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Creating a new service request in CitiDirect®

1.	 On the main page in a tab Self Service select Create New Service Request. 

2.	 On the Create New Service Request page input account number that the request will refer to. To do it click on 
 icon.  

3.	 A new window will pop up where you can choose debited account.
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4.	 In the next step input a Reference number of transaction that the request will refer to. Next choose a Service 
Request Template by clicking on  icon.

5.	 After clicking on  icon, the window with a list of available templates will show up. There choose a template 
with a service that you are interested with. Those templates are only available in polish language.
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6.	 The window will pop up where you have to fill in all necessary data about transaction and confirm with  
OK button.

 
Request can also be written in your own words in the window Description but it is important that it contains all 
the  necessary data:

•	 Value date

•	 Amount of the payment

•	 Currency of the payment

•	 Beneficiary name

•	 Debited account number 
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7.	 After filling all information in the Description window there will be generated service request using the chosen 
template. Before submitting you have to check if it contains any invalid characters for example letters that are 
unique to language because they are forbidden. Finally, you have to confirm the request by clicking on Submit 
button.

After clicking it you will see the confirmation.



8.	 After submitting check if the request requires authorization. For this You have to go to tab View All.

9.	 If the request does not require any authorization, its status would be Released and after being processed it 
would change to Processed. In case that it requires authorization, its status will be Level 1-9 authorization 
required. This authorization can be done by any other user that possess necessary entitlements for payments 
authorization.
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