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Running a US EDI Report 

 

- Click Reports and Analytics 

- Click US EDI Reports 

 

 

Treasury and Trade Solutions  
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- Put a check mark in the box next to the report you wish to run 

- Click the Run button 
 

 

- Wait for the Running status change to an Available status within the View Available Reports tab 
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Viewing a US EDI Report 

 
- Open the report by clicking on the output icon when the report status changes to Available 

Note: If the report does not open automatically, your internet browser may require you to take action to 

successfully open the report 
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Editing (Customizing) a US EDI Report 

 
- Click Reports and Analytics 

- Click US EDI Reports 

 
- Click the hyperlinked name of the report you wish to edit 
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 Edit any/all fields on the customization screen 

 Click the Run button to run the report one time with the new editing changes 

 Click the Save & Run button to save the changes made and to run the report now 

 Click the Save button to Save the changes made, but not run the report 

 Click the Schedule button to schedule the report to be delivered to an email box (See note for 

additional details about scheduling reports) 

 Click the Reset to Defaults button to set all of the customized fields back to their default settings 

 

Note- Please see the report scheduling guide to learn how to schedule reports to an email 
box 
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- Wait for the Running status to change to an Available status within the View Available Reports tab 

 

 
- Open the report by clicking on the output icon when the report status changes to the Available status 
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Assistance 
Need help with running or editing a report? Please contact the CitiDirect BE Help Desk at 1-888-201-1809 for 

assistance using CitiDirect BE 


