CITI Affiliation Guide — UC Researchers

The “Greater Cincinnati Academic and Regional Health Centers” (GCARHC) CITI curriculum is the means by which UC
has synchronized our CITI training requirements with other area institutions. The advantages of this alignment include:
- Reduced number of courses required for those conducting research at multiple institutions
- Single source for verifying training completions
- Single access for completing the required training
- Courses in common with the Cincinnati Veterans Affairs Medical Center (since the VA has to follow national
requirements, they could not change to match what the GCARHC was offering, so the GCARHC reflects the VA
training wherever possible)

The CITI curriculum is customized for you, based on the kind of research in which you are involved. A series of
registration questions will identify the courses you need to complete.

If you have already done CITI training in the past, that information will be maintained in your CITI record. Refresher
training will be offered as necessary in the future.

Top
A. New CITI Users: These instructions are for people who have never had a CITI account at all.

B. Existing CITI Users: New to Greater Cincinnati Academic and Regional Health Centers: These instructions will
help you add GCARHC to your CITI account.

C. Existing CITI Users: Adding or removing courses: These instructions will help you add the new initial training that
became effective July 1, 2017 (HSR CORE for 2017 and Good Clinical Practice (custom)) or any other courses, or
remove courses assigned incorrectly.

D. Registration Questions: These questions determine which courses are assigned to you.

E. EAQs: These Frequently Asked Questions may answer your questions.
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New CITI Users

1. Begin at WWW.CITIPROGRAM.ORG. Click the Log In button. You might have to scroll to the
right to see it.
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Then click Register.
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2. Use the drop-down list to select Greater Cincinnati Academic and Regional Health Centers as
your Participating Institution. Then click Continue.

CITI - Learner Registrati

step:fll 2 3 4 5 &5 7

* Select An Institution

* indicates a required field.

Choose your institution from the appropriate dropdown menu. Choose only one institution. If you are affiliated with more than one institution,
you will be able to select additional institutinons ofmsmooy oo orTouinns

| Participating Institutions

Greater Cincinnati Academic and Regional Health Centers ] ’

Veterans Affairs

Department of Energy

=l Click the arrow to
see the drop-
down list.

HIVrAIDS Metwork Coordination (HANC)

Canadian Institutions

India Participating Institutions

Korea Participating Institutions

[

| am not affiliated with a participating institution. | would like to register with CITI as an independent learner. {Fees apply.)

My institution is not listed as a participating institution. Click here for information on how to subscribe as a participating institution.

Continue to Step 2

3. Complete the “Personal Information” screen and click Continue.

CITI - Learner Registration

steps: 12 24 5 6 7

Personal Information

* indicates a required field_

* First Name * Last Name
* Email Address = Verify email address

If you have 3 secondary email address that can be used in case your preferred email address changes. enter it below.
If you forget your username or password, it will be mailed both to your preferred email address and your secondary email address.

Secondary email address Verify secondary email address

Caontinue to Step 3
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4. Complete the “Create your Username and Password” screen. You may create any username and
password; it does not have to be your UC username and password. Then click Continue.

CITI - Learner Registration

steps: 1 2l 4 5 6 7

Create your Username and Passwaord

*indicates a required field.

Your username should consist of 4 to 50 characters. Your username is not case sensitive: "A12B34CD" is the same as "al2b34cd”. Once
created. your username will be part of the completion report.

You may create any
username and
password for CITI.

* User Name

Your password should consist of 8 to 50 characters. Your password 15 case

* paszword =5 Werify Password

Please choose 3 security guestion and provide an answer that you will remember. NOTE: If you forget your login information, you will have to
provide this answer to the security question in order to access your account.

* Security Questicn

=]

* Security Answer

Continue to Step 4

5. Complete the “Gender, Ethnicity, and Race” screen. Then click Continue.

CITI - Learner Registration

stepss 1 2 3l s 6 7

Gender, Ethnicity and Race

‘Why does CITI Program ask about your gender, race and ethnicity? &
‘Why does CIT| Program use these categories? &
‘Why does CITI Program ask about your gender? &

*indicates a required field.

* Your Gender Is:

 Male
I Female

| would rather not disclose

* Your Ethnicity Is: {You may choose only one)

% Hispanic or Lating
Mot Hispanic or Latino

“ | would rather not disclose

*Your Race Is: {(You may choose more than one)

[ American Indian or Alaska Mative &

O Black or African American &

O Asian &

O Native Hawsiian or Other Pacific Islander L*]
O white &

O | would rather not disclose

Continue to Step 5
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6.

7.
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Complete the questions about “Continuing Education Units”. Then click Continue.

CITI - Learner Registration

Steps: 1 2 3 4B 6 7

* Are you interested in the option of receiving Continuing Education Unit (CEU) credit for completed CITI Program

courses?

If you answer "yes". you will be provided with infermaticn before you start a CEU-zligible course about the amount of credit available,
infarmation about the course authors. and other required CEU disclosures. This information must be viewed before a course is started in arder
for you to be eligible to purchase CEU credit after course completion. However, answering "yes” does not obligate you to purchase CEU credits
for sny course.

If you answer "no”, you will not see information about the CEU credits available for courses before you start them or after completing them,
and you will be ineligible for CEU credit for these courses. You can change this preference at any time by clicking en a "CEU Infermation” link or
using a "My Profile” link to update yeur Profile.

If you're net sure. you can change your answer later.

! Yes
No
! Mot sure. Azk me |ster

If you answered "yes”. please check all the types of CEU credit that may be of interest. This informatien allews us to ensure that you receive
sppropriate Pre- and Post-Course information relevant to the kind(s) of CEU credit that you may request.

[C] AMA PRA Category 1 Credits
] Nurses (CNE Credits)

O other

7] Psychologists [CEP Credits)

* Can CITI Program contact you at a later date regarding participation in research surveys? o

! Yes
No
! Mot sure. Azk me |ster

Continue to Step 6

Complete the profile information. Then click Continue.

CITI - Learner Registration

Steps: 1 2 2 4 s @ 7

Please provide the following informarion requested by Greater Cincinnari Academic and Regional Health Centers

*ins required field.

Language Preference
* Institutional email address

Gender

(Step 3 above).

Use the same main email address used
on the “Personal Information” page

* Highest degree

&t UC does not track training by employee
number. You may put anything in this

= Emplayee Number

penaren field, even just "0" or "X".

* What is your role in research?
2
Address Field 1
Address Field 2
Address Field 3
City
State
Zip/Postal Code
Country

* Office Phone

Home Phone

= Primary Institution

Please select UC, CCHMC, University Hospital

= Cincinnad cnérars Hospical edicl Canter (UCMC) or CVAMC as your Primary Institution.

. University Hospital

- Cincmati Veserans Afairs Medical Center This will help ensure that the correct training is

“ Christ Hospital

5 assigned to you.

- Other

Continue to Step 7
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Now you have set up your profile and are ready to answer questions about the kind of research you do.
Go to “Registration Questions” for instructions. After you have answered the Registration Questions there
are a few more steps for you to do.

8. Click “Finalize registration”, but YOU ARE NOT FINISHED YET.

CITI - Learner Registration

Your registration with Greater Cincinnati Academic and Regional Health Centers is complete. You must make s selection below to continue.

AfFiliarnamirh annther institution
Finalize registration

9. CITI will send a confirmation email to the email address in your profile (step 3 above). You will need
to respond to CITI's email (step 10 below).

CITI - Learner Registration Complete

Thank you. You will receive a confirmation email from citiprogram-noreply@med.miami.edu which will include the next step in finalizing your
registration. Please check your spam folder for this email and if you have any guestions or need sssistance, contact CIT| Support st
citisupport@med.miami.edu

10. Click the link in CITIl's email message to confirm your email address and complete your registration.

Subject: |h"ourCFI'[Program Registration

From: Citiprogram-noreplvi@med . miami.edu
Date: August 2, 2013, 10:01:31 AMEDT

To: buschmsce@ fuse.net

Subject: Your CITI Program Registration
Reply-To: Citiprogram-noreplvi@med miami edu

at the University of Miami

l"'i CITI ‘ Collaborative Institutional Training Initiative

“'\1 PROGRAM

Thank you for registering with the Collaborative Institutional Training Initiative (CITI Program).

To confirm your email address and complete your registration, please click on the link below:
https:(fwww.citiprogram.org/index.cfm?pagelD=183&email=buschmscc@fuse. net&id=3642833

Thank you
Collaborative Institutional Training Initiative {(CITl Program)

11. Click "Here" in the CITI message. You will be taken to CITI's login page. Enter your username and
password (set in step 4 above) to open your own Main Menu (home page).

CI ['] | conevorative mstiutionai raining nisative

“ PROGRAM at the University of Miami

Home | AboutUs | Courses | Becomne aSubscriber | CECredits | Mews and Events | Resources | Contact Us

O Thank you. Your email has been validated and your registration complete. Click here tojog into your OIT] ac

Click "here".
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12.

assigned curriculum(s).

&CITI

13.

Click the “Greater Cincinnati Academic and Regional Health Centers Courses” link to access your
If you are affiliated with other institutions, their links will be shown here also.

Collaborative Institutional Training Initiative SearchKnowdedgs Base

at the University of Miami

N PROGRAM

Main Menu | My Profiles | CE Credit Status

My Reports | Support

tlizin Menu

¢ Click here to affiliate with another institution

Your Main Menu will list the courses assigned to you, based on your answers to the Registration
Questions. The status of each course will be listed to the right of its title, in the Status column.

Click on the course's title to enter the course. Then click on the module's title to open it. Read the
material and take the quiz, and then go on to the next module. You may re-read the material and
re-take the quiz as often as you need to. To complete a course you must have a total score of 80%
or higher on all modules’ quizzes. When you have completed a course its Status will change to
"Passed". When all courses listed on your Main Menu have a Status of “Passed,” you're finished!

Be sure to download or print your Completion Report for each course to document your training,
and keep your Reports with your CV or résumé. There is a “Print” link in the Completion Report
column (to the right of the Status column; you might need to scroll to the right to see it) for every
course that has been completed. You may print your own Completion Reports from your Main Menu
at any time. Completion Reports are NOT archived by the IRB.

If you need to change your response to any of the Registration Questions, look below your list of
courses. Click on the “Add a Course” link to return to the Registration Questions and modify your
answers. Or, if you just need to remove one or more courses, you may click “Remove a Course”.

(< 1)

File Edit View Favorites Tools Help
Englizh =] Testsze A A
P7Val L o
GCI'T1
REOGRAM
e
Main Mery | MNrofiies | My CEUS | MyReports | Support | Admin

The courses listed here will vary,
depending upon how you answered the
Registration Questions. When all courses
listed on your Main Menu have a Status
of “Passed,” you’re finished!

Collaborative Institutional Training Init|

Mais M
L isnass®Einriat Acacdomic and Begsonal Health Centors Courses
- Greater Cincinnat Academic and Regsonal Health Centors (TEST] Courses

 Survey

\j

For each completed
course, print your
Completion Report
and keep it with
your CV.

SR CORE for 2017 Program

Internatianal participants

IRE Member

Pregrant women/Feruzas/Neonates

Prisaners Acsearch Past caurse,

‘‘‘‘‘‘‘‘‘‘

jonal Health Comters (TE:

Click the “Add a Course” link at any time to
return to the GCARHC Registration Questions.

+ Z- Legacy - University af Cincinnati Coarses

+ Ciick here b affiltate with anather institutian

Aoty Comeighl FracyMofice  Tewmsof Service - ContactUs |I|

Return to top
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Existing CITI Users:
New to Greater Cincinnati Academic & Regional Health Centers

1. Begin at WWW.CITIPROGRAM.ORG. If you already have a CITI account, DO NOT CREATE A
NEW ACCOUNT. Log In to your existing account at using your existing username and password.

el@l https://about.citip.. O - @ ¢ /=

File Edit View Favorites Tools Help

F/ Y
GCITI N I - |
=~n PROGCRAM

New Human Subjects Research
(HSR) content

View Courses

Train researchers with
a trusted program that
works for vour
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[ LOG IM LOG IN THROUGH MY INSTITUTION REGISTER
r Username Forgot?

Password Forgot?
H

Meed Help? Support Center
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If you have forgotten your username or password, you can contact CITI to have them reset it
and email it to you. Click “Support.” Then click “Contact Us.”

ar\l:_:);\ https://about.citip... 0 ~ @ ¢ /2

File Edit View Favorites Tools Help

ul Q -

A
=x PROGRAM

New Human Subjects Research
(HSR) content

Updated content reflects the latest thisking on informed cansent

View Courses

CE certified cowrses
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a trusted program that
works for vour
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Then email your request to them.

,
ae hitps://about.citipro.. O ~ @ & IS [@ crmi - Collaborat...| [0 Contact Us— .. * | (=

[ File Edit View Favorites Tools Help

+1 888.529 5929 English~

o4 rnm
== Subscriptions ¥ Courses v Resources  Support v Q “

=N PROGRAM

Support > Contact Us

Contact Us

Sales Email Us

Learn how CITI Program can work for you or your NAME (REQUIRED)

organization.

888.529.5929 EMAIL {REQUIRED)

OUTSIDE OF U.5.
+1305.907.3100 PHOME

SUBJECT (REQUIRED)

Support

You can also refer to our FAQ, including infermation on CE
credits and units, and Suppart Center for help online. MESSAGE (REQUIRED)

888.529.5929

OUTSIDE OF US.
+1305.907.3100

HELP DESK HOURS
FILE ATTACHMENT

Monday to Friday
8:30 a.m. - 7:30 p.m. U.S. Eastern time | Browse...

If you are registered with GCARHC but your email address has changed, contact the IRB office
(Claudia.Norman@uc.edu or 558-5784) to reset it.

2. When you have logged in, on your Main Menu page there is a link to My Profiles, where you can
change your personal profile settings.

3. There is also a link Click here to affiliate with another institution. Click the link and then follow
the steps under “Registration Questions” to affiliate with GCARHC.

u at the University of Miami

o
I 11 CI I I Collaborative Institutional Training Initiative Zeach Hnowedgs Bame Q
| ]
PROGRAM

Main Mend) | My Profiles ) CECredit Status | My Reports | Support

Main Manu

Click here to affiliate with another institution

Return to top
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Existing CITI Users:
Adding or Removing Courses

1. Begin at WWW.CITIPROGRAM.ORG and log in as usual to go to your own Main Menu page.
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If you have forgotten your username or password, you can contact CITI to have them reset it
and email it to you. Click “Support.” Then click “Contact Us.”

e'@ https://about.citip.. 2 ~ @ & =

File Edit View Favorites Tools Help

F rel
a Subscriptians + Caurses = Resaffees  suppart + () Register Login

A
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New Human Subjects Research
(HSR) content
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View Courses
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a trusted program that
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File Edit View Favorites Tools Help

+18225295529  English-
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Train researchers with
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2017 CITI registration instructions — UC (12-5-17) Page 12 of 22



Then email your request to them.

[® crmi - Collsborat... | [0 Contact Us ..

File Edit View Favorites Tools Help

ol rnm
GClTl
=8 PROGRAM

Support » Contact Us

Sales

Learn how CITI Program can work for you or your
organization.

888.529.5929

OUTSIDE OF U.S.
+1305.907.3100

Support

You can also refer to our FAQ, including information an CE
credits and units, and Support Center for help online.

888.529.5929
OUTSIDE OF U.S.

+1305.907.3100

HELP DESK HOURS
Monday to Friday
8:30 a.m. - 7:30 p.m. U.S. Eastern time

Contact Us

Email Us

NAME (REQUIRED)

EMAIL (REQUIRED)

PHONE

SUBJECT (REQUIRED)

MESSAGE (REQUIRED)

FILE ATTACHMENT

+1 888.529.5929

If you are registered with GCARHC but your email address has changed, contact the IRB office

Browse...

English~

Subscriptions ¥ Courses v Resources Support ¥ Q

(Claudia.Norman@uc.edu or 558-5784) to reset it.

Main Menu ( My Courses

My Profiles

My Records My CEUs

Wi Menus £ My Courses

Course @

Goad Climical Practice frustoem)

HSR CORE for 2017 Program

1A Member

8 Membsrr

Srans @

My Learner Todds for Greater
‘ ‘ @ Acd 8 Course
© Fier

eooe

Support Admin

Fassen

Compievion Record @

View.Prins.Share

View-Print-Share

View-Print-Share

View-Pring-Share

17-0ec- 2008

Survey @

Pest.course evaluation

Prersbcomse realustion

Post-cotrse evaluation

Pest-cousse rval luatian

Look below your list of courses and click Add a Course. Follow the steps under “Registration
Questions” to identify the kind of research you will do and, thus, the courses CITI will assign.

e

e

fr x o
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3. If you know that some of the listed courses are assigned incorrectly and need to be deleted, look
below your list of courses and click Remove a Course.

. B
(N g v chiprogueorg: 9 - @ 6 || 8 : [8 cm - Collsborative Institu..
File Edit View Favortes Took Help
-~
F. el '[
== (.: L I Collaborative Institutional Training Initiative
=x PROGRAM
Wasin Menu { My Courses My Profiles My Reconds My CEUs Support Ademin o
Wi M § My Courses
i
Course @ Surus @ Compievion Record @ Survey @
Goad Chinical Practice (ruszoen) View.-Pring.Share Post-course evaluatian
HSR CORE for 2017 Program View-Print-Share Pont-course cvaluation
1RO Member View-Print-Shire Post-Colnrse evaluation
N8 Membier View-Pring-Share Post-cousse cval luaticn
L
Arces: o oy vacy Nat Terms =

Select the course(s) to be removed and click Submit. The courses will be removed from your Main
Menu (active courses) page and will only appear on your Previously Completed Coursework (archive)
page. Refresher reminders are only sent for courses on the Main Menu page.

e ch I - Cullaburative Institu.. =
| File Edit View Favortes Took Help
4 ~
|
Main Menu / My Courses My Prafiles My Breords My CELis Support Admmin Q
Harme - Removt a Course
Greater Cincinnati Acadenic and Regional Health Centers
The caurses in which you 8t Grester A A0 Regonal eaitn Canters ace listed Beiow.
YoUr TSt recent recor i SHoWN Far 88Ch CoUTSE, SEIECT e COUTES yTu WAL 10 reMGie From your curriculum, Cick the
SUBMIE BTN WhEN you are done:
Note: Rermanving & course will un-entall you fram the group. When you are un-enrolied from the group you wil not recehve
Exiratan natces 8 will N0t e AuLamEUCaLy Erralied i She NEst SLage wiven L currert slage expres.
Chesk
Completion  Completin Expiration
w Course stoge
Lt Report Date Date
o Good Cinkal Practice foustam) Basic Course 23967367 05.Dec27 04D 2020
o HSR CORE for 2017 Pragram Dasic Course 967168 05-0ec20V7  G4Dec2020
8] 1R Memnber Basic Course 294 17-Dec-2008
o TR Member Basc Course 2967368 17-Dec-2008
Accessining Capyrigne Privacy Nemice Teems af Service Cantaes Us fud

If you want to move courses back to your Main Menu page, click Add a Course and answer the
registration questions again.

Return to top
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Reaqistration Questions

1. Begin at WWW.CITIPROGRAM.ORG. Click the Log In button. You might have to scroll to the
right to see it. Then enter your CITI username and password.

Qe

File Edit View Favorites Tools Help

e 1 amm English= ~
Gé@CITI Y.
= PROGRAM

CITI Program offers CE credits &
units

Earn CT eredits and units while mesting organizational Lraining reguirements.
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File Edit View Favorites Tools Help

GCITI o

¥ PROGRAM

[ LOGIN LOG IN THROUGH MY INSTITUTION REGISTER
" Username Forgot?

Passward Forgot?
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Need Help? Support Center
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2. The following Registration (or affiliation) Questions are about the research studies in which you are
involved. Your answers will determine the courses assigned to you. Note that most of the questions
are NOT about YOUR OWN ROLE in the research projects, but about the research projects
themselves. At any time you may click Start Over to go back to the beginning and change your
answers.

If you are a student who needs to complete CITI training for a course requirement, answer the

questions as if you were a researcher conducting a research study at UC. Say “Yes” to at least these
questions:

e Are you primarily employed OR involved in the conduct of research occurring at any of these
institutions?
e Are you included on a protocol that will be submitted to an IRB?

A. The first question asks if you are either employed by OR doing research at UC or one of the
Academic Medical Centers. Answer “Yes” and click Next.

L o | (5

e ©)| (@ hitps: //wmncitipr... O ~ @ & = kﬁiﬁu\ikﬂﬁmk,..‘ CITI - Collaborativ... * | {2 Stark County System ‘ | T ARLE

File Edit View Favorites Tools Help

-

* The following iz a series of questions regarding the types of research that you are invalved with as investigator or a5 8 member of the research ~
team. These questions enable your CITI training curriculum te be tailored te your individual needs. Please answer the guestions appropriaiely as to
the nature of the research studies that you are involved with, regardless of your role on the research team.

This training is for members of the Greater Cincinnati Academic and Regional Health Centers {involving research conducted at, through, or in sites
affiliated with the University of Cincinnati, Cincinnati Children's, UC Health, Christ Hospital, Tri-Health, or the Cincinnati Veterans Affairs Medical
Center. Mote: This also includes members of the community that are involved with research conducted by any of the institutions listed here).

Are you primarily employed (paid by) OR are you involved in the conduct of research occurring at any of the following institutions:
1. University of Cincinnarti

2_Cincinnati Veteran's Affairs Medical Center

3. UC Health

4. Cincinnati Children’s

Choose one answer

® ves

Accessibility Copyright  Privacy Motice  Terms of Service  Contact Us W

B. The next question asks if your research will be submitted to an IRB. Answer “Yes” and click

Next.
i — — — v =
. E=REE™
e : | hitps://www.citipr.. O ~ @ C H @ Institutional Review B‘ CITI - Collaborativ... @ Stark County System ‘ A ‘:::’

File Edit View Favorites Tools Help

* Are you currently included {or planned to be included) as part of the study team on a protocol that will be submitted to any Institutional Review N
Board (IRE)?

Choose one answer

® ves

Accessibility Copyright Privacy Motice Terms of Service  Contact Us W
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C. The next question asks if you are doing health-related research.

e If you are NOT doing health-related research, answer “No.”

e If you are doing health-related research that is ONLY observational (no interventions or
treatments), answer “No.”

e If you are doing health-related research that ONLY uses EXISTING medical records or data
(all data are already in existence with no new data to be obtained), answer “No.”

e If you are doing health-related research that includes grants or contracts, answer “Yes.”

Then click Next.

r

o] 5
&
o = . X R f 5o
e T | https://www.citipr.. 2 ~ @& & || (2 Institutional Review B| CITI - Collaborativ... (2 Stark County System | | ) 3A7 597
File Edit View Favorites Tools Help |
* Do you work as part of a research study involving: A
= Human subjects being assigned to interventions to evaluate health-related biomedical or behavioral outcomes
- Drugs/devices/biclogics/nutraceuticals
- OR on any grants or coniracts for any of the studies described above?
{If your research is strictly limited to being observational or involving the review of existing data, please mark "No".)
Choose one answer
® ves
QO Ne
Accessibility Copyright Privacy Notice  Terms of Service  Contact Us L

D. The next question only applies to researchers at Children’s Hospital. Most UC researchers will
answer “No.” Then click Next.

-

— o e oY =t ﬂ
. . 3
e °| https:/fwww.citipr., 2 ~ & & H 2 Institutional Review B| CITI - Collaborativ... % | (& Stark County System | it 9.5 €3
File Edit View Favorites Tools Help I
~

* Are you at Cincinnati Children's and waorking with human subjects for research using Human Gene Transfer OR genetically modified vaccines? (If
UNSURE. mark "No™}
Choose one answer

O Yes

Accessibility Copyright  Privacy Molice  Terms of Service  Contact Us v

E. The next question is about OPTIONAL training for research coordinators and other research
administrators. Select either “Yes” or “No” and click Next.

— o e —— " = =] ﬂ
. - ]
o : ———— o A, 5o
e 2 | https://www.citipr... 2 ~ @ C H 2 Inst Review B| CITI - Collaborativ... | (& Stark County System | L7 583
File Edit View Favorites Tools Help I
* Are you interested in optional madules (or have you been advised to take training) on the conduct/management of clinical research? A
This weould be baneficial for anyone invelved in the operation/execution of clinical studies.
Choose one answer
O ves
@ Mo
Accessibility Copyright Privacy Notice Terms of Service  Contact Us W
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F. The next question is about training specific to populations who might be vulnerable to coercion.
Select any populations that are included in your research or “None of the above.” Then click
Next.

g
l = El ﬂ
..j\ iy = aclla = = . o o 1o
< https://www.citipr.. O ~ ‘= Institutional Review B...| [8 CITI - Collaborativ... (2 Stark County System ... {lb Laf W
File Edit View Favorites Tools Help
* If your research invohses special populations (such as: children, pregnant wemen/fetuses/neaonates, prisoners, students, decisionally-impaired, ~
and/or international). there is additional training available to help identify nuances of research with these populations.
Would you like access ta optional modules on any of these special populations?
Choose all that apply
B chilgren
[ Pregnan: Women/Fetuses/Neonates
M prizoners
M students
[} Decisionally Impaired Subjects
{
] International participants
[0 None of the above or not interested
Accessibility Copyright Privacy Motice Termns of Service  Contact Us v

G. Again, the next question only applies to researchers at Children’s Hospital. Most UC researchers
will answer “No.” Then click Next.

[ ] . e
ee https://wwow.citipr., O ~ @ © || 2 Institutional Review B...| [@ CITI - Collaborativ... % | & Stark County System ... e
File Edit View Favorites Tools Help
* Question Stem: Are you at Cincinnati Children's AND invelved in laboratory-based research? ~
Choose one answer
W O ves
® no
I Accessibility Copyright  Privacy Mofice  Terms of Service  Contact Us W

H. The next question is about using laboratory animals in research. If you are not doing research on
animals, answer “No” and click Next.

[ e
e' =) | (@ nttps:/rwww.citipr.. O - @ & u (2 Institutional Review B...‘ CITI - Collaborativ... % | & Stark County System ‘ | AL
File Edit View Favorites Tools Help

* Do you cenduct studies that utilize lab animals at Cincinnati Children's, UC or UC Affiliates? {If UNSURE, select No.) ~
Choose one answer

© Yes, at Cincinnati Children's
O Yes, 2t UC ar UC Affiliates
) Yes, st Cincinnati Children's AND UC/UC Affiliates

® Nalab animal research involvement.

I Accessibiity Copyright Prvacy Motice  Termsof Service  Contact Us v
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I. Only UC researchers who have been told they need to complete Export Training need to say “Yes”
to this question. Most UC researchers will say “No.” Then click Next.

-

T e —

m@ﬂ

. — — . — % b
e : | hitps://waw.citipr.. 2 ~ @ O| = Institutional Review B...| [@ CITI- Collaborativ... |@Stark CountySyslem...| | o o7 £

File Edit View Favorites Tools Help I

* Question Stem: Are you involved in research at UC or UC Health and need to complete Export training?

{Mote: if UNSURE OR if you do not know what export control is, please mark "No".)
Choose one answer

O Yes

Accessibility Copyright Privacy Motice Termms of Service  Contact Us W

J. Research funded by National Science Foundation (NSF) and/or National Institutes of Health (NIH)
usually require researchers to complete Responsible Conduct of Research (RCR) training. Most
other researchers do NOT need to do RCR training. If you are not sure, select “No.” Then click

Next.
F
S N [E= e
e : | https://www.citipr.. O = @ & |'| /2 Institutional Review B...|C1'I'I-Co||aborati\.r... |@5tark CountySyslem...| | T 2 5

File Edit View Favorites Tools Help

* Question Stem: Are you required to complete Respensible Conduct of Researchers (RCR) training to satisfy the requirements of the Mational M) I
Science Foundation and/or the NIH?

If you are working at Christ Hospital, Tri-Health, or another regional institution OR if you are UNSURE how to answer, please indicate "Mo".

Choose one answer
O Yes

® No

Nec

Accessibility Copyright Privacy Motice Temms of Service  Contact Us W

K. ONLY voting Institutional Review Board members or staff that supports the Institutional Review
Board should say “Yes” to this question. Researchers who are involved in a study that has been
submitted to the IRB for review should say “NO.” Research staff should say “NO.” Most UC
researchers will say “NO.” Then click Next.

r — o W — 0 s |oE]
- 4 -
< o = Y — . R n, 5
e T | https://www.citipr.. O ~ @& G H (22 Institutional Review B| CITI - Collaborativ... 2 Stark County 9yslem...| tﬁu\ 9.8 853
File Edit View Favorites Tools Help
* Question Stem: Are you & voting member for an Institutional Review Board (IRE) associated with UC or CCHMC? {If UNSURE, indicate "No". Note: ~
submitting research TO an IRB iz not the same as being 8 member of an IRE.)
Choose one answer
O Yes
O o
Accessibility Copyright Privacy Motice  Termns of Service  Contact Us W
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L. If you have already done CITI training and have been re-answering the Registration Questions
because you needed to “Add a Course” to revise your course list, YOU MIGHT GET THE
FOLLOWING MESSAGE. Answer the question and click Next. (Don’t be concerned if you do not
get the message.)

= o =
‘;w\i/\ hitps://ww.citiprogram.org/t © ~ @ © X || @ Institutional ReviewB... | & IRB ‘ CITI - Collaborativ... ‘ (2 2014 Review for 2013-.. | | nf 77 &
File Edit View Favortes Tools Help
English E| Textsize: A A Claudia Norman ID: 98287 | Log Out | Help

Collaborative Institutional Training Initiative

at the University of Miami

Main Menu' = My Profiles | My CEUs | My Reports | Support = Admin

Main Matiu » Add Course/Update Learmer Groups

i

Your answers to the previous questions have placed you in Acaden]
Your previously completed coursework in this group places you in

and Regional Health Centers Core Curriculum Group: I f yo u have al ready com p I eted I n itial

* ctmge. il training, select “Stage 3. Refresher 2”.
Stage 3: Refresher 2 <::
Selecting “Stage 1. Initial” will assign Initial

training to you all over again!!

|

After clicking “Submit” the same question might show again. Don’t worry, just look in the gray

ribbon at the top of the page and click “Main Menu”. You should see the correct courses listed
now.

3. CITI will take you to your Main Menu page (or you may click Main Menu). There will now be a list of
all the courses assigned to you based on your answers to the Registration Questions.

N ————— The courses listed here will vary,
e\__>) it/ citipr 0 + @ G dep(_andin_g upon hqw you answered the
= = . = o o Reglstratlon Ques_tlons. When all courses
e 5 e listed on your Main Menu have a Status
—~y [ 7 H . H l
.Ll']?[ Collaborative Institutional Training In Of PaSSGd, you e fInIShed.

[ S PRQGRAM

MainMenu | M Profiles | My CBUs | My Reporis | Support | Admin

Mot

» Greater Cincinnati Academic and Reglonal Health Centers Courses

~ Greater Cincinnati Academic and Regional Health Centers [TEST) Courses

4 Caurse @ Suws | 4 Completion Record, @ Survey 1

Children Research et Started \ 1

Clinical Research Conduct Mot Started

S— . Py E— For each completed
ccisionally Impaired Subjects Mot Started Not Earmed

Good Clinkcal Practice (custam] Mot Started Not Earmed Cou rse y prl nt you r

HSR CORE for 2017 Program Mot started Mot Earned Completlon Report

International participants Mot Started HNot Earmed

and keep it with
=1 your CV.

IRE Member

View/Print
Pregnant WomensFetuses/Neonates Pa:
share
View/Print
Prisaners Aesearch Past-course evaluation
share
Responsibe Canduct of Research ncomplete Not Earned

Students Aesearch

) Click the “Add a Course” link at any time to
Lo return to the GCARHC Registration Questions.

@ Remoue a Course
@ View Previausly Campleted Coursework
@ Update Inssitution Prafile

@ Remoue Affillation |

* Z. Legacy - University of Gincinnati Coarses

here to affiliate with another iInssitution

Accesshifty Copmight  PrivacyNotice  Tewsof Sevice  Contact Us

The status of each course will be listed to the right of its title, in the Status column.
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If you are a New CITI User registering for the first time, go back to New CITI User, Step 8 to finish
registering.

4. Click on the course's title to enter the course. Then click on the module's title to open it. Read the
material and take the quiz, and then go on to the next module. You may re-read the material and
re-take the quiz as often as you need to. To complete a course you must have a total score of 80%
or higher on all modules’ quizzes within that course. When you have completed a course its Status
will change to "Passed". When all courses listed on your Main Menu have a Status of “Passed,”
you’'re finished! Please note that every course listed on your Main Menu needs to be “Passed”.

e Completion Reports: You may print your own Completion Reports from your Main Menu at any
time. Completion Reports are NOT archived by the IRB.

e Adding Additional Courses: If you need to add any courses, click “Add a Course” below the
list of courses. That will take you back through the Registration Questions, starting at Step 2 in
the Registration Questions instructions above).

e Removing Courses: For courses that were added in error or that are no longer needed, click
“Remove a Course” below the list of courses. Select the course(s) to be removed and click
Submit. Any course that has already been successfully completed will remain in Previously
Completed Coursework regardless of whether it is on your Main Menu. HOWEVER, CITI will only
send refresher reminders for courses listed on your Main Menu. If you remove a course so it only
is listed on Previously Completed Coursework by mistake, click “Add a Course” and re-answer the
Registration Questions.

e Viewing Previously Completed Courses: Click “View Previously Completed Coursework”
below the list of courses to see all courses you have completed, even if they no longer need to be
listed as active courses.

e Updating Your Profile: Click “Update Institution Profile” below the list of courses to change
your language preference, departmental affiliation, address, etc. (see Step 7 in the New CITI
User instructions). Look at the top of your Main Menu and click My Profiles to change your
name, password, email address, security question, etc. (see Steps 3 and 4 in the New CITI
User instructions).

e Removing Affiliation: If you remove your affiliation with GCARHC, CITI will still retain all your
course completion history but there will no longer be any link for you to open it. Also, the IRB
will not be able to see your training. You would need to “Click here to affiliate with another
institution” and re-register with GCARHC to see the courses again. We do NOT recommend
removing your affiliation even if you leave UC.

5. If you have questions about the CITI affiliation process, please contact UC’s HRPP office:
Claudia.Norman@uc.edu or 513-558-5784.

Return to top
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FAOsS

I took the "old" CITI training. Do I need to create a new userlID for this "new" training?

No. If you have an existing account, please use it. If you have forgotten your username or password,
contact CITI to have them send it to you by email. See Existing CITI Users, Step 1 above. If your
email address has changed, contact the HRPP office (Claudia.Norman@uc.edu or 558-5784) to reset it.

I already took the initial GCARHC CITI training and am now due for “Refresher”. Do I have to
take these new GCARHC courses?

Yes. Everyone will do this new basic GCARHC CITI training when they are due for a refresher. That way
all researchers will have completed this baseline training by the end of 2020. See Existing CITI Users.

How long is my CITI training valid?

GCARHC CITI training is valid for 3 years. After that, refresher training will be needed on a 3-year cycle.
December 31 expiration for all courses is NO LONGER IN EFFECT. CITI will send email reminders starting
about 6 months before expiration. Even if you do not receive the reminders, it is your responsibility to
keep track and do the refresher courses.

What will happen to the courses | have already completed?
They will stay in your account. To see them, log on as usual. On your Main Menu, look below your course list
and click the link "View Previously Completed Coursework".

How long will the GCARHC CITI training take?

It depends a great deal on the number of courses you need to take and how much you already know about
human research subject protections. Some courses contain multiple modules and others contain just one. As
a "rule of thumb," allow about 20-30 minutes per module.

IT IS RECOMMENDED THAT YOU DO A LITTLE AT A TIME. The system saves the modules you have passed.
ALLOW PLENTY OF TIME. Do NOT wait until the last minute! IRB approval cannot be released until ALL
members of your research team have completed their GCARHC CITI training.

Will 1 get CMEs or Contact Hours?
CME/CEU credits are available from CITI, for a fee, for completion of some courses. Details are available
via the CITI website.

How can | print my Completion Certificates?
Log on to CITI. On your Main Menu screen, find the course you took, look to the right under the column
called Completion Reports, and click Print. You might need to scroll to the right to see that column.

Sometimes | do social/behavioral research and sometimes biomedical research. Will this count
for both?

Yes. Be sure that your answers to the registration questions reflect the diversity of research you could
possibly do.

Whom do I contact with questions?

Claudia Norman, Education and Outreach Specialist 513-558-5784 claudia.norman@uc.edu
Angela Braggs-Brown, HRPP Director 513-558-3005 broag@ucmail.uc.edu
Return to top
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