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@ Editor
O Reader

Although Sites are added to Tl rooms most commonly through bulk import or system
automated processes, there may be circumstances where a single site needs to be

added manually. This document guides you through the process of creating a new site
for use in an eTMF room.

n Log into a room and navigate to
the Sites Module.
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Note: Additional site information
flelds can be added or modified
later.
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A Principal Investigator must be added in Q mileeeeei i >
. New Site Add Contact
order to create a site. | | I
M eneral inro an I
Click Add under the Contacts dashlet, then : O [ceatenew acdedsing | |
choose Create New or Add Existing. | (1] odd | #ea /l
N e e e e e e e e e - Y e
Add Contact x
Create New Add Existing
If creating a new contact, completeall &A%
required fields. [Check Provide | Email l
5 g ; |
Documents if essential documents have | | contactname@email.domain Q :
. : I, .
been assigned to this Contact Type]. g e :
Click Finish when done. . .
: First Name I
| Contact !
Active Contact I Middle Name :
[] Main Contact : !
r=—==—====== 1 I |
| D Provide Documents I !_ast MName N
Start Date @ I | Name | :
dd MMM yyyy He I contact Type I
|
End Date @ B v 1
dd MMM yyyy e - === ————_—— -
/ Cancel : Finish I
Create New |Add Existingl
o .o Sortb Client v Q5 h
Under Add Existing, choose Ty e .
from the pool of existing 1-12 of 217 (1 selected) c
Select the contact and click
(] & 12334 12334@ti.com
Add n Contacts.
Jane Doe 123test@ti.com
Cancel : Add 1 Contacts .
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B After adding contacts, click Add at the bottom of the window
to generate the Site.

© Add # Edit i Delete &x Deactivate & Convert to User
) Last Name First Name Email Contact Type
(] &  Smith Dr. Chris 433addac-c2a2-4917... Principal Inve... -

- - s = =

The new site will appear in the grid
under the Pending status group.

111 Mew Site Dr. Chris Smith
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