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1. Log into a room and navigate to the Sites module

2. Select the site to which
you want to add contacts to
from the folders on the left.

3. In the bottom pane, click
General Info | Contacts .
= Contacts then click Add
||0Add | #Edt  @Delete  dxDeactiate & Convert
Add Contact x

4. Fill in the required information. | e s

5a. Check Provide Documents if |

essential documents have been
assighed to this Contact Type.
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Add Contact x

5b. To add previously created
contacts, click Add Existing. T a——

1-12 of 658 (1 selected) =

Select the contact from the = e

& Dana Marvel 04a1d591-800a-49bf-b32a-...
Sponsor Group or + r e
Investigative Site Group.

& Felix Schwartz 123 Test@testing.com
& Stephanie Svoboda ladfaa2d-2b73-4f89-91121...
.
Click Add e ¥ e
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Cancel

6. When finished adding
Contacts, click Save.
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« Expand
General Info Contacts Site Specific Requirements
© Add & Edit I Delete &x Deactivate & Convert to User
Last Name First Name Email Contact Type
a Potter Harry hpotter@ti.com Principal Investigator -
a Fakeperson Ashley Fakeemail@fakestuffemail.com Sub-Investigator -
a Doe Jane 2707e260-4b7c-409f-a698-68d... -
Cancel Save & Next
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