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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 | Step/Action
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CitiManager Site Home Screen

1.

From the CitiManager Site navigation bar,
position your mouse over the Web Tools
drop-down menu and click the Learning
Center link.

The Learning Center Home screen displays.
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Learning Center Navigation

Screen Step/Action

CATALOG .

B »

What would you
like to learn today?

HNAVIGATING THE LEARNING CENTER

CORPORATE CLIENTS CLICK HERE.
GOVERNMENT AGENCIES CLICK HERE. . To Do ‘
TRAINING SURVEYS ALL  TASKS  LEARN
@ 2021 GSA Conferenca CITRIZ July 21 2021 Bam Citil
BoD)
MY SCHEDULE —
InProgress
5 . B
1
. =5

2021 GSA Conference 508 Compliant Training and CitiManager CitiManager - Rep
AV Bocument 67 Activitas "

Learning Center Home Screen

10.

1.

12.

13.

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 criteria in the Search field
and click the Magnifying Glass icon.

Self Icon — 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 Icon — 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.

Search — Enter your search criteria in the text
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

CATALOG .
What would you

> B &
______ like to learn today? El % ==

= 2021 GSA Conference

and CitiManager CitiManager - Rep

HAVIGATING THE LEARNING CENTER

CORPORATE CLIENTS CLICK HERE.
GOVERNMENT AGENCIES CLICK HERE. . T0 DO .

TRAINING SURVEYS ALL TASKS LEARN
MY SCHEDULE —
In Progress.
i
. ==

Learning Center Home Screen

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

15. To Do — This list displays the courses or
documents to which you have registered.
To 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.

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

1. From the Learning Center Home screen, click

cAmMOS i the Catalog Topic to view an unfiltered list of
What would you E % Tﬁl that topic's training resources and courses that
like to learn today? == will not be sorted by activity type.
TORIC oPIC TePIC ToPIC >
inw C...A(.arl\\.-n'm.\.- ﬁfi. !a:l‘l:i|:\|“h:|l||ng.|r|d f.\llh\ln:.lgur LmMTn.\:l)c-\ Rep OR
NAVIGATING THE LEARNING CENTER To search for a specific computer based training,
COMRTNTAGENORS LK R 000 in the Search field type your search criteria.
TRAINING SURVEYS ALL TASKS LEARN -
— OR
T T
o) % S Click the Library icon to view a filtered list of
wamome | o S training resources and courses that is sorted by
activity type.
Sum Mon Tow Wed Thu Fri Sot Eom yyp
_ o ' 0 - In this example, we will use the Library icon.
A list of library topics display on the left.
. | swr -]

Learning Center Home Screen

[omms < [ [q 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

<

LIBRARY

i Trainings, Reference Documents and Instructor
Yol TOPICS FILTERS Full Libra: .
= | & Led Webinars.
5 Q
' ' ATz : i is cli , traini
Note: If the topic name is clicked, trainin
E_I ;021.{3;!..‘.;.1.1;’"9"::&CI'I1013-Ju\y?l]ime\tiMﬂnﬂgsanxic resources and courses will dlsplay to the rlght
el ki e e e ST R in an unfiltered list that are not sorted by
@< activity type.

2021 GSA Conference Introduction to the WEX Fleet Analytics

?
8
: g
z
: =
2
=
B

O <

E._l 2021 GSA Conference B2B Best Practices Virtual Card Payment
Solution
o=
E 1 2021 GSA Conference Citi and the Resources Available to the AGPC

o<

Learning Center — Library
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Screen | Step/Action

[ reanes <[ sesen E . 3. Click Computer Based Trainings (CBTs).
i e A list of CitiManager CBTs display to the right.
‘!}' TOPICS FILTERS Full Library
ol | S
E_ﬂ = SonBy: Name:ATo Z«

2021 GSA Conference CITID13 July 20 2pm CitiManager Basic
Reporting and Program Dashboards (Non-DaD)

@

1 202
T <

2021 GSA Conference Introduction to the WEX Fleet Analytics
Recorded Webinar

s

o=

2021 GSA Conference B2B Best Practices Virtual Card Payment
Solution

@

1 202
T <
R

2021 GSA Conference Citi and the Resources Available to the AOPC

@4

1
o <

Learning Center — Computer Based Training (CBT)

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

Ll « o ' i of the activity you wish to view then click Start.
:” LIBRARY

el .. 1Y s Yot e by uec 4 P 1 s5y wonal AN (4ch B8 1 I The Content player loads.

S~ TOPICS FILTERS Computer Based Trainings (CBTs) Share Topi

Note: If a popup blocker message displays, click
Start.

Co
; I a

Sort By: Name: A ToZ =

CitiManager: Cardholder Overview Video (1.4)

piant Training .
Computer Based Trainings o5
(CBTs) e

instructor

e CitiManager: €BT - Bulk Online Applications and Maintenance (1.1) 1
\' Mdsnsgar BOUS BOLM r S e o S
T <

CitiManager: CBT - Getting Started (1.2)

@ @@ &

Ciil 1 CBT - Indi Online A and
1.2)
' Contar
o<
CitiManager: CBT - Manage Card Program (1.2) i -

Select Activity and Start
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Register for Instructor Led Webinar

Screen | Step/Action

1. From the Learning Center Home screen, click

CATALOG i the Catalog Topic to view an unfiltered list of
What would you E ‘%) Ttl % that topic's training resources and courses that
like to learn today? == will not be sorted by activity type.
TORIC oPIC ToRIC e >
:lm .u. A Conlerence lb;l’il.‘l‘a:‘:y:‘:l:“llﬂlrnng.vul (.!w.u\.at‘?gw u:\ .\.a_pu ep OR
MAVIGATING THE LEARNING CENTER To search for a SDECifiC instructor-led Webinar,
eyl 1000 in the Search field type your search criteria.
TRAINING SURVEYS ALL TASKS LEARN
OR
Tt
0 5 o Click the Library icon to view a filtered list of
weone | . S training resources and courses that is sorted by
activity type.
Sun Mon Tue Wed Thu Fri Sat y yp
L . In this example, we will use the Catalog icon.
A list of library topics display on the left.
. [ e -

[omos[sowa [ . 2. Click the arrow next to the topic name to view
a filtered list of training resources and courses
= [ S N by activity type, for example Computer Based
i ' Trainings, Reference Documents and Instructor
et TOPICS FILTERS Full Library .
= Led Webinars.
= | a
= b el i Note: If the topic name is clicked, training
E_I ;021::6.3;!..‘.;;.1.1;'“5"::&011013 July 20 2pm CitiManager Basic resources and courses will dlsplay to the I'Ight
s B e W i in an unfiltered list that are not sorted by
@ < ' ‘ activity type.
iﬁi‘ig’:géﬁi\‘iﬁ:}nce Introduction to the WEX Fleet Analytics
o <
;gf:;:’i:.;‘c‘:;w;erence B2B Best Practices Virtual Card Payment
)
E_| 2021 U SA C;;In‘rerence Citi and the Resources Available to the AOPC
0 <

Learning Center — Library
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LIBRARY

TOPICS  FILTERS

Full Library

Q

& @ &

@

Sort By: Name: ATo Z =

2021 GSA Conference CITIO13 July 20 2pm CitiManager Basic
Reporting and Program Dashboards (Non-DoD)
y sori Gt

AV

2021 GSA Conference Introduction to the WEX Fleet Analytics
Recorded Webinar

T <
2021 GSA Conference B2B Best Practices Virtual Card Payment
Solution
1 2
<=
2021 GSA Conference Citi and the Resources Available to the AOPC

° <

Learning Center — Instructor Led Webinars

Screen | Step/Action

3. Click Instructor Led Webinars.

A list of CitiManager Instructor Led Webinars

display to the right.

# | Loy

LIBRARY

TOPICS  FILTERS

Instructor Led Webinars sn

&

SontBy: Name: ATo Z
GSA: CitiManager
P =

GSA: CitiManager - What Can My Cardholders Do

Q J

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

[[] o @

TRUCTOR LED WEBINAR

ACTIVITY REGISTRATION
e
@ GSA: CitiManager - Wnat Can My Cardholder
et
ACTIVITIES (7) : Selectan actrviy

JZD Filter Seat Availability: Location:

e ) a

Ln

REGISTRATION ALLOWED

CitiManager - What Can My Cardholders Do_January 27, 2022

Start (MMIddlyyyy)  End (MMddiyyyy]
MMIDOAYYY

- &

A

# REGISTRATION SUMMARY

3 selected actvity from e it

INSTRUCTOR LED COURSE

GSA: CitiManager - Whst 30 My Cardhoiders DO

CANCEL REGISTER

Offerings and Register

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

The Activities screen displays and a Registered
message.

What would you like
to learn today?

NAVIGATING THE LEARNING CENTER
CORPORATE CLIENTS CLICK HERE

GOVERNMENT AGENCIES CLICK HERE

TRAINING SURVEYS

MY SCHEDULE

< December 2021 >

Sun Mon Tus Wed Thu Fri Set

[] ]
°i‘:

CATALOG

o=

ToPE
2021 GSA Conference

AL TASKS

LEARN

aining and

St
Registarod

i

TomC 0
CitiManager Cnt

Learning Center — To Do

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

Note: The Start button will not be visible until
15 minutes prior to the session.

10
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Register for In-Person Training

Screen | Step/Action

CATALOG

—
What would you ﬁ'
like to learn today? ==
TOPIC TOPIC >
d CitiManager CitiManager - Rep

NAVIGATING THE LEARNING CENTER

CORPORATE CLIENTS CLICK HERE

GOVERNMENT AGENCIE'S CLICK HERE T0DO

TRAINING SURVEYS AL, “THARY. ITEN

TASKS

@ 2021 GSA Conforence CITI02 July 21 2021 Sam CitManager For AOPCs (Non
o0}
MY SCHEDULE -
in Progress
——

START =

Sun Mon Tue Wed Thu Fri Sar

1. From the Learning Center Home screen, click
the Library icon to view a filtered list of training
resources and courses that is sorted by activity

type.
A list of library topics display on the left.

weanes < | saae

LIBRARY

TOPICS  FILTERS

Full Library

oo | a

Sort By: Name: A ToZ »

2021 GSA Conference CITI013 July 20 2pm CitiManager Basic
Reporting and Program Dashboards (Non-DoD)

0 <

2021 GSA Conference Introduction to the WEX Fleet Analytics
Recorded Webinar

2021 GSA Conference B2B Best Practices Virtual Card Payment
Solution

| 2021 GSA Confsrence B2R Bast Practices Virk
T o5

2021 GSA Conference Citi and the Resources Available to the AOPC

Library — In-Person Training

2. Click In-Person Training.

The trainings display to the right.
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Screen | Step/Action

s You can use the Topics

1o nammow your results by subject and the Fillers tab to

RAINING

Q

[
. # / Library
v
Timaies LIBRARY
Libeary type o
Lo TOPICS FILTERS
Tining IN-PERSON T
Seheduie
Al Share Topic
Lk
T b > 2021 GSA Conference
ranng
Transcrigt
> 508 Compliant Training and
Documentation
CiManager

> CitiManages - Reparting

Cifivanager - Transaction
Management

In-person Training
Miscellaneous.

» What's New

Sort By: Name: ATo Z =

DoD Travel: Norfolk, VA Classroom - CitiManager End-to-
End Training

A

DoD Travel: Norfolk, VA Classroom - Visa IntelliLi

In-Person Training

3. To register for an In-Person Training, click the
title of the training you wish to register for.

The Instructor Led Course — Details screen
displays.

SELF ~

citi

iy
Training
Transeript

DoD Travel: Norfolk, VA Classroom - CitiM....

INSTRUCTOR LED COURSE i

DOD TRAVEL: NORFOLK, VA CLASSROOM -
CITIMANAGER END-TO-END TRAINING

) m

Completion Status (5

DETAILS ACTIVITIES SIMILAR ACTIVITIES

* Full Description

This course is In person

This course is designated for DaD Agency Program Coordinators (4PCs) or
Compaonent Program Managers (CPM) only.

Note: Participants must their CitiManager User IDs and Passwords to

L Passw are required for class participation, as the Cit
rized to grant access to the applications. This User ID and
10 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 classroam session mitcent

breaks, and including a one-hour scheduled lunch. Participants will learn the >

Instructor Led Course — Register

4. Click the Register button.

The Activity Reqistration screen displays.

12
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Screen | Step/Action

ACTIVITY REGISTRATION

itiManager End-to-End Training

ACTIVITIES (2) : Select an activity

Filter Seat Availability: Location:
Q v
Start (MM/ddlyyyy) End (MMIddlyyyy)

Manager Endto-End Training - May 25, 2022

Norfolk, WA Clas:

CitiManager End-to-End Training - June 8, 2022

& ChetTantlio

REGISTRATION SUMMARY

To remove a selecled aclivity from the
st click %

INSTRUCTOR LED COURSE

DoD Travel: Norfolk, VA Classroom -
CitManager End-to-End Training

CANCEL REGISTER

Add - Register

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

The Activities screen displays and a
confirmation message displays at the top
of the screen.

13
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Cancel Reqistration for Instructor Led Webinar and In-Person Training

" What would you like
to learn today?
O
e

NAVIGATING THE LEARNING CENTER

CORPORATE CLIENTS CLICK HERE
GOVERMMENT AGENCIES CLICK HERE.

TRAINING SURVEYS

0
TASKS

MY SCHEDULE
[
SN

ToPIC
2021 GSA Conference

CATALOG

o=

Trsining snd

TASKS  LEARN

Registersd

i

T

(=11

oI
CitiMansger

SR -

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.

Screen | Step/Action

Total cancollation cost of the activities  ©

below:

Total value of refunds: ©

G5A_CtiManager: What_Can_Wy_Cardholders_Da?_Webinars

G54 CHiManyger - What Can My Cardheiders De_12.08.2021

| mack || conrirm 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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Open a Reference Document

Screen | Step/Action

11 CATALOG
= What would you E, % E
like to learn today? ==
o TORIC TOPIC ToPIC TOPIC >
., 2021 GSA Conference ining and CitiManager CitiManager - Rep
Ch '

HAVIGATING THE LEARNING CENTER

WE CLIENTS CLICK HERE

MENT AGENCIE S CLICK HERE TO DO

TRAINING SURVEYS AL TASKS  LEARN
TASKS _
ﬁ 2021 GSA Conforence CITI02 July 21 2021 Sam CitManager For AOPCs (Non
B0}
MY SCHEDULE —
! Descember 2021 ,
S T
, o
. =T

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.

[ toars - ] snarn [a
LIERARY
TOPICS  FILTERS Full Library
| aQ
SortBy:Name: ATo Z -
E 1 2021 GSA Conference CITI013 July 20 2pm CitiManager Basic
Reporting and Program Dashbeards (Non-DoD)
@<
E 1 2021 GSA Conference Introduction to the WEX Fleet Analytics
Recorded Webinar
V=<
E‘l 2021 GSA Conference B2B Best Practices Virtual Card Payment
Solution
T <
E 1 2021 GSA Conference Citi and the Resources Available to the AOPC
T <

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

[omms <[ [q 3. Click Reference Documents.

The documents display to the right.

LIBRARY

TOPICS  FILTERS Full Library

| a

Sort By: Name:AToZ «

E 1 2021 GSA Conference CITI013 July 20 2pm CitiManager Basic
Reporting and Program Dashboards (Non-DoD)

0 <

E 1 2021 GSA Conference Introduction to the WEX Fleet Analytics
Recorded Webinar

T o2

2021 GSA Conference B2B Best Practices Virtual Card Payment

E_I S‘cluti.:m -

o <

2021 GSA Conference Ci

nd the Resources Available to the AOPC

4. To view a document, click the ellipsis (...) to the
“ ey : right of the activity you wish to view then click

LIBRARY
BN . .t a4 T e e R S 5 5 A GRS S 1 A S Start.
AR romcs  rurens Reference Documents. Shars g : ; H
o | = The document will open in @ new window.
St Sont By: Namo: A ToZ = H H
3 ' Note: If a popup blocker message displays, click
S i -CmM;r.wge uick Start User Guide - Non-cardholders ! start‘
= CI\\I;I-a.n.aaerr Acronym Guide
B =
==F .l:l;a.ucr‘. A.:Id and Rcma.ve MCCGs Job Aid
= -Cltml;;lrll.uger: AOPC FAQ
r
= CitiMana r: BOLABOLM User Guide - Ts2 ) ) ) i
rl
E_| CItil;;r.\agtr: Carcholders FAQ

Select Activity and Start
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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

CATALOG

hat would you
like to learn today?

NAVIGATING THE LEARNING CENTER

CORPORATE CLIENTS CLICK HERE

GOVERNMENT AGENCIES CLICK HERE TO DO
TRAINING SURVEYS AL TASKS  LEARN
o _
TASKS.

ence CITIOZ July 21 2021 Sem CitiManager For ADPCs (Non

MY SCHEDULE

Decomber 2021

Sun Mon Tus Wed Thu Fri Sot

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

The Training Transcript screen displays.

panr | [ EortTopor |

TRAINING TRANSCRIPT

E=H ‘ REFRESH

Jane Doe

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.
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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.

EXPORTTOPDF | CLOSE

The Certificate of Completion is printed on the
selected printer.

5. When you are finished, click the Close button.

Certicente of Completion

This ceriifies that

Jane Doe

has successfully completod the

CitiManager: One-time Passcode Job Aid

o0 132021

2010 Cigrous e A Agps reddread. £ b Ar D i B segeri saricn ik S Cpenss

Certificate of Completion — Print

18
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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,
CATALOG I click the Task link in the To Do section or the

L
W?at\é‘fotﬂd you E’ 1)3 Tt] % Pending Activity Evaluation link in the Training
ike to learn = }
33 today? = Surveys section.
Co TOPIC Ic TOPIC TORIC )
= ?3J|T:U\Lunl=-wm.e raiming and (.mM.!llfgm L‘II‘.A.:I'.IJCJ\EI Re Note: |f you Click the Task |ink in the To Do
L
section you will need to click the Start button.

NAVIGATING THE LEARNING CENTER

COVERMENT AGENCES CLCKHERE 000 The Learning Activity Evaluations screen

TRAINING SURVEYS aL | asks | Leasn dISD/a yS.

TasKS PENIMEGAL MY FUa LAIOHEES

MY SCHEDULE

stanas
Registarsd

2. Click the Start button.

LEARNING ACTIVITY EVALUATIONS The Evaluation diSp/ayS.

Learning Activity Evaluation
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Screen Step/Actio

SumTotal

Stroagly
Agrea
Meither Agree or Disagree
Disagree
Strong Disagren

12. Matarils used wors offective in my learming, *
Strangly Agres
Agioe
Meither Agres or Disagree
Disagree
Strang Disagrea

13, The registration process wos simple and easy (0 understand. *
Surangly Agree
Agree
Maither Agres or Disagree
Disagree

Strongly Disagree

15. Provide your information below if you would like 10 be contscted about this training

FINISH LATER

Evaluation

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

CANCEL

3. Complete the Evaluation and click the Submit.

20
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