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CITI Export Control Registration and Certification Instructions 

This guide includes instructions for creating a CITI account (page 1), using an existing account not yet 
affiliated with UNMC/UNO (page 7), and adding the export control training track to an existing account 
already affiliated with UNMC/UNO (page 9). 

New registration 

Start here if you have never used CITI before or want to create a new account. 

Go to the CITI website at www.citiprogram.org and click Register. 

Step 1: On the Select Your Organization Affiliation screen, select University of Nebraska Medical Center 
(UNMC/UNO) from the drop-down menu. You can then agree to the terms of service and privacy policy, 
and affirm that you are an affiliate of UNMC/UNO. You can then click to continue to the username and 
password screen. 

http://www.citiprogram.org/


Page 2 of 9 

Step 2: On the Personal Information screen, fill in your name and email address in the appropriate field. 
You do not need to register as an independent learner. Then click to continue to Step 3. 
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Step 3: On the Create your Username and Password screen, provide the required information and click 
to continue to Step 4. 
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Step 4: On the Country of Residence screen, select your current country of residence. Then click to 
continue to Step 5. 
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Step 5: This step will ask whether you would like to receive continuing education credit for completing 
CITI Program courses. UNMC and UNO do not require payment from the user if you are completing 
training for UNMC/UNO purposes. Note that if you elect to obtain continuing education credit, any fees 
assessed by CITI are your responsibility. When you’re done making your selections, click to continue to 
Step 6. 
 
Step 6: This step requests additional information to complete your account profile. Provide the required 
information and click to continue to Step 7. 
 
Step 7: This step allows you to register for different training tracks. Check the box to register for Export 
Compliance (EC). If your role requires you to complete training in other areas, you can register for those 
tracks now as well. Select the training tracks you need and click Next. 

 
  



Page 6 of 9 
 

Step 7 continued: You will now need to choose your role. Select one of the following cohorts based on 
your primary role: 
 

• Research & Academic Personnel include personnel directly involved in export-controlled research 
(principal investigators, co-investigators, visiting scholars, postdocs, students, volunteers, and 
technicians), departmental research administrators (personnel who support research but are not 
directly involved in collecting or analyzing data), and deans, associate deans for research, chiefs, 
and department heads. 

• Administrative Personnel include personnel from administrative units that provide support for 
export-controlled activities. These units include sponsored programs, procurement, information 
technology, human resources, UNeMed, Environmental Health and Safety, International Health 
and Medical Education, mailroom staff, etc. 

• Other Personnel include faculty, staff, students, volunteers, and visitors who travel to embargoed 
or elevated-risk countries, or provide support for export-controlled activities that does not place 
them in another cohort. 

• The Export Control Office includes the export control director and other personnel responsible 
for managing institutional compliance with export controls. 

 
Once you have selected the appropriate cohort, click Next. 

 
On the next screen, click Finalize Registration. 
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Adding an institutional affiliation 
 

Start here if you have an existing CITI account affiliated with another institution. 
 
Go to the CITI website at www.citiprogram.org and log in using your existing credentials. 
 
On the landing page, click the Add an Affiliation button. 

 
  

http://www.citiprogram.org/
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On the next screen, type University of Nebraska Medical Center (UNMC/UNO) in the search box and check 
the boxes to agree to the terms of service and affirm your affiliation with UNMC/UNO, then click Continue. 

 
At this point, you may be asked to fill out your profile information and select your training track. Refer to 
Step 6 on page 5 of this guide for instructions on completing these steps. 
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Adding the export control training track 
 
Start here if you have an existing CITI account for other training you’ve completed at UNMC/UNO. 
 
Go to the CITI website at www.citiprogram.org and log in using your existing credentials. 
 
On the landing page, click View Courses under the Institutional Courses heading. 

 
On the next page, scroll down to the Learner Tools box and click Add a Course. 

 
From here, you’ll be able to select all your required training tracks. See Step 7 on page 5 of this guide for 
further information. 

http://www.citiprogram.org/
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