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Use these instructions when working with the bulk payment template update tool to update beneficiary address 
fields to comply with ISO 20022 structured/hybrid address requirements.
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Step 1:  Find Templates Requiring Update



Step 1A: Navigate to Manage Templates

Review the new ISO Structured/Hybrid Address informational banner on the Manage Templates screen and select 

the provided links for more details (How to Update Templates in Bulk & Learn More).

D O W N L O A D E X C E L F I L E
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Step 1B: Activate ISO Filters
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1. Navigate from the Manage Templates page to the Modify tab. 2. Select “Save Filter” 
option. 3. Select the "Beneficiary Address Update Required” saved filter to find your 
templates that need to be updated.
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Step 2: Download the Excel File from CitiDirect



Step 2A: Select Templates to Download

1.	 To download ALL templates 
requiring update, skip to 
Step 3 (recommended).

2.	 OR choose to download 
specific templates from the 
grid.

Please note: Normal filters 

cannot be used in conjunction 

with this custom filter.
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Step 2B: Open Download/Upload Panel

1.	 Once you select 
the "Beneficiary 
Address Update" 
button, a side 
panel will appear 
allowing you to 
download the 
templates.

2.	 Open the Excel file 
after it has been 
downloaded locally 
to your computer.

D O W N L O A D E X C E L F I L E
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Step 3:  Update Excel File



Step 3A: Instructions for Updating Your Templates
U P D A T E E X C E L F I L E

1.	 An ISOcompliant address for applicable payments Address Line 1, Town/City, and Country/Jurisdiction 
information are conditionally mandatory.

2.	 If you do not have the information for all three fields, leave all address fields blank.

3.	 Address Line Requirements: Fields marked with * are required

A.	 *Address Line 1: 35 characters

B.	 Address Line 2 (optional): 35 characters

C.	 Address Line 3: Move content to other fields, if applicable. Other information will be ignored.

D.	 *Beneficiary Town/City: 32 characters

E.	 * Beneficiary Country/Jurisdiction: Use dropdown only (list of 200+ countries)

4.	 Use only English alphanumeric or local language characters.

5.	 The following special characters are allowed for the address fields:  ~!@#$%^&*()_+{}|:"<>?,./;'[]\=`



Step 3B: Understanding the Excel File
U P D A T E E X C E L F I L E

1.	 The first grey columns are to help you identify your templates. These columns cannot be edited.

2.	 Only update the green columns.

3.	 The second grey columns help Citi systems update your templates after uploading. These columns cannot be edited.
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Step 3C: Preparing for Upload
U P D A T E E X C E L F I L E

	

	

3.

upload first are displayed in the file. If no filtering is applied, then the first 1,000 templates displayed will 
be  considered for processing. 

1. Locate your saved file (with your template edits). 
2. If the file has more than 500 templates, filter the list so that only the 1,000 templates that you want 

to 

	 Maintain file integrity:

A.	 Keep all sheets (Instructions, Repair)

B.	 Maintain the existing positioning of columns (AQ)

C.	 Leave column headers on Row 6 unchanged

D.	 Do not remove Rows 16 from the “Repair” sheet

	

	

4. File Size: Max 3 MB. 
5. File names (7-35 characters) can only use hyphens (-), underscores (_), and parentheses (). 



Step 4: Upload Updated Excel File back into CitiDirect



Step 4A: Check File Formatting

	

	

	

	

	

U P L O A D U P D A T E D F I L E ( S )

1. Max 500 templates per file. Split large files. 

2. Headers are on row 6. 

3. Both sheets are present (Instructions & Repair). 

4. Columns A-V are present. 

5. Only columns P-T have been updated. 



Step 4B: Return to Upload/Download Panel

1.	 Navigate 
to Manage 
Templates Modify 
tab.

2.	 Select “Save 
Filter” option.

3.	 Select 
"Beneficiary 
Address Update 
Required” saved 
filter.

4.	 Click “Beneficiary 
Address Update” 
Button.

U P L O A D U P D A T E D F I L E ( S )
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Step 4C: Upload File(s)

1.	 Drag or select files to the upload 
section, one file at a time.

2.	 While file is uploading, the upload 
box will temporarily grey out.

3.	 Once an upload is complete, the 
upload box will reset automatically, 
and you can proceed with 
uploading the next file if needed 
(refer to the screenshot).

4.	 Wait for approximately 15 minutes 
before proceeding to Step 5 
(Approve Your Updated Templates).

U P L O A D U P D A T E D F I L E ( S )
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Step 5: Approve Templates (by a different user)



Approve Your Updated Templates

1.	Entitled users should navigate to the Approve tab on the Manage Templates screen.

2.	Select All your recently updated templates.

3.	Select the “Approve Selected” button.

A P P R O V E T E M P L A T E S
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Check Status of Uploaded Templates



Check For Outstanding Templates

1.	 Rerun the filter on 
the Modify tab under 
Manage Templates

2.	 If the table is empty, 
Congratulations!All 
processed templates’ 
beneficiary addresses 
are now ISO compliant.

3.	 If any templates 
remain, repeat this 
instruction deck until 
the table is empty.
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Common Errors



Common Errors

Error Type Error Text What to Do

Download Download Failed Try downloading again.

Upload Supported file types are only .XLS and .XLSX. Save updated file as .XLSX or .XLS and try again.

Upload
File name may not contain special characters except parenthesis (), 
hyphen (), and underscore (_).

Rename file and try again.

Upload File name must be between 7 and 35 characters long. Rename file and try again.

Upload Only one file can be uploaded at a time.
Upload one file at a time. Wait for the upload success message to appear 
on the screen and then proceed with your next upload
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