CITI Program Registration Information 
for Students/Faculty/Staff Conducting Research with Humans or Animals

Step by Step Guide: 
1) Go to www.citiprogram.org.
2) Select the “Register” tab at the top right.
3) Type in “Washington College” in the box titled “Select Your Organization Affiliation.”  Check the boxes to agree to the Terms of Service and to affirm that you are an affiliate of Washington College.  Then click “Continue To Create Your CITI Program Username/Password.”
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4) Complete the next several pages requesting information.  Please use your washcoll.edu email address.
5) Continuing Education Unit Option – Assuming you are not completing the course for Continuing Education Credits (there is an additional fee for this), click “no” for each question with an *. Ignore the question without *. 
[image: ]

6) Fill in the additional required information (indicated by the *). For Department fill in your respective department/major (e.g., Psychology, Anthropology).  For Role in Research click the appropriate option (students should select “student researcher-undergraduate”).
7) On the next page, a list of questions will determine which types of courses you would like to take.  
· Question 1: Choose which learner group for the Basic Courses based on your role. For example, members of Faculty and Staff should select “Group 1: Principal Investigators – Faculty and Staff” and students should select “Group 2: Student Researchers”. 

[image: ]
· Question 2: This only applies to the Institutional/Signatory Official (i.e., the Dean of the College) and the IRB Chair.  All others should leave this blank.
· Question 3: Select “Public Health Research” if that describes the nature of your research.  Otherwise, select “Not at this time.”  There are a few additional models that are required for those conducting public health research (they are optional modules for everyone else).
· Question 4: This is for staff members who are handling data, who have been identified as “Colleague Users.”  All others can select “I am not required to complete the IPS course at this time. (IPS stands for Information Privacy and Security)
· Question 5: This question is for those conducting research with animals.  Anyone conducting research with animals is required to take the “Working with the IACUC” course and should select the first box.  If you are not sure if you should select any additional options, you should contact your professor or advisor. 
[image: ]
· Question 6: If you wish to access the free courses and have read the statement select “Yes”, if not select “No”.
8)  When the registration is completed you should receive a confirmation email as well as an ID number (located in top right). Under Institutional Courses you will see Washington College. Select “View Courses.” You should see your courses listed under “Courses Ready to Begin.”  Principle investigators should have 8 modules to complete; students should have 4 modules to complete. Click “Start Now” to begin.  Example student view:
[image: ]
[bookmark: _GoBack]If you do not see the course you need, you can scroll down to the “Learner Tools for Washington College” and select “Add a Course.”  This will take you to the list of 5 questions to determine which course(s) you need (as described in the previous step).
9) Click that you agree to the terms of service and click submit.  
10) On the next page you will see the list of required modules that must be completed.  You can take a module and then return later to complete other modules. Many modules have a short quiz at the end.  You need to achieve an overall course grade of 80% to receive a completion certificate at the end of the course.  You will also see a list of supplemental modules.  These modules are optional.  Depending on your type of research, you may want to take some of these additional courses. Please save your certificate to submit with your IRB or IACUC proposals. 
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Select Your Organization Affliation

“This option s for persons affiiated with a CITI Program subscriber organization.
o find your organization, enter ts name in the box below, then pick from the ist of choices provided. &

‘Washington College

‘Washington College only allows the use of a CIT Program usernamepassword for access. You will create this username.
and password in step 2 of regisration.

| AGREE to the Terms of Service and Privacy Pollcy for accessing CIT| Program materias,
E1 1 affirm that | am an affiate of Washington College.

Continue To Create Your CITI Program Username/Password
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* Are you interested in the option of receiving Continuing Education Unit (CEU) credit for completed CITI
Program courses?

CITH s pleased to offer CE credits and units for purchase to learners qualifying for CE eligibility while concurrently meeting
their institutions training requirements.

CE credits/units for physicians, psychologists, nurses, social workers and other professions allowed to use AMA PRA
Category 1 credits for re-certfication are available for many CITI courses - with that availability indicated on course and
module istings. Please register your interest for CE credits below by checking the "YES" or "NO dots, and, when
applicable, types of credits you wish to earn at bottom of page. Please read texts entered for each option carefully.
Yes
At the start of your course, you wil be prompted to click on a "CE Information” page link located at the top of your
grade book and to VIEW and ACKNOWLEDGE accreditation and credit designation statements, learning objectives,
faculty disclosures, types, number and costs of credits available for your course.

Oves

No

‘The CE functionality wil not be activated for your course. Credits and units will therefore not be available to you for
purchase after you start your course. You can change your preference to "YES" before such time however by clicking.
on the "CE Credit Status" tab located at the top of your grade book page.
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Select Curriculum

* indicates a required field.

You will be provided a series of enroliment questions. Your responses will determine the curriculum for the courses you
are going to take. Please read the questions carefully. Please read the responses carefully to make the best choice.

Question 1

Human Subjects Research
Please choose one learner group below based on your role and the type of human subjects activities you will conduct.
You will be enrolled in the Basic Course for that group.

Choose one answer
Group 1: Principal Investigators - Faculty and Staff
Group 2: Student Researchers (ID: 251405)

Group 3: IRB Members
Group 4: IRB Members
Group 5: Colleague Users

Not at this time.

Question 2

Institutional/Signatory Officials & IRB Chair

Please make your selection below if you wish to be enrolled in the Institutional/Signatory Officials or IRB Chair courses.

Choose allthat apply
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7) On the next page, a list of questions will determine which types of courses you would like to take.

o Question 1: Choose which learner group for Basic Courses based on your role. For example,

members of Faculty and Staff shoyad select “Group 1: Principal Investigators — Faculty and Staff”

and students should select “Group 2: Student Researchers”.

Question 1

Human Subjects Research
Flease choose one eamer group blaw based on you ol an th ype of human subjects cties you wil onduct
Youwilbe enolled i th Besic Cours for tat group

Group 1:Pincpal Investigaors - Faculy and Saff
Group 2: Student Researchers (0: 251405)
Group 3: 18 Members

Group 4 IRB Members

Group s Coleague Users

® Question 2: This only applies to the Institutional/Signatory Official (i.e., the Dean of the College)
and the IRB Chair. All others should leave this blank.

®  Question 3: Select “Public Health Research” if that describes the nature of your research.
Otherwise, select “Not at this time.” There are a few additional models that are required for
those conducting public health research (they are optional modules for everyone else).

® Question 4: This is for staff members who are handling data, who have been identified as
“Colleague Users.” All others can select “I am not required to complete the IPS course at this
time. (IPS stands for Information Privacy and Security)

® Question 5: This question is for those conducting research with animals. Anyone conducting

research with animals is required to take the “Working with the IACUC” course and should select
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Washington College

Learner Tools

e Question 6: If you wish to access the free courses and have read the statement select “Yes”, if
not select “No”.

You have no active courses for this Institution.

8) When the registration is completed you should receive a confirmation email as well as an ID number
(located in top right). Under Institutional Courses you will see Washington College. Select “View
Courses.” You should see your courses listed under “Courses Ready to Begin.” Click “Start Now” to
begin. If you do not see the course you need, you can scroll down to the “Learner Tools for Washington
College” and select “Add a Course.” This will take you to the list of 5 questions to determine which
course(s) you need (as described in the previous step).

Learner Tools

Washington College
Group 2: Social-Behavioral-Educational Researchers

Stage 1 - Basic Course

0/38 modules completed
Start Now

Washington College 9) Click that you agree to the terms of service and click submit.

Group 2: Student Researchers

Stage 1 - Basic Course

10) On the next page you will see the list of required modules that must be completed. Many modules
have a short quiz at the end. You need to achieve an overall course grade of 80% to receive a
completion certificate at the end of the course. You will also see a list of supplemental modules. These

modules are optional. Depending on your type of research, you may want to take some of these
additional courses.

0/4 modules completed
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