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Learning Center Overview

A complete suite of training resources is available from the Learning Center, Citi’s Learning Management System (LMS).

The Learning Center provides on-demand, self-paced training so you can complete computer based training and access reference
documents at any time. If you need to exit a course prior to completion, you can access it again and begin where you left off. You can
also register for instructor-led webinars and onsite instructor-led classroom training.

Access the Learning Center

If you have a Cardholder and Non-cardholder login for different companies, you will need to set the Non-cardholder company as your
primary company in order to access the Learning center. To change your primary company, click the My Profile link that displays at
the top of the screen. When My Profile screen displays, click the Change Primary Company link and select the radio button for the
company you wish to set as your primary company.

‘ Step/ n

1. From the CitiManager Site navigation bar,
position your mouse over the Resources &
Tools drop-down menu and click the Learning

Cl’ﬁ CitiManager TEST COMPANY 403-US | ~ %

Manage Users ~ Manage Card Program + Reporting & Library ~ Resources & Tools « Alerts Guided Self-Service ® | Sign Out

Expense Management

o .
Fags Center link.
0 Learning Center
Links & Help i i
OO OV 389, The Learning Center Home screen displays.
Messages
TOTAL RECENT ACTIVITY.
$ 4.00
"TOTAL CREDIT REMAINING
Application Request Maintenance Request
6664112213 Waiting for approval New Account Application >
There are no pending Maintenance requests that are waiting your approval
6615961064 Waiting for approval Individual online application >
6603064178 \Waiting for approval Individual online application >
6559522179 Waiting for approval Individual online application >
6506145567 Waiting for approval Individual online application >
6505678117 Waiting for approval Individual online application 5

CitiManager Site Home Screen
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Learning Center Navigation

cit

Learning Center Navigation

Screen Step/Action

Training Tr

| What would you
like to learn
6 today?

Q)| oo forteaming actvites, such as

NAVIGATING THE LEARNING CENTER

©) JCORPORATE CLIENTS CLICK HERE. 1
GOVERNMENT AGENCIES CLICK HERE.

TRANING surveys (12

1 1
TASKS PENDING ACTIVITY EVALUATIONS

MY SCHEDULE 13

< September 2025 >

Sun Mon Tue Wed Thu Fri Sat

12 3 4 @ s

7 8 9 0 1 12 13
4 15 16 17 18 19 20

21 2 B M B B A

Q 4O citenager

CATALOG 14

= B %

TOPIC ToPIC TOPIC

CitiManager - Reporting CitiManager - Transaction
73 Activities. 7 Activities Management

6 Activities

ToDO 15

AL TASKS  LEARN

(&)

NSTRUCTOR LED COURSE

o
q% CitiManager Basic

Status

Registered

Delivery Method
Webinar - Instructor Led

=T 16

° NSTRUGTOR LED WEBINAR
B2, CicManager: What Can My Cardholders Do - February 21, 2025

Start Date Status
0212112025 Registered

Learning Center Home Screen

Citi Logo — Click the Citi logo to access the
Learner Dashboard.

. Self Menu — Click the Self drop-down arrow to

access your dashboards, training transcript and
training schedules.

. Search Menu — Click the arrow that displays

to the left of the Search field to filter your
search by Learning (guides or training) or
Navigation. Type your search criteriain the
Search field and click the Magnifying Glass
icon.

Self lcon — Click the Self icon and then the
Signout link to sign out.

Home Icon — Click the Home icon to return to
your Learner Dashboard.

. Timeline Icon — Click the Timeline icon to

access a timeline of your training resources
and courses.

Library lcon — Click the Library icon to
navigate to a library of training resources
and courses.

Training Schedule — Click the Training
Schedule icon to access your upcoming
training schedule.

Training Transcript — Click the Training
Transcript icon to access your training
transcript.

10. Search — Enter your search criteria in the text

1.

12.

13.

field to search for training resources or courses.

Navigating the Learning Center — Click the
appropriate link to view the Learning Center
Quick Reference Guide.

Training Surveys — Click the Pending Activity
Evaluations link, if it displays, to start an
evaluation for any instructor-led training you
attended.

My Schedule — Click on the calendar dates for
a quick glance of your upcoming trainings.
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Screen Step/Action

14. Catalog — Click the catalog topic links to

= CATALSG 114 ( access computer-based training (CBTs), register
n 5 W?ﬁt \{V0|U|d you E ==Z§ “B" for instructor-led webinars, register for on-
ike to learn ] o
6 today? = site classroom trainings and access reference
TOPIC TOPIC TOPIC
[} T) seercnor caming sciviies, suchas - Q| @) CitManager CitiManager - Reporting CitiManager - Transaction dOCU ments.
= 73 Activities 7 Activities Management

6 Activities

15. To Do — This list displays the courses or

NAVIGATING THE LEARNING CENTER

s 9 comore s cucrees (44 documents to which you have registered.

GOVERNMENT AGENCIES CLICK HERE TopO 15

To open a reference document or start/re-start

TRANING surveys (12 ALL  TASKS  LEARN

— a course, click the Start button from this list.
16

. Start/View Details — From your To Do list,

BB Cinagersusi click the Start button for the document,
MY SCHEDULE 13 i
. — N plaa=sd CBT or instructor-led webinar you want to
2202208 Vel o L8 open/start. Click the drop-down arrow to
N - B =8 16 view details or select an option to cancel your

7 8 9 10 1 12 13 e

4 15 16 17 18 19 20

a2 mou s n A 2 Regiors Note: For instructor-led webinars, the View
Details button will display until 15 minutes prior
to the scheduled start time and then the Start
button will display.

registration or add it to your Favorites menu.

°
B2, CicManager: What Can My Cardholders Do - February 21, 2025

Learning Center Home Screen
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Cl

View a Computer Based Training

Screen ‘ Step/Action

cit SELF +

CATALOG

ke to o I o

today?

©

g

Timeine

ToPIC ToPIC ToPIC
CitiManager CitiManager - Reporting CitiManager - Transaction
73 Activties 7 Activities Management
6 Aciviies.
Lo
Training Se.
NAVIGATING THE LEARNING CENTER
]
Trsining Tr CORPORATE CLIENTS CLICK HERE.
GOVERNMENT AGENCIES CLICK HERE. ToDO

ALL  TASKS  LEARN

(=]

TRAINING SURVEYS

1 1
TASKS PENOING ACTIVITY EVALUATIONS

MY SCHEDULE

INSTRUCTOR LED COURSE

)
q% CitiManager Basic

Status
Registered
< September 2025 >

Delivery Method
Sun Mon Tue Wed Thu Fri Sat Yebinar-nsuctor Led

r2a s @ [ vovocmas ]
7 8 9 10 1 122 13 e

14 15 16 17 18 19 2

INSTRUCTOR LED WEBINAR

.
Bf2)  CitiManager: What Can My Cardholders Do - February 21, 2025

Start Date Status
21 2 23 24 2% 26 2 0272112025 Registered

From the Learning Center Home screen, click
the Catalog Topic to view an unfiltered list of
that topic’s training resources and courses that
will not be sorted by activity type.

OR

To search for a specific computer based training,
in the Search field type your search criteria.

OR

Click the Library icon to view a filtered list of
training resources and courses that is sorted by
activity type.

In this example, we will use the Library icon.

Alist of library topics display on the left.

= # | Library
Expand
LIBRARY
Hga Browse and search for available learning activities. You can use the Topics tab to narrow your results by subject and the Filters tab to apply additional criteria (such as the activity type or duration).
= TOPICS FILTERS
B

== FULL LIBRARY

Al
>[CitiManager
l a

el Ciitvanager - Reporting

k 20 0f 73 resuits for ™" Sort By: Name: AToZ -
RN > Citivianage: - Transaction
Management
iy INSTRUGTOR LED COURSE
Training Tr. In-person Training

of how to use CiiManager. Topics that vill be covered include basic navigato

Miscellansous binars

Il Gitanager. Basic,

0 <

> What's New

DOCUMENT
itiManager Cardholder Mobi
s the CiliMianager mobie app continues to img

I CitiManager - CitiManager Cardhoider Mobile

O <

App User Guide
s document will serve as the quick reference guide an

jser Guide_NA

INSTRUCTOR LED COURSE
iManager New Search/Account Summary Updates
This version of the CitiManager Basic webinar is for companies/users who have been upgraded to the Searchy
I Cifianager New SearchiAccount Summary Updates

O <

DOCUMENT

CitiManager: Acronym Guide

This document forthe most commonly use
Il CitManager_Acronym Guide_NA

O <

DOCUMENT

CitiManager: Add and Remove MCCGs Job Aid
‘Add and Remove MGGGs Job Aid

wn Mew g Sl Bl

e 3

Learning Center — Library — Unfiltered

Click the arrow next to the topic name to view
afiltered list of training resources and courses
by activity type, for example Computer Based
Trainings, Reference Documents and Instructor
Led Webinars.

Note: If the topic name is clicked, training
resources and courses will display to the right in
an unfiltered list that are not sorted by activity

type.
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View a Computer Based Training

Screen

@/ Libary
LIBRARY

TOPICS  FILTERS

Al

« CitiManager
Computer Based Trainings (CBTs)
Instructor Led Webinars
Training Sc..
Reference Documents
N CitiManager - Reporting
Training Tr.

> CitiManager - Transaction
Management

In-person Training
Miscellaneous

>What's New

FULL LIBRARY

Browse and search for available leaming aciivties. You can use the Topics tab to narrow your resuits by subject and the Filters tab to apply additional criteria (such as the actvity type or duration).

l

Q

20 0f 73 results for ™"

Sort By: Name: AToZ +

INSTRUCTOR LED COURSE

iManager Basit :

class provides an overview of how 10 se CitiManager. Topics that wil be covered include basic navigatio.

Il GitivManager: Basi

0 <

Nebinars

DOCUMENT .
CitiManager Cardholder Mobile App User Guide :

& the GiliManager mobile app continues 1o improve, this document will seve as the quick reference quide an
I G

GiliManager - CifManager Cardholder Mobile App User Guide_NA

o<

INSTRUCTOR LED COURSE
Manager New Search/Account Summary Updates N

rsion of the CitiManager Basic webinar i for companies/users who have been upgraded o the Search!

11 GiiManager New SearchiAccount Surmmary Updates

o <

DOCUMENT

CitiManager: Acronym Guide H

his 2 y us

Il CiiManager_Acronym Guide_NA

v <

DOCUMENT

CitiManager: Add and Remove MCCGs Job Aid :

Add and Remove MCCGS Job Ald

‘ Step/Action
3. Click Computer Based Trainings (CBTs).
Alist of CitiManager CBTs display to the right.

# | Library

LIBRARY

TOPICS  FILTERS

Timelne

Al
« CitiManager
Computer Based Trainings (CBTs)

Instructor Led Webinars

o
Reference Documents

Oy

Trsiing Tr

> CitiManager - Reporting

> CitiManager - Transaction
Management

In-person Training
Miscellaneous

>What's New

Browse and search for available learming aciivities. You can use the Topics tab to narrow your results by subject and the Filters tab to apply additional criteria (such as the activity type or duration).

COMPUTER BASED TRAININGS (CBTS)

Share Topic

l

Q

20 0f 73 results for ™"

B

©

@

Sort By: Name: ATo Z -

COMPUTER BASED TRAINING
CitiManager: Cardholder Overview Video (1.5) :
This video provides an overview of tasks performed by Cardhalders in he GifiManager Sie. Afler completing L

Il CitiManager_ Video_Cardholder Oves

R

' Gou_vi5

COMPUTER BASED TRAINING
itiManager: CBT - Apply for New Card (1.1) N

ompleting this lesson, you villbe abie to apply for a card. This module willtake approimately 5 minute.

Il CitiManager: CBT - Apply For A Card_GSA v1.1

0 <

COMPUTER BASED TRAINING
Manager: CBT - Bulk Online Applications and Maintenance (1.2] :

ompieting this module, you willbe abie to download and upload the Bulk Onlin——————————
itiManager BOLA_BOLM_CBT_GSA vi 2
o < View Details

Cancel Registration

COMPUTER BASED TRAINING

Manager: CBT - Change Password (1.1
Afler completing hi lesson, you wil be able fo change your password in Githanagel
w1

Il CitiManager: CBT - Change Your Password_G

0 <

COMPUTER BASED TRAINING

CitiManager: CBT - Change Primary Company (1.1 i

After completing this lesson, you will be able to change your primary company. This module will t2ke approxim

Il GitiManager: GBT - Ghange Primary Gompany_GSA_v1.1

Select Activity and Start

4. Toview a CBT, click the ellipsis (...) to the right
of the activity you wish to view then click Start.

The Content player loads.

Note: If a popup blocker message displays, click
the Start or Launch Course button/link.
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Register for Instructor Led Webinar

Screen ‘ Step/Action

[t e - 1. From the Learning Center Home screen, click

CATALOS the Catalog Topic to view an unfiltered list of

ang \{V:i-ggr)r’lou _ﬁ, % that topic’s training resources and courses that
today? will not be sorted by activity type.

Hig

TOPIC TOPIC TOPIC
f;lx?:‘:izr Si:\i:h::?:zeg:r— Reporting Eni:::ar;“g:':[r Transaction O R
6 Activities
NAVIGATING THE LEARNING CENTER To search for a specific instructor-led webinar,
GOt T G ek e 000 in the Search field type your search criteria.
TRAINING SURVEYS AL TASKS - LEARN OR

1 1
ThSKS PENDING ACTIVITY EVALUATIONS

o Click the Library icon to view a filtered list of

S Cilanoger ase training resources and courses that is sorted by

tatus

Regered activity type.

Delivery Method
Webinar - Instructor Led

s ton e Wed o bt In this example, we will use the Catalog icon.
DEENEN - Y [ oo ]

7 8 9 10 1 12 13 e

4 15 16 17 18 19 2

MY SCHEDULE

< September 2025 >

Alist of library topics display on the left.

. INSTRUGTOR LED WEBINAR
B2 CidManager: What Can My Cardholdors Do - February 21, 2025

Start Date Status
21 2 23 24 25 26 2 02212025 Registered

atr sEF v g 2. Click the arrow next to the topic name to view
= 1 afiltered list of training resources and courses
LIBRARY
AT . v o vl eringaciiies. You can us the Topic b o you sl by e and e il a o sply el e (such s e ity e o cration) by activity type, for example Computer Based
ERll 075 FUIERS Trainings, Reference Documents and Instructor
Timeine FULL LIBRARY
" Led Webinars.
sl > CitiManager l Q
e 2or73 s or ™ SortBy: NamezATo 7+ Note: If the topic name is clicked, training
> CitiManager - Transaction
Managemen . . . .
e resources and courses will display to the right in
Training Tr. In-person Training .
iscelineous % an unfiltered list that are not sorted by activity
> What's New ty p e .
i CiiManager mobile app continues to imy
@ =
° CiiMansger New S ary Updstes
% ion of the CiliManager Basic webinar is for companiesiusers who have been upgraded o the Search’
Il CitiManager New Search/Account Summary Updates
0 @
= CitiManager: Acronym Guide
w o <
?] CitiManager: Add and Remove MCCGs Job Aid
L} » N

Learning Center — Library — Unfiltered
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Register for Instructor Led Webinar

Parm

Cl

Screen ‘ Step/Action

Lo

TOPICS

SELF +

ADMINISTRATION

# | Library

LIBRARY

Browse and search for available leaming activities. You can use the Topics tab to narrow your results by subject and the Filters tab to apply additional criteria (such as the activity type or duration)
FILTERS

FULL LIBRARY

« CitiManager i Q
Computer Based Trainings (CBTe)

Instructor Led Webinars

20 of 73 results for ™"

&

Miscellaneous —

Sort By: Name: ATo Z -
Reference Documents
> CitManager - Reporting

> CiiManager - Transaction
Management

In-person Training

DOCUMENT

CitiManager Cardholder Mobile App User Guide
3 Whats New ‘s he GiiManager mobile app continues to improve, this document willserve: 2s the quick reference guids an
CiliManager - CiiManager Cardholder Mobile App User Guide_NA

v <

i

INSTRUCTOR LED COURSE

. CitiManager New Search/Account Summary Updates
= version of the GitiManager Basic webinar i for comparies/users who have been upgraded to the Search
Il CifManager New Search/Account Summary Updates

0 <

DOCUMENT

o CitiManager: Acronym Guide
s «
Il Citianager_Acronym Guide NA
7

0 <
DOCUMENT
CitiManager: Add and Remove MCCGs Job Aid :
=] ‘Add and Remove MCCGs Job Aid
v

< »

Learning Center — Library — Filtered — Instructor Led Webinar

3. Click Instructor Led Webinars.

A list of CitiManager Instructor Led Webinars
display to the right.

# | Libary
LIBRARY
Browse and search for avaiable leaming aciivties. You can use the Topics tab to narrow your resuits by subject and the Filters tab to apply additional criteria (such as the activity type or duration)
TOPICS  FILTERS

INSTRUCTOR LED WEBINARS
Al Share Topic
~ GitiManager l Q ]
Computer Based Trainings (CBTs)

Instructor Led Webinars 5 of 5 results for ™" SortBy: Name: AToZ~

Reference Documents
INSTRUCTOR LED COURSE
CitiManager Basic

This class provides an o

> CitiManager - Reporting

View Details

> CitiManager - Transaction
Management I CitManager: Ba:

o<

In-person Training

INSTRUGTOR LED COURSE

CitiManager: Bulk Online Applications and Maintenance (BOLA/M)

This class provid how to use Bulk Online Applications and how to perfonm Bulk Online Mainte.
I Citanager: Buk Online Applcations/Bulk Oniine Maintenance_Webinars

o<

Miscellaneous

> Whats New

INSTRUGTOR LED COURSE

CitiManager: Online icati and
This class provides an overview of how 0 use Onln

(OLA/M)

and how 1o perform Online Maintenance. To

®

I CiiManager: Online Applcations/Oniine Maintenance_Webinars

0 =

Select and Register

4. Toregister for an instructor led webinar, click
the ellipsis (...) to the right of the training you
wish to register for then click Register.

The Offerings screen displays.

Note: If you registered for a previous date
and did not attend or were not marked as
attended by the Trainer, the View Details/
Cancel Registration link will display on the
drop-down menu. You will need to cancel
previous registration before the Register
button displays.
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Screen ep/Action

5. Select the Add button for the desired date.

ACTIVITY REGISTRATION REGISTRATION SUMMARY

sruoTon 120 coune:  EETCIIEED o remove a selected actviy from th fs, 6. Click the Register button.
o% o O oo g
o s The Activities screen displays and a Registered
Filter: Seat Availability: AcnwnEi:j:a’li‘oi?f““ o Start (MM/ddlyyyy) End (MMW/ddlyyyy) message:
a] [ o [ v] (g ooz | oo woreee | g

O S ISR i TRATION ALLOWED.

Training Sc.

Training Tr..

(] CitManage Basic - October , 2025
5] e s & KevinWelice m

(Viewin my time zone )

NSTRUCTOR LED OLAss (BRI

@ CitiManager Basic - October 16, 2025

[ ot s 7. Fifteen minutes prior to the start of the webinar,
CATALOG 1 log back into Learning Center and click Start

What would you ﬁ, : @ % button displayed in your To Do list.

like to learn

today? Note: The Start button will not be visible until

TOPIC TOPIC TOPIC
CitiManager CitiManager - Reporting CitiManager - Transaction . . .
Mansgemans 15 minutes prior to the session.
6 Activities
NAVIGATING THE LEARNING CENTER
CORPORATE CLIENTS CLICK HERE.
GOVERNMENT AGENCIES CLICK HERE. TO DO

TRAINING SURVEYS ALL - TASKS - LEARN

1 1
ThsKs PENOING ACTIVITY EVALUATIONS

(&)

. INSTRUGTOR LED COURSE
q% CitiManager Basic - February 21, 2025
MY SCHEDULE
status
Registered
< September 2025 >
Delivery Metho

d
Webinar - Instructor Led
Sun Mon Tue Wed Thu Fri Sat T M ETLE

) INSTRUCTOR LED WEBINAR
Bf%)  CidManager: What Can My Cardholders Do -February 21, 2025

Start Date Status
2N 2 23 24 % % 2 0272112025 Registered

Learning Center — To Do — Start Webinar

10
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Register for In-Person Training

Screen ‘ Step/Action

selF v N B | 1. Fromthe Learning Center Home screen, click
CATALOG 1 the Library icon to view a filtered list of training

Wﬂ?é \Qlc?%g%ou ﬁ’ E@ % resources and courses that is sorted by activity

Expa

2 today? type.
TOPIC TOPIC TOPIC
i‘ CitiManager CitiManager - Reporting CitiManager - Transaction . . . .
Management A list of library topics display on the left.
6 Activities
o
NAVIGATING THE LEARNING CENTER
Ly
Training Tr. CORPORATE CLIENTS CLICK HERE.
GOVERNMENT AGENCIES CLICK HERE. TO DO
n
TRAINING SURVEYS ALL TASKS LEARN

(=)

INSTRUCTOR LED COURSE

°
q% CitiManager Basic

Status
Registered

MY SCHEDULE

< September 2025 >

Delivery Method

Sun Mon Tue Wed Thu Fri Sat Yebinar-nsructor bed

12 03 4 @ s =5 )

[} INSTRUCTOR LED WEBINAR
B2 CitManager: What Can My Cardholders Do - February 21, 2025

Start Date Status
20 2 2B 24 B 6 2A 0212112025 Registered

W ¥ | 2. Click In-Person Training.

=
= # / Library
Expand ini g H g
gl oarr The trainings display to the right.
Home  and search for available learning acivites. You can use the Topics tab to narrow your results by subject and the Filters tab to apply additional criteria (such as the activty type or
on)
= FILTERS
Tmeine Ak
™ . FULL LIBRARY
Licary
Y > Citisanager [ Q
Bl - Ciianager - Reportng
Traning Sc. 301 3 results for SortBy: Name: A To Z +
> GitiManager - Transacion Management
]
OB | o500 Training -
‘ Dol vel: Norfolk, VA Classroom - CitiManager End-to-En

1 DOD Tra o End Norfok Cia

O <

DOCUMENT

CitiManager: N End-to-End User Guide

by-nstructions for all Non-cardholder (OPC) funcions available

Library — In-Person Training

11
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Screen

‘ Step/Action

(ol [:]00 @

3. Toregister for an In-Person Training, click the
title of the training.

# / Library
LIBRARY
,g! Srowse and search for available leaming activities. You can use the Topics tab to narrow your results by subject and the Filters pply additional criteria (such as the activity type of The InStl’UCtOf Led COUTSG Deta”s screen
SN ToPiCs  FILTERS d’sp’ays_
IN-PERSON TRAINING
in & ‘Share Topic
Library
[ a
Rl - Ciivcncoer Eeporing
Training Sc. 30f 3 results for ™ SortBy: Name:AToZ~
> GiiManager - Transaction Management
Ce
e M (-person Training INSTRUCT COURSE .
Miscellaneous . DoD Travel: Norfolk, VA Classroom - CitiManager End-to-End :
Tre
O <
INSTRUCTOR LED COURSE .
. GSA: Norfolk, VA Classroom - CitiManager End-to-End Training :
This course his designated for GSA Agency/Organization Program Coordinator
In-Person Training

=> # / Backto Library
Expand
ﬁ INSTRUCTOR LED COURSE H
Home IDOD TRAVEL: NORFOLK, VA CLASSROOM - CITIMANAGER]
o END-TO-END TRAININ
=
Timeline
v« [==]
o
Training Sc. DETAILS  ACTIVITIES  SIMILAR ACTIVITIES
=]
Training Tr.

~ Full Description

This course is In person.

This course is designated for DoD Agency Program Coordinators (APCs) or Component
Program Managers (CPM) only.

Note: Participants must bring their CitiManager User IDs and Passwords to class. User IDs
and Passwords are required for class participation, as the Citi trainer is not authorized to
grant access to the applications. This User ID and Password will be used to log into the
following website: www.citimanager.com/login.

If you do not have a User ID and Password to log into the link above, please contact your
upper level APC.

Training consists of an 8-hour hands-on classroom session with intermittent breaks, and
including a one-hour scheduled lunch. Participants will learn the basics of operating and
navigating CitiManager, Transaction Management. and CitiManager Reporting. All
participants are encouraged to interact with our Training Specialists, and fully participate in
classroom discussions. This course will cover basic Citibank Reporting - including scheduling
reports and report editing. We will also cover card management functions, including card
activation/deactivation, opening and closing accounts, account transfers, credit and cash limit|

maintenance and a host of other functions.” -

Instructor Led Course — Register

4. Click the Register button.
The Activity Registration screen displays.

Note: If you have previously attended this class,
the Register Again button displays.

12
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Screen ep/A

Qa a6 .v‘ 5. Click the ADD button for the desired date.

REGISTRATION SUMMARY . .
S O E I 6. Click the Register button.

INSTRUCTCR LED coursE (R To remove a selected activity from the

DoD Travel: Norfolk, VA Classroom - 0-End Training [
vame % - pS—— The Activities screen displays and a
= DoD Travel: Norfolk, VA Classroom - . . .
Tmoine S - ot oy confirmation message displays at the top
Filter: Seat Availability: Location: of the screen
[(searn a] [« J [ oumanmgconer ~
o Start (MM/ddlyyyy) End (MM/ddlyyyy)
Training Sc. ‘ o ‘ [ S 5 ‘ i)
T EB INSTRUCTOR LED GLASS REGISTRATION ALLOWED

. DoD Travel: Norfolk, VA Classroom - CitiManager End-to-End Training - October 8, 2025
DoD Travel: Norfolk, VA Classroom - Citi.. & Chet Tantillo m
& Start Date:

End Date: 10/8/2025 4:30 PM EDT
(View in my time zone )

INSTRUCTOR LED cLASS |Gy
[ ) DoD Travel: Norfolk, VA Classroom - CitiManager End-to-End Training - November 12, ...
DoD Travel: Norfolk, VA Classroom - Citi.. & Chet Tantilo m
£ Stant Date: 1171 800 AMEST

End Date: 1/1 430 PMEST
(View in my time zone )

Add — Register

13
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CancelRegistrationforinstructorLedWebinarandIn-PersonTraining

Cl

Cancel Registration for Instructor Led Webinar and

In-Person Training

reen ‘ Step/Action

[m]em 300 @

SELF v

What would you

like to learn
= today?
[\
Lo
NAVIGATING THE LEARNING CENTER
Ly
Training Tr. CORPORATE CLIENTS CLICK HERE.

GOVERNMENT AGENCIES CLICK HERE.

TRAINING SURVEY'S

1
PENDING ACTVITY EVALUATIONS

MY SCHEDULE

< September 2025 >

Sun Mon Tue Wed Thu Fri Sat

21 2 B 4 B B A

CATALOG
— = f\
E @
v
ToPIC ToPIC ToPIC
CitiManager CitiManager - Reporting CitiManager - Transaction
73 Activities 7 Activities Management
6 Activiles.
TO DO
AL TAsKs
L =Je ger: What Can My Cardholders Do - February 21, 2025
Start Date -
022112025 Regisiered

Deivery Method
Webinar - Instructor Led

Status
in Progress

a
CBT - Computer Based

Training

CiiMan

CBT -Apply For A Card (1.1)

1. From the Learning Center Home screen To Do
list, click the drop-down arrow on the View
Details button for the training you wish to
cancel then click Cancel Registration.

The Cancellation Confirmation screen displays.

citl SELF ~

B CANCELLATION CONFIRMATION

= Total cancellation cost of the activities 0
Timeline. below:
Total value of refunds: 0
oy O Select Al
Lo Instructor Led Webinar [EEEETE] CitiManager Basic_2.2
T CitiManager: V
Maong
Ly Actual Price:
Training Tr..

Please review the list of activities below. Some activities may be included for cancellation automatically because of the registration option requirements

the fired price

BACK|[| CONFIRM CANCELLATION

Cancel Registration

2. Click the Confirm Cancellation button.

The dashboard redisplays and the training has
been removed from your To Do list.
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Learning Center Department of Defense and GSA SmartPay | Open aReference Document

CItl

Open a Reference Document

Screen ‘ Step/Action

o @

= CATALOG
=)
— —
What would you =] Y
like to learn §
= L/
= today?
TOPIC TOPIC TOPIC
i‘ CitiManager CitiManager - Reporting CitiManager - Transaction
73 Activities 7 Activities Management
6 Activities
o
Ci NAVIGATING THE LEARNING CENTER
-]
Training Tr. CORPORATE CLIENTS CLICK HERE.
GOVERNMENT AGENCIES CLICK HERE. TO DO

AL TASKS  LEARN

(=)

TRAINING SURVEYS

1 1
TASKS. PENDING ACTIVITY EVALUATIONS

MY SCHEDULE

INSTRUCTOR LED COURSE

° 2
q% CitiManager Basic

Status
Registered

< September 2025 >
Delivery Method

Sun Mon Tue Wed Thu Fri Sat Yebinar-nsructor bed

INSTR!

)
% CitiManager:

BINAR
DO B OO M e at Can My Cardholders Do - February 21, 2025
5 0

Start Date
2 2 B 24 B B A 0212112025 Registered

From the Learning Center Home screen, click
the Catalog Topic to view an unfiltered list of
that topic’s training resources and courses that
will not be sorted by activity type.

OR

To search for a specific reference document, in
the Search field type your search criteria.

OR

Click the Library icon to view a filtered list of
training resources and courses that is sorted by
activity type.

In this example, we will use the Library icon.

A list of library topics display on the left.

= #/ Libay
Expand
" LIBRARY
e and search for available leaming activities. You can use the Topics tab to narmow your results by subject and the Filters tab to apply pe or
= TOPICS  FILTERS
Timeine
FULL LIBRARY
Y
Library
>JcitiManager l Q
LO  [NSR——
Traning Sc. 3 0f 3 resuls for ™ SortBy: Name: AToZ -
> GitManager - Transaction Management
=
PR 1r-ocrcon Training st

. Citi End-to-End

avel: Norfolk, VA C|

Miscellaneous .
=4
Leaming A . [ERMEEINEN

for DoD Agency Program Coo

rdholder End-to-End User Guide

es s Il Non-cardholder (A/OPC) functions available

DOCUMENT
nager: Quick Start User Guide - Cardholders
ides step-by:-step instructions and screen shot

(om0 0 @

Learning Center — Library

Click the arrow next to the topic name to view
a filtered list of training resources and courses
by activity type, for example Computer Based
Trainings, Reference Documents and Instructor
Led Webinars.

Note: If the topic name is clicked, training
resources and courses will display to the right in
an unfiltered list that are not sorted by activity
type.
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Learning Center Department of Defense and GSA SmartPay | Open aReference Document

Screen ‘ Step/Action

3. Click Reference Documents.

= # / Library
B Ccrory The documents display to the right.

f Browse and search for available learing activities. You can use the Topics tab to narrow your results by subject and the Filters tab to apply additional criteria (such as the activity type or duration)

TOPICS  FILTERS

FULL LIBRARY
Al

« CitiManager i Q
Computer Based Trainings (CBTs)

Instructor Led Webinars 20 0f 73 results for ™"

Sort By: Name: ATo Z -

Reference Documents

INSTRUCTOR LED COURSE

> CitiManager - Reporting
Traiing Tr.

ex. Topics that will navigatio

> CitiManager - Transaction
Management

0 <

In-person Training
DOCUMENT

Manager Cardholder Mobile App User Guide

As the CiliManager mobile app confinues to improve, this document wil serve as the quick reference guide an

Miscellaneous
> What's New
Il Giianager - GiiManager Gardhoider Mobie App User Guide_NA

0 <

INSTRUGTOR LED COURSE
CitiManager New Search/Account Summary Updates
ersion of the CIfM webinaris for rho have to the Searchy

Il Giianager New SearchiAccount Summary Updates

0 <

DOCUMENT

iManager: Acronym Guide

his document for the most commonly used

Il GiManager_Acronym Guide_NA

O <

DOCUMENT
CitiManager: Add and Remove MCCGs Job Aid
= ‘Add and Remove CCGs Job Aid

4. Toview adocument, click the ellipsis (...) to
the right of the activity you wish to view then

= # / Library
=
LIBRARY .
Hﬁg Browse and search for available leaming activiies. You can use the Topics tab to narrow your results by subject and the Filters tab to apply additional criteria (such as the activity type or duration) click Start.

TOPICS FILTERS
— REFERENGE DOCUMENTS The document will open in a new window.

Al Share Topic

R i a Note: If a popup blocker message displays,

Computer Based Trainings (CBTs)

Timeline

SortBy: Name: ATo Z -

=8 Instructor Led Webinars 20 of 73 resutts for ™" )
. click Start.

Reference Documents

I o -Reporing o :
Training Tr. CitiManager: BOLA/BOLM User Guide N

step-by-step instructions for Bulk Online Applications (BOLA) and Bulk Oniine M.

This user guide pr

» CitiManager - Transaction
Il CitiManager_User Guide_BOLAM_TS2_NA

Management

In-person Training Vs
DOCUMENT
Miscellaneous ;
= CitiManager: Card Activation Job Aid N

“This job aid provides directions for you to activate your card either before o after you have registered for
Il CitiManager_Job Aid_Card Activation_NA

0 <

> What's New

?

DOCUMENT

CitiManager: Cardholder End-to-End User Guide :

The GiManager User Guide provides detaled step-by-step instructions for all GiiManager e e

Il CitiManager_Cardholder_User Guide_MA St
”
M View Details
DOCUMENT
= CitiManager: Cardholder Quick Start Guide :

This User Guides instrucions for CitManage

0 <

DOGUMENT

CitiManager: Add and Remove MCCGs Job Aid i
= Add and Remove MCCG Job Ald

Select Activity and Start
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Learning Center Department of Defense and GSA SmartPay |

Print Certificate of Completion

Cl

Print Certificate of Completion

Once you have completed a course or viewed a reference document, it will appear on your transcript and you may print a Certificate of

Completion.

Screen ‘ Step/Action

Timeine.

L)

Library

Lo

Training So.

CATALOG

What would you
like to learn

today?

ToPIC
CitiManager
73 Activities
NAVIGATING THE LEARNING CENTER
CORPORATE CLIENTS CLICK HERE.
GOVERNMENT AGENCIES CLICK HERE. T0 DO
AL

TRAINING SURVEYS

1
ThSKS PENDING ACTIVITY EVALUATIONS

MY SCHEDULE

(&)

status
Registered

< September 2025 >
Del

Webinar - Instructor Led

Sun Mon Tue Wed Thu Fri Sat

Start Date
0272172025

21 2 23 24 2B 2% 2

om

©

ToPIC ToPIC
CitiManager - Reporting CitiManager - Transaction

Management

6 Activities

7 Activities

TASKS  LEARN

INSTRUCTOR LED COURSE

o
Oﬁ CitiManager Basic

fivery Method

. INSTRUCTOR LED WEBINAR
£ CidManager: What Can My Cardholders Do - February 21,2025

Registered

From the Learning Center Home screen,
click the Training Transcript link on the side
navigation bar.

The Training Transcript screen displays.

Timeline:

[

Library

Ce

Training Se.

CE
R .

TRAINING TRANSCRIPT

Selecta year or date range to filter completed training records.
Date Range

Start Date

9126/2024 12:24pm

End Date
B8 (972612025 12:24pm

KATHERINE SMITH

List of completed activities from 9/26/2024 to 9126/2025
E-mail:

Katherine@noemail.com
ACTIVITIES
Activity

@ CitiManager Basic Reporting

& CitiManager: Eniitlement User Guide

PRINT EXPORT TO PDF

REFRESH

Estimated Credit  Start Date Completion Date .~ Score Attended Duration
Hours
9/8/2025 91252025 Day(s) 0, Hour(s) 0,
Minute(s): 0.
Second(s): 42
10/9/2024 10/9/2024 Day(s): 0, Hour(s) 0.

Minute(s): 0
Second(s): 1

Training Transcript

2. Toview a Certificate of Completion, click the

Diploma icon for the desired activity.

The Certificate of Completion opens in a small

window.
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Learning Center Department of Defense and GSA SmartPay | Print Certificate of Completion C I I

Screen tep/Action

3. To print a Certificate of Completion, click the
Print button.

SumTotal x

EXPORT 10 POF The Print window opens.

CitiLearning Center citr 4. Select a printer and click the Print button.

The Certificate of Completion is printed on the
Gertgthoate of Gomplotion selected printer.

s cenies tat 5. Whenyou are finished, click the Close button.
Katherine Smith
has successfully completed the
CitiManager Basic Reporting

on 9125/2025

2018 Ciigroup Inc. Al i

Certificate of Completion — Print
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Complete Training Surveys C I I

Learning Center Department of Defense and GSA SmartPay |

Complete Training Surveys

Once you have complete an Instructor-Led Webinar and the trainer has marked you as complete, you are assigned a training survey
which can be accessed from the Training Surveys section or the Task link in the To Do section on the Learning Center Home screen.

Screen ‘ Step/Action

1. From the Learning Center Home screen,
= CATALO® click the Task link in the To Do section or the

Wmi(tE \Q/S%g%w _ﬁ] ’-'Zg % Pending Activity Evaluation link in the Training

Surveys section.

SELF

= today?
i‘ Tl:)PIC T.O.PIC ) T.DP\C .
ey e Note: If you click the Task link in the To Do
0N section you will need to click the Start button.
e NAVIGATING THE LEARNING CENTER
B o 1000 The Learning Activity Evaluations screen

s displays.

ALL | TASKS | LEARN

TRAINING SURVEYS

1
TASKS

(&)

NSTRUCTOR LED COURSE

. U
nﬁ CitiManager Basic
MY SCHEDULE

status
Registered
< September 2025 >

Delivery Method
Sun Mon Tue Wed Thu Fri Sat Vebinar-nsiructor Led

raa @ [ ovoems ]

NSTRUCTOS

° ]
©f2)  CidManager: What Can My Cardholders Do - February 21,2025

4 15 16 17 18 19 2

Start Date
21 2 23 24 25 2% 2 0272112025 Registered

[emfme T3]0 @~ 2. Click the Start button.

& LEARNING ACTIVITY EVALUATIONS Th E . .
valuation displays.
o [ ————————— e Evaluation displays

Pending evaluations v

- e ,
=

1Y Evaluation Nams » Aetivity Name Coae Due Date status

SPC g o Treming Evaluatio DoD Trave!: GitiManager Basic_Ju
RN | G5 Training Evaluati wvel: GitiManager Basic_u
Lo

New

Learning Activity Evaluation
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Learning Center Department of Defense and GSA SmartPay | Complete Training Surveys

SELF v

SumTotal
O Agree
© Neither Agree or Disagres
O Disagree
© strong Disagree

= 13. The registration process was simple and easy 1o understand. *

Y O strongly Agree
Litrary O Agres
© Neither Agree or Disagres
O Disagree

O strongly Disagree

14. Please provide any other comments about the training, including what can be improved or what you found useful.

15. Provide your information below if you would like to be contacted about this training.

Evaluation

ep/A

3. Complete the Evaluation and click the Submit
button.

20




Treasury and Trade Solutions
citi.com/treasuryandtradesolutions

© 2025 Citigroup Inc. Citi, Citiand Arc Design and other marks used herein are service
marks of Citigroup Inc. orits affiliates, used and registered throughout the world.
25-F8A961DA GTS26718 10/25


https://citi.com/treasuryandtradesolutions

	Treasury and Trade Solutions

Learning Center

Quick Reference Guide

Department of Defense and GSA SmartPay®
	Table of Contents 
	Learning Center Overview 
	Access the Learning Center 
	Learning Center Navigation 
	View a Computer Based Training 
	Register for Instructor Led Webinar 
	Register for In-Person Training 
	Cancel Registration for Instructor Led Webinar and In-Person Training 
	Open a Reference Document 
	Print Certificate of Completion 
	Complete Training Surveys 





Accessibility Report





		Filename: 

		Learning Center User Guide_GSA.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 0



		Passed manually: 2



		Failed manually: 0



		Skipped: 0



		Passed: 30



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Passed manually		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Passed manually		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Passed		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top

