
How to revise an existing 
Consent Form 

Note: You don’t usually start here, this 
would be a continuation or a part of an 

Initial Review submission, an 
Amendment, or a Continuing Review 

submission. 



If you haven’t already done so, click on the green button 
to take you to the “Attach Informed Consent Document “ 

page. 



 

If you see this check box here (blue 
arrow), that means a revision already 
exists. Click on edit/view to modify it 
(green arrow) and skip the next slide. 

Otherwise, click “Add Revision” 
to create a revision of the 

existing consent form. 

Note:  If there are multiple versions of the same consent form, make sure 
that you are in the most recent version of the consent form before you 

add a revision. (For migrated studies, click on the title “Version” twice to 
sort from Z-A, this will list the most recent version of the consent form(s) 

at the top)  



 

Click on “OK” to 
proceed. 



 

2- Click on “Check-out Document” to 
download a copy of the original document to 

your desktop to modify it. 

1 -Change the Version 
Date 

A copy of the original 
document will be created. 



 

You will get this popup screen. Click on 
“Save” to save a copy of the consent form 

on your desktop. 

If you already have a copy of this consent 
form on your desktop that  has been 

revised, click on “Cancel” instead, and skip 
the next 2 steps (screens 6 and 7) 



 

Click on the “Desktop” to save 
it there, or browse to  where 

you want to save it. Then click 
on “Save” again. 



 

Click on “Close” to close this popup. 



 

Click on “Complete Checkout”. This will 
make the option to “Check-in document” 

available to you to upload the revised one.  



 

Note: This will indicate to everyone 
that you checked out this document 

for editing, and no one else can access 
it. If you changed your mind you can 

always reverse this by clicking on 
“Undo Check-out Document”. 

Go to the next slide. 



(Note to Mac users only) 

      INSPIR II creates and downloads the consent form in Rich Text File 
(RTF) format. This RTF consent form needs to be opened on your 
Mac in Microsoft Word for the headers and footers to be included.  

 
      Macs by default open RTF files using “TextEdit” which strips the file 

of any advanced Word features. The only solution is to tell the 
system to “Open with” MS Word all RTF files by default. To do so, 
first click on the “Downloads” icon on your screen (at the bottom) 
and then select “open in Finder”. In the “Finder”, locate the RTF 
consent file and right-click on it (on a touchpad, click with two 
fingers). Select “Get Info” from the dropdown list. In the “get Info” 
popup, under “Open with”, select “Microsoft Word”, and then click 
on the “Change All…” button to set it as the default. Now when you 
open the RTF consent form, it should open in MS Word, and the 
headers and footers should be there. 



 

After you have finished editing the 
Consent Form, save it to your 

desktop. You need to come back to 
this screen to upload the finished 
consent form. You would click on 
“Check-in Document” to upload it 

and proceed. 



 

After clicking “Check-in Document”, you’ll get this 
popup screen. Click on “Browse” to browse to 

where the Consent form is. 



 

Once you find the consent form, select it and click 
“Open”. Then click on “Save selected file” 



 Click on “Save 
Consent” 

This document should now 
have been replaced by the one 

that you have just uploaded 
(the modified one). 



 

1- Make sure that this text box (adjacent to the selected consent 
form) is checked. 2- Click on “Save 

Attachments” 

Please note: This step is very important. If you miss doing it, the 
IRB won’t be able to see the revised consent form. 
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