Instructions for Faculty Researchers Applying for Federal Grants:

Taking the Required

CITI Financial Conflict of Interest (FCOI/COI) Training Course

Step 1: Go to http://www.CITIprogram.org
(click here if you are having problems with your browser in CITI)

** If you are a new user, continue to Step 2.

** If you already have a CITI account, Log in and skip to Step 6 (page 7 of this document):

géCI'Tl

¥ PROGRAM

Subscriptions ~ Courses ~ Resources Support q ‘

+1 888.529.5929 English~

/P\

Register

Research Ethics and Compliance Training

Bioethics @

Research Study @

Essentials of Disaster
Gain a contemporary Design Statistical Planning for the
biostcs roneapte prmeies, and Discover how to improve study Analysis Research
isues. ’ ' design, collect and analyze data, Learn about or brush up on Enterprlse

and promote reproeducible
research.

View Course

statistical analysis.

Enhance your understanding of
disaster planning and busine
continuity in research.

View Courses View Course

Step 2: Click on Register

Step 3: Start the Registration

CITI - Learner Registration

seeps: [l 2 2 4 5 6 7

e Enter Dickinson College
e Agree to the Terms of Service
. Select Your Organization Affiliation

Affirm you are an affiliate of

Dickinson This option is for persons affiliated with a CIT| Program subscriber organization.
° Clle on COHtll’lue To find your organization, enter its name in the box below, then pick from the list of choices provided. &

Dickinson College

e ! Do NOT complete the

“Independent Learner
Registration” !!!

Dickinson College only allows the use of a CITI Program username/password for access. You will create this username
and passwoerd in step 2 of registration.

¥ | AGREE to the Terms of Service and Privacy Policy for accessing CITl Program rials.

# | affirm that | am an affiliate of Dickinson College.

Continue To Create Your CITI Program Username/Password

or

Independent Learner Registration

Use this option if you are paying for your courses, Thig option is foy

organization, or who require content that their organizat

ersons not affiliated with a CIT| Program subscriber
dga€ not provide. Fees apply. Credit card payment with
American Express, Discover, MasterCard or Visa is requirga?” (Ohwecks are not accepted.

| AGREE to the Terms of Service and Privac licy for accessing Cl ogram materials.




Instructions for Faculty Researchers Applying for Federal Grants:
Taking the Required
CITI Financial Conflict of Interest (FCOI/COI) Training Course

Email Address. Provide your email address as directed. Use your Dickinson email address ONLY! If you
don’t, your CITI completion certification will not be uploaded automatically to Mentor!!

CITI - Learner Registration - Dickinson College

Steps: 1 4 3 4 5 6 7

Personal Information
* indicates a required field.

* First Name * Last Name

* Email Address * Verify email address

‘ | Use your Dickinson email address!

We urge you to provide a second email address, if you have one, in case messages are blocked or you lose the ability to

access the first one. If you forget your username or password, you can recover that information using either email
address.

Secondary email address Verify secondary email address

Continue To Step 3

Create your Username and Password

*indicates a required fisld.
Your username should consist of 4 to 50 characters. Your username is not case sensitive; "A12B34CD" is the same as

"a12b34cd". Once created, your username will be part of the completion report.

* User Name

‘Your password should consist of 8 to 50 characters, Your password |5 case sensitive; "A12B34CD" is not the same as
“a12b34cd”.

* Password * Verify Password

Please choose a security question 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.

O

* Security Question

* Security Answer

Continue To Step 4
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Enter country of residence:
(USA for all, regardless of your passport country of origin)

CITI - Learner Registration - Dickinson College

steps: 1 2 35 6 7
* indicates a required field.
* Country of Residence

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

‘ usa|

Continue To St

* Are you interested in the option of receiving Continuing Education Unit {CEU) credit fer completed CITI
Program courses?

ed to offer CE credits and units for purchase to learners qualifying for CE eligibility while concurrenthy mesting
tions training reguirements.

CE credits/units for physicians, psychologists, nurses, social workers and other professions allowsd to use AMA PRA
Caregory 1 credits for re-certification are available for mamy CITl courses - with that availability indicated on cowrse and
maodule listings. Please register your interest for CE credits below by checking the ™YES™ or "MO" dots. and. when
applicable, types of credits wou wish to eam at bottomn of page. Please read texts entered for each option carefully.

Yes

At the start of your course,
gra

you will be prompted to dlick on a "CE Information” page link located at the top of your
book and to VIEW and ACKMNOWLEDGE accreditation and credit designation statements, learning objectives,
ty disclozures, types, number and costs of credits available for your course.

D Yas

No

The CE functionality will not be activated for your course. Credits and units will therefore not be available to you for
purchase after you start your course. You can change your preference to "YES” before such time however by dicking
on the "CE Credit Stanss" tab located at the top of your grade book page.

® No

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

- MD=, DOz, PAs - AMA PRA Category 1 Credits TM
' Peychologists - APA Credits

- Nurses - ANCC CNE

- Other Participants - Certificates of Participation

- Social Workers - Florida Beard of Clinical Sodal Work, Marrizge & Family Therapy and Mental Health Counseling

* Can CITI Program contact you at 3 later date regarding participation in research surveys? &

@ Yes
® No

< Mot sure. Azk me |ater

* Can CITI Program contact you at a later date with marketing information? &

2 Yz
® No

Continue To Step &




Step 4.

Instructions for Faculty Researchers Applying for Federal Grants:

Taking the Required

CITI Financial Conflict of Interest (FCOI/COI) Training Course

Enter your Dickinson
email address.

Enter your Dickinson
Banner ID number
(it’s on the face of

your college ID card).

Enter the name of the
department for which
you are taking the
course, e.g. Biology,
Psychology, etc.

Skip the rest of the
detail — it’s not needed.

Please provide the following information requested by Dickinson College

Language Preference

-

* Institutional Email Address

Gender
Highest Degree

BAMNMER ID Mumber
* Department

* Role In Research

Student Researcher - Undergra dua‘g

Address Field 1
Address Fiald 2

Address Field 3

State
Zip/Postal Code
Country

Phone
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Step 5: Select the “Conflict of Interest” curriculum:

Select Curriculum

Dickinson College

Question 1

To enable the software to present the appropriate course work for your needs,
you will be asked a series of questions. Please read the questions carefully and
provide the most appropriate answer.

Do you conduct research in any of the following settings?

This question is required. Choose all that apply.

S, 1 C rch with li
derived from human beings (IRB).

d/want to take the co

es, | need/want to take the course on Conflict of Interest.

TT—¥estaeadiwant to take the course on Bi
1 e on Institutional/Si
eed/ e the Revised Co
0 take ni

Select Stage: Select Stage 1 if you have not completed any FCOI training in CITI

Your a

ers to the previous questions have placed you in Conflict of Interest Group, Stage 1. Stage 1. Your previously completed coursework in
this

up places you in Stage 1. Stage 1. Please choose your proper placement for Conflict of Interest Group:
@ Stage 1. Stage 1
) Stage 1. Stage 1

=n
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CITI - Learner Registration

Welcome to the CITI Program. four registration with Dickinson College is complete.

Finalize Registration /

0 Your registration has been completed successfully.

Institutional Courses

Institutional Courses are available to learners who have an affiliation with one or
more subscribing institutions. If an institution with which you are affiliated is not

listed, you may want to add an affiliation. If you are no longer associated with a

listed institution, you may want to remove an affiliation. \/

Would you like to affiliate with another Institution? Add An Aitiliation

Dickinson College

Independent Learner

Register as an independent learner to purchase course content. Before you purchase
a course, please make sure you do not already have access to that course through an
Institutional affiliation. Please note that refunds are not available for courses

purchased as an Independent Learner.

Register 25 an Independent Learner
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Step 6: Carefully look over this page! This page will appear the next time and every time you log in to CITIL.

Note that it includes FOUR Sections |[bracketed below in blue]
e Each section will expand and list courses as you take and complete them, and as you add new courses.

e The Learner Tools for Dickinson College will:
o Allow you to add NEW courses — in which case you will be bounced back to Step 5 to select
your curriculum and courses
o It will ALWAYS be at the bottom of this four-section page!

o Your request has been successfully submitted.

Show Courses for: | Dickinson College - Institution List

Dickinson College

i f‘u?tive Courses I Learner Tools
l Courses Ready to Begia Learner Tools

Dickinson College

Conflict of Interest

Stage 1
0/ 4 madules completed -
Start Now
&;onlpleted Courses J Learner Tools

\ Learner Tools for Dickinson College '

* Add a Course
» Remove a Course

s View Previously Completed Coursework

+ Update Institution Profile

* View Instructions Page

* Remove Affiliation
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Step 7: Select the course you wish to take

Elourses Ready to Begia Learner Tools

Dickinson College

Conflict of Interest
Stage 1

0/ 4 modules completed
Start Now

Step 8: Sign an Assurance

Before you are allowed to view the course materials, you will be required to electronically sign an
assurance of learner integrity.

Take this seriously. Dickinson’s Compliance Administrator can check your progress, how many times
you have retaken a test, etc., at any time. If you violate the terms of the Integrity Statement, you may be
subject to an academic standards violation investigation.

Social & Behavioral Research Students

Dickinson College

INSTRUCTIONS PROGRESS SCORE

Complete all 3 required modules

Achieve an average score of at least 80%

on all quizzes associated with this 073

course’s module requirements i
complete

You have unfinished required or elective phodules remaining.

Complete the Integrity Assurance Statement before beginning the course.
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Assurance Statement

Glen Peterman:

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

Mo 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.

Mo Quiz Sharing: | will not share CITI Program quiz questions or answers on any website, via email, photocopying, or any other
means.

Mo 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 scores. Allegations of inappropriate use will be investigated,
and the results reported to my institution.

Check the box to accept, then click the Submit button:
EE to the above and the other Terms of Service for accessing CITI Program materials.

| submit |

Step 9: Take the course!

¢ You can stop and continue your training at any time. Just use your name and password to login again to
http://www.CITIprogram.org

After successfully completing the course modules:
e You may print your completion report as a PDF and save for your own records.

e [fyou entered your Dickinson email correctly AND entered your Banner ID correctly, your CITI
certification(s) will automatically upload to the Mentor protocol submission system (for IRB, IACUC
and IBC) AND will be sent to the CITI System Administrator in Sponsored Projects at Dickinson.

e If you need to take another CITI course - go back to Step 6.



