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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

e cereonen] Iy 1. From the CitiManager Site side navigation
A  CitiManager e o T T e i atr bar, position your mouse over the Web Tools
icon and click the Learning Center link.

Card Accounts

The Learning Center Home screen displays.

- 0

1 % ACCOUNTS OVERDUE]| REPORTING >> 1 5%

OUTSTANDING ° UNACTIVATED

REQUESTS $ 9’600,00000 Sl

TOTAL CREDIT REMAINING 62/410
Web Tools e &

$ -157,584.61

TOTAL RECENT ACTMITY

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 > o

CitiManager Site Home Screen
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Learning Center Navigation

Screen | Step/Action

What would you
like to learn
today?

QUICK LINKS

© Geting Stated '

MY LEARNING SCHE...

< September 2019 >

Sun Mon Tue Wed Thu Fri Sat

1 2z 3 4 5 © 7

15 16 17 12 1@ 20 21

2@ x mowow o=

8
[}

HOW DO | NAVIGATE THE LEARNING CENTER?

CORPORATE CLIENTS CLICK HERE.
GOVERNMENT AGENCIES CLICK HERE.

CATALOG

508 Compliant Training and
Documentation

TorIc

15 Activities

il
Elﬂi ij
P

ToeIc ToPIC Tomic
CitManager
11 Aotiviies

CitiManager - Reporting

6 Actvities

TODO .

AL

o

L=

TASKS  LEARN

DocukenT
CitiManager: Quick Start User Guide - Online Applications For Non-

ey

VIEWDETALS -

o,  msmcromiEncuss
B2 GSA: DC Classroom - Octaber 15,2019 [TEEEIIETEY

StrtDste Status
10152018

&)

Assigned
VIEWDETALS ~

Learning Center Home Screen

10.

1.

12.

. Search — Enter your search criteria in the

Self Icon — Click the Self icon to access your
dashboards, training transcript and to sign
out.

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

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

Magnifying Glass — Click the Magnifying
Glass icon to complete a search for
training resources or courses or to search
by an area in the Learning Center such
as Learner Dashboard. When the search
screen displays, select either Learning or
Navigation from the drop-down list.

Timeline — Click the Timeline icon to access
a timeline of your training resources and
courses.

text field to search for training resources or
courses.

Quick Links — Click these links to access your
Training Transcript and Training Schedule.

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

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

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.

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.

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

CATALOG

What would you
like to learn

ALL  TASKS  LEARN

MY LEARNING SC... (&) ——
CitiManager: EOLAEOLM User Guide - TS2 505 Version)  [EEEIEIES]
< September 2013
stat
Sun Mon Tue Wed Thu Fri Sat Assigned
EEE =)
Y X

L
CitiManager: Cardholder Overview Video

s w 0 o =

2 2 m 2w 7 oW

Status

Defivery Mthod

Learning Center — Library

3 " arti a = e 1. From the Learning Center Home screen,
CATALOG click the Catalog Topic to view an unfiltered
o
i " ) p— = o list of that topic's training resources and
at wou ou [~ . .
i) ‘é = = % courses that will not be sorted by activity
po—" ) Topc ToRc Toric > type.
16 Activities ) o 12 Activities O R
QUICK LiNKs o To search for a specific computer based
= R - training, in the Search field type your search
=] — . .
MY LEARNING SC... — .
° B e O st taers OR
S bon Toe Wea Thu P S Click the Library icon to view a filtered list of
e ce training resources and courses that is sorted
T E LR, by activity type.
2 5 O B = oo
In this example, we will use the Library icon.
- 2 - A list of library topics display on the left.
Learning Center Home Screen
ati a = e 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.




N\

Learning Center GSA and Public Sector | Quick Reference Guide C I

Screen | Step/Action
aty a = e 3. Click Computer Based Trainings (CBTs).
it A list of CitiManager CBTs displays to the
What would you = 5 right.
like to learn >
today?
QUICK LINKS
® _ TODO
e e O ==
s
Learning Center — Computer Based Training (CBT)
aty a = e 4. To view a CBT, click the Select button to the
right of the activity you wish to view then
= ¢ o
[ 5] click Start.
COMPUTER BASED TRAININGS (CBTS) (3) sortoy | NAME(AZ)- The Content p/ayer loads.
Note: If a popup blocker message displays,
click Start.
Select Activity and Start
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Register for Instructor Led Webinar

Screen | Step/Action

3 " arti a = e 1. From the Learning Center Home screen,
CATALOG N click the Catalog Topic to view an unfiltered
; pr— = -~y list of that topic's training resources and
W'ﬂﬁ@?ﬁ}g’ﬁ%"“ ‘é ﬁl = % courses that will not be sorted by activity
auick Links o To search for a specific instructor-led
- e o - webinar, in the Search field type your search
MY LEARNING SC... - —
C & soemm. OR
S bon Toe Wea Thu P S o Click the Library icon to view a filtered list
e = — of training resources and courses that is
D (= I sorted by activity type.
In this example, we will use the Catalog icon.
. » =

A list of library topics display on the left.

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

11}
]
N

= /
N

What would you
like to learn

Note: If the topic name is clicked, training
resources and courses will display to the
rove right in an unfiltered list that are not sorted
NI | 000
MY LEARNING SC.. e % —

CitiManager: BOLA/BOLM User Guids - T52 (508 Version)  |uSaparea]
p September 2013 >
Status.

Sun Mon Tue Wed Thu Fri Sat Assigned

3 4 5 ©

:‘ (E]

2 24 2 28 2w :m

15 18 17 18 10

= T
Citanager: Cardholder Overview Video (AT

Status
2 a0 Assignes

Delivery Method

Learning Center — Library
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Screen | Step/Action

it a = e 3. Click Instructor Led Webinar.

CATALOG

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

What would you
like to learn

today?

QUICK LINKS

MY LEARNING SC..

3 2 8 4 e : =
IR LEL o
Learning Center — Instructor Led Webinars
ati a = e 4. To register for an instructor led webinar,
click the Select button to the right of the
[ Ell training you wish to register for then click
Register.
INSTRUCTOR LED WEBINARS (1) SortBy = NAME (A-Z)~

P2 Op

The Offerings screen displays.

Select and Register
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Screen | Step/Action

5. Select the radio button for the desired date.

®,,  SP3OpenCitManager  OFFERINGS 6. Click the Submit button.

8 ottt o all ] e e = = = Note: You may need to scroll to the bottom

This eiass provides an overview of how o use

S e - _ of the screen for the Submit button to
o ot e [] e e d|sp|ay,

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

canceL | SETEUNS

Offerings and Submit

7. When the webinar is scheduled to begin,
log back into Learning Center and click link

CATALOG -
—_— = displayed in your To Do list.
What would you % o —
like to learn >
TODO

AL TASKS  LEARN

MY LEARNING SC... [E)

T
CitiManager: CBT -y Profie
< [E— ,
e ]

Sun Mon Tue Wed Thu Fri Sat

1t 2 3 4 5 8

oM o2 o1 o

e @® ® B =
amnm ooy e e

B 5r3 Open Citivanager
®

st
J Registerad
< >

VIEW DETALS -

Learning Center — To Do
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Register for In-Person Training

Screen | Step/Action

What would you <

like to learn
today?

QUICK LINKS

TASKS  LEARN

MY LEARNING SC... (&)

. September 2019

Sun Mon Tue Wed Thu Fri Sat

T —
Acivain Or Duastiva Users

s
ot Carchotder Overven Video ([

3 n arti a = e From the Learning Center Home screen,
eATALOS N click the Catalog Topic to view an unfiltered
pr— = -~y list of that topic's training resources and
What would you ) = . -
ey = courses that will not be sorted by activity
Topc , Toerc roprc Toerc > type.
16 Activities ) o 12 Activities O R
auick Links o To search for a specific computer based
o R . training, in the Search field type your
MY LEARNING SC... — .
° B e O st taers OR
S bon Toe Wea Thu P S Click the Library icon to view a filtered list
Lo ? T s of training resources and courses that is
& sorted by activity type.
2 O B = oo
In this example, we will use the Library icon.
.
< d _ A list of library topics display on the left.
Learning Center Home Screen — In-Person Training
ati a = e Click In-Person Training.

Library — In-Person Training

The trainings display to the right.

10
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Loy
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FILTER YOUR RESULTS | | SHARE TOPIC

(o |-

IN-PERSON TRAINING (1)

Dob Travel: DC Classroom

@ e
e =

ignstad for new Agency Progrem Coordinstors (AFC) or Component Frogram Managers (CPL) only. Note: Participsnts.
ihfsnsger User IDs and Fasswords to class. User 1D and Passwords ar required for olass partieipation. e the it

e 1M DoD Travel: End-to-End DG Glsssroom

SortBy  NAME (AZ) -

View Details

Select and Register

3. To register for in-person training, click the
Select button to the right of the training
you wish to view then click Register.

The Offerings screen displays.

0 DoD Travel: DC
Classroom

& instructor Led Course

This course is designaied for new Agency
Program Coordinators (APC) o1
Companant Pragram Mansgers (CPM)
only. Note: Participants must bring their
CitMsnager User IDs and Passwords o
class. User IDs and Passwords sre-

d for class paricipatin, as the Cif
trainer = not auhorized t grant aceass to
the applications. This User D and
Password wil be used to log info the
follawing website:

‘worw.ifmansger comviogin, 1 you do not
have a User ID snd Passward fo log ini
the fink sbove, plesss contact your Upper
leval ARC.Training consists of an 8-hour
hands-on classroom session wih

intermytient breaks, and inclucing s one-
hou ]
learm th of oparatin

m the basics
nevigating CifManager. Transastion

reports and raport ediing. We will also
cover card mansgement functons,
including card actvationidescivation.
opening and closing sccounts, sceaunt
s and cach femi

110 Ve

a o,

NEAREST METRO STATION M n

Square Blua/Orange Line 1400 | Street,
Wash

OFFERINGS

Filter:

Seat Availability

£~ Date range

Q ‘ AVAILABLE - start @

& &

v

GSA: DC Classroom - Ostober 15, 2019

£ 10152019 SDOAMEDT - 400 8 15
FMEDT

canes

Offerings and Su

bmit

4. Select the radio button for the desired date.
5. Click the Submit button.

Note: You may need to scroll to the bottom
of the screen for the Submit button to
display.

The Activities screen displays and a
confirmation message displays at the top of
the screen.
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Cancel Reqistration for Instructor Led Webinar and In-Person Training

Screen | Step/Action

CATALOG

What would you
like to learn
today?

QUICK LINKS

ASTRUGTOR LED GouRSE

u
5P3 Open CitiManager

REGISTER -

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.

Cancellation Fee: 0.00USD Refund: 0,00 USD

Youars st the ™

be canceled

(T Gsa_CriManager_107.2019
October 7, 2019
50200 AM EDT - 10:00:00 AM EDT

Open CitiManager

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.

12
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Open a Reference Document

Screen | Step/Action

like to

QUICK LINKS

Lo Training Ansiysis

MY LEARNING SC... (&) _—
CitiMansger: EOLABOLM User Guide T2 503 Version) (=D
saus
Sun Mon Tue Wed Thu Fi Sat Azignza
i 4 s o 7
Y
@ CitManager: Cardholder Overview Video

3 4 23 2 27 2

Status.
» w Assigned
Delivery Method

Learning Center — Library

A - citi o = & 1. From the Learning Center Home screen,
pre—— click the Catalog Topic to view an unfiltered
p— = o list of that topic's training resources and
) - . .
R 0.1d you ‘é) ﬁl = % courses that will not be sorted by activity
today? | e | B |[f type.
16 Activities o : e A O R
QUICK LINKS oo To search for a specific computer based
s bl I . training, in the Search field type your
MY LEARNING SC... (5] o R
o Mon Tos Wea Tha Fn S Click the Library icon to view a filtered list
s @ 7 T of training resources and courses that is
1 12 13+ m L.
TE I Y sorted by activity type.
suxa oo O E=—— _ . .
In this example, we will use the Library icon.
. el
d 2 z A list of library topics display on the left.
Learning Center Home Screen
ati a = e 2. Click the arrow next to the topic name to
CATATOE view a filtered list of training resources
= / and courses by activity type, for example
What would you [= N

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.

13
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Screen | Step/Action

What would you
like to learn

today?

QUICK LINKS

© Getting Staried ('
BB Training Transcript
B2 Training Schedule
| Training Anslysis

MY LEARNING SC...

« ‘September 2019 >

Sun Mon Tue Wed Thu Fri Sat

3 4 5 6

O -

cti Q

1]
[}

CATALOG
) — = /
vz
= = )
=
oo Toric Tor Torc
508 Comptant Traming snt || Citansger Citmanager Reporting ciomanage
Documantasion i S Managemer
15 Acies 12 Acivies
TO DO

ALL  TASKS  LEARN

Satus
Assigned

START -

Status
fesigned

Defvery Method

3. Click Reference Documents.

The documents display to the right.

# Lony

ati Q EE e

A|
FILTER YOUR RESULTS | | SHARE TOFIC

[ |

a

REFERENCE DOCUMENTS (5)

cit

H B
J

cit

@ Document
E S

SortBy | NAME (AZ)+

ructions for Bulk Online Applicatins (8

< (BOLA) and Bulk Oniine Maintenanoe (BOLM). It siso

SELEGT

s

= (BOLA) and Buk Oniine Msintenance (BOLM). # siso

el
@1 Document
>

r messages. This document is ADA scosssible. SELECT~
GitMsnager_{
Transaction Dispute

This menusl provides gener 1 their Transaction Dispute Process for Purchase,
Travel. Fleet snd Intagrated SELEGT -
1 Document 18 CitiMansger_Govemment Transacton Dispute Office Gu
CitiManager: Quick Applications for
i e for Non-cardhoiders provides st 0 instructions for seting passcods, updating the Supervisor List viewing

nd maintenance requests and ints sccount applications. SELECT -

GitiManager_QSG_OLA_NG

Select Activity and Start

4. To view a document, click the Select button
to the right of the activity you wish to view
then click Start.

The document will open in a new window.

Note: If a popup blocker message displays,
click 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

crti

[} = (-]
A
— = f\
What would you = rqﬁ
like to learn E @
ToPIG ToPIC TOFIG TOPIC >

508 Compliant Training and | | CifiManager CiiManager - Reporting CitiManager - Transaction
Documentation 7 Acthviies 7 Activties Managemen
16 Actiies 12 Actvties
QUICK LINKS
TODO
& Getng sanea
5 Training Transcript -~
= AL TASKS  LEARN
B Traiing Schedue T
e _
MY LEARNING SC... 0 = . -
[ S e
< September 2019 >
stat
Sun Mon Tue Wed Thu Fri Sat In Progress
rod
1z 03 s @6 7 CBT - Computer Besed Training
2o o Emm
5 16 7 18 19 2 2
B . . (5] socuueT
= sttus
In Progress
4 > v

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.

a & mn crti Q )

PRINT EXPORT TO PDF

TRAINING TRANSCRIPT

Select a year or date rangs to filter sompleted training resords.

Siar Date Ena Dt
Ge/2018 G3a0pm |[E| @0t oz Atem [EY

LISA SMITH

List of or om GHER01S fo G182010

Emait

SA SMI AILCOM
ACTIVITIES
Activity Start Date Completion Date + Completion  Attended Duration

status

= 5 CitManager. Govemment Transaction Dispue Offca Guide (60%) owa01e we2010 Attended <0

= 3 CitMansger: BOLATEOLM User Guide - TS2 (505 Version) one20te onezote Attended

Training Transcript

2. 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.

The Certificate of Completion is printed on
the selected printer.

Oertghcate of Compretion

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

This certifies that

Lisa Smith

has sucosssfully completed the

CitiManager: Government Transaction Dispute Office
Guide (508)

on GHB2010

Certificate of Completion — Print
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