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My Statement Subscriptions 

•	 Launch from File Services > Statements > My Statement Subscriptions

•	 Filter on account statements with integrated scheduling capabilities in My Statement Subscriptions, 

which includes all active CitiDirect Statement setups and Schedules for the user's linked client 

definition

•	 Take individual actions: View, Export, Copy, Modify, Delete



My Statement Subscriptions 

•	 Launch activity to Create New Subscription

•	 Navigate to Subscriptions Awaiting Approval / Repair 

to Approve or Reject tab to approve or reject changes

•	 Use View Details Action to launch Subscription 

Details and view pending changes, and toggle 

between statement and schedule details



My Export History

•	 Use Export Statement Action to queue a statement for download



My Export History

•	 Navigate to File Services > Statements > My Export History  

to view the Export Status

•	 Download completed files directly to your browser



Create New Subscription

•	 Replaces the File Services > Export File Template > Create 

Template menu

•	 Use Statement Format dropdown to launch Select Statement 

Format drawer to select format, or search on name, description, 

and content



Create New Subscription

•	 Settings for the statement info, output, filters, delivery, advanced 

options, and schedule organized into new legend headers

•	 Statement Filters are now mandatory & vary based on format selected. 

Ex:

•	 Launch Add Specific Accounts to filter on accounts



Create & Manage Schedules

•	 Use Save as Draft to save Subscription to unlock the Add a Schedule drawer

•	 If users are not entitled to Scheduling features, and error message will appear inline 



Create & Manage Schedules

•	 After saving the subscription as a draft, launch Add a Schedule 

drawer, eliminating the need to navigate to File Services > Schedule 

Files and Reports



Create & Manage Schedules

•	 Navigate to Schedule tab from My Statement Subscriptions

•	 Use Subscriptions Awaiting Approval / Repair to Approve or Reject tab to 

Approve, Reject or Send to Repair

•	 Use View Details Action to launch Schedule Details drawer to perform the 

same actions



Create & Manage Schedules

•	 In Subscriptions Details, review 

changes for both the statement 

profile and linked schedules

•	 Note that for new subscriptions, 

changes Pending Approval in 

Statement Details need to be 

reviewed and in Active status 

before Schedules can be reviewed 

for approval



Delivery Options 

•	 To set up new delivery options or update already created ones, go to Self-service -> Settings -> Library Settings -> Delivery 

options.

•	 In the top right corner, there is a Create new delivery option button, or for modification, in the Actions column, 

by clicking on the 3 dots, you have the Modify option.

•	 Modernized user experience for Delivery Options management, including Create New Delivery Option

•	 Updated below options to be more user friendly:

	− NDM → Send Files externally via CitiConnect

	− CFS → Import Files to CitiDirect via CitiConnect

•	 A tooltip and FAQ will appear Modify screens for existing HTTPS delivery option to remind clients to migrate to CCF. 



Security Certificates
•	 Navigate to new File Services > Security Certificates menu 

•	 Launch Download Citibank Certificate and Create New Certificate for modernized screens
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