CITI Program — FERPA Training Enrollment

FERPA Training Enroliment

IVC uses the Collaborative Institutional Training Initiative (CITI Program) as a resource for training on the
Family Educational Rights and Privacy Act. All IRB participants must complete the minimum required
training in order to participate in research. Please follow the steps below to enroll in the appropriate
training module
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l. CITI Program — NEW User

1. Begin website registration

i. Select oradd “Irvine Valley College” under “Select your Organization Affiliation”

a.Agree to terms and
b. Confirm affiliation

c. Continue to create login

LOG IN

steps: [l 2 3 4 5 6 7

Select Your Organization Affiliation

aClTI

X PROGRAM

LOG IN THROUGH MY INSTITUTION

This option is for persons affiliated with a CITI Program subscriber organization.

REGISTER

CITl - Learner Registration

To find your or§anization. enter its name in the box below, then pick from the list of choices provided. &

English

| Irvine Valley College

and password in step 2 of registration.

(4] 1 AGREE to the Terms of Service and Privacy Policy for accessing CITI Program materials.
| affirm that | am an affiliate of Irvine Valley College.

Continue To Create Your CITI Program Username/Password

Irvine Valley College only allows the use of a CITI Program username/password for access. You will create this username

-

2. Enter Personal Information (i.e. Name & Email Address)

3. Create Username, Password, and Security Questions



https://www.citiprogram.org/index.cfm?pageID=154&icat=0&clear=1
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4. Complete Learner Registration

CITI - Learner Registration - Irvine Valley College

Steps: 1 2 3} 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

* May we contact you to provide information about other courses and services after you complete your CITI
Program coursework? &

O ves

® No

* May we contact you about participation in voluntary research surveys after you complete your CITI
Program coursework? &

O ves

® No

O Not sure. Ask me later.

Continue To Step 5
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5. If applicable, complete Continuing Education Unit preferences.

" Ingicates a required nieia.

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

CITl is pleased to offer CE credits and units for purchase to learners qualifying for CE eligibility while concurrently meeting
their institutions training requirements.

CE credits/units for physicians, psychologists, nurses, social workers and other professions allowed to use AMA PRA
Category 1 credits for re-certification are available for many CITI courses - with that availability indicated on course and
module listings. 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 bottom of page. Please read texts entered for each option carefully.

Yes

At the start of your course, you will be prompted to click on a "CE Information” page link located at the top of your
grade book and to VIEW and ACKNOWLEDGE accreditation and credit designation statements, learning objectives,
faculty disclosures, types, number and costs of credits available for your course.

Oves

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 clicking
on the "CE Credit Status" tab located at the top of your grade book page.

® No

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

O MDs, DOs, PAs - AMA PRA Category 1 Credits TM

O psychologists - APA Credits

O Nurses - ANCC CNE

O oOther Participants - Certificates of Participation

O social Workers - Florida Board of Clinical Social Work, Marriage & Family Therapy and Mental Health Counseling

Continue To Step 6
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6. Complete IVC requested information.

CITI - Learner Registration - Irvine Valley College

steps: 1 2 3 4 s 7

Please provide the following information requested by Irvine Valley College

* indicates a required field.

Language Preference

English=

* Institutional Email Address

sdhillon@ivc.edu

Gender

Male -

Highest Degree
MA or MS -

Employee Number

* Department

Office of Instruction

* Role In Research

IRB Member -

(S, ]
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7. Select “FERPA Training Course” under question 3 and Complete Registration (leave
other fields blank).

LU LUD I I IALUIN T I3 nEwI3IER

Select Curriculum

* indicates & required fisld

Click here to review the Irvine Valley College instructions page.

Question 1

Conflicts of Interest (COI)
Would you like to take the Conflicts of Interest course?

Choote one antwer
U Yes

O Ne

Question 2

Human Subjects Research (HSR)
Please make your selection below based on your role/group to enroll in HSR training:

Choote one snswer

) IR8 Members

O Social-Beh LEd f

O IRB Chair
© Not at this time

Question 3

Infermation Privacy and Security (IPS)
Please make your selection below to enroll in IPS training:

Choote one Ingwer
) Researchers - Information Privacy and Security (IPS)

© Students and Instructors- Information Privacy and Security (IPS)
O HIDAA Teaining Caurs

L) FERPA Training Course

. Not at this tme

Question 4

IRB Administration

Please make your selection below if you wish to be enrolled in the IRB Administration course,
Chosse sne snawer

© IR Members - IRB Administration

© Not a this time.

Question 5

Responsible Conduct of Research (RCR)
Please make your selection below to enroll in RCR training:

Choote one antwer

Og dical Sciences - R ble Conduct of Ri h
O Engi gand C ing - Ri Conduct of R

 Humanities - Responsible Conduct of Research
© Physical Sciences - Responsible Conduct of Research

O Research Admini - Responsible Conduct of Ri

O Sacial, By , and E (SBE) Sciences - Resp: Conduct of Research
© Social, Behavioral, and Education (SBE) Sciences for Students (RCR)

© Not at this time

Complete Registration
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8. Select Finalize Registration

4 English -
aa(C['T]

¥ PROGRAM

LOG IN LOG IN THROUGH MY INSTITUTION REGISTER

CITI - Learner Registration

Welcome to the CITI Program. Your registration with Irvine Valley College is complete.

Finalize Registration
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. Once registered and on the home screen, Select “View Courses”.

o4
ad C I I
I Courses Records CE/CMEs Support
L] : e B PP Q

X PROGRAM

Welcome, Sunny

Add Institutional Affiliation
Register as Independent Learner

o 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.

Irvine Valley College

Would you like to affiliate with another Institution? Add Affiliation

Would you like to remove an existing affiliation? Remove Affiliation

Independent Learner

Regicter as an indenendent learner tn nuirchase ronirse rnntent  Refare vnini nuirchase
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10. Select “Start Now” to begin the training

Show Courses for:  Irvine Valley College - Institution List

Irvine Valley College

Active Courses Learner Tools

You have no active courses for this Institution.

Courses Ready to Begin Learner Tools

Irvine Valley College
FERPA Training Course

Stage 1 - Basic Course

0/ 2 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.

Learner Tools for Irvine Valley College

» Add a Course

+ Remove a Course

* View Previously Completed Coursework
+ Update Institution Profile

= View Instructions Page

» Remove Affiliation
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Il. CITlI Program — REGISTERED User

If you are a registered user, click here to log-in or visit citiprogram.org

1. Log-in to the website

& hittpsy/aboutcitiprogram.ong

+1 B88.529.5929 English=

i ]
== Subscriptions = Courses = CE/CMEsS Tools Support = Q l Register ‘“

=8 PROCGRAM

Research Ethics and Compliance Training

Compensation ° IACUC @ BRANY SBER o Building a °

ClinicalTrials gov

Reporting Administration IRB Services Cisahioics Prograi =
Explare the requirements of and A concise review of IACUC Social, behaviaral, and educational ?;‘f’ for Investigators and
campliance with compenzatian sdministration, perfect far bath resesrch has its awn set of unique ROns

reparting on federal awards. few and experienced LACUC needs, and we understand them.

administrators. Find out more about the SBER Learn abour the regulations,
expertise, exparience, and unique Iimportant imelines, agency-
conrected model of our aceredited specific varlances, and a range of
IRE. compliance mechanisms.

) D

L W
View Course Learn More View Webinar
a4
ua
< PROGRAM
LOG IN LOG IN THROUGH MY INSTITUTION REGISTER
sdhillon@ivc.edu Forgot?
ssssssssne Forgot?

New to the CITI Program? Read the getting started guide or watch the getting started video.

Need Help? Support Center

We use cookies and other tracking technologies to recognize your repeat visits and
preferences, as well as to analyze traffic and measure the effectiveness of communications.
To learn more, review our Cookie FAQ. By using our Sites, you consent to the use of these
technologies.

10
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2. Under the Institutional Courses section, Select “View Courses”

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.

Irvine Valley College

Would you like to affiliate with another Institution? Add Affiliation

Would you like to remove an existing affiliation? Remove Affiliation

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.

11
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3. Scroll to the bottom of the page and select “Add a Course”

Show Courses for: | Irvine Valley College v Institution List

Irvine Valley College

Active Courses Learner Tools

You have no active courses for this Institution.

Courses Ready to Begin Learner Tools

You have no courses ready to begin for this Institution.

Completed Courses Learner Tools

Irvine Valley College

FERPA Training Course
Stage 1 - Basic Course
Post-Course Survey o

passed 10-Mar-2020 View - Print - Share Record

Learner Tools for Irvine Valley College

+ Add a Course

* Remove a Course

+ View Previously Completed Coursework

+ Update Institution Profile

* View Instructions Page
. B Affiliati
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4. Under the Information Privacy and Security (IPS) question, select “FERPA Training

Course”

All other sections may be left blank. Select “Submit” at the bottom of the page.

Question 3

Information Privacy and Security (IPS)

Please make your selection below to enroll in IPS training:

Researchers - Information Privacy and Security (IPS)
Students and Instructors- Information Privacy and Security (IPS)

HIPAA Training Course

FERPA Training Course

Mot at this time

13
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5. Select “Start Now” to begin your course.

Show Courses for: | Irvine Valley College v Institution List

Irvine Valley College

Active Courses Learner Tools

You have no active courses for this Institution.

Courses Ready to Begin Learner Tools

Irvine Valley College
FERPA Training Course

Stage 1 - Basic Course

0/ 2 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.

Learner Tools for Irvine Valley College

» Add a Course

« Remove a Course

» View Previously Completed Coursework
. ate Institution Profile

* View Instructions Page

« Remove Affiliation
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