
Document Management: 
When and how to delete consent forms and/or attachments

To Delete documents no longer in use
At Step 3 of Consent Forms or Attachments: 
1. Click file name to open actions pop-up
2. Click Delete

To Remove document requirements
At Step 1 of Consent Forms or Attachments:
3. Click Document Type to open pop-up
4. Check “Consent form/attachment no 

longer in use”
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If you close enrollment to some or all subject cohorts 
(either at renewal or upon study modification), please:
• Delete documents no longer in use, AND
• Remove the corresponding document requirements
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