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ATTENTION - In preparation for setting up electronic payments please be prepared with the following: 

• Bank account & Routing/ABA Number – This identifies your specific account; can be found on the bottom of your 
check  

• Please be prepared to provide a completed signed W-9 (ex pg. 7) 

• Please reach out to your bank to obtain an Account Verification/Bank Letter on bank letter head including bank 
name and address, Account Name, Account Number, Routing Number, and it must be signed by bank representative 
(ex pg. 8) 

 

In an effort to improve the overall payment experience, you are being requested to enroll in 
the Citi Payment Exchange (PMTX) Network. By enrolling in PMTX, you will benefit from the 
following: 

 

• Electronically manage and update your ACH / EFT banking information. 

• Choose and manage how you would like to receive remittance information. 

• Receive e-mail notifications for incoming payments. 

• 24/7 access to your payment remittance details and payment history. 

• Complete user management capabilities allowing for multiple users to access. 

• There is no charge to you for enrolling and participating in PMTX. 

 
Below, you will find details on how to enroll in Payment Exchange, additional details on the 
information you are providing to us during enrollment and validation process, and more. 

 

How do I complete my Company’s Enrollment in Payment Exchange? 
 

Step 1. Locate the URL and Activation Code that you were provided when requested to 
enroll in Payment Exchange. 

 

Step 2. By clicking on the URL, you will be directed to the homepage of Payment Exchange 
where you will begin the process of enrolling. You will need to input the Activation Code 
where prompted and agree to the Terms for participating in this Network. 

 

 

 



3 
 

 
 

Step 3. Once verified, you will land on the first enrollment screen to start inputting your 
Company’s details to create your profile. 

Please Note: 

A validation is running against the Tax ID / Business Number / Quebec Enterprise 
Number that you input into the portal to ensure it is linked with your Company. If during 
the Validation process, we are unable to validate this, you may receive a request to 
provide your Company’s W9 (or equivalent tax documentation) for a manual validation. 

o Fields marked with an asterisk (*) are required. All others are optional. 
 
 

 
 

Step 4. Once all fields for your Company’s Information are completed, press Continue to 
continue onto Contact Information where you will input details required to finish creating 
your profile and create your log in credentials. 

Please note: 
o Fields marked with an asterisk (*) are required. All others are optional. 
o Ensure that the email address that you input is one that you have access to. 

Once you complete this step you need to access that email’s inbox to activate 
your profile. 

o Initially, you will only be able to create one User for your Company’s PMTX 
profile. Once you have completed the initial enrollment, you will be able to 
create / add additional users from your Company. 
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Step 5. Press continue and you will land on the below screen: 
 
 

 
 

Step 6. Go to the inbox of the email which you inputted during your enrollment. You will 
have received an email with your profile details and a link to confirm and active your profile. 
Please press the link in this email. 
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Step 7. Once you have pressed the confirmation link, you will see that your profile has been 
activated in Payment Exchange and be prompted to sign in with the user credentials you 
created. Once logged in, you will press View Offers to continue through the process of 
adding your bank details for electronic payment. 

 

Step 8. Press Select for sharing your Company’s Bank Account. In the first section, you will 
be inputting your Company’s Bank Details and associated information. You will then select 
the way you would like to receive your remittances. 

Please note: 
o Your Bank Name will auto generate based off the value you input into the 

Routing Number. 
o If you do not know your Account Number or Routing Number, you can 

reference the bottom of a Check for your Company’s Account, check your 
account information through your bank’s online portal, or request a Bank 
Letter from your bank which would include these details. 

o You will be able to update / change both the account and the remittance 
preferences after you complete your enrollment through the portal. 
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Step 9. Once all the details have been submitted, press Share and Approve. At the time that 
you do this, Payment Exchange will be running initial systemic validations to confirm the 
details you have inputted during your enrollment process. If Citi requires additional 
information to complete your validation, you will receive an email with details on what is 
needed and how to upload it into your Company’s Payment Exchange Profile and / or share 
that back with our Supplier Support Team. It will also be flagged within your Company’s 
profile. 

 

What do I need to know about the Validation Process? 
 

Validation 1. Tax Validation – Payment Exchange needs to validate that the Tax ID / 
Business Number / Quebec Enterprise Number you inputted during your enrollment process 
is associated with your Company. To complete this validation, you may be requested to 
provide tax documentation (W9, CRA, etc.). 
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Validation 2. Account Validation – Payment Exchange needs to validate that the account 
you enrolled is open / active, in good standings, and owned by your Company in order to 
move you forward for electronic payment. To complete this validation, Payment Exchange 
may: 
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- Request that you provide a Bank Letter from your Bank. This letter needs to be 
on the Bank’s company letterhead, signed by a bank representative with their 
contact details (email and phone number), and input your bank account details 
(account name, number, routing number). This is required to validate the 
information against what you have inputted into your profile. 

 
Example 1: 

 

 
Example 2: 
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- Complete a call back to your bank to confirm that the account is open, in good 
standings to receive payment, and owned by your Company. This is required to 
confirm account ownership. 

- Process a PVT (penny test) to the account you provided details on. Once this has 
processed (this takes ~5 Business Days per ACH guidelines), you will need to confirm 
that you have received the payment to your account in your Payment Exchange 
profile. This is required to confirm that your account is open to receive funds before 
approved for your payer to begin paying you. 

 

How do I upload documents that are needed for the validation process? 
 

Step 1. Log into your Payment Exchange profile. 
 

Step 2. Click on the ‘Go to Settings’ option on the notification request reflected on your 
Dashboard. This will bring you to the ‘Validations’ tab under ‘Settings’. Click the ‘Upload’ 
option 
 

 
 

Step 3. A dialog box will open. Select ‘Choose Your File’ and select a file from the machine/desktop 
you are operating. Choose or drag a .JPG, .JPEG, .PNG, .GIF, .DOC or .PDF to upload. 

 

 

Step 4. Once the document is uploaded, it will be under review for verification. The status of 
the document will change to either Approved or Rejected. If the status is Rejected, you will 
be asked to upload the required document again. You can also view the form uploaded by 
clicking on Download. 

 

How do I update my account details or add an additional account to my 
Company’s Payment Exchange profile? 

 

Step 1. Log into your Payment Exchange profile. 
 

Step 2. Go to the Settings Tab and go to the Payment Methods tab. 

Step 3. Press the button on the right-hand side to Add Payment Info. 
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Step 4. Enter the OTP (One Time Passcode). 
 

 
Step 5. Input your payment details and link the new account to your payer(s). Please note, 
that whenever a new account is added to your Company’s profile or an existing account is 
updated, the account will be run through an account validation. 

 
 

How do I share an account with a payer? 
 

Step 1. Log into your Payment Exchange profile. 
 

Step 2. Go to the Settings Tab and go to the Payment Methods tab. 

Step 3. Select the account(s) you would like to share with your payer. 

 
 
 
 
 
 

Step 4. Press the button to Share With Client. 
 

Step 5. Select the payer you would like to share the account(s) with. 
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How do I add additional users to my Company’s Profile? 

 

Step 1. Log into your Payment Exchange profile. 
 

Step 2. Navigate to the User’s tab on the left-hand side of your screen. 

Step 3. Press the Add User on the right-hand side of your screen. 

Step 4. Input all details for the new user and press safe. You will then need to assign a role 
to the new user. 
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