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CitiDirect® Manage Payments Quick Reference Guide

Get Started

To get started, hover over the Payments menu option and select Manage Payments menu.

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.

2.	 How to Use Payment Tracker

Click on the Payment Tracker icon in Actions column or the Status column to view a payment’s transaction history 
and enhanced payment lifecycle status information through participating banks and clearing systems, along with 
payment processing times and charges details.
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Click on the View Transaction History toggle to show/hide the transaction history. Click on Show Details and 
Hide Details to expand/collapse the details for each tracker step respectively. The step number in the green circle 
indicates the current stage of the payment.

3.	 How to Get a Proof of Payment PDF

A payment’s Proof of Payment PDF document, once available, can be downloaded and/or printed by simply 
clicking on the Proof of Payment icon in Actions column.
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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. 

You can save multiple filters or change the default filter. This will make it easier for you to search for transactions.

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

To view more payments, click on the page numbers as needed.

“Fit View” has a scroll bar in the table to avoid displaying payments page by page.
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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.

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).

For more information, please refer to Client Knowledge Center >>

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. Citi and Citi Handlowy trademarks are registered trademarks of Citigroup Inc. used under a license. Citigroup Inc. and its subsidiaries are also entitled to the use of certain other trademarks used 
herein. Bank Handlowy w Warszawie S.A. with its 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 000 000 1538, Tax Identification Number (NIP) 526-030-02-91; with share capital of PLN 522,638,400, fully paid up.
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https://www.citibank.pl/poland/corporate/english/manuals-and-documents.htm

