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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.

Screen tep/Action

A : : BECISN | | 1. From the CitiManager Site side navigation bar,
Welcome, Karla

A CitiManager CTDEMOPCARDUSC1-Us = marne o DX CItT position your mouse over the Web Tools icon
and click the Learning Center link.

Card Accounts

The Learning Center Home screen displays.

" 0

1 1 % AACCOUNTS OVERDUE| REPORTING >> 1 5%

$ -157,584.61

(]
5
OUTSTANDING S CINATED) TOTAL RECENT ACTMITY

REQUESTS $ 9,600,000.00 oo

TOTAL CREDIT REMAINING 62410
Web Tools

Maintenance Request

REQUESTID  STATUS REQUEST TYPE REQUESTID STATUS REQUEST TYPE

6072068940 Waiting for approval  Individual online application > i B
There are no pending Maintenance requests that are waiting your

6050583696 Waiting for approval  Individual online application > approval

6049869966  Waiting for approval  Individual online application >

6047633885 Waiting for approval  Individual online application > -

CitiManager Site Home Screen
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Learning Center Navigation

Screen Description

1. Citi Logo - Click the Citi logo to access the
Learner Dashboard.

CATALOG

What would you : .
like to learn 2. Self Menu - Click the Self drop-down arrow to

access your dashboards, training transcript and
training schedules.

AVIGATING THE LEARNING CENTER 3. Search Menu - Click the arrow that displays to
e . 1000 . the left of the Search field to filter your search
Al

W ks ueaRx by Learning (guides or training) or Navigation.

_ Type your search criteria in the Search field
0 ET———

TRAINING SURVEY S

% : and click the Magnifying Glass icon.

MY SCHEDULE !
i
Sun Mon Tue Wed Thu Fii Sat =

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

. Home Icon - Click the Home icon to return to
CitBlarage BT - Rsmaras, Wt Yook Ao Al 1) your Learner Dashboard.

6. Timeline Icon — Click the Timeline icon to
access a timeline of your training resources
Learning Center Home Screen and courses.

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

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

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

10. Search — Enter your search criteria in the text
field to search for training resources or courses.

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

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

13. My Schedule - Click on the calendar dates for a
quick glance of your upcoming trainings.

What would you = . o
like to learn E 14. Catalog — Click the catalog topic links to access
goday? computer-based training (CBTs), register for

= | g
oo e 0 Jg o o v oogeras instructor-led webinars, register for on-site

classroom trainings and access reference

IAVIGATING THE LEARNING CENTER

S r— documents.
GOVERNMENT AGENCIES CLICK HERE. TODO '

TRAINING SURVEYS AL TASKS  LEARN i 15. To Do — This list displays the courses or
ﬂ documents to which you have registered. To
MY SCHEDULE g

open a reference document or start/re-start a
course, click the Start button from this list.

16. Start/View Details — From your To Do list,
click the Start button for the document, CBT
or instructor-led webinar you want to open/
start. Click the drop-down arrow to view
details or select an option to cancel your
registration or add it to your Favorites menu.

Learning Center Home Screen 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.
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View a Computer Based Training

Screen | Step/Action

NAVIGATING THE LEARNING CENTER

CORPORATE CLIENTS CLICK HERE.
GOVERNMENT AGENCIES CLICK HERE.

TRAINING SURVEY §

0
TASKS

MY SCHEDULE

CATALOG

a— =
E Z@
>
TOPIC TOPIC
CitiManager CitiManager - Reporting
To DO
ALL  TASKS  LEARN

st
InPrageess
D

Meshod

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.

A list of library topics display on the left.

Leamng = | Searcn a]
TOPCS  FILTERS Full Library
Q
Sont By: Name: ATo Z -
ot
E 2021 GSA Conference Introduction to the WEX Fleet Analytics Recorded Webinar
o <
E 2021 GSA Conference B2B Best Practices Virtual Card Payment Solution i
D o
E 2021 GSA Conference Citi and the Resources Available to the AOPC
@<
E 2021 GSA Conference CITI01 July 20, 2021 830am CitiManager for APCs (DoD
Travel)
O e
E 2021 GSA Conference CITIO01 July 21, 2021 1230pm CitiManager for APCs (DoD
Travel)
o <

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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Screen | Step/Action

3. Click Computer Based Trainings (CBTSs).

LIBRARY A list of CitiManager CBTs display to the right.

TOPICS  FILTERS Full Library

i
Sort By: Name: AToZ -
2021 GSA Conference Introduction to the WEX Fleet Analytics Recorded Webinar

o <

2021 GSA Conference CITIO01 July 20, 2021 830am CitiManager for APCs (DoD
Travel)

D <

RECORDED WEERIAR
2021 GSA Conference CITIO01 July 21, 2021 1230pm CitiManager for APCs (DoD

T

[ [ 4. To view a CBT, click the ellipsis (...) to the right

a by of the activity you wish to view then click Start.
LIBRARY
y U R S R The Content player loads.

a Note: If a popup blocker message displays, click
ngs.uns) e e BT start.

<

CitiManager: Cardholder Overview Video (1.5) -

CitiManager: CBT - Getting Started (1.2)

PUTER BASED TRANING
Manager: CBT - Individual Online Applications and Maintenance (1.2)

I

N e A e

Select Activity and Start
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Register for Instructor Led Webinar

Screen | Step/Action

What would
like to lear
today?

NAVIGATING THE LEARNING CENTER

CORPORATE CLIENTS CLICK HERE.
GOVERNMENT AGENCIES CLICK HERE.

TRAINING SURVEY §

0
TASKS

MY SCHEDULE

CATALOG

a— =
E Z@
>
TOPIC TOPIC
CitiManager CitiManager - Reporting
To DO
ALL  TASKS  LEARN

st
InPrageess
D

Meshod

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 instructor led webinar, 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 Catalog icon.

A list of library topics display on the left.

TOPICS FILTERS

Full Library

Q

Son By: Namw: ATo Z =

2021 GSA Conference Introduction to the WEX Fleet Analytics Recorded Webinar

o <

2021 GSA Conference B2B Best Practices Virtual Card Payment Solution
o o=

2021 GSA Conference Citi and the Resources Available to the AOPC
@<

2021 GSA Conference CITI01 July 20, 2021 830am CitiManager for APCs (DoD
Travel)

Q=

2021 GSA Conference CITI001 July 21, 2021 1230pm CitiManager for APCs (DoD
Travel)

o -

Learning Center — Library

Click 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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LIBRARY

TOFICS  FILTERS

Full Library

Screen | Step/Action

@ & @@ @

P

Sort By: Name: A To Z -

2021 GSA Conference Introduction to the WEX Fleet Analytics Recorded Webinar

-
RDED WEBSIAR
2021 GSA Conference B2B Best Practices Virtual Card Payment Solution

o=
me B wemmAR
2021 GSA

Available to the AOPC

T <

2021 GSA Conference CITIO01 July 20, 2021 930am CitiManager for APCs (DoD
Travel)

T4

RECORDED WEBBEAR
2021 GSA Conference CITIO01 July 21, 2021 1230pm CitiManager for APCs (DoD
Travel)

aj

3. Select Instructor Led Webinars.

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

L ® Lbrary

oo LIBRARY

.=’ B 4

Wi T0PCS  FILTERS
Libmamy

instructor Led Webinars Share Topic

a0 s ol S

and Mai (BOLAM)

il (oLAM)
T <
CitiManager: Virtual Card 2.0 (VCA ICCP 2.0)
@ o=

BSTRUCTOR LED COURSE
CitiManager: What Can My Cardholders Do

Select and Register

4. To register 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.
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Screen | Step/Action
5. Select the ADD button for the desired date.

ACTIVITY REGISTRATION REGISTRATION SUMMARY

o — oo slcdachy For o . 6. Click the Register button.
n = [ s The Activities screen displays with a Registered
__'_o Fibter: Seat Availabilly: Sl i »:-.mmu-:-:'yw!.]w .\ nd (MM nw}‘m meSS&ge.

= 1 = 2 | &

[ ] Catdanager Basic_laesssey §, 3022

EGH STRATION ALLOWED

[ ] Catnaper Basie_Jaewiey 1,2022

[ ]
Offerings and Register
[ s ]3] M | 7. Fifteen minutes prior to the start of the
bt CamLos webinar, log back into the Learning Center
What would you — = T and click the Start button displayed in your
- like to learn E = \T . Py Y
ey today? L7 TO DO |ISt.
ToRIC ?

ToPIC
_ sy

CitiMonager - Reporting

Note: The Start button will not be visible until

15 minutes prior to the session.
NAVIGATING THE LEARNING CENTER
CORPORATE CLIENTS CLICK HERE
GOVERNMENT AGENCIES CLICK HERE TOoDO
TRAINING SURVEYS ALL TASKS LEARN

MY SCHEDULE

i December 2021 »

Sun Mon Tue Wed Thu Fri Sat

itiManager CBT - Resources, Web Tools And Alerts (13)

Learning Center — To Do

10
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Cancel Registration for Instructor Led Webinar

Screen | Step/Action

1. From the Learning Center Home screen — To

" CATALOG Do list, click the drop-down arrow on the View
= What would you =

like to learn

= today? E

cancel then click Cancel Registration.

ToRIC

TORIC
_ P

:E@ q Details button of the training you wish to
>

CitiManager - Reporting

The Cancellation Confirmation screen displays.

NAVIGATING THE LEARNING CENTER

CORPORATE CLIENTS CLICK HERE
GOVERNMENT AGENCIES CLICK HERE TODO

TRAINING SURVEYS ALL TASKS. LEARN

MY SCHEDULE

« December 2021 s
Sun Mon Tue Wed Thu Fri Sat
R Web .
L ]

2. Click the Confirm Cancellation button.

The dashboard redisplays and the training has
been removed from your To Do list.

LY wicainio |

CriManager: Basic_Wabinars

Cancellation Fee: 0.00 Refund:

¥ou e 4 regittered for e folkwing related activies, The peiected actividies wil e canceted

instructor Led Webinar (CIEENICIER
Manager Bas

BACK| | CONFIRM CANCELLATION

Cancel Registration
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Open a Reference Document

Screen | Step/Action

MY SCHEDULE
Sun Mon Thu Fri  Sat

N CATALOG
-~ P — - - —
What would you =i /
like to learn E _ \
-
today?

ToPic TOPIC ToRIC >
I Management Ack

NAVIGATING THE LEARNING CENTER

GOVERNMENT AGENCIE'S CLICK HERE ToDO

TRAINING SURVEYS AL TASKS  LEARN

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.

TOPI S FILTERS Full Library

weamng - | senen @ @

Q

Son By: Namw: ATo Z =

eet Analytics Recorded Webinar

2021 GSA Conference CITI01 July 20, 2021 830am CitiManager for APCs (DoD
Travel)

Q=

2021 GSA Conference CITI001 July 21, 2021 1230pm CitiManager for APCs (DoD
Travel)

o <

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.

12
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Screen | Step/Action

[ o 4] ¢ B | 3. Select Reference Documents.

LIBRARY The documents display to the right.

TOPICS  FILTERS

Full Library

e)
Sort By: Name: ATo Z -

2021 GSA Conference Introduction to the WEX Fleet Analytics Recorded Webinar

T =
RDED WS,

2021 GSA Conference B2B Best Practice

rtual Card Paym

Citi and the Available to the AOPC

2021 GSA Conference CITIO01 July 20, 2021 830am CitiManager for APCs (DoD
Travel)

=3
£CORDED WEESY

2021 GSA Conference CITIO01 July 21, 2021 1230pm CitiManager for APCs (DoD

Travel)

4. To view a document, click the ellipsis (...) to the

" ey i right of the activity you wish to view then click
LIBRARY

T ——— Start.

....} TOPICS  FILTERS Referance Documents Shae Topic

— a) The document will open in a new window.

1 B Note: If a popup blocker message displays, click

Start.

i
il

D <2

ii
il

i
i}

7

Citil < Cif Self-regi: tion for Cardholders Job Aid

Select Activity and Start

13
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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

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

What would you
like to learn
today?

_ ooy

NAVIGATING THE LEARNING CENTER

The Training Transcript screen displays.

ToRIC TORIC
pense CitiManager - Reporting

[ﬂ,
e
[‘IIIE'I

CORPORATE CLIENTS CLICK HERE
GOVERNMENT AGENCIES CLICK HERE TO DO

TRAINING SURVEY S ALL TASKS LEARN

o _
TASKS

MY SCHEDULE

rcos, Web Tools And Alerts [1.3)

2. To view a Certificate of Completion, click the
Diploma icon for the desired activity.

PRINT | | EXPORT TOPODF |
TRAINING TRANSCRIPT e

30 to flter completed training rocords

The Certificate of Completion opens in a small
B o e [ window.

smih@nocemail com

ACTIVITIES

Stant Date Completion Dats = Soore

Training Transcript




t ®
Learning Center Commercial Cards | Quick Reference Guide C I I
Screen ‘ Step/Action

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

The Print window opens.

4. Select a printer and click the Print button.

) e

The Certificate of Completion is printed on the
selected printer.

‘ 5. When you are finished, click the Close button.
Cergyecate gf Conpletion
This Cemines that

Jane Smith

successhully compleled the
CitiManager: Cardholder End-to-End User Guide

on 121172021

€ 3075 Cagrones . A1 rgPek e C8 303 A DRRG 8 8RR BTG e of GRS

Certificate of Completion — Print

15
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Complete Training Surveys

Once you have completed an Instructor-Led Webinar and the trainer has marked you as complete, you will be 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.

L. 3 CATALOG
What would you = i /
ke to learn o = \
today? =

ToRIC 0PIC c
CitiManag CitiMa Reporting i T

NAVIGATING THE LEARNING CENTER

CORPORATE CLIENTS CLICK HERE

GOVERNMENT AGENCIES CLICK HERE. TO DO

AL | TASKS|  LEARN

2 2 Loma e ks |
Task Pending Activity Evaluation

TRAINING SURVEY S

MY SCHEDULE

] Decomber 2021 >
Sun Mon T, hu Fri o Sat

Q- 1 START -

Screen | Step/Action

1. From the Learning Center Home screen,

click the Task link in the To Do section or
the Pending Activity Evaluation link on the
Training Surveys section.

Note: If you click the Task link in the To Do
section you will need to click the Start button.

The Learning Activity Evaluations screen
displays.

pr—

Learning Activity Evaluation

2. Click the Start button

The Evaluation displays.
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Screen Step/Actio

SumTotal

Ageee

Meither Agree or Disagree
Disagroe
Strongly Dissgree
9. The Instructor's presentation skills wers affective in my undarstanding of the tooks, *
Strongly Agree
Agree
Noither Agros or Disagres
Disagree
Strongly Disagree
10. Materials used were effective in iy laming.
Strongly Agree
Agees
Meither Agree or Disagree
Disagroe

Strong Disagres

11. Please provide any other commants about the Training, including what can be improved or what you found useful

12. Provide your information below If you would like to be contacted about this training.

Evaluation

3. Complete the Evaluation and click Submit.

17
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