How to Import Global Contacts
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n Log into the CTMS, navigate to the Programs
Contacts area via the navigation Products
links at the left side of the screen. Studies
Organizations

a Press Import in the menu above

the list of contacts. Contacts
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a Press Download Template
In the Import window that
Opens Import m P

; y . 1. Download Template
Note: Both the ‘Im port window and e Use the sample file as an example of the format required
the Template document have

extensive instructions for how data ) ————————— I
ShOU Id be ente red- Be sure to fO| IOW 2. To ensure successful file import the following rules should be followed:
these Instructions in Order to hel S 1. Required fields must be populated for each record - <First Name>, <Last Name>, <Status>
ensure the success of your u pload. 2. Proper date format should be utilized for all date fields, supported formats:
o dd-MM-yyyy (e.g. 01-01-2024) o yyyy-MM-dd (e.g. 2024-01-01)
o dd/MM/yyyy o yyyy/MM/dd
o dd.MM.yyyy o yyyy.MM.dd

3. All Custom fields incuded in the import file must utilize the System Field Name as the column header as defined
within Settings for each custom field (Link to Settings).

3. Upload your file
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Drag the completed file for
upload into the box and
click Import.

Drag & Drop or Select a File

Supported format: .xlsx
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