Step-by-Step Instructions for CITI Training

(used for students in research methods classes – to learn the process)

1. Go to www.citiprogram.org.

2. Under Create an Account, click Register.
3. In Step 1, choose the following dropdown:

a. for Participating Institutions, select Western CT State University and then go to Step 2.
In Step 2, type your First and Last Names where indicated and enter the email address you actually check 
     frequently. You don’t need to enter a second email address. Continue.
In Step 3, create a Username and Password and choose a Security Question and Type your Answer. Continue.
In Step 4, pick your demographics, if you want. Continue.
In Step 5, select No for CEU credits and select No for completing survey – unless you really want to. Continue.
In Step 6, provide:

a. give your westconn email address and “gender”
b. For your highest degree – High School for most of you. 

c. For Your role in research choose Student Researcher – Undergraduate
d. Skip address info; you don’t need to provide it.

e. For Office Phone, enter 000-000-0000

Click Continue to Step 7
4. On next (Select Curriculum) page – Step 7…

For Question 1 “Human Subjects Research”, choose Social & Behavioral Research Investigators (don’t pick the student option for our class!!)

For Question 3 “Good Clinical Practice” you can leave the box blank (skip it)

For Question 4 (RCR course), choose Social and Behavioral Responsible Conduct of Research Course

For Question 5 “HIPS”, you can leave boxes blank (skip it)

For Question 6 “Laboratory Animal Welfare”, leave all boxes blank (skip all)

Click Complete Registration. 
5. On the Learner Registration page that says your registration is complete, Click Finalize Registration. 
6. To take a training course, click on our university to access your Main Menu. Choose which course to take by clicking the link under the Course column. For example: You probably have 2 courses listed as available to take. For COM 392 and 390, you ONLY need to take the one that reads exactly “Social/Behavioral Research Course”. When you click on it, it should say verbatim: “Social/Behavioral Research Course – Basic Course” at the top in blue heading and it should have about 6 modules to complete.
7. First, click the blue link “Complete the Integrity Assurance Statement before beginning the course”. Assuming you agree, click accordingly and submit. Your first module for the course will now be linkable. Click it to get started. As you proceed, each module title will have a link to proceed to the next available module.

a. Click each to open the reading. There will also be videos and readings embedded as links in each module’s page text. Click each of those to read them separately – as they’re all part of the material. 

i. To access/complete each module, click Go to the next module at the bottom of the page. OR  

ii. If the module has a quiz, instead click Take the quiz for….

b. If you hold down the Ctrl (on PCs) or Command (on Macs) key while clicking the Quiz link, it will open the quiz for you in a separate window. This allows you to access the reading material in a separate tab from the quiz.
i. After completing/submitting a quiz, you will see your scores, along with the correct answers and a comment. Make sure to read the comments for each one. Then, click on “Take the next required module” to proceed. Otherwise, if you’re back at your main menu for the specific course, click Return to the module list for this course. to resume with the modules in order.

8. When completed with all modules in a course, you will be able to access the completion report on the Main Menu page. Or you can always choose the My Reports tab at the top to access your completed coursework. To print the completion certificate for this class (when completed), click VIEW in the Completion Report column (you don’t need to view completed modules). Print the completion report & bring to class for credit.
NOTE: If you’re only taking the CITI training for IRB study purposes (not for a WCSU course requirement), you don’t need to print out the certificate; we have a record of everyone who’s completed it on file in our office.

