Treasury and Trade Solutions CI I

Indonesia Direct Tax

Petunjuk Penggunaan CitiDirect (Direct Tax - Maker)/
CitiDirect User Manual (Direct Tax — Maker)

1. Manual Input

1.1 MEMBUAT PEMBAYARAN DIRECT TAX coomecr> i @ s @
MENGGUNAKAN  BILLING ID /CREATE B eSS T
DIRECT TAX PAYMENT USING BILLING ID payments 2

Paymest Outier Detection

1. Pilih Make a Payment pada menu Payments. 1 ——
Point to the Payments menu heading then Click s e 0 omes o v

Qs Entry Fram Tompiates View A Payments.

the Make a Payment menu option.

Standiog sstruction

2. Pilih Start a New Payment.Select Start a New s v J——

Payment e - Copy From Previous Payment
3. Pilih nomor rekening IDR sebagai nomor K oy R

rekening pendebitan. Enter the IDR Debit T LD

Account Number.

4. Masukkan nilai transaksi yang diinginkan pada
kolom Payment Amount. Enter the desired ———
information into the Payment Amount field. —— —

5.  Pilih Direct Tax pada kolom Payment Method. i L 8 .
Select Direct Tax on Payment Method field. ; :
6. Pilih tanggal pada kolom Value Date/Payment -
Date yang merupakan tanggal pendebetan e
transaksi. Select the date of the funds transfer — i ) s
on Value Date/Payment Date field.
7. Masukkan nomor referensi pembayaran yang = 8
diinginkan pada kolom Transaction Reference
Number. Nomor referensi pembayaran harus < ot Py oot R
unik untuk setiap transaksi. Enter the desired 9
information of transaction reference number in [rm—— .
the Transaction Reference Number field. SHbTapiy Adtats ho1
Transaction reference number should be unique O Pty Adress Lino
for each transaction. onserngPary Aot L 3
8.  Pilih tombol Continue untuk melanjutkan. Click « Tex Dot S
on Continue button. e L) i e ‘
9.  Pilih Ordering Party Name sesuai dengan nomor R — - \
akun debet yang diinginkan melalui tombol i e - |
pencarian Ordering Party. Select the desired T aaess e 2 < Tox ot e o temtion o
Ordering Party Name by click on the Ordering v P ‘,wc_, :
Party lookup button. L N ‘
TR \ )
10. Masukkan ID Billing pada kolom Billing ID [rmtm—— o
apabila pembayaran pajak sudah tersedia ID WAp fciress Lns 2
Billing nya (ID Billing harus 15 digit). Enter the T
ID Billing on the Billing ID field if ID Billing is
available for tax payment (Billing ID must be 15
digits )

[t [avepamiat] [Concel] [CarEnereapea

11. Masukkan nomor NPWP pada kolom Tax

ID(Nomor NPWP harus 16 digit). Enter the TIPS:

NPWP number on the TaxID field (Tax ID «Untuk pembayaran pajak menggunakan Billing ID, maka kolom yang perlu di isi pada Tax Details

number must be in 16- digit format) adalah hanya Billing ID dan TAX ID. For tax payment using Billing ID, mandatory fields to be filled
on Tax Details section are Billing ID and Tax ID
« Pastikan memasukkan nomor NPWP (Tax ID) sesuai dengan apa yang di masukkan pada saat
pembuatan Billing ID di website pajak. Please ensure to input the same TAX ID as inputted on
Tax Website
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1.2 MEMBUAT PEMBAYARAN DIRECT TAX
TANPA MENGGUNAKAN BILLING ID /
CREATE DIRECT TAX PAYMENT WITHOUT
BILLING ID

1.

10.

11.

12.

13.

14.

15.

Pilih Make a Payment pada menu Payments.
Point to the Payments menu heading then Click
the Make a Payment menu option.

Pilih Start a New Payment. Select Start a New
Payment

Pilih  nomor rekening
rekening pendebitan Enter the
Account Number.

IDR sebagai nomor
IDR Debit

Masukkan nilai transaksi yang diinginkan pada
kolom Payment Amount. Enter the desired
information into the Payment Amount field.

Pilih Direct Tax pada kolom Payment Method.
Select Direct Tax on Payment Method field.

Pilih tanggal pada kolom Value Date/Payment
Date yang merupakan tanggal pendebetan
transaksi. Select the date of the funds transfer
on Value Date/Payment Date field.

Masukkan nomor referensi pembayaran yang
diinginkan pada kolom Transaction Reference
Number. Nomor referensi pembayaran harus
unik untuk setiap transaksi. Enter the desired
information of transaction reference number in
the Transaction Reference Number field.
Transaction reference number should be unique
for each transaction.

Pilih tombol Continue untuk melanjutkan. Click
on Continue button.

Pilih Ordering Party Name sesuai dengan nomor
akun debet yang diinginkan melalui tombol
pencarian Ordering Party.

Select the desired Ordering Party Name by click
on the Ordering Party lookup button.

Masukkan nomor NPWP pada kolom Tax ID
(Nomor NPWP harus 16 digit)

Enter the NPWP number on the Tax ID field (Tax
ID number must be in 16-

digit format)

Masukkan kode MAP pada kolom Tax Code 1
(Kode MAP harus 6 digit)

Enter the MAP code on the Tax Code 1 field
(MAP code must be 6 digits)

Masukkan nama pembayar pajak pada kolom
Tax Payer Name (Maksimal 125 karakter)
Enter the tax payer name on the Tax Payer
Name field (Maximum 125 char)

Masukkan kode jenis setoran pada kolom Tax
Code 2 (Kode jenis setoran harus 3 digit)

Enter kode jenis setoran on the Tax Code 2 field
(Kode jenis setoran must be 3 digits)

14. Masukkan periode pajak pada kolom Tax
Period (Periode pajak harus 4 digit Contoh:
0101

Enter the tax period on the Tax Period field (Tax
Period must be 4 digits. E.g.: 0101)

Masukkan alamat pembayar pajak pada kolom
Tax Address Line 1, Line 2 dan Line 3 (Maksimal
karakter per baris adalah 35)
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Payments

Payment initiation
View All Payments

Make aPayment &%
Quick Entry From Templates.
To verify

Approve Payments © ¥
File Authorize

Batch Authorize

Batch Release

Input New Incoming

To Submit/Modity

File Release

¢ Fileverty

https/fwnwciidirect com/ngui2/go/Iblnav._Payments

e Pagman

Payment Details

Payfrem

Paymest Deta

+ Ordering Party Details

* Ordering Party Name

Ordering Party Address Line 1

Ordering Party Address Line 2

Ordering Party Address Line 3

~ Tax Details.

Billing ID

Payment Outiier Detection
Oniine Outlier Review
Offline Outlier Review

View All Payments

Standing Instruction

View All Standing Instructions
Input New Standing Instruction
ToVerity

ToAuthorize

To Submit/Madity

.

Copy From Previous Payment

£ Search by Account Number or Name

More Ways to Pay

2

Start a New Payment @
Mahe payments 1o new benehcaries

Get Started

~N o Ok~ w

* Tax ID

10

* Tax Code 1

Pay Using a Template @
Use existing or custom temetates.

Select a Template

Summary

* =Required Fields

% = Requirar Siajdg.

<12

-14

» Tax Payer Name

Tax Address Line 1

* Tax Code 2

1 5 * Tax Year Period

1 3 * Tax Period

71 6 Tax Det No

Tax Address Line 2

15
- 15

* Tax Office Name

Tax Information Detail

Tax Address Line 3

Signer Name

Signer City

Vendor Payment

WAPU Address Line 1

WAPU Tax ID

WAPU Tax Name

Email Address

WAPU Address Line 2

WAPU Address Line 3

W save As Template

[submit] [saveaspratt] | cancel| | clear Entered Data
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Enter the tax payer address on the Tax Address
Line 1, Line 2 and Line 3 (Maximum characters
per line is 35) » Ordering Party Name

+ Ordering Party Details * =Required Fieids

Ordering Party Address Line 1

16. Masukkan tahun periode pajak pada kolom Tax
Year Period ( 4 digit /YYYY) Ordering Party Address Line 2
Enter tax year period on the Tax Year Period
field (4 digits/YYYY)

Ordering Party Address Line 3

17. Masukkan nomor SK ( nomor Decree) jika ada  Tox Detalls O
pada kolom Tax Det No (Maksimal karakter Biting 1D «TaxiD « Tox Code 1
adalah 20) \ | | \ |
Enter SKP number ( Decree number) if any on ['""""""“' ‘ I'T“C"“" ["’ Poriod 17
the Tax Det No field (Maximum character is 20) Tax Address Line 1 + Tax Year Period Tax DetNo
| | \ |
18. Masukkan nama kantor pajak pada kolom Tax ‘T"“"""““"“ ‘ l”-"""“"ﬂ"'e 18] e ‘
Office Name (Maksimal karakter adalah 40) T S ome 19 IM— 20
Enter the tax office name on the Tax Office \ \ [ ] \ \
Name field (maximum character is 40) LLC . o Ui e
{1 Vendor Payment | ‘ ‘
WAPU Address Line 1 Email Address

19. Masukkan nama penandatangan pada kolom \ ‘
Signer Name (Maksimal karakter adalah 40) WAPU Address Line 2
Enter signer name on the Signer Name field ‘ ‘

WAPU Address Line 3

(Maximum character is 40) [ ]

20. Masukkan kota_penandatangan pada_kolom

Signer City (Maksimal karakter adalah 35)
Enter signer city on the Signer City field
(Maximium character is 35)

Notes/Catatan: © Tax Deails
Kota Penandatangan harus diisi untuk sting 1o - R
pembayaran  pajak NPWP 0 maupun [ [
menggunakan WAPU |- Tax Payer Name |- Tax Code 2 |- Tex Period
Signer City is mandatory for Tax payment using pv— Be—— ot
NPWP 0 and/or WAPU [ [
Tax Address Line 2 + Tax Office Name Tax

21. Centang Vendor Payment untuk pembayaran LHMMM qum Liwm
menggunakan WAPU Check Vendor Payment [, | 122] | 23
to initiate payment using WAPU o m21 lmpmmu lmmmme

ol PRYTER 24

22. Masukkan nomor WAPU pada kolom WAPU g i
Tax ID (Nomor WAPU harus berisi 16 digit) VIABU Address Line 2 24
Enter the WAPU number on the WAPU Tax ID 7
field (WAPU Tax ID must be 16 digits) ““|:

23. Masukkan nama WAPU pada kolom WAPU Tax = yi\
Name (MakSImaI karakter ada|ah 125) Enter Submit| | Save As Draft | ' Cancel | Clear Entered Data
the WAPU name number on the WAPU Tax

Name field (Maximum character is 125)

24. Masukkan alamat WAPU pada kolom WAPU
Address Line 1, Line 2, and Line 3 (Maksimal
karakter perbaris adalah 35) Enter the WAPU
Address ode on the WAPU Address Line 1,
Line2 and Line 3 field (Maximum character per
line is 35)

25. Pilih  tombol Submit untuk mengirimkan

transaksi Click on Submit button to submit the
transaction
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1.3 MELIHAT STATUS  TRANSAKSI
PEMBAYARAN
VIEW PAYMENT TRANSACTIONS STATUS

1. Untuk melihat status transaksi CIDIRECT 3 @ *
pembayaran, pilih Manage Payments oo [
pada menu Payments - Payment
Initiation. To see the payment status, Payments @
point to the Payments - Payment
Initiation menu then Click the Manage Paymentiation Netting Process
Payments menu Option. View All Payments Metting Payments - View All
Settlement via CLS? 2 1
2. Pilihtombol Add Filter untuk menampilkan e Pament Outlr Detcton
kriteria pencarian pembayaran. Select —— e
Add Filter button to display import WorkLik Payment Sevces 1 o
transaction search criteria. e
Payments Services
3. Daftar transaksi pembayaran akan
ditampilkan pada tabel Manage Payments. -
CHiDIRECT > 0 % E

Import transaction list is displayed on
Manage Payments table.

Paymants »  Recevoblesd Collctions +  Trade v Ligudity& Investmants »  Repoets& dralics = InquriesB Searches = FileSarvices = SefSarvioe »  Supp

Manage Payments

4. Untuk melihat detail transaksi
pembayaran, centang pada transaksi

pembayaran yang diinginkan, kemudian 185 2 0 8 153
pilih tombol Details. To view import 0 soumens & peing et A o B sy i

transaction details, check on the desired

A Payments

Cresoen Dt Vel Dl e Acxount o ane Benstuiary

payment transaction, then click on Details TS B RS OIS § | Ses ot + | e iy Sev Tt | | Ohdtra | o]+
button. . o
Doft85seeced [ secert [+ | [vewram] « | 3 P
CATATAN PENTING IMPORTANT NOTES _ ValueDate? Tren Ref Status ‘Sub status ey Amount Bane Actions 4

Pracessd lszued ® Datals e

- Mohon lengkapi dengan data yang
benar dan pastikan dana mencukupi.
Please fill in with correct data and
sufficient fund

- Mohon untuk monitor status transaksi
pajak di CitiDirect dalam 1 jam setelah
transaksi dirilis untuk mengantisipasi
transaksi dengan status CB Rejected.
We strongly encourage you to monitor
your tax payment status on CitiDirect
within 1 hour after transaction
released to anticipate transaction with
CB Rejected status.
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2. IMPORT FILE

2.1 MEMBUAT PEMBAYARAN DIRECT TAX
MELALUI FILE IMPORT

CREATE DIRECT TAX PAYMENT VIA FILE
IMPORT

1. Services — Import Transactions. Point to
the File Services — Import Transactions
menu then Click the To Run menu option.

2. Centang pada Import Template yang
diinginkan, kemudian pilih tombol Run.
Check on the desired Import Template,
then click on Run button.

3. Pada jendela Import File, pilih tombol Add
Files untuk mengunggah file yang sesuai
dengan format GDFF DTX (mohon
mengacu kepada GDFF DTX SPEC.PDF
dan GDFF DTX TEMPLATE.XLS) atau
tarik file tersebut kedalam jendela Import
File. On the Import File windows, click on
Add Files button to upload the file which
compatible with GDFF DTX format (please
refer to GDFF DTX SPEC.PDF and GDFF
DTX TEMPLATE.XLS) or drag the
respective file to the Import File window.

4. Daftar file yang dipilih akan ditampilkan
pada tabel pada jendela Import File, pilih
ikon Delete Row untuk menghapus file
yang dipilih. List of selected files is
displayed on the table, click on Delete
Row icon to remove the files from the list

5. Pilih  tombol Upload File untuk
mengunggah file yang dipilih, atau pilih
Cancel untuk membatalkan transaksi.
Select Upload File button to upload the
selected files or click on Cancel button to
cancel the transactions.
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File Services | a

Export Custom Format Export Fils Template import Transactions S/MIME

View A To Authorize To Autharize 1 View A
Create Custom Farmat Yo Submit/Modify/Repaic

To Submit/Modiy

\mport File Template
Export Data View All Cestificate Management

View Ail Create Template

To Submit/Moddy
ToRun To Authorize

To Run Hestory To Submit/Modity/Repair

Export File Template Import Transactions
View All View Al

ceste T ToT
Creste Template. o Test To Submit/Mocify/Repaic

CIitiDIRECT 2>

Import Transactions: To Run

ViewAl | ToTest | ToAuboire | ToRelesse | ToRun | ToRun History

(] Show Appled Search Citeria

- e

ToRun (1- 3ot 3)

Template Name 14 File N Created by 22 Templaie Status Last Modified DsteiTime Last Modified By Bun DatefTime

GDFF DTAX NEW owr ID1010107026 RUSMIENTO, HE... Actve 0210212075 653 AM

‘GDFF DTAX NEW ENG o 06282021 419 Pl

- e e

SAMBOWD, WURING Acbvc

1D GOFFTAY cer 1010107026 FUSHANTD, HE... Actva 031022022 10:58 A1

-0 o oo

CitiDIRECT 2>

Run Import Transaction

Import Fike

IS Giidrag and drop fles fiere T

Selecten Files (11 o)
File Name Fik Sz staws

Idoncsia ax poy 5 Gale bl 1012 Byles Upioad Pending

SRS (e
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2.2 MELIHAT STATUS IMPORT TRANSAKSI CriDIRECT >
VIEW AN IMPORT TRANSACTION STATUS

File Services <

Export Custom Format Export File Template Import Transactions s/MME

1. Untuk melihat status import transaksi, pilih
To Run History pada menu File Services
— Import Transactions. To see the run

To Authorize

To Submit/Modity/Repair

1 To Suomiocty

status, point to the File Services — Import o s
Transactions menu then Click the To Run
menu option_ S

2. Pilih tombol Show Applied Search onm T oSty

Criteria, kemudian pilih tombol Start New
Search untuk menampilkan  kriteria
pencarian pembayaran. Select Show CItiDIRECT >
Applied Search Criteria button then click
on Start New Search to display import
transaction search criteria. Import Transactions: To Run History

ViewAll  ToTest  ToAuthorize. TnRelease  ToRun  To Run History

Home  Payments v  Receivables& Collections v  Trade v  Liquidity & Investments v  Reports & Analytics v Inquiries & Searches v  File Services

(3) Show Applied Search Criteria
3. Daftar import transaksi akan ditampilkan e I
pada tabel To Run History. Pastikan

bahwa jumlah transaksi yang diproses T ST,

pada kolom Txns Processed telah sesuai S0 Ik MmO s IR O
dengan file import Anda. Kolom Run O w7 P, JR— 2 - Conpltsvith s
Status menunjukkan status transaksi [ JP— S . B
Completed with Errors : Transaksi S P RS | B —
dibatalkan karena terdapat kesalahan P — TP .
pada file import Completed : Transaksi - 4 2

Run Tl Summary Report | | View Run History

berhasil. Import transaction list is displayed Dok Rone
on To Run History table. Please make sure ==l
that total transaction processed displayed
on Txns Processed column is represent
the import file correctly. Run Status
column showed the import transaction
status below Completed with Errors

‘ Run Tl Summary Report ‘ ‘View Run History

CitiDIRECT >

Import Run Details

8 . wawinpariiog | viowtmors | | viewnun sosas | [ i o on
Transaction cancelled because there is Tt
some errors on imported file Completed : i R —
Transaction success ot il S—
4. Untuk melihat rincian import file, centang ot
e — P—

pada transaksi yang diinginkan, kemudian
pilih tombol View Details. To view import

Group Lansl

file details, check on the desired mpored Fia Dot

transaction, then click on View Details

button. . . Imported Diata Fitss — ::m:;l
5. Untuk melihat kesalahan pada hasil Import ‘

File, pilih tombol View Errors. pada :

halaman Import Run Details Click on the

View Errors button to see the Import File

error results. R

& Trarsachons Subnited

Treasury and Trade Solutions

© 2025 Citibank, N.A. All rights reserved. Citi, Citi and Arc Design and other marks used herein are service marks of Citigroup Inc. or its affiliates, used and registered
throughout the world.


https://www.citigroup.com/global/businesses/services

