
Registering for CITI Animal Care and Use Training

(Revised, July 2014)

At the University of Richmond, the Institutional Animal Care and Use Committee (IACUC) requires that investigators conducting research with animals must complete designated online training modules of the Collaborative Institutional Training Initiative (CITI).  Follow these directions for CITI registration in the order presented.  Before you start, you should know which training course(s) that you have been required to take by the IACUC.  Register for the appropriate course(s) by following the directions below. This training is free to members of the University of Richmond community through its contract with CITI which also provides online training in areas such as human subjects’ protection, the responsible conduct of research, and conflicts of interest.
These directions pertain to researchers working with animals.  
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.   
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.  Go to page 3 if you have a current 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?” answer appropriately (a faculty member might select “Principal Investigator” whereas a student would select “Student Researcher”.  For the field “Which course do you plan to take?” you should usually answer “Laboratory Animal Welfare”. Click the “Continue to Step 7” Button.

· Step 7 will read “Select Curriculum”.
· For Question 1, choose “UR Faculty/Staff Researcher” or the correct response.
· For Question 2, a new user should 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), do not make any selections at this time; you can return and take this or other courses later.

· For Question 4, select “Not at this time.”

· For Question 5, select “No”. 
· Question 6 is where you will make your selections for the Laboratory Animal Welfare course modules that you wish to take.  Choose all of the species specific electives that you need to take.  (Remember, you can return and select other modules at a later time.  If you are only required to take the “amphibians” or “rats” modules, you should probably only register for them 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 should now be open to you.

· 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.
· RETURNING CITI USERS.   Login to your account; go to your CITI Main Menu and select “Add a Course or Update Learner Groups.”  Follow the directions in Step #7 on page 2 of these directions.

REGISTRATION ADVICE.  You should check with the IACUC or your faculty advisor regarding the course modules that you need to take.  Species specific courses are available:
· Working with the IACUC

· Essentials for IACUC Members 

· Post-Procedure Care of Mice and Rats in Research: Reducing Pain and Distress 

· Working with Amphibians in a Research Setting

· Working with Mice in Research Settings

· Working with Rats in Research Settings 

· Working with Hamsters in Research Settings 

· Working with Gerbils in Research Settings

· Working with Guinea Pigs in Research Settings

· Working with Rabbits in Research Settings

· Working with Cats in Research Settings

· Working with Dogs in Research Settings 

· Working With Swine in Research Settings 

· Working With Nonhuman Primates in Research Settings

· Working With Animals In Biomedical Research - Refresher Course

After you have completed your coursework, return to your CITI Main Menu.  You should be able to verify that you have completed the course modules you have finished.  Note that a score of 80% or higher is required to pass the modules.  If your score is less than 80%, you may return to the module and retake the test.  
	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 must contact CITI directly.  This function is no longer available to institutional CITI administrators. 
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 at 305-243-7970 or send an email to citisupport@med.miami.edu .



