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How to Make a Payment Using a Payment
Template in CitiDirect”

Step 1:
From your Home page, select “Make a Payment” from the Payments menu.

Step 2:
Select “Pay Using Template.”
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Step 3:

Select between the templates available by searching by Beneficiary Name, Template Type, Template Name and Template Group
and click “Use Selected Template.”
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Step 4:

Once the template has been selected, fill in the required payment instructions (the red dot indicates a required field) 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:

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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