
How to revise an existing Study 
Document 

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 open the “Attach Study Document” 

page. 



Note: If you want to modify an existing document, do not 
add it as a new document. Instead, make a revision of the 

existing document . 

Click “Add Revision” 

This is the “Attach Study 
Document” page.  

This is the existing 
document that we want 

to modify. 



 

Click “OK” to 
proceed. 



 

The system will take you to the 
document cover sheet. 

The system will increment 
the version number by + .1 

2- Click on “Check out” to 
download the document for 

modification. 

1- Change the 
Version date 



 

You will get the popup below, with the instructions in the 
background. 

Click on “Save” to save a copy 
of the document on your 
desktop for modification 

If you already have the 
modified document 

ready, click on “Cancel” 
and skip the next 2 
slides (slide 6 & 7).  



 

Navigate to  the 
desktop (or 

where you want 
to save the copy 

you will be 
modifying), and 

then click on 
“Save”. 



 

Click on 
“Close” 



 

Click on “Complete Checkout”. 
Don’t forget to click this button to 

indicate that you have the document, 
and for the system to allow you to 

check it in later. 



 

You would open the document from your Desktop (or 
wherever you saved it), and make your changes. Once you 
have finished modifying the document and it is saved, you 

come back to this screen to upload it 

Click on “Check-in 
Document” to upload the 

modified document. 



 

Click on “Browse” to 
browse your PC for the 

document. 
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Navigate to the 
document:  
1- Click on the 
document to 
highlight it 
2- Click on “Open” 



 

The previous popup 
will close and the 

document location 
will appear here. 

Click on “Save 
selected file” 



 

Please DO NOT upload Zip files.  
The uploaded document should appear 

here. You can click on it to open and verify 
that you got the right one. 

When you’re done, click on 
“Save Document” to save it 
and go back to the “Attach 

Study Document” page. 



 
We’re back into the “Attach 

Study Document”. 
The uploaded 

document should 
appear here 

1- Make sure this check box is checked or 
it will not be attached to the submission 

and the IRB will not be able to see it. 
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In few cases, you might need  to detach a 
document (remove link or association) from 

the current submission. To do so, uncheck this 
check box and click on “Save Attachments”. 

Note: Do not delete a document that was 
attached in a previous submission, it will 
be deleted from the whole protocol. If a 

document is no longer needed, ask the IRB 
to void it for you instead. 

2- Click on “Save Attachments” to attach the 
checked document as part of the submission, 

and the system will take you back to the 
submission. 
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