The course that Ohio University requires for Responsible Conduct of Research (RCR) is
titled, “Responsible Conduct of Research training.” If you need assistance getting registered
and logged in to CITI, see the guidance titled, “CITI - Getting Started Guide.”
1. Once you are registered and logged in to CITI, your starting point is the “Courses”
page. You will find the link to the courses page beside the CITI Program logo at the
top. See below.

2. After you click on View Courses you will see a listing of the courses available to Ohio
University affiliates. Under Learner Tools for Ohio University select “Add a Course” it
will take you to the course enrollment questions where your responses will add you
to the correct learner group. See below.

3. Select Responsible Conduct of Research training. Then hit “Next."
4. Select the appropriate course based on your area of study. Then hit “Next.”
5. Once you are enrolled in the course you have selected you will see a prompt for
“Courses Ready to Begin.” When you are ready to begin the course, select “Start
Now.”
6. When you meet the course passing requirements, you will be presented with a menu
of options for what to do next. See below.

7. CITI Program offers two kinds of documentation to reflect course completion:

Completion Reports and Completion Certificates. Ohio University requires that you
retain a copy of the Completion Report with your records. You do not need to
upload the completion report into the LEO system. You can access your Completion
Report from the Records tab. See below.

8. For any course that you have completed, the right-most column is “Completion
Record.” In that column, choose, “View-Print-Share.” This will take you to the
screen that allows you to access the Completion Report.

9. Download and save the Completion Report from the CITI Program site and retain it
with your records. You do not need to upload the completion report into the LEO
system.

