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eResearCh Editing/Stacking a Document

Step-by-Step Procedure

Important Information
e After a document has been uploaded, you can change its title and/or replace the uploaded document.

e When you replace the uploaded document with a new document its version number will increment by
one.

e Upload Revision does not open the document to make changes.

e If you need a copy of the uploaded document, you can download the document and make necessary
changes.

Download a Document

Add 1. If you need a copy of the document to edit,
Hame Version right-click the name of the document.
Upload Revision Foreseeable Direct and Indirect Risks | History 0.01 Delete
Skip to step 6 if you do not need to

download a copy of the document.
Save Document

Cpen 2. Click Save Target As...
Open in New Tab 3. Navigate to a location on your computer.
Open in Mew YWindow .
| 4. Click Save to save the document.
Print Target 5. Make needed document changes.
20k
iy
Copy Shortcut
Haste
Add to Favorites. ..
Convert link target to Adobe PDF
Convert link target to existing POF
Properties
Edit Document
A 6. Click Upload Revision.
Name Version L.

Upload Revision Foreseeable Direct and Indirect Risks | Higtory 0.01 Delete NOte: Upload ReV|S|0n doeS not Open the

1 document to make changes. See
steps 1-5 above if you need to

download a copy of the document to
make changes to it.

Note: In this example the version number
of the document is “0.01”. The
version number of the document will
change any time you change a
document’s title or upload a new
version of a document.
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Submit a Document

‘ /2 No Title - Windows Internet Explorer

Submit a Document

If not provided, the name of the file will
be used

Browse H

Title: |F0reseeahle Direct and Indirect Risks

* File: |
Show Advanced Options
* Required OK OK and Add Another | Cancel |
-
[pone [T T T [@ntemet [® w0 - 4
Choose file A |

Look in: l@ Dieskiop j & [ o B

IE_]Foreseeable Direct and Indirect Risks.doc n

File name: I\ j Open I
Files of type: Al Files ) =] Cancel |
F
B
12
Name Wersion
Uplosd Revision Foreseeable Direct and Indirect Risks | History 002 Delete
View Revision History
=
Name Wersion
Upload Revision Foreseeable Direct and Indirect Risks | History 0.02 Delete
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If you need to change the document’s title,
enter the new document title.

Note: Since uploaded documents are listed
in alphabetical order, you may find it
helpful to use the following naming
conventions:

e Use a meaningful title.

e Use a number to differentiate
similar titles (e.g., Consentl,
Consent2, Consent3).

e Include version date.

If you need to replace the uploaded
document with a new document, click

Browse.. | |ocate the document on

your computer.

Select the file to upload.

i [e=n ]

Click Sk |

Note: The document has been added to
the submission and replaced the
original uploaded document.

Verify the document name and new version
number.

Note: In this example the version number
changes from “0.01” to “0.02”.

If you would like to view the document’s
revision history, click History.



eResearch

Resour

ce History

/= Resource History - Windows Internet Explorer

=10/ x|
& https: //fumari dsc.umich. iat_Upgrade T eAdmini bindTo= » | L4
R History for F ble Direct and Indirect Risks Help | =
Title Foreseeable Direct and Indirect Risks
File Foreseeable Direct and Indirect Risks doc
Owmer: Randy Researcher
Author: Randy Researcher
Content Type: Document
Version 002
Description
History:
# & Date Version Persen Action Notes Uploaded File
1 8/20/10 913 002  Randy File Uploaded & Foreseeable Direct and Indiract
Al Researcher Edited Risks.doc
2 9/20M10 9:02 001 Randy Created Foreseeable Direct and Indirect
AM Researcher Risks doc
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14. Click on the Uploaded File link if you
would like to view one of the versions of the
document.

15. Click OK to return to the Submit a
Document page.



