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CitiDirect® Manage Payments Quick Reference Guide

Hover over the Payments menu option and select Manage Payments menu

CitiDirect®

Home ( Payments v) Loans v Receivables & Collections v  Trade/EForms ~  Reports & Analytics ¥  Inquiries & Searches v  File Services v  Self Service ~

Payments

Payment Initiation Standing Instruction Insights

Pay Using Templates Input New Standing Instruction Payment Insights

Make a Payment @ To Submit/Modify

Quick Entry From Templates To Authorize

Input New Outgoing View All Standing Instructions Payment Outiier Detection

simple Payment Online Outlier Review

To Submit/Modify Offline Outlier Review

To Authorize Template Management View All Payments
Batch Authorize Create New Outgoing

Batch Release To Submit/Modify
To Release To Authorize
Approve Payments @ View All Templates
View All Payments

Manage Payments @

- Payments Services
File Authorize

Input New Payments Services Request

Input New Payments Services
Request(Details)

To Submit/Modify
To Authorize

View All

If this option is not visible to you, please contact your company’s Security Manager for assistance in entitlements.

From the Manage Payments screen you will be able to see the “big picture” of your payments across status
categories, view all payment details including end-to-end transaction lifecycle tracking information,
download/print a proof of payment PDF, and more!
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1. Summary Counts of Payments

Each card (All Payments, Awaiting Approval, etc.) provides a summary count of payments per logical category.
Besides this, you can also quickly display each category’s payments by clicking on each card as desired.

CitiDIRECT > B x @
Home Payments « Receivables & Collections ¥ Trade / EForms ~ Reports & Analytics ~ Inquiries & Searches File Services ~ Self Service «

Manage Payments

All Payments Modify Payments
@ All Payments g" Pending Action A Rejected B Processing o Completed

Creation Date Value Date Range Account No./Name Beneficiary Transaction Reference
MM/dd/yyyy -MM/dd/yyyy [ ‘ 02/01/2025-02/28/2025 [if) - - +Add Filter  Save | ~

0 of 42 selected c v a8 & o
(] value Date t Trxn Ref Status Sub status Ccy Amount Bene Actions
() 02/03/2025 034501ZXGCK Deleted PLN 0.01  HELPDESK BANKOWOS.. © Details +e»
() 02/04/2025 03550J1W2DH Level 1 Authorization Required PLN 2,323.00 1244 © Details +e»
() 02/04/2025 View Details Invalid EUR 100 ABC @ Details +++
() 0270472025 03550J1UTM3 Level 1 Authorization Required PLN 12.00  sad gliw © Details =2+
() 0270472025 03550J1X4D0 Level 1 Authorization Required PLN 233200 2323 © Details =2+
(] 0270472025 03550J1VBNZ Level 1 Authorization Required PLN 32300 2323 @ Details «s+
() 0270572025 2025-01-31 Invalid PLN 4,321.32  JAN KOWALSKI © Details e+
() 02/06/2025 03750J57YXH Level 2 Authorization Required PLN 1.00 DDD @ Details +s+
(] 0270772025 View Details Input PLN 100 abc ® Details =+
() 0271072025 04150J8DJ68 Level 2 Authorization Required PLN 123.00  SKLEPXYZ © Details e+

As of: 03/04/2025 02:40:20 PM GMT+01:00
Showing 1-10 of 42 rows 2 3 4 5 > ItemsperPage  FitView v Sl i

~

2. How to Use Payment Tracker

Click the Details icon or Actions in the Actions tab to view the payment transaction history and payment status
information, including bank and billing system details, along with payment processing times.

CitiDIRECT >

Home Payments ~ Receivables & Collections ~ Trade / EForms ~ Reports & Analytics ~ Inquiries & Searches ~ File Services ~ Self Service ¥

Manage Payments
ID Al Payments L Pending Action A Rejected B Processing @ completed

Creation Date Value Date Range Account No./Name Beneficiary Transaction Reference
MM/dd/yyyy - MM/dd/yyyy (8 11/01/2024-01/29/2025 ) - - +Add Filter  Save | ~

0 of 4669 selected Select First 2000 | = C i [=] A el
()] Value Date T Trxn Ref Status Sub status Cecy Amount Bene Actions
(O | 11/17/2024 EXPP17T2845 Processed Processed by Citi... PLN 0.01 TEST EXPRES Details
() 11/17/2024 APVTEE306 Processed PLN 0.01 TEST EXPREES Details
() 11/17/2024 EXPP17T151 Processed Processed by Citi... PLN 0.01 TEST EXPRES Details
() 1171772024 APVTEET6T Processed Processed by Citi... PLN 0.01 TEST EXPREES Details
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Click All Payments and then Details to expand/collapse the details of each tracker step accordingly.
The step number in the green circle indicates the current payment stage.

Payment Details Payment 1/1 X
Tracker More Actions
Tracker

o Payer : ACCOUNT NAME TEST CHECK

Initiated On 2024-11-17706:34:56 GMT+01:00 (Hide Details ~

Account Name/No Value Date
481030 1508 0000 0001 11/17/2024
0003 5014

( View Transaction History

3. How to Get a Proof of Payment PDF
To download a transaction confirmation, simply click the three dots icon and then Proof of payment, which is
located in the Actions column, and then download and/or print.

CitiDIRECT >

Self Service

Inquiries & Searches + File Services ~

Home Receivables & Collections ~ Trade / EForms ~ Reports & Analytics ~

Payments ~

@ Proof of Payment Downloaded!

You have successfully downloaded Proof of Payment.

Manage Payments

| Proof of Payment In Progress! X

Your Proof of Payment download is in process.

0

P : )
O Al Payments 8 Pending Acticn A FRejected B Processing ‘ @& completed J
Creation Date Value Date Range Account No./Name Beneficiary Transaction Reference

MM/dd/yyyy-MM/dd/yyyy G 11/01/2024-12/31/2024 [ = = apvtee306 + Add Filter Save || =

c v & & @

1 of 1 selected [ Select All ' - ] [ Clear Selection ] [ View Selected Total

Value Date T Trxn Ref Status Sub status Cey Amount Bene B Actions

11/17/2024 APVTEE306 Processed PLN 0.01  TESTEXPREES P‘ @ Details
Asof: 03/04/2025 03:00;4

Showing 1-1 of 1 rows View Size | Fit View ~
+ Payment Tracker

D Copy Payment
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4. Additional Information
How to Find Specific Payments using Filters.

If you want to modify the system’s default filter, you can add a new customized filter and save it for future use.
As you may have various filtering needs to help you more easily and quickly find the payments you want, you can
save multiple filters and set one of them as your default filter.

Adjust Filters X

Creation Date

MM/dd/yyyy - MM/dd/yyyy ]

Value Date Range
11/01/2024 = 12/31/2024 &

Account No./Name

Beneficiary

Transaction Reference
[ +AddFilter  Save | ¥ 1 S

Amount
Creation Method
Template Name

Currency

Payment Status

Status

Sub Status

Processing Location e
Reset Filters

How to Customize your Manage Payments table (grid).

You can add or remove columns by clicking on the gear icon in the top right corner of the table.

Actions

@ Details L




PR
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The data elements are logically categorized to help you find the ones you need faster.

Add Columns

Select Columns to Add

*Mandatory Columns cannot be removed

Q. Search Columns by Name

Payment Details

Amount

Currency
Payment Method

Payment Type
Payment Details

Payment Details Code

Beneficiary Details

Beneficiary Name

Beneficiary/Remitter Account
Bene Ref. / Indiv. Co. ID
Beneficiary Bank Name
Beneficiary Bank Routing Code
Beneficiary Bank Routing Method
Beneficiary Is
Beneficiary Tax Code/Tax ID
BeneAdviceEndState

Account Details
Account Number
Account Name

Account Currency

Date and Creation

Creation Method
Processing Date

Creator Name

FX
Equivalent Amount

Estimated Exchange Rate

X

Reset to default

Sub status

Error Code

Error Description
Priority
Template Name

Intra-Company

IBAN Number
Beneticiary Bank Address 1
Beneficiary Bank Address 2
Beneficiary Bank Address 3
Beneficiary Tax ID

Account Category

Account Type

Identity

Debit IBAN Account Number

Branch Name

Creation Date
Statement Date

Settlement Date

Equivalent CurrencyFX

(0]

FX Contract
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To adjust the number of payments displayed per page, select Items per Page.
Fit View uses the scroll bar in the table rather than displaying payments page by page.

CitiDIRECT 2>

Home

Payments ¥

Receivables & Collections ~

Trade / EForms ~

Reports & Analytics ~

Inquiries & Searches ~

File Services ~

Self Service ¥

Manage Payments

All Payments

Modify Payments

42

\'_l_j All Payments

Creation Date

0 of 42 selected

() Value Date t
() 02/03/2025
[ 02/04/2025
() 02/04/2025
() 02/04/2025
[ 02/04/2025
() 02/04/2025
() 02/05/2025
() 02/06/2025
() 02/07/2025

() 02/10/2025

Citigroup.com

Showing 1-10 of 42 rows

Cookie Policy

3.

" .
& Pending Action

Value Date Range

1.1:

A Rejected

Aceount No./Name

MM/dd/yyyy -MM/dd/yyyy B ‘ 02/01/2025-02/28/2025 [

Trxn Ref

034501ZXGCK

03550J1W2DH

View Details

03550J1UTM3

03550J1X4D0

03550J1VBNZ

2025-01-31

03750J57YXH

View Details

04150J8DJ68

Cookie Preferences

Customer Security

Status

Deleted

Level 1 Authorization Required

Invalid

Level 1 Authorization Required

Level 1 Authorization Required

Level 1 Authorization Required

Invalid

Level 2 Authorization Required

Input

Level 2 Authorization Required

. 2 3 4 5 > Items per Page | FitView «

Security Center | Privacy

Beneficiary

Sub status

Terms & Conditions

PLN

EUR

PLN

PLN

PLN

PLN

PLN

PLN

0

> Processing

Transaction Reference

Amount
0.01
2,323.00
1.00
12.00
2,332.00
323.00
4,321.32
1.00
1.00

123.00

0

Q Completed

+ Add Filter

Bene

HELPDESK BANKOWOS...

1244

ABC

sad gliw

2323

2323

JAN KOWALSKI

DDD

abc

SKLEP XYZ

]

Save | ¥

Actions

@ Details

@ Details

@ Details

@ Details

@ Details

@ Details

@ Details

@ Details

@ Details

@ Details

As of: 03/04/2025 02:40:20 PM GMT+01:00

©
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How to Print and Export your Manage Payments table.

Click on the Print or Export icon to print or export payments from your Manage Payments table.

Y

Ve
Export

Rows
Note: Up to 10,000 payment can be exported at a time.

Export all 1 payment

Columns

(® Export visible columns

Export all columns

Select File Type

Excel 2 csv &
Excel worksheets mostly used to perform Values separated by commas, plain text
operations on the data. format.

A A copy of this file will be cached in your Temporary Internet Files folder. You should clear the cache if the
file contains confidential information.

J
How to View Totals for Selected Payments.
Select View Selected Total to show the total for all selected payments (with option to Print the total details.
~
Export X
Rows
Note: Up to 10,000 payment can be exported at a time.
Selected Rows Total )
Grand Total in Base Currency
PLN 0.01
1 selected transaction
Currency Amount Base Amount Count
PLN 0.01 0.01 i:
A Disclaimer: Exchange rates used in the calculation of all amounts are indicative exchange rates. F/X rates are as of
each payment's transaction creation date and time.
J
==
/
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5. Adding notes to payments
You can add a note to each payment. Click the three dots icon in the Actions column, then Notes.

CitiDIRECT > B x = O

Home  Payments v

Receivables & Collections ~  Trade /EForms v  Reports & Analytics v  Inquiries & Searches ~  FileServices v  SelfService »

Manage Payments

0T950KKKPOP

Level 1 Authorization required

12323

2323

721030150800000001000660.

All Payments Modify Payments

D Al Payments & Pending Action A Rejected B> Processing @ completed
Creatien Date Value Date Range Account No./Name Beneficiary Transaction Reference

12/25/2024-03/26/2025 [ 03/20/2025-06/17/2025 [ - - +Add Filter  Save | ¥
0 of 15 selected G ¥ 8 & ©

(0 Value Date T Trxn Ref Status Sub status Cey Amount Bene Beneficiary/Remitter Account Payment Type

O  o03r20/2025 07950KKAOLD Level 1 Authorization required PLN 56.00 | Beneficjent testowy 611030150800000001000660... | Local Payment = & Details @

(J | 03/20/2025 07850KITIIU Level 1 Authorization required PLN 123.00  TEST 721030150800000001000660... | Local Payment & [/ Payment Tracker
(0 03/20/2025 07950KKAOLD Level 1 Authorization required PLN 56.00  Beneficjent testowy 611030150800000001000660... | Local Payment @ ¢ (D Copy Payment

N ) 03/20/2025 ... | Local VAT SplitF @[ —

After entering, it is possible to add a Note to the payment. The last 10 notes are saved.

Notes X

Trxn Ref : 07950KKAOLD
Bene : Beneficjent testowy

Na notes yet.
Add notes to attach additional information to this payment.
Only the 10 most recent notes are saved.

+ Add Note

For more information, please visit our Customer Knowledge Center >>

If you have any questions, please contact t irect T ical Support >>

This advertising material is issued for information purposes only and is not an offer within the meaning of Article 66 of the Civil Code. Links in our communications will redirect you to the websites or marketing materials of our
Bank or our partners which are published for information purposes only. We do not use these links to collect sensitive data of our Customers. Should anything raise your concern, please contact CitiService or the sender of the
Bank’s communication. Citiand Citi Handlowy trademarks are registered trademarks of Citigroup Inc. used under alicense. Citigroup Inc. and its subsidiaries are also entitled to the use of certain other trademarks used herein.
Bank Handlowy w Warszawie S.A. withits registered office in Warsaw, ul. Senatorska 16, 00-923 Warsaw, registered by the District Court for the Capital City of Warsaw in Warsaw, 12th Commercial Division of the National Court
Register,under number KRS 000 0001538, Tax Identification Number (NIP) 526 -030-02-91; with share capital of PLN 522,638,400, fully paid up.


https://www.citibank.pl/poland/corporate/english/manuals-and-documents.htm
https://www.citibank.pl/poland/corporate/english/client-zone-contact.htm
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