
Recording Participating Institutions and 
Study Sites 
In order to register subjects to a Protocol, you must have at least one active study site. 
Participating organizations (and affiliates) are recorded on the PC Console’s Institution 
vertical tab.  

Add participating institutions 

1. Navigate to PC Console > Institution vertical tab. Click Update. 

 

 

 

 



2. Click Add. 

 

3. In the Institution field, choose the desired institution from the drop down list (e.g. 
The University of California Los Angeles), then click Save. 

 

 

 



4. Now the new institution appears in the 
Participating Institutions list. 

 

 

Click the institution name hyperlink to   
enter the record and add the 
appropriate Study Sites 

 

 

 

 

5. Click the Study Sites vertical tab and then click Update.  

 

 

 



6. Choose the Study Participant 1) and then click Submit 2) and then Close 3). 

 

7. The Study site now shows as a Study Participant 

 

 

 

8.  Click PC Console.     

     The Study Site is now added to the Institution.  
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