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CitiDirect How to change a payment flow
— a transaction authorization level

Introduction

Security Manager is entitled to change a payment authorization flow. For every company, the flow is set as
assigned to specified 2- persons. One person creates a payment and next, another person authorizes it. However,
the flow can be modified. This can be done in the main Self Service module.

1. In the main Menu, select the tab Self Service. [ & Collections ~  Trade/EForms v  Reporis&Analytics v  Inquiries&Searches ~  FileServices v  SelfService ~
2. Now select the option Client Settings. Self Service a
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3. Click onthetile Client Settings and go smoothly é ) .
through the option Flow Maintenance — New to el e Chadk
the 3 column and the tab All Flow Maintenance. s
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4. Select the service for which you want to modify R 1 Frow: Melntencine <q)
the flow. For a flow for payments, select Payments. ULl > Show Search Criteria
Click on the word DEFAULT next to it. . Al a0
Gm'lﬂings Flow Name 2 « Service 1a Worklist Status
K of DEFAULT Flow Maintenance Processed
D:?g?g? DEFAULT Import Transactions Processed
GM'I('§1:00 DEFAULT Libranes Processed
DEFAULT Messages Processed
DEFAULT Mobile & Tablet User Management Processed
DEFAULT Payment Insights Processed
DEFAULT Payments Processed ]
DEFAULT Purchase FX for Payments Processed
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5. The system will take you to the window where the
level of authorization and the number of users who
are to provide authorization are selected.

6. Having selected the appropriate level of
authorization and number of authorizations, click
on Submit.

7. The option Release required is a type of the next
stage of verification after authorization. This is not
payment authorization. A payment will be waiting
for sending in the tab To Release. A payment can
be sent by the person who has authorized it.

A different approach applies to authorization.
Each authorization must be made by a different
user.

8. After you have set your preferred levels, click
on Submit. The flow for payments will be
re- directed to authorization.

9. Authorization will be carried out in a standard
manner: the other Security Manager will find the
new flow to be authorized in the tab Authorization.
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If you have any questions, please contact the CitiDirect Technical Support >>
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