How to Create a PDF of an IRB Application

Background

This document is intended to help researchers easily see what’s in the entire IRB application by creating a PDF.
Items within the IRB application form will change from time to time, whether to comply with regulatory changes
or to clarify questions. IRB applications (xForms) are conditioned so that certain pages or questions only appear
as needed, based on responses to previous items. As a result, when OneAegis (formerly IRBManager) users open
a new IRB application, only one page is visible at a time. These instructions will allow researchers to generate a
PDF of a current draft or approved IRB application at any time.

Instructions

Step 1

Sign into OneAegis (formerly IRBManager).

Step 2

Select the xForm you want to convert to PDF.

Step 2a

Forms in process (not yet approved) are on the xForms tab.
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Step 2b
To create a PDF of an approved form, go to the Studies or - and _ To find

an inactive or closed study, select Inactive Studies.
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The Reference xForm (most recently-approved IRB application for any study) is available on the Study

page. Simply click on the hyperlink _

Study 24-257-00 (IRB) Help Example's Settings Sign ¢
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Study: 24-257 Sponsor(s):
Committee: IRB =1 Sponsor Id:
! Grants: Department: Office of Research Ethics
Agent Types: N/A Title: Example Application
Year: 2024

Exempt 2018 - 2 (ii): Research that only

Categories: includes interactions involving
educational tests (cognitive,
diagnostic, aptitude, achievement),
survey procedures, interview
procedures, or observation of public
behavior (including visual or auditory
recording) when any disclosure of
the human subjects' responses
outside the research would not
reasonably place the subjects at risk
of criminal or civil liability or be
damaging to the subjects' financial
standing, employability, educational
advancement, or reputation.

+ Comments: This application was generated to serve as an example in training materials.
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Status: Active Additional: N
Approval: June 17, 2024 Expiration: Exempt
Initial June 14, 2024 Other Exempt Determination Expiration -

Expirations: 06/16/2027
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Step 3

Within the application, scroll to the bottom and select More, then View as PDF.
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Step 4

In the View as PDF menu select Generate. In a few moments you will be notified that a PDF version of the
application has been downloaded to your device.

View as PDF

Print xForm to PDF
Notes
Hide Links [
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If you run into problems or have questions, please send an email to IRB@iastate.edu. IRB staff members will be
able to trouble-shoot more effectively if you share a link to the instructions you were using and the step # that

didn’t work as expected.
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