How to Import Global Contacts
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Maintaining global contact records aids users in that it removes both Dashboard
the need for repeated entry of the same information where a Sponsors
contact is used multiple times, and also removes the risk of errors i
associated with repeated manual entry. e
Studies
n Log into the CTMS, navigate to the _ &_ Organizations _ _ _ _ _ X

Contacts area via the navigation
links at the left side of the screen.

Contacts
| A+
a Press Import in the menu above 9____
M Xpo m orl
the list of contacts. = e & BRORS S TR

Press Download Template
In the Import window that

opens. Import 0 x
. 0 0. 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 (s !
. . . 1 & Download Template |
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
° Supported format: xlsx
//I' ---------------------------------------------------------- 'I\\
i Pl
. I ] 1 I
Drag the completed file for | -
| di he b d : : Drag & Drop or Select a File !
upload INto the Pox an | |
I : Supported format: .xlsx : |
0 1 L
click Import. et b i e e e o s e e R s s e e !
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