View Audit

A unique feature of IRBManager is its View Audit tool, which enables users to view and
compare application revisions, dating back to the creation of the initial IRB application. That is,
even when working on a later application, like a modification, users can view form changes
going all the way back to the very beginning of the initial submission. Not only that, but the tool
can be used to compare changes made within text fields as well as within multiple choice
responses, attachments, tables, and notes.

In this video, | will show you how to use the View Audit tool to view and compare revisions
made to text fields, multiple choice selections, and attachments. We'll start with auditing text
fields like the Research Procedures, Recruitment Process, and Consent Process sections.

To access the View Audit tool, locate the link in the upper right-hand corner of the box, and
click it in the pop-up window. You'll see links to questions in that section. The recruitment
process section has just one question, so you'll see just one link called, “Participant
Identification.” Other sections containing multiple questions will have multiple links. Click the
link for the question you want. In this case, that means clicking “Participant Identification.”

Next, a table showing changes made since the form's creation will appear in the window. Each
entry in the table shows when the changes were made, who made them, and the actual
changes themselves. Green text delineates information that has been added, whereas red text
with a strike through it shows text that has been deleted.

Going a step further, you can compare changes made between two time points by clicking the
two entries you want to compare. Then, click “Compare Selected.” The resulting “Compare”
window displays the revisions — with track changes — made between the two selected time
points.

Note that if an application has been copied for amendment, the View Audit window will show
when the form was copied and by whom. Changes made prior to the copy date can still be
selected when making comparisons.

And that covers text field comparisons. Next up is auditing multiple choice responses.

| use “multiple choice responses” to refer to any field where researchers make selections using
a predetermined list of options, such as the Modification Type, Vulnerable Populations, Types
of Recordings, Identifiers, and Data Sharing sections. For this video, we'll use the “Identifiers”

section on the Confidentiality page as an example.

1. Just like we did before, click “View Audit” in the corner.



2. Next, you'll see links to the different questions in this section.

3. We're going to click “Identifier Types” because that is a list-based question. Here again,
we see a table showing every change made since the very beginning. You can also see
who made the change and when. Different from the text box we looked at before —
since this is a multiple-choice question — is that you won't see green and red track
changes. Instead, you'll notice that the table shows selections that have been added and
removed.

And that's all there is to auditing multiple choice response fields. Lastly, we're going to compare
different versions of attachments inside the IRB application.

IRB administrators use this feature all the time, especially when reviewing revised informed
consent materials. So, we'll use the “Informed Consent Document” section as an example.
Before we get too far, | should note that attachments must be uploaded in a Word or PDF file
format for the view audit feature to work properly.

1. So, just like before, click the View Audit link up in the upper right-hand corner.

2. Here, we see links to the questions in this section. Since we're wanting to compare
documents, we'll click the “Consent Documents Attachment” link.

The view audit window will again display a table showing documents that have been
added, removed, or replaced since the form’s creation. Each entry in the table also
includes when changes were made and who made them.

3. To compare document versions, select two documents, and then click, “Compare
Selected.” IRBManager will generate a single document containing a track changes view
of content from both attachments.

4. Once generated, open the file.

5. Once opened, go to the “Review” tab, and, under “Tracking,” make sure that “All
Markup” is selected. This is to ensure that all changes appear. From here, the
IRBManager-generated file will display a track changes version of all revisions made
from the older to the newer version of the selected attachments.

And there you have it. The view audit tool is especially helpful for IRB administrators in that it
allows us to easily compare how application content has changed each time the form is
resubmitted. But, the tool can be equally helpful for researchers, particularly if you have more
than one person working on an application and you need to see or determine who changed
what inside the form.



In sum, we hope you find IRBManager’s View Audit tool as useful as we do. If you have
guestions or run into problems, let us know by emailing IRB@iastate.edu.
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