. The foregoing statement shall appear on all copies of these
materials made by you in whatever form and by whatever means, electronic or mechanical, including
photocopying or in any information storage system. In addition, no copy of these materials shall be
disclosed to third parties without express written authorization of Citibank, N.A.

Customer shall be solely responsible for the use of any User identifications, passwords and
authentication codes that may be provided to it, from time to time, in connection with CitiDirect Online
Banking (collectively, "User IDs"). Customer agrees to keep all User IDs strictly confidential at all times.
Customer shall immediately cease use of CitiDirect Online Banking if it receives notification from Citibank,
or otherwise becomes aware of, or suspects, a technical failure or security breach. Customer shall
immediately notify Citibank if it becomes aware of, or suspects, a technical failure or security breach.

www.citidirect.com

© 2012 Citibank, N.A. All rights reserved. Citi and Arc Design are registered service marks of Citigroup Inc.
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