Instructions for creating or modifying informed consent and other documents for electronic submission
eIRB requires all informed consent and assent documents to contain specifically programmed merge fields in the document footer.  After you submit your application and informed consent documents, eIRB automatically adds information to these fields during the review and approval process creating an electronic “Approval” stamp and makes the documents read-only.  Informed consent documents that have not been created with or modified to include the appropriate fields will not be approved.
If you are using informed consent documents provided by the Sponsor or if you have other documents (HIPAA Authorization, Study Flyers, etc.) requiring an IRB approval stamp
1. The watermark stamp consists of the Text below and the MUSC Logo.  Copy the Text and MUSC logo (the Stamp).    DO NOT CHANGE OR MODIFY ANYTHING.  Copy the entire Text and logo. 
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2. Open the document.
3. Open the footer in the document (View > Header and Footer ).
4. Paste the copied Text and MUSC Logo into the opened footer of the informed consent document.
· The entire Stamp must be pasted into the footer.
· If the Stamp does not paste directly into the opened footer area you can drag it from wherever it is in the document by clicking and holding down the left mouse button.

· Ensure that the Stamp is within the printable margins of the document to prevent any portion from being cut off.
5. Save the document which now contains the Text Box Stamp.
6. Upload the document containing the Text Box Stamp into the eIRB application.
If you are using the MUSC IRB Informed Consent Template
1. Open the Informed Consent Template.
2. Modify the body of the Template as required for your study.
3. DO NOT CHANGE OR MODIFY THE STAMP LOCATED IN THE TEMPLATE FOOTER OR HEADER.
4. Save the document.
5. Upload the document to the eIRB application.
