How to fix CITI Certs not populating to infoEd
The most common reason that CITI certifications are not appearing in your infoEd profile is a mismatch of Employee ID between the systems. Follow the directions below to compare and fix this in your profile.
You will need to identify your Employee ID in your profile to compare against your CITI profile. You can do this by going to “My Profile” in the top left navigation bar.
[bookmark: _GoBack][image: ]
Once you have opened your profile look for “Employee/Student ID” in the main body. 
[image: ]
Next, you will need to log in to CITI and click the arrow next to your name in the top right corner. This will open a drop down menu, where you will select “Profiles”.
[image: ]
On this new page, look for “University of Colorado Denver” under “Institutional Profiles”. Click “Edit Profile”. This will open your profile for editing. Compare the Employee ID from you infoEd profile to the Employee ID# or POI# on this page. If these numbers do not match, you will need to add the ID from your infoEd profile here and save. 
[image: ][image: ]
The syncing process can take up to 48 hours. Please contact ERA Support if you do not see your certifications after that time.
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Member Profile

Your member profile for the CITI Program includes additional fields and preferences
not shown here. For more information, please view or edit your member profile.

Member ID 6147602 Edit Profile
Username Jakkulak

Password
First Name Kavitha
Last Name Jakkula

Preferred Email  Kavitha Jakkula@ucdenver.edu
Secondary Email Kavi.Niki@gmail.com

Institutional Profiles

Institutional Profiles contain additional data requested by institutions with which you
are affiliated, for management and monitoring of your learning activities. To view or
edit this information, use one of the Edit Profile buttons below. 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.

University of Colorado Denver
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Please provide the following information
requested by: University of Colorado Denver

Fields marked with an asterisk (*) are required.

Language Preference

English -

Institutional email address *

Kavitha.Jakkula@ucdenver.edu

Gender *

Female v

Highest Degree *

MA or MS v

Employee ID# or POI# *
What is this?





