
Creating a PDF 
When users open a new IRB application, only one page is visible at a time. However, 
researchers sometimes want or need to see an entire application at once. And sometimes they 
need to share a copy of the application with others. This video walks through the process of 
generating a PDF file of a current draft or approved IRB application. 
 

1. First, you want to sign into OneAegis, as I have already done.  
 

2. Then, from your dashboard, locate the form you want to convert to a PDF. Where 
exactly the form is located depends on whether you want to generate a PDF of a draft 
form or an already approved application. I'll walk through each process.  

 
[DRAFT FORM] 

1. First, if you want to create a PDF from a draft form, you can locate that form using the 
“xForms” tab. 

 
2. You'll need to click the link to open the draft form.  
 

3. Then, at the bottom of the form, you should see a “More” button. Click that.  
 

4. Then, click “View as PDF.”  
 

5. And in this new window, click “Generate.” Then a PDF will be created and downloaded 
to your device.  

 
That's the process for creating a PDF of a draft form. Next up is creating a PDF of an approved 
form. The main difference is in locating the form. Let’s go back to the dashboard. 
 
[APPROVED FORM] 

1. From here, click the “Studies” or the “IRB” tab.  
 

2. Find the study whose application you want to convert to a PDF, and click the IRB ID to 
open the study page. 

 

3. The reference form located near the bottom represents the most recently approved IRB 
application for that study. Click the “IRB Application” link to open that application.  

 

4. Then the process is the same as before:  
• Scroll to the bottom.  



• Click “More” and “View as PDF.”  
• Then, click “Generate,” after which a PDF will be created and downloaded to your 

device.  
 
And that's the process for creating a PDF of an approved active protocol. Last is creating a PDF 
of an application for a closed study. Again, the main difference is in locating the form. Let's 
return to the dashboard one last time. 
 
[CLOSED STUDY] 

1. Again, click either the “Studies” or the “IRB” tab.  
2. Then, locate the “Inactive Studies” section.  
3. These buttons represent studies that are closed where you are either PI or research 

staff. Click the button to see a list of those closed studies.  
4. Then, click the IRB ID to open the study page.  
5. From here, again  

• Locate the reference xForm that you want to convert to a PDF, open it, scroll to the 
bottom.  

• Click “More,” “View as PDF,” and “Generate.” 
 
And there you have it. You now know how to convert IRB applications to PDF files. If you have 
questions or run into problems, please contact IRB staff at irb@iastate.edu.  
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