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User Manual 

 

The Office of Research Integrity is pleased to provide Ball State researchers with this 

manual to assist them in completing their necessary training with the Collaborative 

Institutional Training Initiative Program, or CITI Program. CITI Program training is 

REQUIRED before any researcher at Ball State University can begin conducting research 

or submit a protocol to the Institutional Review Board (IRB), Institutional Animal Care and 

Use Committee (IACUC), or Radiation Safety Committee (RSC). Within this document, you 

will find step-by-step instructions and assistance with first-time registration and assistance in 

selecting the appropriate modules to complete by research type, funding type, and 3-year 

continuing training. The CITI Program user manual will provide added insight and direction 

for not only first time users, but also experienced researcher. If you encounter any 

problems, or have questions regarding the CITI program training, please contact the Office 

of Research Integrity. 

 

The CITI Program website is periodically updated, so some course names may not match. 

If you encounter this issue, please let our office know so we can better assist researchers at 

Ball State. 

Contact: 

Office of Research Integrity 
West Quad Room 200 

(765) 285-5052 
orihelp@bsu.edu 

 

Contents 

Registration…………………………………………………………………………….. 3 

Accessing Your Completion Certificate ………………………………………………. 13 

 
 

 

mailto:orihelp@bsu.edu
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 Registration 

 

 Navigate to www.citiprogram.org 

 Click “Register” in the top right-hand corner. 
 

 

 

 There are seven registration steps.  Select Ball State University as the "Participating 

Institutions."  Your username does not have to match your Ball State username and 

password.  If you are earning CME/CEU credits by taking CITI Training be sure to check yes 

on Step 6  

http://www.citiprogram.org/
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 You will be taken to the page below. For Step 1, begin typing “Ball State” in the box under 
“Search for organization” and choose “Ball State University” when it appears in the drop 
down box. Then agree to the terms of service & privacy policy and affirm that you are affiliated 
with Ball State. Click “Continue to Create Your CITI Program Username/Password” 
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 For step 2, enter your first name, last name, and e-mail address. The e-mail you enter 

should match the one you put on your IRBNet Application Form. Then click 

“Continue to Step 3.” 
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 For step 3, enter your desired username and password where indicated. Then select a 

security question and enter an appropriate answer. Then click “Continue to Step 4.” 
 

 For Step 4, enter your country of residence. Begin typing it in the box and pick the 

country from the drop down menu. Then click “Continue to Step 5.” 
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 For Step 5, answer the following questions about if you are interested in receiving 

Continuing Education Units or taking a survey in the future. Then click “Continue to 

Step 6.” 
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 For Step 6 fill out the questions marked with a red * indicating your institutional e-mail 

address, your department affiliation, and your role in research. Chose the option that best 

fits your general role in the research you are conducting. When you are finished click 

“Continue to Step 7.” 
 

 
 

 

 In Step 7 you will choose the curriculum that applies to your research. Outlined on the next few 
pages are the questions you need answer if you are conducting Human Subjects Research or 
Animal Research. 
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o Human Research (IRB):  
Only Questions 1, 5, and 6 are required if you are doing Human Subjects Research. If you 

are not using hazardous materials, mark “not at this time” on question 5. You will be able to 

change your answers to these questions as your research training needs change. 
 

o Animal Research (IACUC) 
 

If you are doing research with animals you must answer questions 1, 2, 5, and 6. If you are 

not using hazardous materials, mark “not at this time” on question 5. You will be able to 

change your answers to these questions as your research training needs change. For 

question 2, please indicate what your role will be and what species you are working with.  
 

o Federally Funded Projects 

If your research is federally funded or a funder requires Responsible Conduct of 

Research (RCR) training, answer question 3. Select “Social and Behavioral Responsible 

Conduct of Research Course”. 
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 Once you have answered the applicable questions, click “Complete Registration.” 

 

 

 Click “Finalize Registration” and then click “Ball State University Courses.” 

 

 

 

 The courses required for your research will appear. Click on the name of each course, 

reading through it and taking the survey. You must average 80% to earn your 

completion certificate. 
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Accessing Your Completion Certificate 

 

1. Go to www.citiprogram.org 

 

2. Enter your username and password and click “Log In.” 
 
 
 
 

 

 

 

http://www.citiprogram.org/
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3. Click “View Courses”. 
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4. This will bring you to a page that lists you active courses, courses ready to begin, and 
completed courses. Locate the Module you were required to take and click “View – Print – 
Share Record”     
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5. Click “View/Print” under the “Completion Certificate” section to print your certificate 

from that screen or save it as a PDF if you are going to upload it to IRBNet. 

 

 

 

 

 

 

6. Log on to IRBNet.org and upload your CITI documentation as “Training/Certification”.  

For more information on how to do this, please access our IRBNet User Manual. 

 


