
How to Upload and Name 
New Documents

ePIRATE Training



This tutorial shows you how to upload and name 
new documents in ePIRATE.

The processes described in these slides are shown in 
screen view 7.1 (Informed Consent Documents) but 
applies to any screen view in a study submission 
and all document types and file formats.

The steps for adding new documents (specifically 
one that never existed) and for uploading a revised 
version of an existing document are different and 
both processes will be shown in this tutorial.



A “+ Add” button will be 
found anywhere that 

documents can be uploaded 
in an ePIRATE submission. 

Question 1.2 currently has 
one document, a sample 

consent document, uploaded.  
If, for instance, an assent 

document needed to also be 
uploaded, this would be done 

using the + Add button.



Clicking the + Add button will bring 
up this pop-up window.  Click 
“Choose File” to choose a new 
document you wish to upload.



A file explorer will 
open allowing you to 

locate the file you 
would like to add.  

Choose the file and 
click “Open”



The file you selected will 
appear here.

Click “OK” to upload the 
file in the smart form.



Now, the assent document has also 
been uploaded in the smart form and 

appears as a new item in the list below



The + Add button should only be 
used for adding documents that do 
not currently exist in the form.  

The process for uploading revised 
versions of existing documents 
shares some of the same steps but 
has key differences.



The three dots next 
to any document 
can be clicked to 
open this menu.



If you want to 
upload an updated 

version of a 
document, choose 
“Upload Revision”



The same pop-up 
window will open 

allowing you to find the 
file you want to upload. 

As before, select 
“Choose File” to open a 

file explorer.

Note that the title of 
the existing 

document is pre-
populated in this box.



Select the new file you 
want to upload in place 
of the existing file and 

click “Open”.



The new file is listed in 
the File field, however 

the Title does not 
automatically change.



You could leave the 
title as is, change it to 
something different 
or delete the field all 

together as it has 
been done here.



Notice that the version number has changed to 0.02 and the 
title of the document has changed as well.  The Title field can 

be used to add a custom name, however if it is left blank, 
ePIRATE will display the name of the file. If you click on the 

three dots again and select “View History” you will be able to 
access all historical uploaded versions of the document.



How you choose to name documents in ePIRATE impacts both how 
they appear in the smart form as well as how they appear in 
approval letters.

Approval letters pull document titles from how they appear in the 
workspace.  Before it was updated, the document was titled “Sample 
Consent Document.docx”.  This is what would have been listed in the 
approved documents section of the approval letter.  

Many sponsors require approval letters to show specific versions or 
dates and will not accept letters with generic document titles.

Beyond sponsor acceptance, having clear document titles with 
unique identifiers helps to keep track of them in ePIRATE.  

Always use the Upload Revision function instead of the + Add button 
when uploading updated versions of existing documents.  
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