Instructions for Accessing Fred Hutch’s CITI Courses
Please choose the instructions that apply to you:
A. You are a new CITI user
B. You are an existing CITI user


[bookmark: _New_User_–]New User – CITI – Learner Registration
Step 1: 
a) Go to the CITI Learner Registration page.
b) Search for Fred Hutch in the Select Your Organization Affiliation list and select "Fred Hutchinson Cancer Center". This will ensure the Fred Hutch IRO receives your training records.
c) Review the Terms of Service and check “I agree”.
d) Check “I affirm that I am an affiliate”.
e) Click the “Continue” button. (Do not register as an independent learner.)
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Step 2: 
a) Enter your full name and email address. Providing a secondary email address is optional.
b) Click “Continue to Step 3.”
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Step 3: 
a) Create your Username and Password
b) Choose a security question and type in a security answer.
c) Click “Continue to Step 4”.
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Step 4: 
a) Select your country of residence.
b) Click “Continue to Step 5”.
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Step 5: 
a) If you would like to receive other professional Continuing Education Unit (CEU) credit for completed courses, select Yes and choose the type of credit you want to receive. By selecting CEU, you will need to pay for the course credit. Paying for CEU is not required to receive training credit from Fred Hutch.
b) If you do not need CEU credit, select No.
c) Indicate your preference for CITI to contact you for participation in research surveys.
d) Click “Continue to Step 6”.
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Step 6: 
a) Provide your Fred Hutch information so that we can identify your training records. Enter your Fred Hutch employee number in both “Employee Number” and “FHCRC ID Number”. If you do not have a Fred Hutch employee number (such as network investigators), please enter 99999.
b) Click “Continue to Step 7”.
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Step 7: Course selection. 
a) Question 1: select the option(s) that apply to you. If you plan on taking a refresher course, IRO staff may contact you for documentation of your Basic course completion
b) Question 2: select the option(s) that apply to you. If you plan on taking a refresher course, IRO staff may contact you for documentation of your Basic course completion
c) Answer Questions 3 – 10, if appropriate.
d) Click “Submit”.
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Description automatically generated]
[image: A questionnaire with text and images

Description automatically generated with medium confidence]
Step 8: 
When you have completed the survey, you will have completed your registration. Your courses will be available on the Main Menu.
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[bookmark: _Adding_a_course]Adding a course for Existing users
Step 1: Log into CITI with your Username and Password.
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[bookmark: _Hlk151552217]Step 2: Affiliate with Fred Hutchinson Cancer Center to ensure that Fred Hutch IRO receives your training records. If you choose to take a CITI course under another institution’s affiliation, please email a copy of all CITI Completion Reports to iro@fredhutch.org. 
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Step 3: 
a) Click “Add a Course”.
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Step 4: 
a) Question 1: select the option(s) that apply to you. If you plan on taking a refresher course, IRO staff may contact you for documentation of your Basic course completion
b) Question 2: select the option(s) that apply to you. If you plan on taking a refresher course, IRO staff may contact you for documentation of your Basic course completion
c) Answer Questions 3 – 10, if appropriate.
d) Click “Submit”.
[image: A question with text on it

Description automatically generated]
[image: A questionnaire with text and images

Description automatically generated with medium confidence]
Step 5: After you Submit, your courses will be available on the Main Menu. 
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Select Your Organization Affiliation

“This option is for persons affiated with a CITI Program subscriber organization. Select Fred Hutch

To find your organization, enter its name in the box below, then pick from the lst of cho ided. &
Fred Hutchinson Cancer Center

Fred Hutchinson Cancer Research Center only allows the use of a CITI Program username/password for access. You will
create this username and password in step 2 of registration.

[ 1AGREE to the Terms of Service and Privacy Policy for accessing CITl Program materials. 4—— Agree to terms
[ 1affirm that | am an affiliate of Fred Hutchinson Cancer Research Center. 4= Affirm affiliation

Continue To Create Your CITI Program Username/Password B e @CTIVL IV

or

Independent Learner Registration

Use this option if you are paying for your courses, This option is for persons not affiliated with a CITl Program subscriber
organization, or who require content that their organization does not provide. Fees apply. Credit card payment with
American Express, Discover, MasterCard or Visa is required. Checks are not accepted.

[ 1AGREE to the Terms of Service and Privacy Policy for accessing CITi Program materials.
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earner Registration - Fred Hutchinson Cancer Research Center

Steps: 113 4 5 6 7

Personal Information

* indicates a required field.

* First Name * Last Name

Firstname Lastname
* Email Address. * Verify email address
email@fredhutch.org email@fredhutch.org

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

email@gmail.com email@gmail.com
*Fill out required fields

Continue to Step 3
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earner Registration - Fred Hutchinson Cancer Research Center

steps: 1 2B 4 5 6 7

Create your Username and Password

* indicates a required field.

‘Your username should consist of 4 to 50 characters. Your username is not case sensitive;
username will be part of the completion report.

'A12B34CD" is the same as "a12b34cd". Once created, your

* User Name
username

‘Your password should consist of & to 50 characters. Your password IS case sensitive; "A12834CD" is not the same as "a12b34cd".

* password * Verify Password
Poomm—— Porre——

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.

* Security Question
What's your pet's name? -

* Security Answer
petrock

*Fill out required fields

Continue to Step
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CITI - Learner Registration - Fred Hutchinson Cancer Research Center
steps 1 2 3H 5 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.

United States|

*Select your country of residence
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Sepsi1 2 3 4H6 7

* ncicates a required il
* Are you interested in the option of receiving Continuing Education Unit (CEU) credi for completed CITI Program courses?

(I pleased to offer CE credits and units for purchase to learners qualitying for CE eligibilty while concurrently meeting their Institutions traning
requiremens.

CE credits/unitsfor physicians, psychologits, nurses, social workers and other professions allowed to use AMA PRA Category 1 credits for re-
certification are available for many CIT| courses - with that avalabily indicated on course and module lstings. Please register your interest for CE.
credits below by checking the "YES" or "NO" dots, and, when applicable, types of credits you wish to earn at botzom of page. Please read texts
entered for each opton carefully.

Yes

A& the startof your course, you will be prompted to cick on a "CE Information” page fink located at the top of your grade book and to VIEW and
'ACKNOWLEDGE acereditation and credi: designation statements,learning objectives,faculty discosures, (ypes, number and costs of credits
available for your course.

Yes

No

The CE functionaliy wil not be actvated for your course. Credits and units wil therefore not be avallable to you for purchase after you start your
course. You can chang your preference to "YES" before such time however by cicking on the CE Credit tatus” tab located at the tap of your.
grad book page.

@ No smmmmmp T0 avoid fees, select "N

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

MDs, DOs, PAS - AMA PRA Category 1 Credits T
Psychologists - APA Credits

Nurses - ANCC CNE.

Other Participants - Certificates of Participation

‘Social Workers - Forida Board of Clinical Social Work, Marriage & Family Therapy and Mental Health Counseling

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

Yes

© No smmmmmp Select "No" for no contact from CITI
Not sure. Ask me later
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Please provide the following information requested by Fred Hutchinson Cancer Research Center

Language Preference
Engisn +

*nstitutionsl emsi aress
emaigfrednuchorg

* Genser
e -

* Highestdegree
BABs oSN -

Employee Number
£

*Department
Pubic Heath Scences

*Whatis your role i research?
Researcn Asszant -
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Question 1

Human Subjects Protection (HSP)
Please make the appropriate selection if you are required to complete HSP course.

Basic course for Human Subjects Protection (HSP) training. For staff
primarily involved in treatment intervention trials (e.g., drug, biologic, or device),
who have NOT previously completed an institutionally approved course in HSP
training.

Refresher course for Human Subjects Protection (HSP) training. For staff
primarily involved in treatment intervention trials (e.g., drug, biologic, or device),
who HAVE previously completed an institutionally approved course in HSP
training.

Basic course for Social and Behavioral Human Subjects Protection training
For staff primarily involved in non-treatment intervention trials (e.g.,
observational), who have NOT previously completed an institutionally approved
course in HSP training.

Refresher course for Social and Behavioral Human Subjects Protection
training For staff primarily involved in non-treatment intervention trials (e.g.,
observational), who HAVE previously completed an institutionally approved
course in HSP training.
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Question 2

Good Clinical Practice (GCP)

Please make the appropriate selection if you are required to complete the Good

Clinical Practice (GCP) course.

Basic course for GCP for Clinical Trials with Investigational Drugs and
Biologics Training (ICH Focus). For staff who have NOT previously completed
an institutionally approved course in GCP.

Refresher course for GCP for Clinical Trials with Investigational Drugs and
Biologics Training (ICH Focus). For staff who HAVE previously completed an
institutionally approved course in GCP.

Basic course for GCP for Clinical Trials with Investigational Drugs and
Medical Devices Training (U.S. FDA Focus). For staff who have NOT previously
completed an institutionally approved course in GCP.

Refresher course for GCP for Clinical Trials with Investigational Drugs and
Medical Devices (U.S. FDA Focus). For staff who HAVE previously completed an
institutionally approved course in GCP.
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Fred Hutchinson Cancer Center

Active Courses Learner Tools

You have no active courses for this Institution.

Courses Ready to Begin Learner Tools

Fred Hutchinson Cancer Center

Group 1. Human Subjects Protection (HSP)

Stage 2 - Refresher Course
0/15 modules completed
Start Now

Completed Courses Learner Tools

You have not recently completed any courses for this Institution. Full records of past completions are

available in Records.
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Institutional Courses

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

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

institution, you may want to remove an affliation.

Fred Hutchinson Cancer Center

Would you like to affiate with another Institution? Add Affiliation

‘Would you like to remove an existing affilation? Remove Affiliation
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Learner Tools for Fred Hutchinson Cancer Center
©AGIACOUTSE  fm—

« Remove a Course
« View Previously Completed Coursework
* Update Institution Profile

« View Instructions Page

« Remove Affiliation




