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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

o= 1. From the CitiManager Site side navigation
A CitiManager CITIDEMOPCARD US C1-US = | MyProle 1 Sianout | X ' bar, position your mouse over the Web Tools
icon and click the Learning Center link.

Card Accounts

The Learning Center Home screen displays.

N 0

11 % AACCOUNTS OVERDUE| REPORTING >> 1 5%
OUTSTANDING o UNACTIVATED

REQUESTS $ 9,600,000.00 S

TOTAL CREDIT REMAINING 02410
Web Tools ©

$ -157,584.61

TOTAL RECENT ACTMTY

Reporting

Leami

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

CATALOG

What woul
like to lea

2021 GSA Conference
£9 Activiies

NAVIGATING THE LEARNING CENTER .

TO DO .
TRAINING SURVEYS . ALL TASKS LEARN

CORPORATE CLIENTS CLICK HERE.
GOVERMMENT AGENCIES CLICK HERE

(1]
TASKS

wnce CITIO0Z July 21 2021 Sam CitiManager For AOPCs {Non

MY SCHEDULE .
In Brogress.

Sun Mon Tue Wed Thu Fri Sa

Learning Center Home Screen

10.

1.

12.

13.

. Timeline Icon — Click the Timeline icon to

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.

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

NAVIGATING THE LEARNING CENTER .

CORPORATE CLIENTS CLICK HERE.
GOVERMMENT AGENCIES CLICK HERE

TRAINING SURVEYS .
TASKS
MY SCHEDULE

Sun Mon Tue Wed Thu Fri Sat

CATALOG

2021 GSA Conference

= E

TORIC

508 Compliant Training and
19 Actvises Documentation

53 Actwitie

CitiManager CitiManager - Rep

Activities

To DO ‘

ALL TASKS LEARN

B5 2021 G4 Conlersnce CITIO2 July 21 2021 Sam CitiManager For AOPC Hon
Dol

Status
In Progress

Status
n Frogress
Drlevery Meshod
CBT - Computer Based
Tiaking

TORIC TORIC TORIC >

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

What would you
like to learn today?

i

NAVIGATING THE LEARNING CENTER

CORPORATE CLIENTS CLICK HERE.
GOVERNMENT AGENCIES CLICK HERE.

TRAINING SURVEYS
TASKS

MY SCHEDULE

< Decesmber 2021 >

Sun Mon Tue Wed Thu Fri St

Screen | Step/Action

CATALOG

o | E

TOPIC TOPIC TORIC ToPC
2021 GSA Conterence CitiManages CitiMsnager - Rep

v

508 Compliant Training and
Documentation

ALL TASKS LEARN

B 7 oA Contoreac CITHND Jly 21 2021 B Cibanger Fo AGPCS o
Dol

Status
in Progress

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.

|13
AR TOPIES FILTERS Full Library
Lo
> B | &
Ch f 163 res Sort By: Name: A To Z
E 1 2021 GSA Conference CITI0O13 July 20 2pm CitiManager Basic
Reporting and Program Dashboards (Non-DoD)
Hais B G oo 1 a br
I 2021 o o
o<
M RECORDED WEBINAR
e E 1 2021 GSA Conference Introduction to the WEX Fleet Analytics }
s e Recorded Webinar
1
T <
RECORDED WEBINAR
E_I 2021 GSAC B2B Best Virtual Card Pay
Solution
1 2021 GSAC ; ard Pa
oS
RECORDED WEBIN
E 1 2021 GSA Conference Citi and the Resources Available to the AOPC I
® -
< <

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.




N\

Learning Center GSA and Public Sector | Quick Reference Guide C I
Screen | Step/Action

S Y . 3. Click Computer Based Trainings (CBTSs).
LA i A list of CitiManager CBTs display to the
o LIBRARY .

e TOPICS  FILTERS Full Library
Lo
:._'."‘_' an Q

Sort By: Name: A To Z =

RECORDED WEBINAR
2021 GSA Conference CITIO13 July 20 2pm CitiManager Basic X

2 3 508 Compliant Traink Reporting and Program Dashboards (Non-DoD)
- m assion for the 2021 CITH13 Ju

s

1 2021 0 Manager Bassc Repertin ne

AR

RECORDED

2021 GSA Conference Introduction to the WEX Fleet Analytics

E‘ Recorded Webinar

Managemen 1
Miscellaneous D <
> Wnat's New RECORDED WEBINAR
E 1 2021 GSA Conference B2B Best Practices Virtual Card Payment 1
Solution
® °
1
D o=
RECORDED WEBINAR

2021 GSA Conference Citi and the Resources Available to the AOPC

Resources Avadable 16 the AOPC Fraineg

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

tional crilenia (such as the activity type o

The Content player loads.

TOPICS FILTERS Computer Based Trainings (CBTs) Share Topic

| a Note: If a popup blocker message displays,
— P —— click Start.
CitiManager: Cardholder Overview Video (1.4) 1
Dnmpu;ll"ﬂ.lsnd Trainings
(CBTs)
et :,, ::.;I:.fs l..EuII( ©Online Applications and Maintenance (1.1) !

E—

NG o Moo,

COMPUTER BASED TRAINING
CitiManager: CBT - Getting Started (1.2)
Online Apy and
a a
COMPUTER BASED TRAINING
CitiManager: CBT - Manage Card Program (1.2} L |-

Select Activity and Start
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Register for Instructor Led Webinar

What would you
like to learn today?

i

NAVIGATING THE LEARNING CENTER

CORPORATE CLIENTS CLICK HERE.
GOVERNMENT AGENCIES CLICK HERE.

TRAINING SURVEYS
TASKS

MY SCHEDULE

< Decesmber 2021 >

Sun Mon Tue Wed Thu Fri St

Screen | Step/Action

CATALOG

o | E

TOPIC TOPIC TORIC ToPC
2021 GSA Conterence CitiManages CitiMsnager - Rep

v

508 Compliant Training and
Documentation

ALL TASKS LEARN

B 7 oA Contoreac CITHND Jly 21 2021 B Cibanger Fo AGPCS o
Dol

Status
in Progress

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 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.

dur;
i
ki TOPICS FILTERS Full Library
Lo
il ‘ a
I:b 63 results for = Sort By: Name A To Z ~
E 1 2021 GSA Conference CITIO13 July 20 2pm CitiManager Basic
Reporting and Program Dashboards (Non-DoD)
e apr
1 201C
D =
M RECORDED WEBINAR
e E 1 2021 GSA Conference Introduction to the WEX Fleet Analytics L
i Recorded Webinar
1 2 Ay
(v
RECORDED WEBINAR
E_I 2021 GSA C B2B Best Virtual Card Payment
Solution
2
o<
RECORDED WERINS
E_I 2021 GSA Conference Citi and the Resources Available to the AOPC :
.
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 Instructor Led Webinars.

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

iy
¥ (”

i
H
g
g
&
@

£
:

TOPICS FILTERS Full Library

i

Sort By: Name: ATo Z -

RECORDED WEBINAR
2021 GSA Conference CITIO13 July 20 2pm CitiManager Basic
Reporting and Program Dashboards (Non-DoD)

O

Reference Documents

» CtManager - Regorting 2021 GSA Conference Introduction to the WEX Fleet Analytics
Recorded Webinar

» Citmaanager - Transactior 2021 &

Manapemen ' 3

©a

<
RECORDED WEBINAR
E 1 2021 GSA Conference B2B Best Practices Virtual Card Payment i
Solution
1 202163 828 Bast £ =
o<

RECORDED WEBINAR
2021 GSA Conference Citi and the Resources Available to the AOPC

¢ HOPC rainny)

04

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

LIBRARY

R A Register.
TOPICS FILTERS Instructor Led Webinars Share Topic The Offerings Screen disp/a ys
a '

3 of 8 resuls for = Son By: Name: A To Z -

Manager

i Training

Computer Bas

Instructor Led Webinars

» Gitaaanager

1 65/

RS View Details |

Ea
0 Tramings (CBTS)
Ca

» CitiManager
Management

Miscellaneous

[ ] GSA: CitiManager OLAIM & BOLAIM
» What's New @ menManianance nd B

Select and Register
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Screen

ACTIVITY REGISTRATION

| Step/Action

ST i sTrATION ALLOWED

WSTRUCTOR LED COUR:
[ ] GSA: CiliManager - Whal Can My Casdhelers Do
8 G5A_CHMansger Whal_Can_My_Caedhokders_Do?_Webs

Lo Filter: Seat Availabilty:

INSTRICTOR LEG WEBINAR
Manager - What C

ACTIVITIES (T) - Select an activity

Location: Start (MM/ddlyyyy]  End (MMddlyyyy]
MMDDAYYY

=

REGISTRATICN ALLOWED

an My Cardhoiders Do_lanuary 14, 2022

cicers Do & Chet Tamio

REGISTRATION ALLOWED

an My Cardbolders Do_lanuary 27, 2032

D

@

REGISTRATION SUMMARY

To remave a selected activity from the ist,

INSTRUCTOR LED COURSE

GSA: CitManager - What Can My Cardhetaers Do

5.
6.

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

The Activities screen displays and a
Registered message.

= What would you like
5 to learn today?

NAVIGATING THE LEARNING CENTER

CORPORATE CLIENTS CLICK HERE.
GOVERNMENT AGENCIES CLICK HERE

TRAINING SURVEYS
TASKS

MY SCHEDULE

< December 2021 »

Sun Mon Tus Wed Thu Fri Sat

CATALOG

B »

TOPIC TOPIC
#021 GSA Conference 508 Compliant Training and

TORIC

i

CitiManager

TO DO
ML TASKS  LEARN
¢ - What Can My Cardholders Do_Decomber 8, 202
Registered
arLed

TORY
cinit

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

1. From the Learning Center Home screen,

Docememation

CATALOG 2 click the Library icon to view a filtered list
oLl | EI % Ttl of training re§qurces and courses that is
like to learn to == sorted by activity type.
ot oo Tt | ot lT._ﬁ‘_u,..».f A list of library topics display on the left.

NAVIGATING THE LEARNING CENTER

CORPORATE CLIENTS CLICK HERE.
GOVERNMENT AGENCIES CLICK HERE. To Do

TRAINING SURVEYS ALL TASKS LEARN

g _
TASKS

MY SCHEDULE
Status

In Progress
< December 2021 »

Sum Mon Tom Wed Thu Fii St [z

1 GSA Conforonce CITHOZ July 21 2021 Sam CitiManager For AOPCs (Hon

2. Click In-Person Training.

The trainings display to the right.

LIBRARY

Browse and search for available leaming activities. You can use the Topics tab 1o namow your results by subject and the Filters tab to apply additional criteria (such as the activity type or

TOPICS  FILTERS Full Library

| Q

Sort By: Name: A ToZ =

2021 GSA Conference CITIOT3 July 20 2pm CitiManager Basic
Reporting and Program Dashboards (Non-Dol

@

<<

In-persan Teaiing RECORDED WEBINAR
Miscalianeous 2021 GSA Conference Introduction to the WEX Fleet Analytics
inar

@

Recorded Wi
»Whats New

2021 GSA C B2B Best Virtual Card Pay t
Solution

@

1 2021 GSA Confarance B28 Bast Practioss Vir
T =

RECORDED WEBINAR
2021 GSA Conference Citi and the Resources Available to the AOPC !

@

qE
a3

Library — In-Person Training
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n

Screen | Step/Ac

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

# | Library

LIBRARY The Instructor Led Course — Details screen
and search for available leaming activities. You can use the Topics tab 1o namow your results by subject and the Filters tab to apply additional criteria {such as the

yos or duralion displays.

FILTERS

TOPICS
IN-PERSON TRAINING

Share Topic

32021 GSA Conference Q ]

> 508 Compliant Training and
Documentation

Sort By: Name: ATo Z»
CitiManager
> CitiManager - Reparting

> CitiManager - Transaction
Management

In-person Training
Miscellaneous

> What's New

In-Person Training

4. Click the Register button.

citi SELF ~

The Activity Registration screen displays.

INSTRUCTOR LED COURSE #
iy DOD TRAVEL: NORFOLK, VA CLASSROOM -
Library . CITIMANAGER END-TO-END TRAINING

° < oo 5|

I S e e e DETAILS ACTIVITIES SIMILAR ACTIVITIES

* Full Description

This course is in person

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

Note: Participants must bring their CitiManager User IDs and Passwords to
class. User |Ds and Passwords are required for class participation, as the Cit
trainer is not authorized to grant access to the applications. This User ID and
Password will be used 1o log into the following website:
wwwi.citimanager.com/login.

Ifyou 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-nour hands-on classroom session with intermireent
breaks, and includir:ga one-hour scheduled lunch. Pam:ipanu will learn the v

Instructor Led Course — Register
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Screen | Step/Action

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

REGISTRATION SUMMARY

To remove a selected activity from the
list, click X

The Activities screen displays and a
. e confirmation message displays at the top
D00 Travt: Nerfolk, VA Classioom - of the screen.

Citilanager End-to-End Training

G REGIITRATION ALLOWED

oom - CitiManager End-to-End Training

ACTIVITIES (2] : Select an activity

Filter: Seat Availability: Location:

Searct a| A ~| Training Cent v

Start (MM/dd/yyyy) End (MM/ddiyyyy)

CitiManager End-to-End Training - May 25, 2022

& Chet Tantlo ADD -l

j St

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

Sl m

—_—

(oo | D
L=

=

Add - Register

13
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N\

C

Cancel Reqistration for Instructor Led Webinar and In-Person Training

2021 GSA Conference CitiManager Citit
49 Actiit tation 67 Acthvite

CATALOG
L &
= ToPIC c ToPIC o
Cn liant Training and

NAVIGATING THE LEARNING CENTER

CORPORATE CLIENTS CLICK HERE.
GOVERNMENT AGENCIES CLICK HERE

TRAINING SURVEYS ALL  TASKS  LEARN
TASKS

MY SCHEDULE

Sun Mon Tue Wed Thu Fri Sa

Metrs
Webinar - Instructer Lo

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.

Screen | Step/Action

L

e CANCELLATION CONFIRMATION

=, Plaa " on opson 1
i

— Total eancallation cost of the. s 0

Lo belowr

Total value of refunds: 0

£ :

structo B wicoinio | GSA_CtiManager: What Can_My_ Cardholders_Do?_Webinars
634 G ¢ - What Gan My Cardholders Do
D Cancelation Fee: 0.00USD Refund:

Actual Price:

GSA: CHManager - What Can My Cardheiders Do_12.08.2021
ardhoiders Do_Decamber 8, 2021

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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CItl

Open a Reference Document

CATALOG
—
What would you % E
like to learn today? ==
TOPIC TOPIC TOPIC TOPIC >
2021 GSA Conference 508 Compliant Training and CitiManager CitiManager - Rep
19 At Documantation 57 Activities ) Acthitios
53 Actit
NAVIGATING THE LEARNING CENTER
CORPORATE CLIENTS CLICK HERE.
GOVERNMENT AGENCIES CLICK HERE. To Do
TRAINING SURVEYS ALL TASKS LEARN

-@ 2021 GSA Conforonce CITIO July 21 2021 oen CitiManager For AOPCs {Hon
Dol

0
TASKS

MY SCHEDULE
Status

In Progress
< December 2021 »

Sum Mon Tom Wed Thu Fii St [z

Screen | Step/Action

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.

Ll
= LIBRARY
=
- Browse and search for available leaming activities. You can use the Topecs 1ab 10 namow your resuits by subject and the Filters 1ab to apply addiional crileria (such as the activity type or
duration
i
b TOPICS FILTERS Full Library
Lo
> B | B
l'_b £ 163 resu Sort By: Name: A To Z -
E 1 2021 GSA Conference CITIOT3 July 20 2pm CitiManager Basic
Reporting and Program Dashboards (Non-DoD)
12 CITION3 Juty 2 m
o<
RES DED WEBINAR
o E 1 2021 GSA Conference Introduction to the WEX Fleet Analytics 4
R e Recorded Webinar
@4
REGORDED WEBINAR
E_I 2021 GSA C B2B Best Virtual Card Payment
Solution
I 2021 GSA Confarence B28 Bast Practioss Virtusl Card F
D <
AT eI
E 1 2021 GSA Conference Citi and the Resources Available to the AOPC !
o
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

atr s o = E 3. Click Reference Documents.
@

“

LIBRARY

The documents display to the right.

Browse and search for available leaming activities. You can use the Topics tab 1o narmow your results by subject and the Filters tab to apply a6dfional criteria (such as the activity type or

TOPICS FILTERS Full Library

Q

Sorn By: Name:AToZ ~

RECORDED WEBINAR
2021 GSA Conference CITION3 July 20 2pm CitiManager Basic
Reporting and Program Dashboards (Non-DoD)
™ ot

@y |

Ty

D =

2021 GSA Conference Introduction to the WEX Fleet Analytics
Recorded Webinar

@

» Citddanager
Management 12

Miscelianeous 0 =
» What's New RECORDED WEBINAR
2021 GSA Conference B2B Best Practices Virtual Card Payment f

Soluti

@p

1 20
o<

RECORDED WEBINAR
2021 GSA Conference Citi and the Resources Available to the AOPC

ADPC bainieg

@

4. To view a document, click the ellipsis (...)
& by ; to the right of the activity you wish to view
HERARY then click Start.

Browse and search for available keamming activilies. You can use the Topics tab 1o narrow your results by subject and the Fiters 1ab 10 apply additionl criteria (such a3 the acthvly type ar duration

TOPICS  FILTERS

Raference Documents Shae Tsic ‘ The document will open in a new window.
{ Q
P p—— St By: Mo A To 2+ Note: If a popup blocker message displays,

= click Start.
CitiManager: Quick Start User Guide - Non-cardholders
-ahep Chns Used whesn WL el 2 reth 7

o<

CitiManager: Cardholders FAQ

i i i i i
p i it @i Wi il

Select Activity and Start




Learning Center GSA and Public Sector | Quick Reference Guide

CItl

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

N CATALOG
—
What would ) E
like to learn to ==
TOPIC TOPIC TOPIC TOPIC >
2021 GSA Conference 508 Compliant Training and CiiManager ChiManager - Rep
9 A Documantation 67 Activios svhies
Ca
NAVIGATING THE LEARNING CENTER
CORPORATE CLIENTS CLICK HERE.
GOVERNMENT AGENCIES CLICK HERE. To DO
TRAINING SURVEYS ALL TASKS LEARN
TASKS.
o -@ 1 GSA Conferonce CITION2 July 71 2071 o CitiManager For ADPCs (Non
MY SCHEDULE
Stan
T o
< December 2021 H
Sum Mon Tos Wed Thu Fii S
P8 8 10 ng: CBT - Basic {1.5)
2 4 5 1
1 2
%
. B

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

The Training Transcript screen displays.

.q PRINT EXPORT TO PDF J
a TRAINING TRANSCRIPT
=
o + dato range to filker comploted training records.
ii‘ & - nd Diate
_ 121172020 12 35pm 121112021 12-35p0 REFRESH
iy i =
Sl KARLAMEYER
=]
e " P
o
ACTIVITIES
Activity Estimated Cradit Stan Date Comphetion Date » Score Atended Durstion
Hours
=] L CifManager- One-tima Passcoda Job Aid 1372021 Dayls} 0, Hous(s) ©

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.

17
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Screen | Step/Action

citi’ saF - a : 3. To print a Certificate of Completion, click the
Print button.

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

The Certificate of Completion is printed on
the selected printer.

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

Cerggucate of Comptetion

This certifies that
Jane Doe
has successfully completed the
CitiManager: One-time Passcode Job Aid

on 81132021

©2010 Cifgrous -

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,

b LATALOG . click the Task link in the To Do section or
What would you E’ ) — the Pending Activity Evaluation link in the

n =l ‘dl) E’ = Training Surveys section.

e S s o s Corgn oo s | | o ZOP..EH> Note: If you click the Task link in the To

Documentation

Do section you will need to click the Start

NAVIGATING THE LEARNING CENTER button.
CORPORATE CLIENTS CLICK HERE . .. .
GOVERNSIENT AGENCIES CLICK HERE 000 The Learning Activity Evaluations screen
TRAINING SURVEYS ALL | TASKS | LEARN dlspla ys.
s EETT—
0 % GSA: ChiManoger - What Can My Cardholders Do_Decembar 8, 2021
MY SCHEDULE

suates
Registersd

VEWDETARS -

[t | omr : 2. Click the Start button.

LEARNING ACTIVITY EVALUATIONS The Evaluation displays.

= This s a st of all evasatios

s a alect from the View st 1o see pending, expiied, and completed evalua
Search: Help

-»

Learning Activity Evaluation
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Screen Step/A

3. Complete the Evaluation and click the
Submit.

SumTotal

Srongly
Agroe.
Meither Agree of Disagree
Disagree
Strong Disagree

12. Masterials used were eHective in my leaming, *
Strangly Agroe.
Agree
Meither Agree of Disagree
Disagree
Strong Disapree

13. The registration process was simple and easy 16 understand, *
Serangly Agree
Agres
Maither Agree or Disagree
Disagres

Strangly Disagree

1. Please provide any other comments about the training. inchuding what can be improved o what you found useful

15. Prowide your information below i you would like to be contacted about this training.

[———
(s e | [T | cancer |

Evaluation




Treasury and Trade Solutions
citi.com/treasuryandtradesolutions

© 2022 Citigroup Inc. All rights reserved. Citi, Citi and Arc Design and other marks used herein

are service marks of Citigroup Inc. or its affiliates, used and registered throughout the world.
2101438 GTS26718 05/22

CItl



