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Step 1: 

From your Home page, select “Make a Payment” from the Payments menu.

 

Is this a new or existing beneficiary?

Existing Beneficiary New Beneficiary

How to Make a Payment in CitiDirect®
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Step 2: Existing Beneficiary

Type at least 3 characters in the WHO WOULD YOU LIKE TO PAY box (either Beneficiary Name or Beneficiary Account Number) 
and Select the beneficiary from the drop-down list that you want to pay. “Frequent” and “Recent” beneficiaries are listed at the 
top of the list for your convenience.
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Step 3: 

For beneficiaries that you or any user on your client has paid in the past 13 months, for your convenience, details will be copied 
from the most recent payment to that beneficiary.

If you’d like to view a maximum of 10 previous payments to this beneficiary (past 13 months), select “View Other Past Payments”.
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Step 4: 

Once you’ve confirmed all payment details, select “Submit Payment”. 

As a convenience, select “Edit Details” to change payment details as desired.
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Final Step:

A payment confirmation will appear indicating that the payment has been submitted.
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Step 2: New Beneficiary

Select “Pay Someone New.”
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Step 3:

Once the beneficiary has been selected, fill in the required payment instructions (the red dot indicates a required field) and 
select “Fill in Payment Details.” 
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Step 4:

Fill in the payment details and select “Fill in Additional Information.” 

As we are transitioning to the new CitiDirect experience, some payment methods will require final submission in the CitiDirect BE payment screens.
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Step 5:

Verify the payment information and select “Submit Payment” once all details are complete and accurate. The “Edit Details” 
function can be used to adjust the payment details.
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Step 6:

Verify the payment information and select “Submit Payment” once all details are complete and accurate. The “Edit Details” 
function can be used to adjust the payment details.
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Final Step:

Fill out remaining payment information, select “Submit” and a payment confirmation will appear. 

This advertising material is for information purposes only and does not constitute an offer in the meaning of article 66 of the Civil Code. Citi and Citi Handlowy are registered trademarks 
of Citigroup Inc., used under license. Citigroup Inc. and its subsidiaries are also entitled to rights to certain other trademarks contained herein. Bank Handlowy w Warszawie S.A. with  
its registered office in Warsaw at ul. Senatorska 16, 00-923 Warszawa, entered in the Register of Entrepreneurs of the National Court Register by the District Court for the capital city of 
Warsaw in Warsaw, 12th Commercial Division of the National Court Register, under KRS No. 000 000 1538; NIP 526-030-02-91; the share capital is PLN 522,638,400, fully paid-up.
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