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.

[m Click here to attach any study document.

Mo electronic document has been associated.
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L. Kostiar ¥hsled | Attach Study Documents This is the “Attach Study
Document” page.

Click the checkbox to select/deselect the document(s).

Click the Add New Document button to add a new document.
Click the Add Revision button to create a revised document.
Click the Delete Document button to delete the selected document.
Click the Sawve Attachments to attach or unattach study documents.

B} Add Multiple Documents | 5, Add New Document | B Delete Document | ] Save Attachments

Show  Edit/ ) : : T
] e View File Title/ Category Last Modified by Date Modified  Revised
* Document
Sponsor Grant £ A123456
O éﬁ’lm’znn - - @' '
DO Grant Administrator 04/14/2011 Add Revision

This is the existing

document that we want
to modify.

Click “Add Revision”
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Click the checkbox to select/desslect the document{s).

Click the Add New Document button to add a new document.

Click the Add Revision button to create a revised document.

Click the Delete Document button to delete the selected document.
Click the Sawve Attachments to attach or unattach study documents.

Message from webpage X _ | | B Delete Document | |_llﬂ e
. Show . Edit/ . ) ? Confirm the adding a revision, . . ' Create a
@ Rewv. View Version View File Are vou sure you want to create a revision? Last Modified by Date Modified D?:mnt
une

OF; I[ Cancel J 5

Administrator 04/14/2011 Add Revision
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Click “OK” to
proceed.
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View the
document
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ant # R123456

*Document Title:

*Wersion Number:

1- Change the
Version date

Version Date: | 04142011

Category: | Grant

2- Click on “Check out” to
Checkout the Documert to | e download thg do_cu ment for
modification.




/" iRIS: Download the Study Document - Windows Internet Explorer |:||E||X|

6@ - |E| https: ffinspir,bu, edujiMedrisSystem_Download, jsprs=1302 7873672360 Y| 5 ||E| |£| |t§) Bing ||4f:l |‘|
File Edit ‘“iew Faworites Tools Help

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

CAMPUSE

IACHPTIONAL CARE WITHOUT DNCIFTIN

Download the Study Document File Download

Instructions:

Step 1: If vour browser blocks pop-ups, then after 2] Do you want to open or gave thiz file?
your browser.

%, To help protect your security, Internet Explorer blocked § oL Mare: Testing Attach documents docs If you a Irea dy have the
— Tupe: Microsoft Office WWord Document, 9,73KE .-
Simply click an the bar and a small drop down list wil Sty it mOd |f|€d dOCU ment
= g b, )
-a ready, click on “Cancel”

....... W Open Cave J L Cancel

Step 2: In a few moments, your browser will prompt
this is not the actual File Download box, it is only a pi
to Save it to vour workstation.

and skip the next 2
slides (slide 6 & 7).

m = YWhile files fram the Internet can be zame files can patentially
harm pour computer. |f you do nok b source, do nok open or
D pou wanl 1o opn zave thiz file. What's the nigk?
Complete Checkout J
Ej Haney 5t
Type' - Hhcraich Word Dooumad, 23,508
Fronn 6522042, 145
—— Fyo ) [ Cancel J
el e el
s Py [ it s B (i)
To do so, click Save. This will cpen up a windg C||Ck on “Save” to save a Copy ere in your -
workstation you would like to save the docums
Once you've selected where yvou will save the Of the docu ment on you r
as shown below. From here you can choose to
or Close the Download Complete box to edit t deSktO Cation
Step 3: IT IS VERY IMPORTANT that after vou've e e e e d Complete |

< i —
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Download the Study Document

Instructions:
Step 1: If vour browser blocks | Save As
your browser. e

& ! .
i Ta h!b prokeck waur security, rl" Save i | @ DESktDp hd | 'J _Il‘ I::b T
Simply click on the bar and a s r )My Documents [37)IRE Dept Drive
{ ' My Computer 4] 1RE Roster 2-11-11 ta
My Flecent ‘aMy Metwork Places ﬁF‘ersnnal Drrive
Documents IR Application @F{eminder ko respond ke
Step 2: In a few moments, youl [C)Docs @F&enewal fpproval letke
this is not the actual File Downlo @ C)Images @ﬂ:udy Expiration. docx N .
| - ' avigate to the
to Save it ta your workstation. Desktop | | L) MEDRis - INSPIR 04] Testing Attach docume 8
20 INSPIR Application g ¥ Drive deskto P (o r
. I Migration 20-80
:} () Migration 20-80 Pl & where you want
)0 PC
by Documents
Y @Chair sign-off contingency plan,docx to Save th € co py
. @Decemher 2009 performance review worksheet-Khaled, docx yo u W| I I be
g'l 49 Far P How ta Clase a Study in INSPIR1.docx o
- .E @Fnr PI How ko Renew a Study in INSPIR.docx m Od |fy| ng), an d
w Computer 5
To do so, click Sawe. This will of & Il ] A then C||Ck on
workstation you would like to sa .
i . — 7 ”
S:iﬁ;ﬁl_”l Ezéfvl_e Etrzfnmheer;ev‘;nuu g File name: TE!:E:tIr'II:I Attach documents.docs Y| L 5 ave Save”.
or Close the Download Complets by Metwork | Save as type: |Micrl:|$l:|ft Office Word Document V| [ Cancel ]
Step 3: IT IS VERY IMPORTANT
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Instructions: Download Complete

Step 1: If vour browser blocks pop-ups, then after
your browser.

o o .
Ifil?n bk pectack o cacitby. Tnbsrriek Bxplorer blodadiRe te20Aktach%20documents. docx: From inspir.bu.edu
[.--.-.-.--.-.-.-.--.-.-.--.-.-.-.--.-.-.--.-.-.-q
Simply click on the bar and a small drop down list w| Downloaded: 2.73kBin 1 sec

Download to: C:\Docw.. \Testing Attach documents Y2, docx

Transfer rate; 9. 73KE)Sec

[] Cloge this dialog box when download completes

Step 2: In a few moments, your browser will promp
this is not the actual File Download box, it is only a
to Save it to vour workstation. | [ Open ] [ Upen Folder ] L Llose J

D pests wianl o e zivwe thiz e ?

Complete Checkout

Ej Manes study doooment--domeys?, don
Type' - Hhoraich Word oo, 23,508
From 6522042146

Cancel
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\hen sz ko the [nbeiret can be ursbl. some fler can potantisk
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To do so, click Sawe. This will open up a window similar to the one shown below that allows you to g
workstation you would like to save the document.
Once you've selected where yvou will save the document, click Sawve. After this, the Download Comp
as shown below. From here you can choose to open the document to edit it, open the folder that conta
or Close the Download Complete box to edit the document later.

Step 3: IT IS VERY IMPORTANT that after vou've saved the file to vour workstation and closed the Download Complete
£ il
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Download the Study Document 4 |Back

Instructions:
Step 1: If vour browser blocks pop-ups, then after a few moments a bar similar to the one shown below may appear in

your browser.
%, To help protect your security, Internet Explorer blocked this site From downloading files to your computer, Click here for options. ..

Simply click on the bar and a small drop down list will appear. Click Download File from the list of options.
Download File, ..

example below). Note:

Click on “Complete Checkout”. t and edit it, you will need
Don’t forget to click this button to

indicate that you have the document, [ Complete Checkout |

and for the system to allow you to

Step 2: In a few
this is not the a
to Save it to vo

[ Cancel |

check it in later.

Fn oo comgafen I o do rok sk Bre soorce. do ol open o
seen e s, WTiad's e 1Rk

To do =0, click Sawe. This will open up a window similar to the one shown below that allows you to choose where in your -
workstation you would like to save the document.

Once you've selected where you will save the document, click Save. After this, the Download Complete box will appear

as shown below. From here you can choose to open the document to edit it, open the folder that contains the document,

or Close the Download Complete box to edit the document later.

Step 3: IT IS VERY IMPORTANT that after vou've saved the file to vour workstation and closed the Download Complete ] Mot
£ il ¥
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x @convert - [ selec You would open the document from your Desktop (or

PICECE AR  \wherever you saved it), and make your changes. Once you

BN  have finished modifying the document and it is saved, you At A
] come back to this screen to upload it

'

dv Diocument grchive jenrkey=-1&F0ORM MODE=FDOITA: 2w +.

[5) Birng

tudy Nickname: 4-12-11
PI: Khattar, Khaled Stl.ld‘f Documents E‘ Back

Study Status: Stud]r Title: testing. ..

Expiration Date:

View the
document

] =

Do

Sponsor Grant # Al23456

*Document Title:

*Wersion Number: _1
Version Date: v

Category: | Grant v|

Description:

Click on “Check-in

Check-in when you are done

editing upload the document | Check-n Document.. Document” to upload the
back into iRIS. .
modified document.

Undo Check-out Document...

Revert to the document [
stored in iRIS.
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Expiration Date:

Document Location: [ Browse...
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Instruction: Uploading a document into iIRIS™ requires locating the document on the computer.
Once you have located the document click on the 'Save selected file' button. The buttons will
become disabled. If the document is a large document the window will stay in place until the
upload operation has completed.

*Document Title:

*Wersion Number:

Version Date:

Category:
[ save selected file

Description:

Load the document into iRIS: | Upload ... | Click on “Browse” to
browse your PC for the
document.
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Choose File to Upload

Expiration Date:
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Srowse... | [ save Document
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@ Review Response Submission Form - Initial Review, ppkx EZ Y Drive
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*Wersion Number:

Diesktop = shart-form-french.pdf
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L) @Study Expiration. docx N aV'gate tO t h e

Test document amend.doc .
? l@Tﬁsting Attach documents, docx d ocume nt .

Version Date:

Category:

S TSWEE - BUMC Remate Desktop Server 1- Click on the

Unappruveannsent.rtF
B user_it. s document to

Load the document into iRIS: || q L L hlghllght it
My Metwark  File name: |Testing Attach documents. doc =~ 2- Click on “O pen “

Places

Description:

Files of type: |l Fies ) -
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The previous popup
will close and the C:\Documents and Settings\kkhattariDesktop\Testing Attach docume [_Browse

document location
H ion: Uploading a document into iRIS™ reguires locating the document on the computer.
Wi ” d ppea r here- ou have located the document click on the 'Save selected file' buttan. The buttons will
e disabled. If the document is a large document the window will stay in place until the
I upload operation has completed.
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*Wersion Number:

Version Date:

Click on “Save D save selected fle | @ Cance |
selected file”

Load the document into iRIS: [ Upload ... J
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Expiration Date:

[& save Document
Sponsor Please DO NOT upload Zip files. il
Document Tie: The uploaded document should appear E
ersion Namber. here. You can click on it to open and verify Do
Version Date. that you got the right one.
Category: |Grant V|
Description:
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i Account: Administrator

CAMPUS ) . u“
3‘;21;;‘;:::;1;::I=;;'12'“ Attach Study Documents We're back into the ettaCh 4]Back
Study Document”.

Click the chech
Click the Add The uploaded
Click the Add

Click the Dele document should
Click the Saw
appear here

Add Multiple Documents | Add New Document | B} Delete Document | || Save Attachments

Create a

Title/Category Last Modifiad By

1.0 ™o Sponsor Grant # A123456

i e 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.

p 1
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.

Note: Do not delete a document that was
In few cases, you might need to detach a attached in a previous submission, it will

document (remove link or association) from be deleted from the whole protocol. If a
the current submission. To do so, uncheck this document is no longer needed, ask the IRB

check box and click on “Save Attachments”. to void it for you instead.



	How to revise an existing Study Document
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15

