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Log into the CTMS and click on Studies from the menu 
on the left.
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Select and open a study by 
clicking on the Study name.
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Click Sites from the menu on the 
left.
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Company Admin

Study Manager

CRA

To add a new Site, click Add and 
select Create Site. 
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Note: For bulk creation of sites, please see page 2 of this job aid.

Enter the Site details, then click 
Create to save, or Create and Add 
Another to add an additional site.
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Note: The site creation process requires 
that the site be associated with an 
organization.  For standalone sites, the 
site itself is its own organization.
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To create multiple sites at once, 
select Bulk Create Sites.
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When the Create Potential Sites window opens.  Select what information should 
be used in the creation of sites.  You can select existing Organizations, Sites, or 
Contacts on which to base the creation of your new sites.
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Note: Bulk creation of sites depends upon some information having been already 
entered into the system such as a PI, an Organization, or a site used in another study.  
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Once you have selected the relevant information on which to base the creation of 
new potential sites, use the Review Potential Sites area to determine if the list of 
sites to be created is correct.  Duplicate, or unnecessary sites can be removed from 
the list at this point if needed.
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When you have confirmed that the list is correct, press the Create Potential Sites
button to create the sites
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**Once the required sites have been created, the Study Manager should ensure that all 
personnel who need access to perform actions at the site-level (such as CRAs) should be 
granted the required permissions as these rights are not granted automatically by a user’s 
system access role.  

For additional information regarding awarding access permissions, please see the related 
job aid or video.
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