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Adding an Institution Location
To add an institution you must be logged into the Case Log system.

Once logged in, select Program Setup, and select the link
Add/Update under the Institution heading (fig. 1).

Figure 1: Program Setup

Once you have verified the institution you wish to add is not listed, select Add
Institution from the bottom of the screen (fig. 2).

Figure 2: Add/Update Institution
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When you select Add Institution, a window will appear where you can enter
required details about the institution. Select Save when done (fig. 3).

2} http://65.195.62.104 - Institution Information Page - Microsoft Internet Explorer

Colon & Rectal Surgen m

Sawve Cancel
L= J L — —

aDona | | | | ‘ | 0 Internet
Figure 3: Add Institution

Once you select Save, select OK when the system notes your institution addition
(fig. 4).

Figure 4: Add Institution Confirmation.
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