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TRAINING REQUIREMENTS TO CONDUCT HUMAN RESEARCH 

- For investigators performing research with human subjects - 

 

 

All investigators performing research with human subjects are required to complete training 

through the Collaborative Institutional Training Initiative (CITI), in either the ‘Social & Behavioral 

Research – Basic/Refresher’ course or the ‘Biomedical Research – Basic/Refresher’ course. 

Training must be renewed every three years. 

 

Additional training and education for investigators is provided by live sessions at the beginning of 

the academic year for student researchers and their faculty mentors, by guest lectures as 

requested by faculty for research-focused courses, by presentations to faculty councils and 

departmental meetings, and by the Office of Research newsletter.   

 

The IRB may impose additional requirements regarding the training and experience of study 

personnel for projects that involve special populations, sensitive topics, or experimental 

procedures.  

 

The Pace University Research Review System (PURRS) application allows the Principal Investigator 

to identify individuals who will not interact with subjects or have access to their identifiable 

information, but who require access to the electronic system as “Administrative” personnel. 

Administrative personnel are not required to have CITI training. 

 

References:  ‘HRPP Policies and Procedures,’ v. 1.0, dated 28-Apr-22, Sections 3.2.1.10 ‘Study 

Personnel’ and 4.6.2.1 ‘Education and Training for Investigators’ 

 

  

https://about.citiprogram.org/en/homepage/
https://irb.pace.edu/pace-policies-and-procedures/#_Toc101960118:~:text=4.6.2.1.%20Education%20and%20Training%20for%20Investigators
https://irb.pace.edu/pace-policies-and-procedures/#_Toc101960118:~:text=4.6.2.1.%20Education%20and%20Training%20for%20Investigators
https://irb.pace.edu/pace-policies-and-procedures/#_Toc101960118:~:text=4.6.2.1.%20Education%20and%20Training%20for%20Investigators
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Collaborative Institutional Training Initiative (CITI) Program 

- How to log in, register, select curriculum, complete an active course, and add an affiliation - 

 

 

To Log In:  As of 20-Sep-22, Pace-affiliated faculty, staff, and students are now able to log in to 

their CITI account by using a Single Sign On (SSO)  portal.  It is no longer necessary to enter the 

unique account username and password created during the registration process.   

 

For Pace-affiliated Researchers:  To register, select curriculum, complete an active Pace 

University CITI course, or add an affiliation with Pace or another existing institution, follow the 

step-by-step instructions available at the pages referenced below: 

 

― Steps 1-6:  How to Register: To register (create) a CITI account affiliated with Pace for the 

first time, follow Steps 1-6 on pages 3-9; 

― Step 7:  How to Select Curriculum:  To add a course, follow Step 7 on pages 10-12; 

― Step 8:  How to Complete an Active Course:  Follow Step 8 on pages 13;   

― Step 9:  How to Share a Course Completion Document:  Follow Step 9 on pages 14;  

― Step 10:  How to Add an Affiliation with one or more organizations:  Follow Step 10 on 

pages 14-15.   

 

 

For non-Pace affiliated researchers: Please email Christine Wallace, the Pace IRB Administrator, 

at paceirb@pace.edu for assistance: 

― If you wish to register (create) a CITI account that is Pace-affiliated; or  

― If you are already registered and have a CITI account with an institution other than Pace 

University and would like to affiliate with Pace.   

 

   

  

https://www.citiprogram.org/portal?site=3072
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Steps 1-6:  How to Register (or create) a CITI account 

 

Registering 

 

If you are new to CITI Program and have never registered before, we recommend you start the process 

by going to the Pace IRB webpage ‘Training Requirements’ and clicking on the Collaborative 

Institutional Training Initiative (CITI) Program  link provided, then select the Register button at the 

upper right-hand side of the webpage.  (See Print Screen shot below). 

   

 

After clicking on the ‘Register’ button, complete Steps 1-6, as follows: 

 

Step 1: ‘Select Your Organizational Affiliation:’  The CITI webpage offers two options: You may create 

an account that is affiliated with a ‘CITI Program subscriber organization’ or an ‘Independent Learner 

Registration’ account. Under the heading ‘Select Your Organization Affiliation,’ do the following: 

− Type ‘Pace University’ in the box Select Your Organization Affiliation;’ 

− Check the box “I AGREE to the Terms of Service and Privacy Policy for accessing CITI Program 

materials;” 

− Check the box “I affirm that I am an affiliate of Pace University;” 

− Click on the ‘Register’ button ‘Continue to Create Your CITI Program Username/Password.’ 

 

(See Print Screen shot of ‘Step 1’ below). 

https://irb.pace.edu/training-requirements/
https://www.citiprogram.org/portal?site=3072
https://www.citiprogram.org/portal?site=3072
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A cautionary note: According to CITI’s ‘Terms of Service,’ “claiming an active affiliation with a 

subscribing institution to which one is not entitled may be considered fraud and will result in disabling 

of all account credentials.” 

 

Step 2:  ‘Personal Information:’ 

− Enter the required ‘Personal Information’ (i.e., First and last name, email address(es)); 

− Enter your Pace e-mail address, if you have one, otherwise enter your preferred primary email 

address.  Adding a secondary email address is recommended, but not required; 

− Click on the button ‘Continue to Step 3.’  

 

(See Print Screen shot of ‘Step 2’ below). 
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Step 3:  Create a Username, Password, and Security Question and Answer: 

− To create a username and password, follow the rules and instructions for creating your username 

and password listed on the webpage.  (See Print Screen shot below); 

− A cautionary note: If there are any typographical errors in the Username, neither CITI Program, 

nor the Office of Research is able to change or correct  it; 

− Create a security question and answer, then click on the button ‘Continue to Step 4.’ 

 

(See Print Screen shot of ‘Step 3’ below). 
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Step 4:  ‘Learner Registration:’  Complete by: 

― Selecting your ‘Country of Residence’ from the drop-down menu; 

― Selecting ‘Yes’ or ‘No’ in answer to the question “May we contact you to provide information 

about other courses and services after you complete your CITI Program coursework?”; 

― Click on the button ‘Continue to Step 5.’ 

 

(See Print Screen shot of ‘Step 4’ below). 
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Step 5: ‘Continuing Education Unit (CEU) credit:’ Answer the questions following “Are you interested in 

the option of receiving Continuing Education Unit (CEU) credit for completed CITI Program Courses?” by 

selecting the choice most appropriate for you, then click the button ‘Continue to Step 6.’  Note that: 

― Selecting ‘Yes’ simply qualifies you to obtain and purchase CEU credits once you have completed 

a CEU-eligible course; It does not obligate you to purchase CEU credits; 

− Selecting ‘No’ will deactivate the CEU functionality in CITI’s system, so CEU credits will not be 

available for purchase once you have started a course; 

− If, at a later date, you wish to change your preference to ‘Yes,’ you may do so by clicking on the 

‘CE/CMEs’ tab at the top of your CITI webpage and changing your ‘CE Credit Status’ from ‘No’ to 

‘Yes.’   

 

(See Print Screen shot of ‘Step 5’ below). 
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Step 6:  Answer the questions below the header “Please provide the following information requested by 

Pace University,” which include your language preference, institutional email address, etc.; 

− Note:  In answering the ‘Role?’ question, please choose one answer from the drop-down menu  

which best describes your field of research and/or research role (e.g., Principal Investigator, Co-

Investigator, Research Assistant). 

 

(See Print Screen shot of ‘Step 6’ below). 
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Step 7:  How to Select Curriculum 

 

Pace University requires Pace-affiliated study personnel who will be conducting human subjects 

research to have completed one of the two following CITI Program  ‘Human Subjects Research (HSR)’ 

courses prior to their receiving approval for their IRB initial IRB application: 

 

― ‘Biomedical Research:’ Choose this group to satisfy the training requirements for Investigators 

involved primarily in Biomedical research with human subjects; or 

 

― ‘Social & Behavioral Research:’ Choose this group to satisfy training requirements for 

Investigators involved primarily in Social and Behavioral research with human subjects. 

 

If you wish to take one of the two required courses listed above, check the ‘Human Subjects Research 

(HSR)’ box, then click the ‘Next’ button.  (See Print Screen shot of ‘Step 7’ below). 

 

To select course(s):  Review the list of active courses added to your profile displayed at the ‘My Courses’ 

tab and select the course you wish to complete, then click on the ‘Continue Course’ button.  If you have 

more than one Institutional Affiliation, to show the courses that are part of your account with Pace, you 

must select “Show Courses for Pace University.” 

 

 

 
 

 

 

The active courses added to your Pace-affiliated profile may be viewed by going to the ‘Pace University’ 

webpage, then clicking on the ‘View Courses’ button.  (See Print Screen shot above).  This will take you 

to the ‘Show Courses for Pace University’ webpage which lists the active courses that Pace subscribes to 

that are currently part of your profile; 

― If the course(s) you wish to take are listed here, no further action on your part is needed; 

― If the course(s) you wish to take are not listed here, then scroll down to the ‘Learner Tools for 

Pace University’ section at the bottom of the page and click on ‘Add a Course.’ 

― If you are unable to find or add the course you are looking for, please email Christine Wallace, 

the Pace IRB Administrator, at paceirb@pace.edu for assistance. 
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― Select the course most appropriate for you, given your field of study or discipline, or expertise. 

 

 
 

― Training Requirements for Administrative Personnel:  As noted above on page 1, 

administrative personnel are not required to have CITI training.  See ‘HRPP Policies and 

Procedures at Section 3.2.1.10 ‘Study Personnel’ for details. 

  

https://irb.pace.edu/pace-policies-and-procedures/#_Toc101960118:~:text=4.6.2.1.%20Education%20and%20Training%20for%20Investigators
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Step 8:  How to Complete an Active Course   

 

To complete an active course, do the following:   

 

− Select Active Course:  Review the list of active courses added to your profile displayed at the ‘My 

Courses’ tab and select the course you wish to complete, then click on the ‘Continue Course’ button; 

 

− ‘Assurance Statement:’ After clicking on the ‘Continue Course’ button, an ‘Assurance Statement’ will 

be displayed if this is the first time you are visiting this CITI webpage.  To begin the course, check the 

box “I AGREE to the above, the Terms of Service, and the Privacy and Cookie Policy, in order to 

access CITI Program materials” and then click on the ‘Submit’ button; 

 

− Required Modules:  As soon as you have completed the first required module, the next module in 

the course will then become available and the ‘Start’ button for it becomes clickable; 

 

− Supplemental Modules:  There are a number of supplemental modules that Pace has made available 

to the Pace research community.  These are not part of the required course and may be accessed at 

any time and in any order by clicking on the ‘Start’ button associated with each module; 

 

− Quizzes and Grade for a Course:  After making your selections on a quiz and submitting them, you 

will receive feedback on each answer.  You may retake any quiz to get a better score or just move on 

to read the next module.  Your progress will be reflected as you complete the module quizzes; 

o To complete and pass a required course, you must achieve an average minimum passing 

grade on the quizzes associated with the required modules set by Pace University; 

o Note that for some courses Pace has specified a required minimum grade per quiz, in addition 

to the minimum average score for the quizzes overall.  If set, you must also meet this 

requirement to pass; 

o Pace may also include Supplemental (optional) modules with a course. These are entirely 

optional, and scores on the associated quizzes do not affect passing requirements.  You may 

return to the course at a future time to review these modules, if you prefer; 

 

− Once you meet the course passing requirements, the results will be automatically uploaded (once 

every 24 hours) and displayed in the Pace University Research Review System (PURRS).  As of 16-

Aug-22, when PURRS went live, you no longer have to upload or include your CITI certificate(s) in 

your IRB application.  

https://www.citiprogram.org/members/index.cfm?pageID=259#view
https://www.citiprogram.org/members/index.cfm?pageID=266#view
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Step 9:  How to Share a Course Completion Document  

 

CITI Program offers two kinds of documentation to reflect completion of a course: ‘Completion Reports’ 

and ‘Completion Certificates.’  Both are available from the ‘My Records’ tab for courses completed 

under all institutional affiliations or as an Independent Learner: 

 

− ‘Completion Reports’ are "transcripts" that include all quiz scores. Part 1 shows scores at the time 

you completed and passed the course.  Part 2 reflects any subsequent quiz attempts; 

 

− ‘Completion Certificates’ are "diplomas" that do not include quiz scores. They are more suitable for 

sharing with the IRB, a colleague, or on sites like LinkedIn; 

 

− Each ‘Completion Report’ and ‘Completion Certificate’ has a unique "verify" link that you can send 

to others to share your results (or use for online posting); 

 

As of 16-Aug-22, Pace went live with the new Pace University Research Review System (PURRS) 

electronic platform.  Now that PURRS is on-line, it is no longer necessary for you to upload a copy of a 

Completion Report or Certificate to PURRS as part of an IRB application.  PURRS will automatically send 

a copy of the completion document to the Pace IRB Administrator via an automated data transfer. 

 

 

 

Step 10:  How to Add an Affiliation with one or more organizations    

 

On the ‘Affiliate with an Institution’ page, in the text box under the sentence “To find your organization, 

enter its name in the box below,” enter the first few letters of the institution that you wish to affiliate 

with, then pick from the list of choices provided.  Select the institution you wish to affiliate with and 

agree to both the ‘Terms of Service’ and affirm you are an affiliate of the institution selected. 

 

If you wish to affiliate your CITI account with Pace University, for example: 

― Type in the word ‘Pace University,’ then select ‘Pace University’ from the drop-down list;  

― You will be required to agree to the terms of service to continue, so click on the check box next 

to “I AGREE to the Terms of Service for accessing CITI Program materials;”’   

― Next, you must affirm your affiliation with Pace by clicking on the check box next to “I affirm 

that I am an affiliate of Pace University,” then click on the ‘Continue’ button; 

― The next page displayed will ask a variety of questions which are required by the institution, 

such as institutional email address, etc.  After completing at least the required fields (which are 

marked with a red asterix), you will then be affiliated and can proceed to the ‘Select Curriculum’ 
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webpage.   

 

 

 
 

 

Note:  According to CITI, if you would like to receive credit for modules previously taken, the following 

requirements must be met: 

― To transfer course credit between institutions, you will need to be affiliated with both 

institutions (your previous institution and your new institution); 

―  When you are affiliated with both institutions, enroll in the courses that need to be 

transferred.  You will need to enroll in the same stage of the course (Basic / Refresher) for a 

transfer to occur; 

― Each institution determines the time frame in which modules are transferable. This time frame 

can span any time between 1 and 10 years.  Some institutions opt out of this option and do not 

allow module completion credit to transfer. 

 


