IFY2017 Edition|

A Step-by-Step Guide to Taking a CITI Japan Course

1. Initial Setup
(1) Goto the CITI Japan Home Page (https://edu.citiprogram.jp/).
Enter your user name and password, and click on the login button.
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(2) When you log-in for the first time, the “Edit Your Name and E-mail” page may be
displayed. If not, go to (3).
Check your name and e-mail address on the page, make corrections if necessary, and
enter your secondary e-mail address (optional). Click “3£{E (Submit).”
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(3) The Main Menu appears on the screen.
Click “/ SR —FMZEEIX_HE5 (Change my password)” to change the default
password to a new one. @
Click “%2580—XM® (Course Selection).” @
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(4) The course selection page appears.
Use a check mark to select the course you will take and click “Continue”.
I'Even if you plan to take more than one course, select one at a time.
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(5) The course list will be shown in the Main Menu, in accordance with your selection in
step (4). Your initial setup has been completed.
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08_EFIRBOAE OHRP~DEIFFRTR, Stage 1 353 ol (Optional) - 38 (Start) FHELF(Not Farned)
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2. How to Start and Proceed with Coursework

Courses are divided into required and optional courses. Course completion reports are only
issued for the required courses.

Taking a Required Course
<A completion report is issued when you finish the course>

(1) Go to the CITI Japan Home Page (https://edu.citiprogram.jp/) to log in. The Main
Menu appears on the screen.

In the course list, the required courses are clearly labeled “»Z8(Required)” in the
Status column*. @

Click the “525&(Start)” link in the Status column to begin the course. @
* The text in the Status column varies depending on the status of your progress in courses you

have taken. For further information on the details in this column, refer to “Course Status (Main
Menu)” at the end of this chapter.
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(2) The module list for the course appears.
Click “S258IZ5% 3 DE# (Assurance Statement).”
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To pass this course you must achieve an average score of at least 80% on all quizzes associated with this course’s module requirements
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E 7L 2 —Peer Review FFET (Incomplete)
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Please read the text shown in the window carefully, check the mark, and click “fzH
(Submit).”
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Atthe request of your institution, The CITI Japan Program has provided this Research Ethics Course for you. It is designed to meet institutional policies and federal mandates for ethics training and education.

Your istitution taes fts policy requrements very seriously and clearly expects that

1. You will complete this course appropriately and with the highest level of professional integrity
2. You will neither provide nor receive quiz question answers from others.
3. The person who actually completes the course, is the person listed at the top of the Main Menu and on the Course Completion report. In other words, that you will not complete a course for someone else.

Please remember that

Completing a CITl course for someone else (colleague or supervisor) is not only unethical, but, could be considered falsification of the research record.
Falsification and fabrication are fraudulent and are contrary to your institutional policies.

It you receive Public Research Funds, fabrication and falsification are considered to be research misconduct.

Fraud and Research Misconduct reflect on your integrity and professionalism.

Thus, if you are asked to compEte a CITI Japan Proeram course for someone else or if you prowvide or receive quiz question answers

» Don'tdo it unless, you have explicit written permission from your IRB or compliance officel
» Don't put your employment, academic status and reputation at risk!

Lo ciig R oi5S, Fx o ZEANTTIRIRIFE DAL TIE0,
If you agree with the statement below, check the mark and click the Submit button.
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| attestthat | have read and understand the above statement | attest that | am the person listed at the top of this page and | assure that | will complete the required ethics course work with the highest degree of integrity and
professionalism
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(3) You are back on the screen showing the module list. Begin the course by clicking on the
first module’s title and proceed with the coursework in order of the modules.
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To pass this course you must achieve an average score of at least B0% on all quizzes associated with this course’s module requirements.
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J
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o
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FlliH B~ Conflicts of Interest FET (Incomplete)
F—1 =3 w7 Authorship FFE T (Incomplete)
2R/ Plagiarism FFET (Incomplete)
E7 L 1—Peer Review FEFET (Incomplete)
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Note: In some rare cases, such as when the previous logout was not performed correctly, the link to
the next required module may not open, and it may become impossible to proceed. In such cases,

please resubmit the “Assurance Statement” (refer to (2)).

(4) Select Your Language.
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(5) After you finish studying the textbook, click “74 X%{75./Take the quiz” at the foot of
the module.

English Version

Responsible Conduct of Research

= Material provided by >

MEXT Project ¢ Japan Project

Contents

Introduction

BSFAITAIC DL VT ~Responsible Ce
L i s e Return to the module list for this course
22 X" a—/Go to the Main Menu

(6) Click your choice for each of the questions, and click “i%:{& (Submit)” at the end of the
page. Your score and correct answers appear on the screen.

Click “Aa—RX D EEEE A~ ~Return to the module list for this course” to open the
module list, and make sure that the modules you have finished are marked “5% 7T
(Completed).”

Note: If there is only one required module then, the course is finished as soon as a passing score is
achieved. At this time the “ZT—I D E#EEHFZ~_ ~Return to the module list for this course” link
will not be displayed. Please continue to (7).
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To pass this course you must achieve an average score of at least 80% on all quizzes associated with this course’s module requirements
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A4 S Mentoring 52T (Incomplete)

£:BUIZFERCEREL . Managing Public Research Funds 52T (Incomplete)
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(7)

(8)

You complete the required course when you finish studying all the required modules,
and score an average of 80 percent on the quizzes shown at the end of the course
material.

When you pass the course, the only link shown after the quiz is completed is “A A2 A=
a—~/Go to Main Menu.” Click this link to return to the Main Menu and confirm
“Passed” is displayed in the Status column. You can print out your course completion
report. For information on how to print please refer to “3. Course Completion Report.”

Note: Once the course completion report is issued then you will no longer be able to access the

texts for the required course. To review the course, please use the “review” courses listed in the

category of Optional courses stated below.

If you finish studying all the required modules but your average score is below 80%, the
link “Aa—X D RIEEEZE~ Return to the module list for this course” will be displayed
at the bottom of the page of your quiz results. Click the link to show the module list.
Review modules where you scored a low total and retake each quiz to achieve a passing
score. You can re-enter each module by clicking on its title in the module list.




Taking an Optional Course
<A completion report is NOT issued when you finish the course>

(1) The optional courses are not mandatory, and the course completion report is NOT
iIssued for the completion of any of these courses.

In the Main Menu, the courses are always listed as ‘5% 8] (Optional)'.
Click “&58 (Start)” to begin the course of study.

The module list will appear. You can start with any module.
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A2~ 2 —{Main Menu) | 0% 72k (Log Out)

05_EERENO YR MACU) STRRIERFEE

DI CARTE AT 0% O e U A E O D — A CO A & IR 0% ey ET L)
Your Current Score is 0%. (* If the course is Optional, this current score always states 0%)

7 7275781H (Optienal medules) . ., % 7 H(Swws, Date) 237 (Score)
(RIFOHBSER. & T iF CAETRHYE LA SR BRICE ST TTIEE W)

FRIOETHNC (PR D=F(Assurance Statement) | F5ETL T
Fu : SRR ELAE FFT (Incomplete)
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(2) The optional courses labeled (review) are for the purpose of reviewing required
courses._Once the completion report is issued then you will no longer be able to access
the texts for the required course. These review courses contain the same modules as
the required courses. Please use them for your study in accordance with your needs.
Note that another completion report will not be issued.
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Ao laln Menu) | 0% 72| (Log Out)

A AT 2 —

= HrifzDe-mail 7F 213 T, BREA—)LTFLADIEEITZES (Change my name and email address)

u /AT —HOIEELZ RS (Change my password)

» O TFIDEEER:

CITl Japan O 271 (Main)
FHWa—2 i SRR T Lt—k
(Course) Req ul red courses (Status) (Completion Report)
01_SiThLaET 7 48R (RCR), Stage 1 W2 (Required): FEERET - Z3B(Start) FHFH(Not Earned)
02_AFEHB LT EEHR(HSR), Stage 1 HAB(Required): FEERET - Z5E(Start) M2 (Not Eamned)
03_FJiTH-LH5IT5S: 2485 GE L) (RCR-S), Stage 1 ST5H o] (Optional ) - =38 (Start {3 (Not Earned)
04_TR#MHEEE(BIO), Stage 1 & T](Optional) - Z5E(Start SAY{2(Not Eamed)
05_EHENMOIERL (ACU), Stage 1 F5E el Optional) - E5E(Start) FHIF(Not Eamed)
06_{RE(GCP), Stage 1 25 0l(Optional) - E3&(Start) SERI{3(Not Earned)
07_#E HEREREROHRP )&, Stage 1 F ]| Optional) - EH(Start SFAT(Not Eamned)
08 SKE OHRP D EFRFEIEEETN Stage 1 SEE0](Optional ) - Z3E(S {3 (Not Earned)
09_FTHDIFLTL: S45H ((FERA) (RCRreview), Stage 1 =& ol(Optional) - ZE(S +A{2(Not Eamed)
10_AFT S 20 EAHE (TS5 A) (HSR review), Stage 1 BT (Optional) - T3 FHIE(Not Eamned)

F 2o Course sectg U SES O reviewing required courses

WE(CET LI a—2 (Previously Completed Coursework)
BEICRERLID - 2OBEEOMELIE TEEOFHITEITI LN TERE T, Mew my previously completed modules list and Completion Reports)

E(FHE SHBME | CiTl-Japanc DT | SRS




Course Status (Main Menu)
"SI states your course status.
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AA A2 —

» Hrifche-mail7FLAZ TY., ERBEA—L7FL AMHEEIZES (Change my name and email address)
» MR —FOHEEIZES (Change my password)
» O FIDEFERRE:

CITl Japan FO< 7 (Main)
FHHEa—2 FoREEE LA+
(Course) {Status) {Completion Report)
01_BEEHSIFETE: ZER(RCR), Stage 1 W HA(Required): 3EEA1 - ZiH(Start) FHR{F(Not Eamed)
02_AEHSUICHZE: BE2R(HSR), Stage 1 JIB(Required): TERRT - 255 (Start) HER{Z(Not Eamed)
03_FEH 275 34E8E ETF) (RCR-S), Stage 1 E3Hol(Optional ) - F3E(Start) EET{2(Not Earned)
04_TF=MmEEH(BIO), Stage 1 S 3#Tl(Optional ) - E5E(Start) £ HN{2(Not Eamed)
05_=HEnENEHEL (ACU), Stage 1 ZFEE(Optional) - FiE(Start) RIS (Not Eamed)
06_j&5E(GCP), Stage 1 3 al(Optional ) - EE(Start) EER{2(Not Earmed)
07_mE s REROHRP)EE! Stage 1 F#al(Optional ) - ZTE(Start) FERIZ(Not Eamed)
06_EFIRBOAE OHRP D ZFFEZEM, Stage 1 F3E0](Optional ) - FiE(Start) E7{#(Not Earned)
09_FEHDIFZRITE: 2BH (FZAE) (RCR review), Stage 1 FE](Optional) - ZiE(Start) FEU{2(Not Eamed)
10_AZET R BT EAHR (1EE5A) (HSR review), Stage 1 ZETE(Optional) - Z5E(Start) SRET{F(Not Eamed)

R — AR [Course Selection)

ML TLI-O—2 (Previously Completed Coursework)
AEICREL - A0REEOMENIE TEEQ/EITEITI_EHTEE T, View my previously completed modules list and Completion Reperts)
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Course

Setting State Status

Required |4\ZB(Required): =81 You have not started.

You have completed some (or all) modules of the required course, but not

i ;\\ZE i :'EZ'E
Required  |2.7B(Required): Z&h passed yet.

Required |{& T (Passed) You have passed the required course.

(Optional Course) Course completion report is not issued. Your course status

Optional | =75&1] (Optional) always states this.

10




3. Course Completion Report
Once you complete the required course, /€T (Passed)” is shown on the Main Menu. ©@

Click “#& T & (ENRI/Print) "(Completion Report (PRINT)) in the “¢&T L/k—bk (Completion
Report)” column to view and print out your course completion report. &
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22— 5 —{Main Menu) | O 7 F(Log Out)

AA 2 A2 —

» BPIfzMemail PFL2IT TV, EREA—L7FLAGIEIEIIZES (Change my name and email address)
» /{27 —NOITEIES (Change my password)
» O HIDEEREE:

CITl Japan 7O 27k (Main)
R SR R B Lt—k
(Course) ) Completion Report,
01_FHdSuEiT 5 248 (RCR), Stage 1 T (Passed) - 04/01/16] §% T SFENRIPrint
02_AFISC LI TF7E: BE3R(HSR), Stage 1 B (ReqUTed): <R - = aa(Start) =TT Eame
03_FEE 203575 2486 3BT F) (RCR-5), Stage 1 8 o](Optional ) - F3H(Start) FAVR(Not Earned)
04_fRz@mEetE(BIO), Stage 1 =58 0] ( Optional ) - Z38(Start) FHNZ(Not Eamed)
05_F=REMOIARL ((ACU), Stage 1 EEEE](Optional ) - EE(Start) FA0F(Not Eamed)
06_j&H(GCP), Stage 1 5ol Optional) - 2 3%(Start) FHI2(Not Eamed)
07_AEHBREREROHRP ), Stage 1 ZER0l(Optional) - ZEE(Start) FEN{E(Not Eamed)
08_EFIRBMAE OHRP D BFFHEFFH, Stage 1 50l (Optional) - Z3H(Start) FH7{3(Not Eamed)
09I 4 SIFLE{T S 245H (EZH) (RCR review), Stage 1 ST Optional) - Z38(Start) FAV2(Not Eamed)
10_AEHE LT ZU4E (IF5 /) (HSR review), Stage 1 I E](Optional ) - Z5E(Slart) % (Not Eamed)

FEO—ADHIR (Course Selection)

BEICET LI a—2 (Previously Completed Coursework)
BEITRRLI - AOEEOMESIE TEEO AFITEITOIESTEE T . (Mew my previously completed modules list and Completion Reports)

EiEH FHBE | ClTlJapanlc DT | FRAEHE

If you need any further clarification on the step-by-step guide, please e-mail CITI
Japan Support Office at support@citijapan.jp.
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