INSTRUCTIONS citiprogram.org

for Taking the CITI Human Subjects Protection BASIC Exams
(Please also take time to review the CITI Requirements in Research Navigator)

IMPORTANT:
e |f you already have a CITl account, please log in using your CITI
User Name and Password.
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New Human Subjects Research
(HSR) content

Updated content reflects the latest thinking on informed consent.
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CE certified courses

e IMPORTANT: If your PHS User Name is less than 4 characters,
please put a P after the 3 characters of your User Name.

e |fyoudid NOT use a PHS User Name as your CITI User Name,
please change/update your User Name to your PHS User Name.
You do not need to change your Password unless the system
prompts you to do so.
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© Add a Course

@& Remove a Course
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AFTER choosing the Biomedical Research...course the following page
will come up if you have an incomplete exam that you need to complete.

Biomedical Research Investigators and Key Personnel - Refresher Course

To pass this course you must: Your Current Score

s Complete all 14 required modules 1 OO%

s Achieve an average score of at least 80% on all quizzes associated with this
course's module requirements

You have unfinished required or elective modules remaining

——

Complete The Integrity Assurance Statement before beginning the course

Required Modules

Date Completed Score
Biomed Refresher 1 - Instructions (1D: 960) Incomplete 0/0 (0%)
Biomed Refresher 1 - History and Ethical Principles (ID: 975) Incomplete 0/0 (0%)

CLICK Complete The Integrity Assurance Statement...to complete any
unfinished exams or elective modules remaining. Click Submit.

Assurance Statement
CITI Program Terms of Service include the following provisions. Please read them carefully.

No Account Sharing: | will not share my username and password with anyone. | will contact the CITI Program Help Desk if | believe
my account has been compromised.

Do My Own Work: | will complete all required quizzes and any other assessments by myself, using only my own work.

No Quiz Sharing: | will not share CITI Program quiz questions or answers on any website, via email, photocopying, or any other
means.

No Cheating: | will not engage in any activities that would dishonestly improve my results, or improve or hurt the results of
other learners.

My Actions Are Logged: | understand that CITI Program keeps account activity logs, including computer IP addresses, time spent in
each content area. number of quiz attempts and scares. Allegations of inappropriate use will be investigated,
and the results reported to my institution.

Check the box to acgept, then click the Submit button:

| AGREE to the]above and the other Terms of Service for accessing CITI Program materials.




IF NOT CLICK Add a Course

+ Brigham and Women's Hospital Courses
~ Massachusetts General Hospital Courses

& Course & Status & Completion Record & Survey

Biomedical Research Investigators and Key Personnel Incomplete Mot Earned

— My Learner Tools for Massachusetts General Hospital
[~ © Add a Course

& Remove a Course

& View Previously Completed Coursework

@ Update Institution Profile

@ View Instructions page

& Remove Affiliation

Select as shown below and CLICK Next.

Select Curriculum - Massachusetts General Hospital (347)

* indicates a required field.

* Select below according to your role or research activities.
Choose all that apply

L will you be working with animals (IACUC courses)?

= R
L ¥ Will you be working with humans (IRB courses)?
T —

! Responsible Cenduct of Research

! Clinical Trial Billings

m Start Over




Choose Biomedical Research and click on Next.
IMPORTANT: If you need to take a Refresher Course, Click on | have
previously completed the Basic Course and need to take a Refresher
Course. Instructions/views are shown below separately.

IRB HUMAN SUBJECTS PROTECTION EDUCATION REQUIREMENT

All Partners investigators and study staff must complete a CITI Human Subjects Protection education training course every 3 years. To begin you
must complete one of the two CITI BASIC courses offered, preferably the Biomedical BASIC course. Once completed, your education requirement w
be fulfilled for 3 years. After 3 years, you must take a refresher/continuing education course.

If you need to complete the Laboratory Animal Welfare course, skip to that section. If you need to complete the RCR requirement to fulfill the NIH &
NSF requirement, skip to that section, or if you have been told by someone other than the IRB to complete the GCP course, skip to that section.

For questions about Partners IRB education requirements, contact the PHS CITI Administrator at citiprogram@partners.org.

BASIC COURSE

If you have not previously taken the BASIC course, select the course most appropriate to your research activities, otherwise skip to the
Refresher/Continuing education section.
Choose one answer

®* Biomedical Research

Social and Behavioral

| have previously completed the Basic Course and need to take a Refresher Course.

Click on Good Clinical Practice Course if you want to take this
exam...and then click Next. Following instructions and take the exam.

Select Curriculum - Massachusetts General Hospital (347)

* indicates a reguired field.

Good Clinical Practice

C"IC-JSF_‘ oneg answer
* Good Clinical Practice Course

Mot Applicable

Start Over




CLICK CITI Good Clinical Practice Course and take the exam.

o Your request has been successfully submitted.

» Brigham and Women's Hospital Courses

= Massachusetts General Hospital Courses

& Course & Status & Completion Record & Survey

Biomedical Research Investigators and Key Personnel Mot Started Mot Earned

CITl Good Clinical Practice Course Mot Started Mot Earned

|— My Learner Tools for Massachusetts General Hospital

o Your request has been successfully submitted.

* Massachusetts General Hospital Courses

W Course W Status W Completion Record

Mot Started Mot Earned

— My Learner Tools for Massachusetts General Hospital

% Add a Course

¥ Remowve a Course

% View Previously Completed Coursework
& Update Institution Profile

& View Instructions page

¥ Remowve Affiliation

¢ Click here to affiliate with another institution

» Affiliate as an Independent Learner




ALWAYS Complete The Integrity Assurance Statement...

Biomedical Research Investigators and Key Personnel - Refresher Course

To pass this course you must: Your Current Score

* Complete all 14 required modules 0 %
* Achieve an average score of at least 80% on all quizzes associated with this
course's module requirements

You have unfinished required or elective modules remaining

Complete The Integrity Assurance Statement before beginning the course

Required Modules

Date Completed Score
An Cwerview of Clinical Trialz Billing {ID: 15321) Incomplete 040 {03a)
An Overview of Clinical Trial= Billing Il {ID: 15322) Incomplete 040 {038)
Biomed Refresher 1 - Instructions (ID: 960) Incomplete 040 {03a)
Biomed Refresher 1 - History and Ethical Principles [ID: 975) Incomplete 040 {0%a)
Biomed Refresher 1 - Regulations and Process (1D: 581) Incomplete 040 {03a)
Biomed Refrezher 1 - Informed Consent {ID: 920) Incomplete 040 {0%a)

Binmed Befrecher 1 - SER Methadnlneie= in Binmediral Besearch (10 9571 Inrompleta 040 I




REFRESHER COURSES/EXAMS

e Click on Biomedical Research Refresher 101
(if you have taken the BASIC exam)
e Click on Biomedical Research Refresher 200
(if you have taken the Refresher 101 exam)
e Click on Biomedical Research Refresher 201
(if you have taken the Refresher 200 exam)

REFRESHER/CONTINUING EDUCATION COURSES

If you hawve previously completed the BASIC course and need to take a refresher course, select
activities. For Biomedical research first time refresher users, begin with Refresher 101,

IMPORTANT:If you take a refresher course and have not completed the CITI BASIC course, the
human subject protection education requirement and you will be asked to completed the CITI
previously completed, contact the PHS CITI Administrator at citiprogrami@partners.org.
Choose one answer

® Biomedical Research Refresher 101

O Biomedical Research Refresher 200

) Biomedical Research Refresher 201

(0 Social and Behavioral Refresher

Start Over

SOCIAL AND BEHAVIORAL
If you’ve taken the Social & Behavioral exams and need a Refresher choose Social
and Behavioral Refresher. Please be sure you’ve already completed the Social and
Behavioral BASIC exam. Instructions for the S&B Basic exam are the same as the
Biomedical exams—CHOOSE AT STEP 7 (follow instructions/they’re basically the
same.




IF NOT TAKING THE GCP

Click on Not Applicable and click on NEXT.

Select Curriculum - Massachusetts General Hospital (34

* indicates a required field.

Good Clinical Practice

Choose one answer

' Good Clinical Practice Course

® Not Applicable

Start Over

Choose the Biomedical Research Investigators...check on and

complete the
_o Your request has been successfully submitted.

» Brigham and Women's Hospital Courses

~ Massachusetts General Hospital Courses

& Course & Status & Completion Record @ Su

{__Biomedical Research Investigators and Key Personnel Not Started Not Earned
Not Started Mot Earned

CITI Good Clinical Practice Course

My Learner Tools for Massachusetts General Hospital
’7 @ Add a Course

Click on Complete The Integrity Assurance Statement before beginning the course



https://www.citiprogram.org/members/index.cfm?pageID=121&intStageID=39605

CITI Good Clinical Practice Course - Basic Course

To pass this course you must:

» Complete all 14 required modules
+ Achieve an average score of at least 80% on all quizzes associated with this
course's module requirements

You have unfinished required or elective modules remaining

‘Complete The Integrity Assurance Statement before beginning the course

Click on the first module and take/complete the exam.

END or INsTRUCTIONS FOR THOSE THAT cHose LOG IN




NEW / REGISTERING FOR THE FIRST TIME

If you do not have a CITl account, please follow the instructions below
to REGISTER (Create) an Account.

GO to https:/Iwww.citiprogram.org

+1 888.529.5929 English~
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https://www.citiprogram.org/

SELECT an institution— Massachusetts General Hospital or Brigham
and Women'’s Hospital

NEVER-/-DO NOT clickiChoose Independent Learner

Registration!

Click Continue to Step 2

CITI - Learner Registration

steps: ] 2 3 4 5 6 7

You must make a selection below.

Select Your Organization Affiliation

Search for organization: Enter full or partial name &

Massachusetts General Hospital

Can't find your institution? It may use Single Sign On. Check here.
To find your organization, enter its name in the box above, then pick from the list of choices provided. If the selection is
correct, click the "Continue to Step 2" button immediately below. To clear your selection and try again, click the "Search

Again" button.

| AGREE to the Terms of Service for accessing CITI Program materials.

Continue To Step 2

MasterCard or Visa is required. THecks aré’not accepted.




ENTER PERSONAL INFORMATION

Enter your Name and Email address.
Click Continue to Step 3

CITI - Learner Registration - Massachusetts General Hospital

steps: 1 [f} 3 4 5 6 7

Personal Information
* indicates a required field.

* First Mame * Last Name

* Email Address *Verify email address

We urge you to provide a second email address, if you have one, in case messages are blg

access the first one. If you forget your username or password, you can recover that inforn
address.

Secondary email address Verify secondary email address

Continue To Step 3




CREATE USERNAME AND PASSWORD—Use your PHS User Name

Create a Password and Answer the Security Question/Answer
Click Continue to Step 4

CITl - Learner Registration - Massachuse

tts General Hospital

sieps: 1 2[4 5 6 7

Create your Username and Password
* indicates a reguired field.

Your username should consist of 4 to 50 characters. Your username is Not Case sensif
"a12b34cd”. Once created, your username will be part of the completion repaort.

* User Mame

EMTER PHS USER MAME

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

"a12b34cd".
* Password *=\erify Password
EEEEREEEEEE EEEFEEEREEN

Flease choose a security question and provide an answer that you will remember. NG
information, you will have to provide this answer to the security question in order

* Security Question

What's your pet's name?

M

* Security Answer

Cat

Continue To Step 4




COMPLETE ALL OF CITI LEARNER REGISTRATION SCREENS
(Click Continue to Step 5; Complete and Click Continue to Step 6)

CITI - Learner Registration - Massachusetts General Hospital

Seeps: 1 2 356 7

* indicates a required field.

* Country of Residence

Search for country: Enter full or partial name (e.g., "United States™) OR your country
abbreviation (e.g., "US", "USA"), then pick from the list of choices provided.

Continue To 5tep 5




IMPORTANT: CEU credits are not given for CITI Exams.

Please check NO on the next screens where this is asked.
Click Continue to Step 6.

CIT - Learner Registradion - Massachuset= General Hospital

Sep: 1 2 3 46 7

* indicates a requined ficld.

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

CIm is pleased vo allfer O credits and unils for purchase 1o learmers qualifying for CC eligibility while concurrently reeting
el INSLIuLoNS Wraining requirements.

(L creditsunits lar plysicians, piychologsls, nurses, sooal warkers and aller professsons allowed Lo we AMA PRA
Categary 1 credils lor re-cerlilication are available 'or marny CIT courses - wilh thal availability indicaled on course and
midule listings. Please register your interest for CE credits below by chacking the "YLE" ar "NO" dots, and, when
applicable, ypes of oredils you wish 1o earn al botam of page. Please read lexs entered for each option carefully.

Yeas

AL the sLart of youwr courss, wou will be prormpied Lo cick on a "CE Information” page link located at the wop of your
grade book and ta VIDW and ACKNOWLIDGE acoredilation and credil designalion stalements, learming objeclives,
laculty disclosures, Lypes, nuimber and oasts ol credils available for your course.

Oves

Mo

Thie CL Tundtionality will nol be activated far your cowse. Credits and unils will therelore not be available 1o yau lar
purdhase alter you Stan your owrse. Youw can change your preference 1o "YL5" before Such lirme however by clicking
on the "CE Cradit Status” tab locaved at the top of your grad book page.

Mo

If you picked "YES", please check below the one type of credit you wiould like to earn

O MO, DO, PAs - AWA PRA Categary 1 Credits TH

O paychologists - APA Credits

© Murses - ANCC CNE

© Other Parlicipants - Certilicates af Panicipation

D Social Workers - Flerida Board of Clinical Soial Wark, Marriage & Farmily Therapy and Mental Health Counseling

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

0 Vet
o Mo
O Mot sure. Ask me later

Continue Te Step &




CONTINUE with CITI Learner Registration (Step 6) below...After completing
the ENTIRE Step 6 [*boxes must be completed] CLICK Continue to Step 7

—

CITI - Learner Registration - Massachusens General Hospital

steps: 1 2 3 4 5] 7

Please provide the following information requested by Massachusells General Haspital

* e lics i niguired Badd
= Partners IDAUSErnams

ZXBEE

Language Freferonce

English [}

= Instibutionad Emaill Address

ZXEPPARTMNERS ORG

= Gender

Female [}

® Highes: Degres
B, 85 ar BN

& Primuairy Partners Instibution

hAE [=}

H Other, Flease Enter Wouwr Irstioution
* Department
GEMERAL MEDICINE

= What Is ¥owur Rale In Rescarch?

Riesearch Administrator

Apciress Feld 1

Aporess Aeld 2

Apciress Feld 3

Chty

DpPostal Cosde

Counry

= Office Fione

BST2HI00M

Hame Phane

Comtinue To Step T




AT CITI Learner Registration Step 7

Click on Will you be working with humans (IRB courses)?
Click NEXT

CITI - Learner Registration

Sepss 1 2 3 4 5 6]

* indicates a required field.

* Select below according to your role or research activities.
Choose all that apply

Cwill you be working with animals (IACUC courses)?
B4 Will you be working with humans (IRE courses)?
[ Responsible Conduct of Research

O clinical Trial Billings

Taking exam for the first time?—Reference: CITI Requirements)




CHOOSE Biomedical Research (as shown below) Click NEXT

CITl - Learner Registration

Sieps: 1 2 3 4 5 6 g

* indicates a reguired field.

IRE HUMAN SUBJECTS PROTECTION EDUCATION REQUIREMEMNT

All Partners investigators and study staff must complete a CITI Human Subjects Protection
education training course every 3 years. To begin you must complete one of the two CITI BASIC
courses offered, preferably the Biomedical BASIC course. Once completed, your education

requirement will be fulfilled for 3 years. After 5 years, you must take a refresher/continuing
education course.

If you need to complete the Laboratory Animal Weilfare course, skip to that section. If you need
to complete the RCR requirement to fulfill the MIH & N5F requirement, skip to that section, or if

you have been told by someone other than the IRB to complete the GCP course, skip to that
section.

For gquestions about Partners IRE education requirements, contact the PHS CITI Administrator
at citiprogram@partners.org.

BASIC COURSE

If you have not previousky taken the BASIC course, select the course most appropriate to your
research activities, otherwise skip to the Refresher/Continuing education section.

Choose one answer
@ Diomedical Research
O Social and Dehaviaral

O | have previously completed the Basic Couwrse and need 1o Lake a Refresher Courss.




IF YOU CHOOSE OR ARE REQUESTED TO TAKE THE Good Clinical Practice
Course Click on it. (can be required by an Industry Sponsor and/or “NIH or Other”—
Reference: CITlI Requirements or Research Navigator)

Click NEXT

CITI - Learner Registration

seps 1 2 3 4 5 6 [

* indicates a reguired field.

Goed Clinical Practice

Choose one answer
@ Good Clinical Practice Course

O Nae Applicable

OR

CHOOSE Not Applicable—(Reference: CITI Requirements)
CLICK NEXT

CITI - Learner Registration

Sieps: 1 2 3 4 5 6 g

* indicates a reguired field.

Good Clinical Practice

Choose ong answer
O Good Clinical Practice Course

@ Mot Applicable

CLICK Finalize Registration

CITI - Learner Registration

Welcome Lo the CITI Program. Your registration with Massachuseuts General Hospital is complete,

( Finalize Registration
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L - - . - .. Search Knowledge Has
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=x 'ROGRAM
Main Menu | My Profiles | My CEUs | My Reporis | Support

O Your registration has been completed successfully.

r Massachusetts General Hodpital Courses

+ Click here to affiliate with another institution

Click here o affiliate with another institution

+ Affiliate a2 an Independent Learner

AS SHOWN BELOW THE Biomedical Research Investigators and Key Personnel
Course appears and you can start to take the course by CLICKING on it.
If you have chosen another course that course will appear.

ol ]
- ' » " i s Tal o ak Search K ledge Bas
an (_J Collaborative Institutional Training Initiative S -

= "ROGRAM
Main Menu | My Profiles | My CEUs | My Reports | Support

Man Menu

0 Your registration has been completed successfully.

* Massachusetts General Hospital Courses
SHESEIEN i i Survey

& EnursE__-.____._,.,.-F""_
i Biormedical Research Imvestigators and Key Personnel Mt Started Mat Carmed
I T My Learner To 15 General Hospita ——

& Add a Course
& Remove a Course

& View Previously Completed Coursework

& Update Institution Profile

& View Instructions page

& Remove Affiliation

v Click here to affiliate with another institution

» Affiliate as an Independent Learner



BELOW IS THE NEXT SCREEN AFTER YOU CLICK ON THE COURSE

IMPORTANT: CLICK Complete The Integrity Assurance Statement...

rF ] TRr RN
- : . . A Tald st Search Knowledge Bas
== [_41 l l Collaborative Institutional Training Initiative s

=n "ROGRAM
Main Menu | My Profiles | My CEUs | My Reports | Support

Man Menw » Cowrse Biomedical Research Investigators and Key Persannel

Biomedical Research Investigators and Key Personnel - Basic Course

To pass this course you must: Your Current Score

= Complete all 15 reguired modules 0 %
= Achieve an average score of at least B0% on all quizzes associated with this

course’s module requirements

You have unfinished required or electve modules remaining

Complete The Integrity Assurance Statement

Required Modules

Date Completed Scare
An Overview ol Clinical Trials Billing (ID: 15321} Incomglete oD O%a)
An Overview af Clinical Trials Billing Il {ID: 15323) Incomglete oD O%6)
Populations in Research Requiring Additional Considerations andfor Pratections (ID: 16680 Incomglete oD O%a)
Belmont Repart and CITl Course Intraduction (I0: 1127 Incomglete oD O%6)

LL =1 raj biscre O be (IF AFIEY L Lo LR gy




CHOOSE | Agree...(Click Submit)

Fr
I . - . il o = Search K
= CI I I Collaborative Institutional Training Initiative o

= 'ROGRAM
Main Menu | My Profiles | My CEUs | My Reporis | Support

Main Menu = Assurance Stabtement

Assurance Statement

O RO

CITI Pragrarm Terms of Sarvice include the lollowing provisions. Please read therm caralully.

Mo Aceount Sharing: 1wl nol share riy usarame and passwand with anyone. will contact the CITI Prograrm Help Desk il | beliawve
fry account has been cornpromised.

Do My Own 'Waork: | will complete all required quicees and any other assessments by mySell, using andy ry awn work.
Mo Quiz Sharing: | will noL share CITI Pragram gquiz questions or answers on any websile, via email, pholocopying, or any olher
MEans.
No Cheating:  |will nol engage in any activities thal would dishanestly improve riy resulls, or mpoove or hort the results of

alher learmers,

My Actions Are Logged: | understand that CITI Pragram keeps account activity bogs, indueding compules IP addresies, lime spent i
each conlent area, mumber of quic auempls and scores. Allegations of inappropriale use will be investigated,
and the resulls reported womy institutian.

Check the bax to accepl, then click the Submit button:

H 1| AGREE 1o the abowe and the other Terms of Service for accessing CITI Prograrm rmaterials.

CLICK An Overview of Clinical Trials Billing...
(Continue following the instructions at the bottom of each Exam page).
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=8 PROGHRAM
Main Menu | My Profiles | My CEUs | My Reports | Support

Main Menw » Cowse Biomedical Research Investigators and Key Persannel

Biomedical Research Investigators and Key Personnel - Basic Course

To pass this course you must: Your Current Score

= Complete all 15 required modules 0 %
= Achieve an average score of at least B0% on all quizzes associated with this

course's module requirements

You have unfinished required or elective modules remaining

Required Modules

Date Completed Scare
C #an Overview of Clinical Trials Billimg {1D: 15321] Incomplets DD [O%e)
A Overview af Clinical Trials Billing 1l {ID: 15322} Incomgplete DD {05
Populations in Research Requiring Additional Considerations andfar Pratections (1D: 16680 Incomplets DD [O%e)
Belrmant Repart amd CITI Course Intraduction (ID: 1127) Incomplete D' 0%
Histary and Cihics af Human Subjects Research (ID: 42E) Incomplets DD [O%e)

Basic Instilutional Review Board (IRE) Regulations and Review Pracess (1D: 2) Incomplete D' 0%




