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HawkIRB Hints: How Do You Attach a Revised Document? - One Step at a Time!

For researchers that don’t work in HawkI RB on a con alsi s

application can be challenging. This article wildl al fe

how to awvehidchhweml | help reduce the number of workf ret

When revising a document as part of a modification oln,

‘Attachment Changes’ tab available on the Modif-ication Index |[pag

approved documents for the project.

Modification Index
PRT MRPC Frequent Mods Attachment Changes _ Project Index
Al

Next to each documend, sbdetbft fhe pagét there wild]l be an " Edilt’

Click on the ' Edit’ l'ink for the document you wish to revise.

Attachment Name Category  Ver Size Attached

| f i rtf Consent & 14 277k E [ EDIT

S summer your avorite season.rt: Assant Forme \ _1

The document wil/l be |listed abhystkre tHdep chodiw tiltebnsphaodeel eodh.g wi t h| a

Edit Electronic Attachment

Ver Ver

Step 1: Click on the link below and save the document to your local disk drive. Remember to give yvour documents 14 15

short, study-specific name.
attachment: Is summer your favorite season.rtf h
Category: Consent & Assent Forms
Version: 15

Step 2: Make changes to the document that you saved in Step 1. If modifying an already IRB-approved document, |_

please turn on "track changes” in your word processor,

Step 2: Once you have saved your changes, indicate the document name below and press the "Upload Attachment”

button. The edited document will appear in the list of attachments above,

Attachmant Name: _
Comments:
Q Upload Attachment h

Click here to add a new attachment.

Each step has its own possible snare, so follow these pointers!

1. Click on the attachment title ang open the docum_ sur
| RBpproved document in HawkIl RB. Dop’'t open have savec
el sewhere, e.g., in your files or ofn your HH@M%‘W]@&'}SOWG that I
| Rpproval date or the *‘$Stamp’ codj ng. Of fice of the Vice Prec

2 Al ways use the ‘tracked changes’ |functionald EapROBM|¢oREVehep
reviewers to see not only what has |pbeen chlangeoardHLPtCLé:'obnrfairyme\?r
changed. I f changes are not trackeld, HSO staééomﬁgwpgieh&‘the
and return the application to you t]o attach|@Wbr@ckggogg\rshgag

3 Do NOT click on the “Click here’ i nk. Th is nl u i f

letel d t to th ifect Wh dne’ (838) "35¢
completely new ocumen o] _e projlect. er]:areV|(%Jn_&go%3(‘5urrer
use the ‘Browse’ button to find the|l documentggditih: tihep @piaded. €d

4 . Click the ‘“Upload Attachment’ bu

5. You will see the ‘“Ver’ number fo
confirmation you have attached the [d

(AOEUCOoEEOO new student orientation manual , 50998

01.15.03), Mi scel l aneous category, folder “Fr eSsS"hmanortrrentatron = miver

ment of Speci al Coll ections, Uni versity of l owa Libraries]
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