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Overview

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

Additional Resources

Basics Guides

This Basics Guide is one of a series of CitiDirect Online Banking Basics Guides that cover
features and functionality across all CitiDirect services. You can access the series of 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.

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.
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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.

TN
C|t| CitiDirect Support Website
Lngtv:F:Ic“QHE.]llﬁulm S ae
Inbox
= Payments =

+ &ll Reports
a Inquiries

Welcome to CitiDirect® Online Banking

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

=

Close " Preferences ” ? |

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 CitiDirect Basics: Setting Your
Preferences Guide available in the Learning Center at www.citidirect.com.
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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.

Main Screen Features

This section describes the following main screen features:

e Inbox e 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.

iti
cru CitiDirect Support YYebsite
CitiDirect ® Payments Summary CDOL S50
Qnling Banking - 5
= 0 g orizatio Fund FX Payments Print Cheques Release Req'd Batch Release View
i nput Modify e ation Re futhorization Re Ba futhorize
- Payments I
i Irput From Preformats 1 Creation Method 1 {1} Bene or Debit Party Hame
- Guick Entry From Pret.. Editahle Template Praformat 111 WALL STEEET =
-+ Input New Cutaaing Editahle Template Dreformat 111 WALL STREET
) Editable Template Preformat 111 WALL STREET
- Modify
Editable Template Preformat 111 WALL STREET
- Werify
A Uthores Editable Template Preformat 111 WALL STREET
i Batch Authorize Editable Template Preformat 111 WaLL STREET
i Authorize Otfling Editakle Template Dref s
* Fur FX Paymerts Raicable Templave Pref Sample CitiDirect Form
- Release
Editable Template Pref
i Batch Release
Prirt Chegues Editable Template Preformat 111 WALL STREET
- Repsir Editable Template Preformat 111 WALL STREET
= Wi Editable Template Preformat 111 WALL STREET
- All Reports Editable Template Preformat 111 WALL STREET
- Inquiries mi Editakle Template Dreformat 111 WALL STREET
Editable Template Preformat 111 WALL STREET
Editable Template Preformat 111 WALL STREET
CitiDirect Editakle Template Preformat 111 WALL STREET -
A H 4 )
Navigation | |

== Row 1 0f 47 »= | |Right Click on column tities to customize| Bold is editable field (1)42) sorted columns

Bar
Branch/Processing Location | NEV YORK CITIEANK - CORPORATE
Debit Account Name TATER, INC.
Charges Indicator Our
Creator Name f Date ! Time

-
= Goto Other
Cloze " Preferences ” ? q m Hew Heleig Details Options
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CitiDirect®
Online Banking

Inkox

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.

¢ 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:

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

o 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:

o 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 Wyehsite
CDOL SS0O

Batch Release View
B Batch Authorize

CitiDirect Support Website

Click CitiDirect Support Website to go to the CitiDirect Online Banking Web site
(www.citidirect.com). The Web site offers information and news about CitiDirect, including
Customer Support and a Learning Center, where you can access training support materials at
anytime - 24 hours a day, 7 days a week.

b
Close u Preferences || ? Q @

Close

To log-out and close your CitiDirect Online Banking session, follow the steps below.

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:

o 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.
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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
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.

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

Access Administrator Contacts |
Cnline help
Privacy Statement

i
Close || Preferences || 7 % H g ||
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The Access Administrator Contacts dialog box appears.
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Select the Administrator Name from the Access Admin Contacts List and click Print.

Access Administrator Contacts

Access Admin Contacts List

Firgt Hame Last Hame

Administrator A First Hame Administrator A Last Name

Adrministrator B First Name Administrator B Last Name

4| | »

«cRowl of 7 == | (102) sorted columns

The Print dialog box appears.

Click Print.

X

Cancel | Print

&% Print

General | Dptionsl La_l,loutl Paper.-"QuaIityI

2l

 Select Printer

Add Printer @Fax
Prinker CO_P2
Prinker CO_P3

‘ 3

Status; Feady [ Print to file

Location: : .
Comment: HP 551 Find Printer... |

—Page Range

o) Mumber of copies: |1 3:

ri (" CurentPage

" Pages

page range. For example, 5-12

[ ¥ Callate 3
Enter either a single page number or a zingle 1

Frrirt I Cancel | Spply |
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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

Primary Sort IBene or Debit Darty Name jlascending j

Secondary Sort | j [ascending j

Search Criteria

|»

Bene or Dehit Party Name [, . ien = I

Cey Is:,art,s with j I

Amt from || "’l

Pmt Method ecquals j ACH Credit/GIRD ﬂ
ACH Debit
Advice To Receive
EBook Debit j

Value Date from =1 =1 F—
|| ;o o] s s =~

Input Date from =1 =1
|| ;s o] s s =~

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 <) 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.

CitiDirect® Online Banking: General Navigation Guide Page 8
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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. Allinformation 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.

CitiDirect® Online Banking: General Navigation Guide Page 9
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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.

citr
CitiDirect® Payments Summany
Online Banking " e i
7 Offline Authorization Fund FX Payments Print Cheques Release Req'd [ Bat
fluDE InputModily Repair Re : ation Re L orization Re
- Payments i
- Input From Preformats Creation Method = rt‘ pE—— {1} Bene or Debit Party Hame
' Quick Entry From Pref... Editable Template Preform 3
H . S0t (descending)
v IR NS Gt it Editable Template Preform Change Defauk Colurmns
: Mot Editable Template Preform{ Change Column Titles
- Modify
- erity Editahle Template Preformd Change Default Sort
. Avuthorize Editable Template Preform Save settings 4 For User
i For Client
- Batch Authorize Editable Template Preformf RESEHI0defaultsettings »
- Autharize Offling Editable Template Preformat 111 WALL STREET
R S Editable Template Preformat 111 WaLL STREET
- Release :
Editable Template Freformat 111 WALL STEEET
- Batch Release
i Editahle Template Preformat 111 WALL STREET
- Print Cheques
i Repair Editable Template Preformat 111 WALL STEREET
ey Al Editable Template Preformat 111 WALL =TLEET
- All Reports Editable Template Preformat 111 WALL STEEET
= Inquiries i Editable Template Preformat 111 WALL STREET
Notes:

o 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).

CitiDirect® Online Banking: General Navigation Guide Page 10
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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 Colunins Dialog

(1) Column Hame I
Moot CCT

3

Eank Details

Bene Pef. / Indiv. Co. ID
Bene or Debit Party Aceot ...
Bene or Debit Party Bank ...
Bene or Debit Party Bank ...
Bene or Dehit Party ID

Bene or Debit Party Name
Bene or Dehit Party Tax Code

Beneficiary Is

H o= =5 4 =2 =5 =2 A4 4 = o

Beneficiary or Related Re. ..
Coy A
== Row 3 of 47 == | (1327 sorted columns

x|

A'Y in the Display column indicates that
the column is currently displayed on the
summary form. When this column is
selected, the button label below reads
Hide Column.

An N in the Display column indicates
that the column is not currently displayed
on the summary form. When this
column is selected, the button label
below reads Show Column.

An A in the Display column indicates
that the column is always required and
cannot be hidden.

bl 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.

The changes you have made will apply to the current session only. To save
your changes for future work sessions, selectthe 'Save Settings' option
frar the custom options menu by right clicking on any colurmn title.

L bl 1

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

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.

CitiDirect® Online Banking: General Navigation Guide
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2. Click Change Column Titles.
The Change Titles Dialog box appears.
Change Titles Dialog |
Creation Method Bene or Debit Party Hame d
| ! !
Coy Amt Value Date
| ! !
Pmt Method Pmt Type Pmt or Addenda Details
| ! !
Status Sub-Status Trans. Ref. Number
| ! !
Debit or Credit Account Humber 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
| ! !
| save || clear 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® Online Banking: General Navigation 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

IBene or Debit Party MName j IAscending j

Secondary Sort

Secondary Sort Order

j IAscending 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.

Page 12



A®

CItl

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. The shortcut menu appears.

2. 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.

citr
CitiDirect” Payments Summary
Online Banking = =L . ’
nb Offline Authorization Fund FX Payments Print Cheqgues Release Req'd
FEx Input Modify Repair Re e ation Re 0 D ation Re

- Payments =

- Input From Preformats | Creation Method | {1} Bene or Debit Party Hame
i Quick Entry From Pref... Editable Template Preformat 111 WALL STREET

INpE e Ogaing Editable Tewplate Preformat 111 WALL STREET

ST Editable Template Preformat 111 WALL STREET

- Modify

i Verify Editable Template Preformat 111 WALL STREET

P Editabhle Template Preformat !2rr wvary smmmnm

Autharize Search

Batch Authorize Editabhle Template Preformat Updste Screen

' Authorize Offline Editable Template Preformat Clear

o rictFCRayments Editable Template Preformat Dezelect &l

- Release .

H Editabhle Template Preformat

i+ Batch Releasze

; : Editable Template Preformat 111 WALL STEREET

- 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 STEEET

Inquiries A Editshle Template Freformat 111 WALL STREET

CitiDirect® Online Banking: General Navigation Guide Page 13
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To Search for specific items on a summary form:

citi

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

Sort Criteria

PrimaWSUI'l IBene or Debit Party Name jlascending j

| v

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

Secondary Sort | 7| [ascending |
Search Criteria
Bene or Debit PartyName [Scoros wicn v I
Cey Ist,arts with j I
Amt from || ml
Pmt Method cquals j LCH Credie/GIRD ﬂ
ACH Debit
Advice To Receiwve
Ecok Debic j
Value Date from || I illjwl / ﬁj
Input Date from “ s ﬁﬂ"’l ; illj
J »

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

CitiDirect® Online Banking: General Navigation Guide
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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.

o For certain search parameters that present a list of possible values to filter 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:

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

Select Update Screen.

CitiDirect® Online Banking: General Navigation Guide Page 15
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To work in another type of form or with new data, you may want to clear a summary form by
following the steps below.

To Clear a summary form:

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. The first 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.

e Allow you to manage and act on a single item or record at a time.

CitiDirect® Online Banking: General Navigation Guide Page 16



Additional Form Features

iti
cru CitiDirect Support Website
g tiDirect® Payments Summany CDOL SS0
nline Bankin,
- ‘ bl L Offline Authorization Fund FX Payments Print Cheques Release Req d Batch Release
DRO% Input Modify Repair Req'd Verification Req'd uthor| Batch Authurlze
- Payments 1=
i Irgut From Preformats | Creation Method | {1} Bene or Debit Party Hame
- Quick Entry From Pref.. ]

- Input Mew Cutgoing

- Moty
- Werify
- Authorize
i~ Batch Authorize
- Autharize Offiine
- Fund FX Paytnerts
- Releaze
i~ Batch Release
- Print Cheques
Repsit
L Wi Al
- All Reports
- Inquiries o

-
=< Row 0 of0=> ERight Click on column titles to customize| (1)/(2) sorted colimns

Company Name
Branch/Processing Location
Debit Account Hame
Charges Indicator

Chegue Number

Due Date

Creator Name f Date / Time

-
= Send to Goto Other
Close " Preferences ” ? q m Repair Delets Detaile | 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

e Other Options
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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
Dl/22/200% ;Ij

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

To use the Calendar Buttons:

1.  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.

* VWalue Date
Olszzsz003 =Hw

= /1D

=
WM
Lh)

1z 13 14 15 1 17 18
* 12 20 21 22| 23 24 25
26 ET7 28 29 Z0 Z21

| |

2. 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.

3. 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
1I| Decreases the year
ﬂ Advances the month

ﬂ Advances the year

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

Payment Method
reformat Code
. v
Library J I
Look Up = Debit Account Number | Currency / Name
Buttons vz | |
Do Look-ug
Clear Hey / Amount
=
= _Payment Method Payment Type
| A

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.

.
citi
CitiDirect®
Online Banking

Inhox

- Payments 1=
- Ingput Fromn Pretormats

- Quiick Entry From Pret..

- Input Mew Cutgoing

- Modify

- Werify

- Authorize

- Batch Authorize

- Authorize Offling

- Fund FX Payments

- Release

- Batch Release

- Prirt Checues
Repsit

- Mg Al

- All Reports
- Inquiries —

Payment Detail

Payment Method

A

= Dehit Account N
y

= Payment Currer
Hl [ |

= Payment Metho

H

3 Currency Library Lookup

m {1) Currency Code | Currency Hame

AED U_A.E. DIRHAM

ALL ALEANIA LEE

AMD APMENIAN DRAM

ANG NETH. ANTILLIAN GUILDER
AQA ANGOLA EWANZA

AON NEW HKWANZL

ALS ARGENTINIAN DES0
ATS AUSTRIAN SCHILLING
AT AUSTRALIAN DOLLAR
AWG ARUEAN GUILDEER

AZM AZEFEATJANIAN MAMAT
EBAM EOQSNIA & HEREAGOWINA
EED EAPEADOS DOLLAR

EDT EANGLADESH TAKL

EEF BELGIAN FRANC

ECL LEV

EGH BULGARIAN LEV

EHD EBAHRAINI DINAER

EIF BURUNDI FRANC

CitiDirect Support Website
UIAT Test Client

=

ment

== Row 1 of 184 == | (1342) zorted columns

0K Search Update Screen

-

Cloze " Preferences ” ?

* Reguired Fiegld

More

Cancel

Return to

Hext
Sumnany

Other
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

Search Criteria

Sort Criteria
Primary Sort ICurrency Code j Iascending j
Secondary Sort | j |ascending ﬂ

The available sort and search
criteria vary based on the
nature of the data stored in
the library.

Currency Hame Ist,art,s with

Currency Code [ocare= wich j|u

]l

[ Run searcn |

Clear Cancel

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

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

/3 Currency Library Lookup x|
CRC COSTA BRICA COLON ;I
CaDr SERETAN DINAR
CWE CAPE WERDE ESCULO
CTP CTPRUS POUTHD
CZE CZECH EORUNL
LEM DEUTSCHE MARE
LJF DJIEOUTI FERAMNC [
DFE DANISH ERONE
nor DOMINICAN PESO
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

-
== Row 54 of 154 == | (12021 =orted columns
|m 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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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.

© 2012 Citibank, N.A. All rights reserved. Citi and Arc Design are registered service marks of
Citigroup Inc.
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