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How To: Add Training Certificates to the eREB 
 

Add Your Own Training Certificates 
Skip to: Add Training Certificates for another Study Team Member 
 
All TCPS2 and CITI training completed outside Unity Health must be manually added to the 
system. Additionally, CITI training completed with a Unity affiliation but a non-Unity email 
address may not always link and must be manually uploaded. 
 
You can add your training certificates to the system on the training certificates page on the 
REB tab using the upload button next to the training type you are adding. 
  

 
  

Use these 
Upload 
buttons to 
manually 
upload 
training 
completion 
certificates 
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You will be prompted to upload a copy of the completion certificate and the date of 
completion. 

 
 
The training certificate will now be displayed on your training certificates page. 
Note: The eREB will automatically assign GCP and Division 5 certificates an expiry date of 104 weeks (2 days 
less than the actual 2-year expiry for training done through Unity). 

 
 

 
 
  

⭑ Uploaded Training Will Still Show as Incomplete or Expired ⭑ 
A member of the Research Ethics Office must verify any manually added training before the 
training record will show as updated. 
You can submit with the training statuses showing No Training or Expired. The REB will verify the 
uploaded training as part of the review. 
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Add Training for another Study Team Member 
You can add training certificates for another person on a study in the staff section of the 
face sheet of any application. 

 
 
Clicking on the training status for each individual will open a training certificates window for 
that person. 
 

 
  

Click on the training 
status to open the 
Training Certificates 
window 
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In the training certificates window (system default text: PI Docs), you can view an 
individual's completed training and add their training certificates. 
 

 
 
The training certificate will now be displayed on your training certificates page. 

 
 

 
  

⭑ Uploaded Training Will Still Show as Incomplete or Expired ⭑ 
A member of the Research Ethics Office must verify any manually added training before the 
training record will show as updated. 
You can submit with the training statuses showing No Training or Expired. The REB will verify the 
uploaded training as part of the review. 
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