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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 a Template.
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Step 3

Select between the templates available searching by beneficiary name, Template Type, Template Name 
and Template Group.

Step 4

Click Use Selected Template. After selecting a template, fill in the required payment fields (required fields are 
marked with a red asterisk) and select Continue.
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Step 5 

After confirming the details, we go to the payment summary window. Here we can cancel the payment under 
the Cancel button. We have the option to edit the payment details or additional details. There is also the Save 
and Exit option, which enters the payment in a draft version. If all the payment details are correct – click Submit 
Payment.



Last step

A message will be displayed on the screen indicating that the payment was successfully approved.
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