CITI Training Instructions
CITI Ethics Training is required for all Principal Investigators and Faculty Advisors submitting a
proposal to APSU’s IRB. The training is all online and takes about two hours to complete. Before
training can begin, all first-time users must register with the program.

Begin by entering the URL into your browser: www.citiprogram.org. Click on “Register” in the
top right corner of the screen.

This will take you to a page where you can begin the registration process. There are seven steps
to registration.

Step 1: Select Your Organization Affiliation

Begin typing “Austin Peay State University” into the search bar, and a drop-down menu will
appear.

Select

Select “Austin Peay State University” from the drop-down menu, then click “Continue to Step 2”.
Step 2: Personal Information

Fill in the appropriate information, then click “Continue to Step 3”.

Step 3: Create Your Username and Password

Fill in the appropriate information. Make sure to choose a Security Question and Answer that
you will remember. When you are finished, click “Continue to Step 4”.

****PLEASE NOTE: The username you choose will NOT be case sensitive (i.e. “APSU” = “apsu”), but
your password WILL be case sensitive (i.e. “APSU” ≠ “apsu”).****

Step 4: Country of Residence

Begin typing your country of residence into the search bar, and a drop-down menu will appear.

Select

Select your country of residence from the drop-down menu, then click “Continue to Step 5”.
Step 5: CE Credits and Units, Survey Participation

Answer the questions according to your preference, then click “Continue to Step 6”.
Step 6: APSU Requested Information

Fill in the required information, and any other information you wish to provide. If you choose
not to select a language preference, English will be the automatic language. In the “Institutional email
address” box, please enter your APSU email account:

or, for students:
For the “Role in human subjects research” item, select “Principal Investigator” even if you are a
Faculty Advisor. DO NOT select any other role. “Principal Investigator” is the required role for APSU
IRB approval.

Select

**Select “Principal Investigator” ONLY**
If you do not have an office phone, enter a phone number where you can be reached easily during
business hours. For the “Which course do you plan to take?” item, select either “Basic Human Subjects –
Biomedical Basic Human Subjects – Biomedical Focus”, “Basic Human Subjects – Biomedical & Social
& Behavioral Focus”, or “Basic Human Subjects – Social & Behavioral Focus,” whichever is accurate.

Select One

Make sure that all your information is accurate, and when you are finished, click “Continue to
Step 7”.
Step 7: Select Curriculum
Read the information provided, then scroll down to the bottom of the first section.

Click “here” under the heading “CITI Course Enrollment Questions” to review more information.
This will open a new tab. When you have finished reading, close the tab or click “Close This Window to
Return” at the bottom of the page.

Once you are back on the registration page, scroll down to where the three questions near the end
of the page are visible.

For Question 1, select all that apply.

For Question 2, select your preference.

For Question 3, select all that apply and click “Complete Registration”.

You will be taken to a Welcome page. Click “Finalize registration”.

This will redirect you to your Main Menu.

Open the “Austin Peay State University Courses” tab.

Click on “Study Staff, Social/Behavioral Research”.
This will take you to the Study Staff, Social/Behavioral Research Course page. This page gives
you an overview of the required and elective course modules and provides you with the requirements for

passing the course. This page also shows you your progress in the course, so if you need to complete the
training in more than one sitting, you will know how far along you are and where to pick up.

To begin the training, click “Complete the Integrity Assurance Statement before beginning the
course” in the first section.

This will redirect you to the Assurance Statement page.

Click on “Terms of Service” in either of the two locations provided. This will open a new tab to
the CITI Terms of Service. Thoroughly read the Terms of Service, and when you are finished, close that
tab.

Select

Once you have read the Assurance Statement AND the Terms of Service, select “I AGREE to the
above and the other Terms of Service for accessing CITI Program materials.”

You will be redirected to the Study Staff, Social/Behavioral Research Course page, and the first
module will be open for you to complete.

Click on the module to begin the course. When you have thoroughly read the module and feel
that you are comfortable with the material, click “Take the quiz for SBE Refresher 1 – Defining Research
with Human Subjects”.

Answer all questions and click “Submit”.

You will be redirected to a feedback page where you can review the quiz questions and
explanations of the answers. At the bottom of this page, you have several options:

If you are not satisfied with your score, click “View this module again”. This will take you back
to the module page where you can review and retake the quiz.

****PLEASE NOTE: You may take any quiz any number of times before your Completion Report is
issued.****

If you would like to submit a comment or complaint about the quiz, click “Submit a comment
about this exam”.

If you are satisfied with your score, click “Take the next required module”.

Repeat this process with the rest of the modules. On the Belmont Report and CITI Course
Introduction module, make sure that you click on the “Belmont Report” link as it is required reading for
all CITI program participants.

It is a good idea to take advantage of all linked resources provided in the modules so that you
have a complete understanding of the IRB and its processes.

The last required module, titled SBE Refresher 1 – Instructions, does not have a quiz with it.
This page gives instructions on how to complete the Refresher course that is required every two years
after your initial completion of CITI Training. It is recommended that you save a copy of this page in an
easily accessible location so that you will know what to do in the future.
There are two options at the bottom of this page:

You must complete at least one elective module in order to obtain a completion report for this
course. When you have completed all the required modules and at least one elective module with an
average score of at least 80%, a Completion Report will automatically be sent to irb@apsu.edu, and a
message will appear at the bottom of your page.

Click “View Post-Course Completion Options”. You will be taken to the Post-Course
Completion Options page, where several options are available to you.

It is highly recommended that you download and/or print your Completion Report for your own
records. To do this, click “Completion Report”.

A new tab will open containing a .PDF file of your Completion Report. You may download
and/or print a copy of this report from this screen for your records.

****PLEASE NOTE: You do NOT need to send a copy of your Completion Report to the APSU IRB.
The CITI Program website automatically sends a copy of the report when you finish the course.
However, it is highly recommended that you keep a copy of the report for your records in case the APSU
IRB ever needs you to provide confirmation of your CITI Training Completion Report.****

If you wish, you may complete the Post-course evaluation survey, but this is not required by
APSU’s IRB. It can be found at your Main Menu after you complete the course.

****PLEASE NOTE: Your CITI Training Certificate will expire after two (2) years. If you are
conducting a study at the time, you will NOT BE ALLOWED TO CONTINUE until you have completed
the required Refresher course and obtained your renewed CITI Training Certificate. It is highly
recommended that you keep a record of the expiration date for your Certificate in order to avoid delays in
your studies. You do NOT have to wait until your first Certificate expires to renew it; 90 days prior to
your certificate’s expiration date, the Refresher course will automatically appear on your Main Menu.
You can find your Certificate’s expiration date on your completion report.****

