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Welcome to CitiDirect BE Document Center

CitiDirect BE Document Center is an intelligent digital document submission channel in CitiDirect
designed to streamline handling of supporting documentation for cross -border payments with
up front communication of documentary requirements based on payment types with tracking
and status communication bringing together payment and document submission as a singular
experience.

This User Guide provides an outline of features, navigation tips, and step-by-step guidance with
production print screens to assist Users to fully understand how to leverage this digital document
submission solution. For any questions on solution details, please refer to the FAQ.

What can users do in CitiDirect BE Document Center?

Document Center can be accessed through initiating a payment or directly navigated through the
Document Center section under ‘Payments’. The main functionalities include:

1. Notification on Required Documents - being notified by Document Center on what document
is required based on the purpose of payment.

2. Upload Document - upload a document(s) against a Cross Border Funds Transfer payment.

3. Link Document - link previously uploaded documents to a current Cross Border Funds
Transfer payment.

4. Authorize Document - checker authorizes the function that maker uploaded/linked (optional)
5. View Document - view the uploaded/linked document

6. Track Document - track the document review progress through document status update.
Take action on errors found in the submitted documents

7. Archive Document - uploaded documents are stored in the system and can be re-used at
Document Center for future payments

8. Provide Purpose of Payment - indicate the purpose of payments for incoming flows
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How to Navigate to CitiDirect BE Document Center

The CitiDirect BE Document Center is either accessed directly through the Payments tab within
CitiDirect BE or from Payment Initiation (Input New Outgoing) section as highlighted below.
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CitiDirect BE Document Center in Payment Initiation

Upon clicking ‘Input New Outgoing’ under ‘Payment Initiation’, the ‘Payment Initiation’ form will
appear. For field ‘Payment Method’, select ‘Cross Border Funds Transfer’ from the drop down list,
and click ‘Continue’ to access the 'Cross Border Funds Transfer’ form.

citr’

Receivables & Trad Reporls & Inquiries &
Collections 18 Analytics Searches

Client Logged In a5 B E 1.3 PAYMENTS CLIENT UK 0 falled aftempls since kast login 29/06/2020 07:27:37 Detalls Linked Client B.E 1.3 PAYMENTS

Home CitiDirect Servicas. Payments File Services

Paymants + Payment Initiation » Input New Qutgoing

Payment Initiation

* Debit Account + Payment Currency WorldLink ID

300514002 i [zar-soUTH AFRICAN RAND i | X
Account Name * Faymen 10 Payment Amount

37CATOSTREET | cross Border Funds Transter -

Branch Name * Payment Type
JOHANNESBURG CITIBANK Select -

Remember these Selections

‘® save as Default Selection () Save as Default Selection and Auto Execute ) Remove Default Selection

There are five sections of the form which are mandatory to be completed as highlighted. Fields:
‘Payment Details', ‘Beneficiary Details’, ‘Intermediary Bank Details’, ‘Ordering Party Details’,
‘Purpose of Payment’, and ‘Document Upload'. ‘Purpose of Payment’ and ‘Document upload’
appear at the bottom of the Cross Border Funds Transfer payment form and are the main
functions of CitiDirect BE Document Center.

Payment Details fields expanded.

Cross Border Funds Transfer

~ Payment Details

* Transaction Reference Number # Debit Value Date Payment Details
UAT300620A1 | p2i0772020 = Payment Details -

Beneficiary Details fields expanded.

~ Beneficiary Details
* Beneficiary Name * Beneficiary Bank Routing Method * Beneficiary Account Number
‘Juhn 1 L& ‘ SWIFT v | |1234557390 |
Beneficiary Address Line 1 +* Beneficiary Bank Routing Code * Beneficiary Is
{cfo JOHN VORSTER AND AKKEREGOM 313(] chzmaxx ik [ Not a Bank v ]
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Intermediary Details fields expanded.

~ Intermediary Bank Details

Intermediary Bank Routing Method
| SWIFT v

+ Intermediary Bank Routing ID

|AE\VZAJ1XXX b

Ordering Party Details fields expanded.

~ Ordering Party Details

Ordering Party Name Ordering Party Account Number
[reannan W bs7es4

Ordering Party Address Line 1
[kannan |

Purpose of Payment fields expanded.

~ Purpose of Payment I

* Purpose Code Description Text

Supporting Documents Ba:

Ciimnartina P smante Goe)

Document Upload fields expanded.

v Document Upload I

Please ensure that the document uploaded against each document type does not exceed 10 MB.

Document Type Upload Document Name Link Document Reference

Invoice m o“)
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Notification on Required Document

From the ‘Purpose of Payment’ dropdown, three fields will be shown, which are ‘Purpose Code’,
‘Description Text’, and ‘Supporting Documents Based on Purpose Code'.

~ Purpose of Payment * = Reguired Fields

* Purpose Code Bescription Text Supporting Bocuments Based on Purpose Code
Supparting Dosuments Based on Purpose Gode

. = Eitable Flekd = Unsubmitted Field

Fill up the field of Purpose Code, the description of the purpose code will appear in the field of
‘Description Text’, and the Supporting Documents Based on Purpose Code is a hyperlink and able
to be clicked on.

~ Purpose of Payment * = Required Fiel

* Purpose Code Daseription Text Supporting Dosuments Based on PUrpose Code

CBFT - Import Goods (1G) =4

D X Supporting Dacuments Based on Purpase Code

. = Editable Fleld = Unsubmitied Field

By clicking the hyperlink, the required document list displays in a pop up window as below, and
a reminder of whether hard copy document is required is shown under the ‘Hot Copy Required’
column. The pop up window with document details is just for view only and no action can be
taken. Document details can be seen and the expected documents has to be uploaded in the
‘Document Upload' panel.

For the selected Payment Purpose Code, below are the supporting documents expected to be uploaded

Document Description (English) Document Description (Local Language) Hard Copy Required
Contract/ Purchase order N
Invoice N
Custom declaration OR ECD excel list N

Note: The ‘Purpose of Payment' panel is not applicable to all countries but the link of notification
of the required document will appear somewhere in the CBFT payment form.
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Upload/Link a Document in Payment Initiation

From the ‘Document Upload' dropdown, there are five columns related to the document upload.

Document Type Indicates the required document based on the country regulatory
requirement

Upload Click the upload icon under this column to upload documents from
user’s device

Document Name The name of the uploaded document

Link Click the link icon under this column to select a document that was
previously uploaded

Document Reference The reference of the selected document. An uploaded document
is assigned a reference number by eDoc's system in which all the
documents will be stored.(It will be generated, once when the
document is uploaded and transaction is submitted)

~ Document Upload
Please ensure that the document uploaded against each document type does not exceed 10 MB.

Document Type Upload Document Name Link Document Reference
Invoice & 2
Custom Slip ] OO lear
Tax filing form M F e
Contract |'T_‘| Oo Cl
Transportation list M F o
ID Proof Documents |'1‘| Oo ar
Customer letter E] @O
Indemnity Agreement |'I‘| 00
Other ﬂ] OO
Other |'T_'| @‘D

Upload a Document in Payment Initiation

By clicking the upload icon in the ‘Upload’ column, a window as below pops up to upload file from
user’s device. The user is able to select file in PDF, TIF, TIFF, XLS, XLSX, MSG, and CSV format to
upload. Once the file is selected, click ‘Open’ to upload the file. The user can upload a maximum of
10 documents with a 10 MB file size of each document for a single payment. Select the document
and click ‘Open’ to upload the document.
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T » This PC » Desktop » Document Upload ¥ U Search Docurnent Upload R
Organize = New folder =- m @
I Diskiop & %
Diocument Uplo:
55
uplnadfiles _7
= This P e gt
B30 Objects.
B Deskop
89
a0
a1
a2
Domumnant Uph « v
File name: |Invoice.pd ! - Al Files (%) i
Gpan Cancal

Once the file name appears in the 'Document Name' column, the document upload is completed.
The document name being displayed is same as the file name in which the document is saved in
the local desktop. If User would like to change the uploaded document, click ‘clear’ to remove the
uploaded document and follow previous steps to upload a new document. Click ‘Submit’ at the
bottom of the ‘Cross Border Funds Transfer’ form to submit the payment along with the document.

~ Document Upload

Please ensure that the document uploaded against each document type does not exceed 10 MB,

Document Type Upload Document Name Link Document Reference

; #
Custom Slip ] e .
Tax filing form [T‘| 09

Contract Q OO

Transportation list M &

ID Proof Documents M &£

Customer letter ﬁ OO

Indemnity Agreement M OO

Other M &

Other M 4

M Add Recurring Payment Instruction

W Save As Template

[ m Submit and Copy Save As Draft | Cancel | | Clear Entered Data

A confirmation window will appear verifying successful submission of payment and the document.

Confirmation: Payments ©

This Payment to John 1 for the amount of ZAR 1000.00 value dated
@) 21/07/2020 has been submitted successfully.

The Transaction Reference Number is | UAT30062041

View This Transaction's History & Subsequent Flow
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Link a Document in Payment Initiation

Link document means to extract a document that was previously uploaded. By clicking the link
icon in the ‘Link’ column, a window with all the uploaded document pops up for User to select.

~ Document Upload
Please ensure that the document uploaded against each document type does not exceed 10 MB.

Document Type Upload Document Name Link Document Reference
Invoice Iﬁ le
Custom Slip ﬁ OO
Tax filing form ] & e
Contract M & e
Transportation list |'T_‘| OO
ID Proof Documents m @P Cle
Customer letter |'l'| 0’9
Indemnity Agreement |'1‘| OO
Other [i] OO
Other M &F N

Once the file is selected, click ‘OK' to link the file.

Documents List {1 - 1 of 1)

Documant Name: Document Status 14 Transaction Referance Number Document Reference
Boc CHECK TIF Clear Document DDE2ASEADEFB4DTBBADIAES . 32DOCACE-TADS-1IEA BAAB-S

Once the file name appears in the ‘Document Name' column, and the document reference is
shown as well, the link document action is completed. If User would like to change the linked
document, click ‘clear’ to remove the linked document and follow previous steps to link a
document. Click ‘Submit’ at the bottom of the ‘Cross Border Funds Transfer’ form to submit the
payment along with the document.
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~ Document Upload
Please ensure that the document uploaded against each document type does not exceed 10 MB.

Document Type Upload Document Name Document Reference

Invoice ] DOC-CHECK.TIF

Custom Slip |

I 3QDECACE—'.’4D&11EA—B4AB£..I I Clear I

Tax filing form M
Contract M|
Transportation list
ID Proof Documents
Customer letter
Indemnity Agreement M

Other M

% % % B % % % % % %®| 5

Other i)

Hl Save As Template

Il Add Recurring Payment Instruction

save As Draft| | Cancel | | Clear Entered Data |

e

A confirmation window as below pops up if the payment and the document are submitted
successfully.

Confirmation: Payments o

This Payment to John 1 for the amount of ZAR 1000 00 value datad
%) 21/07r2020 has been submifted successfully.

The Transaction Reference Number is - UAT300620A1

View This Transaction’s History & Subsequent Flow

10
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Document Center Functionalities

‘Document Center' is a new function added within the Payments menu where user can upload
additional supporting documents for existing transactions and also view the status of previously
submitted support documents.

Cligsit Logged s BE 1.3 PAYMENTS CLIENT UK © faiked aliampts since et login 17/07,2020 00 25 34 Dolails il Clonl B.E 1.2 FAYMENTS GLIENT UK v
Payirnts
Currency Control Messages | .Payment Initiation Document Based Requests . Payments Services Purchase FX Canada ACH Recurring

Payment Schedule
Graate New AGH Schedule

Craate Mew Massage Jplead Maw

Wity Inpat New Puthase FX

T Submilaly oo Sutwiizdity
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N . . e quiatary [ omn I S ammen S
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: dd Naw =
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P Ve e Electionic Payment Slips Servces To SubmitMoaity e
QUICK BRIy From lemplgtes eoo: Ppiicnl Shist 4 ransactan 19enceon
Irpuat Nesw Dbgoing Templats Mansgement
i Cragts New Cutgoing
Rimple Paymant e Netting for Transactions

Craste New Incoming Insights

Ingut New Incoming ngiul Hew Standing Instruclion 2 i Input New Nating Trsnsactan H
Incormng Armvel Notice To Submilaity o SLEMEMCdy

12 Submitodty ToVery o verty

T Manty % s . igw 4l Transaclions
ks ) | Payment Insights
T Adallizize: “ivew Al Sharling Il ans

Fim Chegues Do st D sntey Netting Pracess

a Payment Support Docmants - | Match Pay R

Haten Authonze Incoming Payments pioad Docoant b Misniags Netling Gyl
Fund X Hecaiver Transsehons Payment Support Documents - || o
Halcn Helasse T ety To Autharice - Payment Qullier Detection
To Risizase Payment Support Documants - || V124 At Gnlina 21

@ To fulbizo b
Wigw Al Payments e Al

Payments Services

P Kew Paymants Ssriices
Renuest

Payment Support Documents - Upload Document

Under the Document Centre menu, click on * Payment Support Documents - Upload Document’ to
upload additional documents to an existing transaction. The user is directed to the below window
with a list of all previously initiated transactions.

25, BE 1.2 FAYMENTS CLIENT UK 0 failed attempts since last login 17107 BE Linked Chant B.E 1.3 PAYMENTS CLIENT UK v

Payments »+ Docunsnl Ganle + Pzt Supgarl Docments - Uplid Docernanl

Payment Support Documents - Upload Document B sauess B Pt

UploadModify Documents {1 - 5 of 6] Salected lloms: 0 (As of 17/0772020 5.43 AM GMT-03.00) & &
I o nal S| Reptace oot Tra i fin Referene = Nikrier Status Py et Rmaenk Piyiiwcal Clietency
! UAT1S082057 Verrilivalion Reoqueed 12300 ZAR
( UATIG0620S1 ‘Varmcation Requrea 12300 AR
c LIATISNS>0S 14 Ve ifinalion Reoured 1700 7AR
=] UAT150520812 120 ZAR
CE LIATIS0850515 Ve Mussion Reuuress 1300 7AR
4 *

Upioad Document = = CtnarActiens

The user can select any of the listed transactions and click on * Upload Document’. A pop up
window as illustrated on the next page will appear allowing the user to upload or link a document.
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Support Documents Details o

Please ensure that the document uploaded against each document type does not exceed 10 MB

Document Type Upload Document Name Link Document Reference =
Invoice @0 ear
Custom Slip ™ & sar
Tax filing form M & 1
Contract M & al
Transportation list M & lea
1D Proof Documents C] CP
Customer letter ﬁ OO
Indemnity Agreement M & lea
Other i 4 ]
Other ﬂ 00 e

m i.-CanceI -

By clicking the upload icon in the ‘Upload’ column, a window as below pops up to upload file from
user's device. The user is able to select file in PDF, TIF, TIFF, XLS, XLSX, MSG, and CSV format to
upload. Once the file is selected, click ‘Open’ to upload the file. The user can upload a maximum of
10 documents with a 10 MB file size of each document for a single payment. Select the document
and click ‘Open’ to upload the document.

@ o
T 3 ThisPC 3 Desktop > Document Upload v U Search Dooument Upload P
Organiza ™ New folder =- m @
I Deskiop A -
Document Upla:
55
uploacfles D
'y Ihis PC Invaice. pf
930 Objects
B Deskeop
as
a0
a1
az
Documant Liph » -
File name: | imeoice. pdi <A Flles (%) >
Open . Cancel
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By clicking the link icon in the ‘Link’ column, a window with all the uploaded document pops up for
User to select.

Support Documents Details o

Please ensure that the document uploaded against each document type does not exceed 10 MB

Document Type Upload Document Name Link Document Reference -
Invoice G OQ
Custom Slip ™
Tax filing form i] OO
Contract m OO
Transportation list i] OO
1D Proof Documents ﬂ 00
Customer letter Q OO
Indemnity Agreement m 00
Other M &
Other ﬂ 00

m Cancel

Once the file is selected, click ‘OK’ to link the file.

Link Documents 9

Documents List {1 10f 1)

Document Name Document Status 1a Transaction Reference Number Document Reference

.Mm( e Cioar Document DOEZABEADSFBADTBSADIMES . J2DGCACE.74D6-HEABAAB.S

Once the file name appears in the ‘Document Name' column, the document upload/link is
completed. If User would like to change the document, click ‘clear’ to remove the uploaded/link
document and follow previous steps to upload/link a new document. Click ‘Submit’ at the bottom
to submit the document for authorization.

13
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Invoice

Custom Slip

Tax filing form
Contract
Transportation list

ID Proof Documents
Customer letter
Indemnity Agreement
Other

Other

Cancel

Document Type

Support Documents Details

Upload Document Name
M  INVOICEPDF
M cHePDF

EEE e Sl E e e e d]

Link

% % % %% %% % B %

Please ensure that the document uploaded against each document type does not exceed 10 MB.

-

Document Reference =
DDO7827C-AB3A-11EA-BOEZ-EGTEGIBOAA. .. Clear

After clicking ‘Submit’ the below confirmation appears indicating that the document has been
successfully uploaded and sent to checker for authorization.

Confirmation

The Document(s) have been submitted for approval.

¥ Please, click on View Document’ icon in “View All Documents”
screen to view the status.

Payment Support Documents - View All

Under the Document Centre menu, the Client will click on * Payment Support Documents - View

All" in order to check the status of previously uploaded support documents. The user is directed to

the below window with a list of all previously initiated transactions.
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CitiDirect BE®
Client Lopged in 8s: B.E 1.3 PAYMEN 1S CLIENT UK & faded eftempts snce last ogin 1 £0/1202 Linked Client: B.E 1.5 PAYMENIS CLIENT UK |
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Swvehs S Frin
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View All Documents {1 - 10 of 700) Page 1 ol70 b M [ ol TTT000 630 AN GUT-01 00 € ik
View Document | Dacumentation Status. Transaction Reference Number Beneficiary Name 14 Statuz Fayment Amount Paym -
= ] ntfor Processing UATZAUAEICT CH Accepted B0 £Ak
= (5] LAT24042051 2 0 Aol 1200 ZHR E
3 [ &ntfor I 'ocessing BGINIG Eeas Cal CH Accepisd BI00 LA
= [n] o fon Prea xzasing GALILTCRR0ERINT Bt Gl N Azl 5000 7R I
=) o &nt tor Processing CALILEQZSE20MIT Bee val ligsazsd 000 ZaR
= 5] len for Prenessing @Al I FOPS0E30m0 B Gal Reedearied 100 FHR
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=] ] ant far Processing GALILECFS052008 Eeae Gal Refeased B0 AR
=) :_‘1 et for Procassing GALILEO25082007 Bena Cal Relsasad 9000 ZAR
= [n] len tar Pracessing CALILEDZADE0LE Bene Gal Released B0 ZAR
v
=7 - Other Actons

To view additional details on the document status, click on the icons under 'View Document’ for
a particular transaction. A pop up as illustrated below will provide more details on the document
status for the selected transaction.

Support Documents Details

& Print
Document Type Document Name Document Reference Document Status Remarks
Invoice DOC-CHECK.TIF 32D6CACE-T4D6-11EA-BAAB-BBACASAG.
Cancel

Document Status List

Below is a list of the Document Status that can be shown to the client.

Transaction Level Documentation Status ‘ Individual Document Status

Pending Clear Document
Pending Verification Verification rejected
All Document Verified Incomplete Docs

Docs Not Clear
Incorrect Docs
Additional Docs

Resubmit Docs
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Payment Support Documents - To Authorize

Under the Document Center menu, click on * Payment Support Documents - To Authorize' in order
to authorize any submitted support documents. This is a checker function. The user is directed

to the below window with a list of all previously initiated transactions. (This is configurable at

a client level and by default it will be “NO"). If checker process is required for the document
verification, the configuration has to be enabled in client configuration so that all the uploaded
documents(transaction level) will be sent to checker flow before sending for verification.

CitiDirect B

citr’

Homa CiliDirect S
ikl Client. B 1.3 PAYMENTS GLIENT UK

Clienl Lugged i = BE 1.5 PAYWENTS GLIENT UK s sinoe kasd login 1772020 01 5590 Delesits

Pagments + Dacument Gonler + Payment Suppe Documents - To Aubatize
Payment Support Documents - To Authorize Bl ssens ot

b toRepelr

Documents — Authorlzation Required (1 -1 of 1) Selctad lfems: | (Asef 1HOT2020 550 AM CHT 02000 & &

sondto Repar

View Document  Documentation Status. Transaction Referance Number Bansficiary Nams 1a Status Payment Amount Fo
= 3 Fending Autnorzatan OALILECR5052003 Bena Gal Input Q000 247 E
- d - = R

=7|= OtharActions.

The user selects the specific transaction requiring authorization and clicks ‘Authorize’. Below pop
message confirms the documents have been approved.

Confirmation

5 The Authorized Document(s) have been submitied for approval
Please, click on View Document’ icon in View All-Document’ screen (o view the status,
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Document Status on Citi Payment Insights

Citi Payment Insights (CPI) provides payment status via a visual tracker, making payment tracking
as simple as tracking a package. The solution applies to multiple payment methods such as Wire,
ACH, SEPA and WorldLink. The full suite of powerful features is accessible through CitiDirect BE®.

CPl is connected with Document Center. The user is able to view the status of submitted
documents through CPI.

Halp Mings L =
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To view outgoing payments, user can search for a transaction directly from the drop down menu
using transaction references, or click on “Show More" to search by Amount, Account, Currency or
Branch. Upon clicking ‘Search’, the dashboard will refresh with a summary of the payments.

Initiated Processing Completed Returns and Rejects Alerts
6 2 (1] 0 o

o = = . = - 5 °

g

i Raga

Showing all Recelved (2)
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FX Rate FX Deal Mumber Funden Reterence Number Document States
p = = Vertcaton m progres

Avan Traa Itemat Augi Trast

~ £0108; AR 1200 vaove MMEMEMIMS Funds Trasater 2NN ovMNN

i Transacton Retesence Account Mame Accomnt Number
ZAIOZAP OIS e et 206 CAPTIALPTY LD R0

Crnated By Crnated Date & Time Payment Detats. Cane Retaronce

TEST USRS 0L M HAMOUTOE 10101 -

X Rate X Dl Mt Fundeng Reterance Narmter Document Statas
= Ventcation . sroge

A Trad Indermal Aud Trad

Fecetved Processing (1 - 201 2) ool
Status Clieet Transaction Reterence 7 a Amount Berseiciary Remtier ame Beneficiary Remater Account Number PoymentMethod  Vaiue Dote 1w PARRVGE Document Seates.
~ Racarves For Processieg AARECISINVE 248 1200 aa SIS Funds Tracater JCANID  GLOEION Veicanon i propeess
€t Tramaacton Retecence Account Kame Accomnt Number
ZAIOZAP HRALKF e reest ) HE CAPTALPTYLTD AR
Ereated By Time Case Rterence
UKPAYMENTS USER TWENTYONE 2508200013001 AMOUTON00 10901 -

Under 'Processing’, user clicks on ‘Received’ to view the status of all submitted transactions. User
can click on ">" sign to the right of the checkbox on screen to view details of the transaction,
including Document Status. User can also see the cumulative status of all documents on CPI
within the Document Status column with in the grid. Clicking on the Document Status will yield

a popup with each individual document’s statuses for the payment, directly from Document
Center. There is a direct link from this popup to the Document Center to make any changes to

the documents submitted, in addition to a ‘Remarks’ column advising further information (as
applicable) on each document.

Support Document Details -
Document Type Document Name Document Status Remarks
Supporting Document 1 C356872-14814_TESTCASES XLSX
Supporting Document 2 UPLOADSRITIF

To view or action any document, go lo
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