Human Research
Protection Program

Attaching Other Study Documents:

Check for (and Fix) Corruptible Files

Background: When the IRB approves a document attached to an IRB submission, the document is
converted to an approved PDF in iRIS. Some documents have characteristics that end up corrupting the
file when it is converted after approval. The most common sources of corruption are:

1. Document is Password Protected

2. Document includes XML code

Below are steps to identify and fix these types of documents before submitting them to the IRB.

Scenario 1: Document is Password Protected

If an uploaded document is password protected or has some security restrictions (editing, printing etc.),
the iRIS system will show you an error message that says, “Failed to load PDF document.”

If you see this message when uploading your document, follow these steps to check if the document is
password protected and to remove the password protection before uploading the document.

1.

Open the document in
Adobe and check if the
document has ‘SECURED’
at the end of the title. If
yes, it is password
protected. If the
document does not have
‘SECURED’, we still need
to look for other
restrictions (follow below
steps)

cs1-003-protocol-(SECURED) - Adobe Acrobat Pro 2020
————————
File Edit View Window Help

Home Tools cs1-003-protocol-v... X
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Check the ‘Security’ tab
and see if the document is
password protected
and/or if the document
has any other restriction
(such as changing the
document, commenting,
etc.)

2. Edit View Window Help
Go to File and click on
, oto fea’ d click o By Cipen. .
Properties
ES' Reopen PDFs from last session
Save As. Shift+Ctrl+5
Save as Other b
|'l'| Share File
Clese File Ctrl+W
Properties... Ctrl+D
= Print. Ctrl+P
3

Document Propertie
1
Descriptionts Initial View Custom Advanced

Document Security

The document's Security Method restricts what can be done to the document. To remove

security restrictions, set the Security Method to ecurity.
[ [
Security Method: lPEsswon:I Security

Can be Opened by:

All contents of the doc
metadata.

Acrobat 7.0 and later

ument are encrypted but search engines can access the document's

Con

Pa

Changing the Document:  Not Allowed

Document Assembly:  Not Allowed

Content Copying for Accessibility:  Allowed

Commenting: Mot Allowed

Filling of form fields: Mot Allowed

Creation of Template Pages: Mot Allowed

* The author has certified this document to prevent changes.

Document Restrictions Summary o

Printing:  Allowed

tent Copying:  Allowed

ge Extraction: Not Allowed

Signing:  Not Allowed
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4 2 Protocol Document.pdf (SECURED) - Adobe Acrobat Pro 2020 — O *

File Edit View Window Help

If the document is

Home  Tools Protocol Document... % @ Sign In
password protected, & @ o 00 = .
change it to Word T = Q © 1=k O - &D

document. DO thIS by |{—;i The validity of the document certification is UNKNOWN.

opening the document in 8 -
Adobe Acrobat and [ Create poF
SEIECting lEXport PDF.’ (= EW combine Files
CLINICAL STUDY PROTOCOL
N PROTOCOL TITLE: 2 Edit PDF
é [ ExportPDF
(74 STUDY NUMBER: Organize Pages
Send for Comments
IND NUMBER: .
5.
You are given a choice Export your PDF to any format
about which format to
export your PDF to. Microsoft Word S e —
Choose Word and click o
Export Spr'eadsheet @ Word 97-2003 Document e
Microsoft PowerPoint
Once the document is in -
word, save it and then
upload |t tO the IRB Protocol Document.pdf HTML Web page

submission. More Formats

Scenario 2: Document includes XML code

Unfortunately, iRIS does not show you an error message when you upload this type of document, so it is
important to check each document before submitting to the IRB. If you accidentally submit a document
like this and the IRB approves it, the document won’t be viewable once it’s approved. If you attempt to
open the document after it’s IRB approved, you will get this error message:

500 - Internal server error.

There is a problem with the resource you are looking for, and it cannot be displayed.
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Here’s how to check for & remove XML code:

1.

Open the document, then go
to Files and click on ‘Info.’
Click the ‘Check for Issues’
drop-down menu.

C Info

ﬁh Home
AVENIR Protocol V18

(O New Downloads
= open ‘ & Upload ‘ ‘ |&3 Share | ‘ @ Copypath | @ = Open file location

Info E" Protect Document

@§ Control what types of changes people can make to this document.
Protect
Save
Document ~

Save As

Save as Adobe @ Inspect Document

PDF Before publishing this file, be aware that it contains:

Check for = Document properties, author's name, related dates and cropped out
Print Issues > image data
® Headers and footers

Share

® Characters formatted as hidden text

2.
Select ‘Inspect
Document.’

Inspect Document
Before publishing this file, be aware that it contains:

Check for ® Document properties, author's name, related dates and cropped out
Issues ~ image data

(S

Inspect Document

Check the document for hidden properties
or personal information.

Kt

es are unable to read
D Check Accessibility
ﬁ Check the document for content that people
with disabilities might find difficult to read.
@ Check Compatibility
~*" Check for features not supported by earlier

versions of Word.

3.
If the inspection shows
that there is Custom XML

Data select to “Remove
All.”

Once removed, save the
document and upload to
iRIS.

Review the inspection results.

@ Collapsed Headings
No collapsed headings were found.

| Custom XML Data
Custom XML data was found.

Remove All .

@ Invisible Content
No invisible objects found.
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