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Adding Local Institutions and Contacts

Contact Species360 Support

You can add locally used institutions and contacts in ZIMS. Sending samples to an external
laboratory that is not currently recorded in the ZIMS global institution list is an example of why
you would want to add a local Institution. Using a Pathologist who is not a member of your
institution’s staff is an example of why you would want to add a local Contact.

It is advised that you first search the global Institution List to be sure the institution you are
looking for isn't already added. To search the list, open the Institution Search module and use
the left hand search box. Enter as many filters as possible to restrict the results list. Below we
searched for all active Laboratories in the United Kingdom.
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The Laboratory we want to add was not found so we will add a local Institution. Select the Add
New button.

It is the mission of Species360 to facilitate international collaboration in the collection and sharing of
information on animals and their environments for zoos, aquariums and related organizations.
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1.The Name must be unique
2.The Institution Category will
drive what is available to select in
the Institution Type

3.Country is mandatory
4.Institution Type is a multiple
select dropdown that is driven by
the Institution Category
5.State/Province and City are not
mandatory but helpful

When you select to Save you will be asked if you want to go to detail. Select Yes to add more
information. You can add additional information such as Address, Phone and Fax Numbers and

Website by selecting A

ctions > Edit Communication Details.
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Country  United Kingdom
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It is the mission of Species360 to facilitate international collaboration in the collection and sharing of
information on animals and their environments for zoos, aquariums and related organizations.

www.Species360.0rg - Global Information Serving Conservation


mailto:support@species360.org
http://www.species360.org/
https://www.facebook.com/Species360
https://twitter.com/species360
https://www.linkedin.com/company/species360
https://www.species360.org/blog/

SPECIES Contact Us!

Global information 1
3 6 0 serving conservation. Follow Us!
¢ I in B

You can also add a local Contact for this new Institution. Go to Contacts grid > Actions > Add

New Contact.
Add New Contact

1 and 2.The only required fields
are First and Last Name
3.Checking this box will let others
Middle outside your institution see the

><
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Title Dr.

First * Sam
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Job Title | Lzboratory Manager]
Job Type Contact

Credentials

Make contact visible [
outside my institution

H Save Q Cancel

Another way to add a Contact is from the My Institution module. Select the Contact Directory
tab.
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Unconfirmed  dinic | Student dinidntern, o ® [ ]
intern MedIntern offline

Confirmed  Dindy / Keeper o ® [}
McDaniel  Zookeeper/Aquarist... Offline

Confirmed Edu Cation Educator / Read Only o ® [ ]
Zookeepery... Offline

Under Actions select Add New Contact.

It is the mission of Species360 to facilitate international collaboration in the collection and sharing of
information on animals and their environments for zoos, aquariums and related organizations.
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The screen is the same as adding a Contact when the Institution is in focus (Institution record is
open) as we did previously except for the addition of the Institution Name field which is
mandatory.

When searching for either local Institutions or Contacts remember to check My Institutions or
My Contacts to shorten the results list.
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