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Directions for Registering for CITI Responsible Conduct of Research (RCR) Training Course
Revised August, 2015
At the University of Richmond, responsible conduct of research (RCR) training is available to faculty, students, and staff members who have an interest in or responsibility for taking such training.  This training is free to members of the University of Richmond community through its contract with the Collaborative Institutional Training Initiative (CITI) which provides online training in areas such as human subjects’ protection, the responsible conduct of research, and the care and use of animals in research.

Please follow these directions for CITI login in the order presented. The registration process can be cumbersome, so please print out and follow these directions carefully while you are registering.  If you wish later to take optional modules or alter your registration, please do so AFTER completing the registration below for the required modules.   
Users with an existing CITI account should proceed to page 3 and follow the directions there.
New users should proceed to register as shown below.

· Open a browser, such as Internet Explorer.

· Enter https://www.citiprogram.org into the address line.

The CITI page will open and feature a blue background.  On the right hand side of the screen, you will see a LOG IN section for returning users.  Returning users must log in and use their existing CITI account.  New users should use the “Create an Account” section and click the “Register” button.

· In Step 1, when asked to “Select Your Organization Affiliation”, type in “University of Richmond.”  Then click the “Continue to Step 2” button.

· Enter required fields for “Personal Information” including your University of Richmond email address.  Click the “Continue to Step 3” button.

· Follow the directions for entering a user name and password.  Please write these down for future reference.  You will need them later in the registration process and every time you login.  Fill out the “Security Question and Answer” section.  Click the “Continue to Step 4” button.

· Enter the appropriate information for the “Gender, Ethnicity, and Race” section.  Click the “Continue to Step 5” button.

· After this step, you will be sent an email from CITI that includes your user name and account number.  Please read this email when it arrives.  You may want to write your CITI password on it and put it in a secure location.  Proceed with your registration.

· At Step 5 (Continuing Education Unit credit), in almost all cases you should answer “No” to the question “Are you interested in the option of receiving Continuing Education Unit (CEU) credit for completed CITI Program courses?”  Answer the CITI survey question as you wish.  Click the “Continue to Step 6” button.

· At Step 6 you will be asked to provide “information requested by University of Richmond”. Answer required (*) questions as appropriate.  For the field “What is your role in research?” you should usually select “Principal Investigator”.  For the field “Which course do you plan to take?” you should answer “Responsible Conduct of Research”.  Click the “Continue to Step 7” Button.

· Step 7 will read “Select Curriculum”.

· For Question 1, choose the appropriate response.
· For Question 2, select “I have not completed the Basic Course.”  You do not need to go back to question 1, despite what the instructions say.

· For Question 3 (Responsible Conduct of Research), select the appropriate course.  Course offerings include “Biomedical Responsible Conduct of Research,” “Social and Behavioral Responsible Conduct of Research”, “Physical Science Responsible Conduct of Research,” and “Humanities Responsible Conduct of Research.” Select one of these options.
· For Question 4, select “Not at this time.”

· For Question 5, select “No”.

· For Question 6, do not choose any responses at this time.

· Click the “Complete Registration” button.

· The screen should read “Your registration with the University of Richmond is complete.”

· Click the “Finalize registration” button.

· The next screen should say “Your registration has been completed successfully.” Now click the “University of Richmond Courses” button. (Do not affiliate with another university at this time; you can do that during another session.)

· Your course will now be open to you.  Click on the course listed under “Course” button on your Main Menu.  It should read “… Responsible Conduct of Research UR”.
· Before you can take course modules, you must first complete the Integrity Assurance Statement.  Read the assurance statement and select “I AGREE” and click “Submit”.  You may now begin the course modules.

· The course modules will follow.  Depending on the RCR course you have selected you will see a combination of required and optional course modules.  You should take all of the “required” course modules and the “optional” modules as appropriate.
· Once the required course modules have been completed (with an 80% or higher score on each module), your “Status” report on the “Learner’s Menu” should change to “Passed” and you will see the word “Print” under the column labeled “Completion Reports”.  You may print this completion report and provide it as evidence of your completion of the course.  You should also get an email notification of your course completion.  Normally the IRB Chair is provided a copy of the completion certificate as well.  (Note that the IRB Chair is the CITI system administrator and can view your records.   If you have questions, contact Dr. R. Kirk Jonas at rjonas@richmond.edu or visit him in Richmond Hall, Room 118).
Returning CITI Members
Returning CITI Users must login using their existing CITI account.  After logging in, you will be taken to your “Main Menu” page.  On that page is a blue bar that reads “University of Richmond Courses.” Click on this bar.  Then, click on the drop-down bar that reads “Add a Course or Update Learner Groups.” 

You will be taken to a page that is titled “Select Curriculum – University of Richmond”.

· For Question 1, choose the appropriate response.
· For Question 2, select “I have not completed the Basic Course.”  You do not need to go back to question 1, despite what the instructions say.

· For Question 3 (Responsible Conduct of Research), select the appropriate course.  Course offerings include “Biomedical Responsible Conduct of Research,” “Social and Behavioral Responsible Conduct of Research”, “Physical Science Responsible Conduct of Research,” and “Humanities Responsible Conduct of Research.”  Select one of these options.
· For Question 4, select “Not at this time” as you are registering for the basic RCR course and not a refresher course.
· For Question 5, select “No”.

· For Question 6, do not choose any responses at this time.

· Click the “Submit” button.

At this point, the appropriate RCR course should be listed under the “Course” button on your Main Menu page.  The course status will read “Incomplete”.  If you click on the listed RCR course, it should take you to the course modules for the RCR course that you registered for.  You must first complete the Integrity Assurance Statement; read this and click “I AGREE”. You should now be able to begin the RCR course.  Complete the listed “required” modules in the order presented and any optional modules that you may have been assigned or have an interest in.

Some researchers may be required to complete optional modules by their lab directors.  For example, a lab director may require that the optional module “Data Management” be completed.  Some researchers will be required by the University of Richmond IRB to take some of the optional modules as part of the “conditions of approval” in an IRB notice of action.  For example, if a researcher is doing research with employees, he or she may be required by the IRB to take the CITI module “Vulnerable Subjects – Research Involving Workers/Employees.”   

Please feel free to contact Dr. R. Kirk Jonas at 484-1565 regarding any questions on the registration or course completion process.  I will be happy to answer any questions you may have.  You may also contact me at rjonas@richmond.edu .  Comments on these registration directions are welcome.

	


	To re-set your password or for other information on your account, you should contact CITI directly. Many questions can be answered directly from the CITI automated support Knowledge Base on the CITI website.  If the Knowledge Base doesn't answer your questions, or for other reasons you wish to reach a person, contact the CITI Help Desk technical support staff by phone at  305-243-7970, click for live chat (look for "Live Chat" button), or send an email to citisupport@med.miami.edu.
CITI phone and live chat support are available 8 am - 5:30 pm, Eastern Time, Monday – Friday.


