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Introduction

Automatic File and Report Delivery in the CitiDirect system allows for distribution of reports as well as import 
and export of files according to a predefined schedule. Delivery of reports as well as import and export of files via 
the CitiDirect system can be done automatically with any selected frequency, for example, several times a day, at 
specific times or on specific days. Reports and files can be delivered to an email address or HTTPS server indicated 
by the User. Files are imported from the HTTPS server indicated by the User.

In order to receive reports and files from CitiDirect via email, you need to take the following three simple steps:

1. Create a delivery option – indicate where the files and reports should go.

2. Indicate the delivery option in the file or report delivery settings.

3. Create a report or file delivery schedule – indicate when exactly a file or report should be sent.

1. Creating a delivery option

After logging in to the CitiDirect system, move the mouse to the tab Self Service in the top menu, and then select 
the option Library Maintenence in section Maintenence.

Mark the option Delivery Options | Automated File and Report Delivery.
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In the tab To Submit/Modify, select Create a Library.
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Creating a library for email delivery
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Field description:

a. Delivery Option Name – unique name defining the delivery method

b. Delivery Option Description – enter a description (or copy and paste the delivery method name)

c. Delivery Option Type – select an email address

d. Security Method – select Citi Secure Email or S/MIME (administering S/MIME securities as described below)

e. Certificate Name – this field is displayed after selecting the S/MIME security method

f. Email – enter a full email address, e.g. abc@xyz.com

NOTE 1. When entering multiple addresses, use a semi-colon (“;”) as a separator, e.g. abc@xyz.com;  
def@xyz.com

NOTE 2. Allow wordwrapping in the address line – do not use Enter [carriage-return].

g. Message Subject – optional field – the text displayed in the email name field

h. Message – optional field for text displayed in the email heading

i. File Name – name of the file generated by CitiDirect as an attachment to the email message

NOTE. To separate the words in the file name, use underscore “_”, e.g. File_name.

After entering all data, select Submit.

NOTE. The operation of selecting the delivery method may require authorization.
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Administering S/MIME securities

If you wish to use securities, in the tab File services, in section S/MIME select Create Certificate.

Enter the required data.
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Field description:

a. Certificate Name – enter the name of the certificate

b. File Name – by expanding the option Browse, indicate the email certificate installed on the computer

c. Comments – optional field

After entering the data, click Submit.
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Creating a library for HTTPS server delivery
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Field description:

a. Delivery Option Name – unique name defining the delivery method

b. Delivery Option Description – enter a description (or copy and paste the delivery method name)

c. Delivery Option Type – select HTTPS

d. Security Method – select S/MIME

e. Certificate Name

f. Server Name – enter the name of the server

g. File Name – name of the file generated by CitiDirect BE, delivered to the HTTPS server

NOTE. To separate the words in the file name, use underscore “_”, e.g. File_name.

h. Login – enter the server login

i. Password – enter the authentication password for logging in to the HTTPS server

j. Confirm Password
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2. Indicating the delivery option for the report, export and import

1. Supplementing the report with data about the delivery option. 

In the tab Reports and analyses indicate the report you wish to be delivered to the email address or the HTTPS 
server. In the field Delivery Options, click the binoculars icon .

The previously created delivery options will be displayed on the screen. Indicate the appropriate option  
and click Submit.

2. Supplementing export with data about the delivery option.

In the tab File services, in section Export File Template select the option To Submit/Modify/Repair.

Indicate which export you wish to be delivered to the email address or to the indicated HTTPS server.

Scroll down to section Template Parameters → Import Log Delivery Option and click the binoculars icon   
in the field Delivery Option.

The previously created delivery options will be displayed on the screen. Indicate the appropriate option and  
click Submit.

NOTE. Changes to the details of the export template may require authorization.
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3. Supplementing the import with data about the delivery option.

In the tab File Services, in section Import File Templates select the option To Submit/Modify/Repair.

Indicate the Import you wish to be delivered via the HTTPS server.

Scroll down to section Template Parameters → Delivery Parameters and click the binoculars icon   
in the field Delivery Option.

The previously created delivery options will be displayed on the screen. Indicate the appropriate option and  
click Submit.

NOTE. Changes to the details of the export template may require authorization.



3. Creating a schedule for export, reports and import

In the tab File Services, in section Schedule Files and Reports select the option Create Schedule.
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Enter the required data.
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Field description:

a. Schedule Name – unique name identifying the schedule

b. Event Type – select Report, Export or Import

c. Event Name – from the list, select the name of the previously created Report, Export or Import

d. Frequency – select every (number) day(s)/week(s)/month(s)

e. Holiday Options – select the option from the list

f. Start Date – select the date on which the schedule should begin (usually the next business day)

g. Start Time – select the time at which the schedule should become active

h. Trigger Every (Number of Days) – select the interval at which the schedule should be active (usually every 
day, on business days)

i. Time Intervals – the minimum interval is 30 minutes.

j. End Time

NOTE. While creating a schedule, you can also indicate specific months or days of the week when the schedule 
should be active.
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