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Steps to Update a Consent Form Header and Approval Stamp Box 
Instructions: 
This document outlines the steps to update an older consent form to the new header and approval stamp box format.   Follow these steps to paste the new header and stamp box format from the template below.  Older consent forms should be updated the next time a Modification Request is needed to revise the consent form for other reasons.    

1. Open this instruction document on the web (or your desktop), so you can copy and paste from the template header and approval stamp box provided below. 
2. Open the Word document of a consent form containing an old header and stamp box;    save and rename it as a new document version.
a. Delete the old CONSENT FOR RESEARCH header wording, etc. and the old box.   
(To delete the entire box, position your cursor at the corner and move it slightly until the cross-arrows symbol appears,  then click on the cross-arrows and select delete.)
3. From the template below, select and copy the applicable header format and approval box: 
a. Position the tip of your cursor in the upper left-hand corner of the template header, and when the cross-arrows appear, click your mouse once to highlight the table.  
b. Use your toolbar, or right click the mouse, and select to “copy” the table.
4. Go back to the consent form to be updated, place your cursor in the empty space where the new box will be positioned, and select ‘paste’ (from the toolbar or right click the mouse).  
5. Adjust the spacing, if needed, and re-save the consent form. 
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