How to Edit a Contact

CTMS v 1.1

APPLICABLE TO: @® Company Administrator @ CTMS
@ Study Manager
O CcRA
1. Log into the CTMS and click on .
Contacts from the menu on the left.

Organizations

User Management
Activities Library
Activity Plan Templates

Milestone Templates

Contacts

2. Select a Contact, then click Edit. | o [7m poe o

142 Contacts ' Selected

Name Status Job Title

| ‘ & Mr. James Har{  ACTIVE Employee

Mr. james Harold Potter, Jr.

C=28 0
= 3. Make necessary
edits, then click Save
) when finished, or
o e Save & Next to edit
— . another contact.

©add  #Edit @ Delete

O Set Inactive

12 Edds Lane, Potomac Falls, VA,
UsA

vA
Cancel m ‘Save & Next
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