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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

CITI® COMMERCIAL CARDS Contact Help Desk [ 1

From the CitiManager Site side navigation
ﬁ CitiManager dh EJUI?\'J;";MODCARD USC1-US + ‘gflffo’{l‘f“sﬂam X~ citr’ bar, pOSitiOﬂ your mouse over the Web Tools
icon and click the Learning Center link.

Card Accounts

The Learning Center Home screen displays.

N 0

o ACCOUNTS OVERDUE| REPORTING >> o
il o 15% $ -157,584.61

OUTSTANDING UNACTIVATFD

REQUESTS $ 9,600,000.00 CARDS

62/410
TOTAL CREDIT REMAINING

TOTAL RECENT ACTIMITY
Web Tools

Reporting

Learning Center

Maintenance Request

REQUESTID  STATUS REQUEST TYPE REQUESTID STATUS REQUEST TYPE

6072068940 Waiting for approval Individual online application > ) .
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

2 = aity 25 | . Selflcon - Click the Self icon to access
CATALOG ) your dashboards, training transcript and
B — = to sign out.
What would you E’ E @ =
like to learn = 2. Library Icon — Click the Library icon to

today? >

cems. CitiManager CiiManager - Expense CitiManager - Reporting
agement

navigate to a library of training resources
S—c e prwny and courses.

QUICK LINKS 3. Citi Logo - Click the Citi Logo to access
P— “’b the Learner Dashboard.
= Tram . ~

E& Training Schedu
I Training Ansiysiz

o e 4. Magnifying Glass — Click the Magnifying
Glass icon to complete a search for

MY LEARNING SCHE...

training resources or courses or to search
S o Tor Wed T P . by an area in the Learning Center such
o o . as Learner Dashboard. When the search
e . screen displays, select either Learning or
2@ mom o om ) Navigation from the drop-down list.
2 [revoctacs - | 5. Timeline — Click the Timeline icon to
HOW DO | NAVIGATE THE LEABNING CENTER? (D) P access a timeline of your training resources
CORPORATE CL\ENTS%K HERE. and courses.
GOVERNMENT AGENCIES CLICK HERE. 6. Search - Enter your search criteria in the
text field to search for training resources or
courses.
Learning Center Home Screen 7. Quick Links — Click these links to access your

Training Transcript and Training Schedule.

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

9. How Do | Navigate The Learning Center
— Click the appropriate link to view the
Learning Center Quick Reference Guide.

10. Catalog — Click the catalog topic links to
access computer based training (CBTs),
register for instructor-led webinars, and
register for onsite classroom training and
access reference documents.

1. To Do — This list displays the courses you have
registered for and those in progress. To open
a reference document, start/re-start a course,
click the Start button from this list.

12. Start/View Details — Select a reference
document or CBT from your To Do List and
then click Start button to view. Select the
drop-down arrow to view details or select
an option to cancel your registration or add
it to your Favorites menu.
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View a Computer Based Training

Screen | Step/Action

What would you
like to learn
today?

QUICK LINKS

s Sutea

RE@S®

MY LEARNING 5C...

3 4 5 @

B e 0 oMoz 13 14

CATALOG

o

TOPIC

TODO

ALL

TOPIC

TASKS  LEARN

START

Learning Center — Library

2 = crti 5 = 1. From the Learning Center Home screen,
CATALOE S click the Catalog Topic to view an unfiltered
] — _— = list of that topic's training resources and
[ oLld you E = @ =] courses that will not be sorted by activity
today? > type.
To search for a specific computer- based
TO DO
A training, in the Search field type your
__ search criteria.
MY LEARNING SC... . OR
Sl Ton R e, T 55 Click the Library icon to view a filtered list
WEEF o of training resources and courses that is
@ s e n & = sorted by activity type.
In this example, we will use the Library icon.
. . i A list of library topics display on the left.
Learning Center Home Screen
2. 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 (CBTs).

e A list of CitiManager CBTs displays to the
What would you i right.
like to learn
today?

QUICK LINKS

MY LEARNING SC..

< September 2019

Sun Mon Tue Wed Thu Fri Sat

3 4 5 8

@ W o oz o1 START -
s M 2 0 o0 o

Learning Center — Computer Based Training (CBT)

it a " o 4. To view a CBT, click the ellipsis (...) to the
— right of the activity you wish to view then
# / Lirany click Start.
[ EEARNING Q] The Content player loads.
Reference Documents (19) Share Topic Sort By: Name: AToZ ~

Note: If a popup blocker message displays,

CCMS to CitiManager Transition User Guide - OLA and Account i Cl | Ck Sta rt.
Maintenance

T

End User Guide

Select Activity and Start
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Register for Instructor Led Webinar

Screen | Step/Action

2 n ct Q

CATALOG

What would you E E
like to learn
today?

cous CitiManager CifiManager - Reporting
7 Actvites 21 Acivities Management B Acthies

QUICK LINKS
TO DO

AL TASKS  LEARN

© g ==

CitManager: Acronym Guide

Status
Assigned

(] INSTRUCTS
2 cidman

- Start Date Status
oa25Z015 Assigned

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.

What would you
like to learn
today?

QUICK LINKS

® Getting Stsrea

LEARN

WY LEARNNG SCHED... = Y

Sun Mon Tus Wed Thu Fri Sat

RSO
CitiManager: CBT - My Profile

START -

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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Screen | Step/Action

3. Select Instructor Led Webinar.

CATALOG

A list of CitiManager Instructor Led

What would you : Webinars display to the right.
like to learn

QUICK LINKS
TODO

ALL  TASKS  LEARN

MY LEARNING SCHE...

< September 2019 >

Sun Mon Tue Wed Thu Fi Sat

4. To register for an Instructor Led Webinar,

citi =t
B = 2 click the ellipsis (...) to the right of the
®/ Liovan training you wish to register for then
[Lem.m- Q] click Register.
Instructor Led Webinars (5) Share Topic Sort By: Name: AToZ ~ The Offer’ngs SCfeen CIISD/ayS.

| View Details

(BOLA/M)

(OLAM)

&
&
o)

<
<
<

. 9 CitiManager: Virtual Card 2.0 (VCA ICCP 2.0)

<

Select and Register
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Screen

[ CitiManager Basic
2 CitMana;

| Step/Action

ACTIVITIES (10) : Select an activity
Filter: Seat Availability: Location:

[ searct al | v| |

2 e

Start (MMiddlyyyy)::  End (MMddlyyyy):

e

.E Cittansger Basic - January 21, 2021

y 26, 2021

[ ] Q CitiManager Basic - February 2, 2021

BBl REGiSTRATION ALLOWED

GO EGisTRATION ALLOWED

NSTRUCTOR LED WEENAR  (ESRALTINC

& Donna Obarsk

Q 2]

REGISTRATION SUMMARY

To remove a selected activity from the list,
click %

INSTRUGTOR LED COURSE

CitiManager Basic

CANCEL REGISTER

Offerings and Register

5.
6.

Select the ADD button for the desired date.
Click the Register button.

The Activities screen displays with a
Registered message.

CATALOG

s
today?
coms
7 At
QUICK LINKS
ToDO
AL

MY LEARNING SCHE... Q

< September 2018 >

Sun Mon Tue Wed Thu Fri Sat

TASKS

cit

What would you E =
like to learn E

LEARN

VERSIONAL
CCMS: CET - Reporting, Assistance And Alerts

a = e
L
=
[/

s e nozoE
5 . ® 10 2 2

2@ = » 7 oo O I

B2 CitiManager: Basic

B
.
HOW DO I NAVIGATE...
COMMERCIAL CARDS o

Learning Center — To Do

Fifteen minutes prior to the start of the
webinar, log back into the Learning Center
and click the Start button displayed in
your To Do list.

Note: The Start button will not be visible
until 15 minutes prior to the session.
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Cancel Registration for Instructor Led Webinar

Screen | Step/Action

Cancel Registration

a - ati a = e 1. From the Learning Center Home screen -
g s To Do list, click the drop-down arrow on the
— —_ View Details button of the training you wish
What would you . . .
S oo = to cancel then click Cancel Registration.
today? o 5 . . .
s « eorss The Cancellation Confirmation screen
displays.
QUICK LINKS
TODO
@ 3 o
R e
2@ = n v o=
L]
HOW DO | NAVIGATE ...
COMMERCIAL CARDS 0 . o Jiieo o)
CLICK HERE. 8 PR s ToFacrs
Learning Center Home Screen — To Do
5 o ati a = e 2. Click the Confirm Cancellation button.
CANCELLATION CONFIRMATION The dashboard redisplays and the training
= has been removed from your To Do list.

10
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Open a Reference Document

Screen | Step/Action

a A ati [o}

CATALOG
=

ToPIC ToPIG ToPIC ToRIC >
coms GitiManager
7 Actiites 21 Actiites

@

What would you
like to learn

GitiManager - Reporting
Management e

QUICK LINKS

ALL  TASKS  LEARN

MY LEARNING SC... () B oo

CitiManager: Acranym Guidz
< ‘September 2013 >
Status

Sun Mon Tue Wed Thu Fri Sat Assigned

o msTcnzovemur
£f2)  Cionanager: Advanced CCRs 08725115 (GEEETEET)

- Start Dafe Status
Om252015 Assigned

1.

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.

CATALOG

What would you
like to learn
today?

QUICK LINKS

MY LEARNING SC.. (E] e
B S acronym cue e

Sun Mon Tue Wed Thu Fr Sat

3 4 5 8 7
5 8 W o1 o1z 1z o1

START -

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. Select Reference Documents.

CATALOG

What would you E
like to learn

today?

The documents display to the right.

Toric

ToRlc

QUICK LINKS
TOoDO

ALL  TASKS  LEARN

z a ] o
& 0 WM 1 12 13 18 START -
Y = s

citi - 4. To view a document, click the ellipsis (...)
(o} =l (2] . . . .
to the right of the activity you wish to view
ey then click Start.
LEARNING - a] The document will open in a new window.
Computer Based Trainings (CBTs) (8) Share Topic Sort By: Name:AToZ -

- Note: If a popup blocker message displays,
C}tihianage;}:a:rl-Eesources,Web Tools and Alerts (1.3) : C”Ck Start.

o message ts the &

Overview Vide

V]
B TRA

E_l é}tiManage:;Céf -:Bulk Online Applications and Maintenance (1.2)

downioad and Uplos utk Online

<

Select Activity and Start

12
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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

& m

What would you
like to learn
today?

QUICK LINKS

citi

CATALOG

ToPIC
coms

7 Actibes

TODO

ALL  TASKS  LEARN

Stats

DocuuexT
CitiManager: Acronym Guide

'RECOMMENDED

o
o .

nSTRCTOR LEDWERIA
Bf%)  Citimtanager: Acvanced CCRS 06728/15

Start Date status
oe252015 Assigned

(2]

Q

Learning Center Home Screen

1.

From the Learning Center Home screen,
click the Training Transcript link in the
Quick Links section.

The Training Transcript screen displays.

TRAINING TRANSCRIPT

Date Range[]

ACTIVITIES

Selecta year or date range fo filer completed training recort

m MT015 to SHTI2018

ds

no Date
201 0sazom ] [ima0io coazom  |[N] [ mermEsH

LISA SMITH

Start Date Gompletion Date «

anrizote

aizizme

ar7zate 72018

PRINT EXPORT TO PDF

Training Transcript

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

The Certificate of Completion opens in a
small window.

13
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Screen ‘ Step/Action

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

%)

ExpoRTTOPDF || cLosE

The Print window opens.
4. Select a printer and click the Print button.

The Certificate of Completion is printed on

Goioatef Gomplion the selected printer.

s cetfis at 5. When you are finished, click the Close
e e button.

CitiManager: Quick Start User Guide - Non-cardholders

enanTzoie

Certificate of Completion — Print
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