J[o/W'W Research Policy & Compliance

Job Aid: Using UCLA SSO for CITI Program
For Existing CITI Program Users

Advantages of Using UCLA Single Sign On (SSO)

UCLA SSO is a secure process that allows you to access the CITI Program with your UCLA Logon ID, the single
username and password that you currently use for other UCLA applications. UCLA SSO eliminates the burden of
creating and managing separate CITI Program credentials, identifies who you are to ensure accurate tracking and
reporting of training records, and facilitates more efficient research compliance reviews (e.g. IRB, ARC, etc.)

About This Job Aid

This Job Aid provides step-by-step instructions on how to match your existing CITI Program account with your
UCLA Single Sign On account.

PLEASE NOTE: If you have multiple CITI Program accounts that need to be merged and linked to your UCLA

SSO account, please first contact RPC via email at rpc@research.ucla.edu with the following information:
Your First Name, Last Name, CITI Account IDs to be merged, and which account should be designated as the

primary. Once your multiple accounts have been merged, you may proceed with the steps outlined in this
job aid.

Please follow the steps below:

1. In your browser, go to https://www.citiprogram.org.

2. Click the "Log In" button.
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3. Click the "LOG IN THROUGH MY INSTITUTION" link.
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LOG IN LOG IN THROUGH MY INSTITUTION REGISTER
Username Forgot?
Password Forgot?
Log In

4. Locate and click “University of California, Los Angeles (UCLA)" in the list. You will be directed to the UCLA CITI
Program Disclaimer page.

University of California, Irvine

University of California, Los Angeles (UCLA) e

University of Central Florida

5. Read the disclaimer and click “I Agree” to proceed.
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When you click *I| AGREE" below, you will be directed to logon with UCLA credentials to
www _citiprogram.org, a third-party vendor.

By clicking the button below, you are indicating that you agree to the following statements:

+ | understand that by providing personal and/or academic information on this web site, | am
providing this information to third parties not affiliated with UCLA

« By providing personal and/or academic information, | understand that | am acknowledging my
status as a student (if applicable) and my association with UCLA.

+ By providing personal and/or academic information on this web site as a student, | understand
that | am waiving my FERPA rights to privacy (if applicable)

More Information on FERPA

| | AGREE ‘
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6. When directed to the UCLA SSO page, enter your UCLA Logon ID and password to signin.

7. Upon successful login, the CITI Program website will display the message below. Read the message and click
"Continue."

We were unable to automatically match your S50 account with a CITl Program account.

« [f you already have a CITI Program account, we will link it to your SSO account.
s [If you don't have a CITI Program account we will create one for you.

Click the button to continue.

Continue

8.  When the "Associate your SSO account with a CITI Program account" dialog box appears, select “I already
have a CITI Program account.”

Associate your 550 account with a CITI Program account

Please choose an option:

% | already have a CITI Program account. e

I don't have a CITI Program account and | need to create one.

9. Once you have selected the option in Step 7, the "Link to an existing CITI Program account" dialog box will
appear. Enter your CITI Program Username and Password, and click "Log In".

Link to an existing CITI Program account

To link your existing CITI Program account to your SSO account, please log in to your CITI Program account.

* indicates a required field.

*CITI Program Username

*CITI Program Password

Did you forget your CITI Program account username or password?

This will link your UCLA SSO account to your CITI Program account. It will also add the UCLA affiliation to

your existing account. Once this step is completed, you will be able to log into CITI Program using your UCLA
SSO.
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