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Log into the CTMS and click on Contacts from the 
menu on the left.
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Click Add.2

Enter the Contact’s details, then 
click Create when finished, or 
Create and Add Another to add 
an additional contact.
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Note: This process may be carried out from multiple locations (Global Contacts, Organization 
Contacts, Study Contacts, etc.) but the process remains the same.  
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**Taking the time to ensure that your contacts 
are correctly entered into the system at the 
Global level will help to ensure that other users 
will not have to spend time re-entering data 
that has already been entered.  It will also help 
to mitigate the risk of variances in information 
associated with repeated manual entry of the 
same information (i.e. typos, abbreviations, etc.).
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