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Overview of Workflow

Why use REDCap?

Secure — Full user authentication (log-on/password), customizable user rights restrictions, real-time data
validation, centralized & secure data storage, data de-identification options, and a full audit trail.

Web-based — Enter data or build your database from anywhere in the world over a secure web
connection with authentication and data logging.

Fast — Quick project start-up. Clinical report forms can be implemented without the need for a
programmer. Concept to production-level database is possible in |less than one day.

Easy — Intuitive user interface and work flow, readily available online training materials, and assistance
from the Center for Health Insights (CHI) make it easy to get started.

Fully customizable — You are in total control of shaping your database.

Autonomous utilization — Research groups have complete autonomy and control to add new users and
set several levels of specific user rights.

Data export — Seamless data downloads to common statistical packages (including SPSS, SAS, Stata, and
to the .csv (comma separated values) format, the most common import and export format for
spreadsheets and databases.

Data import — Data import capability through Microsoft Excel

Advanced features — File uploading, auto-validation, branching logic, calculated fields, signature, Dynamic
Query (SQL) and more!
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Study Design: Before beginning a REDCap project, you should formulate a general study design. Ex: Who
or what are you planning to study? What kind of data are you measuring? Will your study be cross-
sectional or longitudinal? Have you discussed your study design with a statistician?

IRB Approval: If your study is a research project with human subjects or involving Protected Health Information
(PHI), you likely need the documented approval of your Institutional Review Board. All research projects with
PHI data should go through IRB. On the other hand, projects focused on Quality will not require IRB approval
but you are strongly advised to contact IRB and get confirmation. For more information, visit UNMC IRB.

Request New Project: UNMC employees have access to UNMC REDCap by using Netld and password. In
order to manage the volume of projects being hosted by our servers, we encourage you to contact RITO
and discuss about your project. Grant funded projects or large projects might needs input from RITO. The
RITO staff can be contacted using rito@unmc.edu. It takes less than 1-2 business days to get the answer.

Design Data Forms: In order to effectively collect and order your data, you must first design the data
collection forms to do so. This step is the highlight feature of REDCap: immensely customizable,
expandable, fluid data forms.

Testing: You should test data collection forms to verify all needed data are collected correctly before
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committing to production mode. If possible, designate one person to perform the build and another to
perform the testing.

Deployment: Once your study enters Production Mode, you may enter, review, and analyze real data. In
Production Mode, it is more difficult and risky to make major changes to your data entry forms, which is
why thorough testing is strongly encouraged.

Draft Mode: If you enter production and find that you do need to modify an element of your data entry
forms, you may enter Draft Mode and submit changes to be approved by a REDCap Administrator. Data
activities can continue during this mode.

Inactive Mode: No data entry or update may take place in this mode, although you may view and analyze
data. You can initiate this mode if you want to ensure that no new data entry will occur, but you would
still like to access all of your data easily.

Archived Mode: If you have completed data analysis, moved your project to indefinite hiatus, or simply
decided you no longer wish to use it, you may move the project to archived status as an alternative to full
deletion. Archived projects incur fee as well. You can un-archive your project at any time.

Delete Project: After completion of the project, it is highly recommended that you delete the project.
However, we recommend you to download the project data dictionary along with its data and save safely
in UNMC cloud environment (Box or OneDrive). After this step, delete the project from REDCap. In case
if you need to restore the project at a later point of time, you can import the data dictionary with or
without data.

REDCap Terminology

Arms: groups of events. You may want to employ multiple arms when using different treatment groups
(control, experimental) or conducting a multi-site study, for instance.

Branching Logic: may be employed when fields/questions need to be hidden for data entry under certain
conditions. For instance, you may want to hide the question “How many hours per week do you watch
TV?” until a “Yes” answer is checked for a previous question, “Do you watch TV?”

Data Access Groups: restrict viewing of data within a database, for instance in a double-blind or multi-site
study.

Data Collection Instrument: a form created to capture data. This term is essentially interchangeable with
“data entry form.”

Data Dictionary: a specifically formatted .csv spreadsheet containing the metadata used to construct data
collection instruments and fields.

“Development” vs. “Production” Modes: study status modes. In Development Mode, you are still working
through the design of your data forms and testing them with mock data; you may make any changes to
the forms at any time. In Production Mode, you have deployed your forms and you are collecting real
data; changes to your forms are more difficult to implement once you have launched into Production
Mode. (See also: Development vs Production Modes.)

Event: used in longitudinal designs. An event is a scheduled (or unscheduled) occurrence during which
data is captured using your REDCap data instruments (forms).
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Field: a singular data entry, such as age or height.

Form Status: status of the record’s data form completeness, denoted with a color; red — incomplete;
yellow — unverified; green — complete.

Logging: the audit trail of modification occurrences in the project.

Record: the set of information for a unique participant or subject. Each record is composed of a number
of fields (pieces of data), which can be spread across multiple forms (instruments) per record.

Record ID: a unique key that can identify each record in the database. (You may label this differently in
your project, but the ID must remain the first field in the first data form.)

User Rights: the customized privileges that research team members have in terms of data form
modification, data entry, and data access. P.l.s may create “Roles” for groups of team members to ensure
consistency in specified user rights.

Variable Name: the name of the variable that is stored in the REDCap database (not visible during data
entry).

Begin your Project

Signing in to REDCap for the first time

The first time you log in to https://unmcredcap.unmc.edu, it will prompt you for your basic information

in order to verify your account.
Loz out

£ Basic User Information Form

Before accessing RED'Cap, we first need to obtain some basic information about you. Please enter ALL the fields below and then hitthe
Submit button, Once this information is saved, you can change it any time by navigating to the My Profile page, which you will find the
link to at the top right of every page.

Username: john.emith

First name: John

Last name: Smith

Email: John.smith@unmc.edu
Re-enter email: | John.smith@unmic.edu

MOTE: The email address entered abowe will first need to be verified before
gccess to REDCap is granted. After clicking the Submit button, an email will
be sent to that email account, after which wou will need to dick the link
inside the email to werify wour email account before accessing REDCap.

Submit

Once you submit this information, an e-mail will be sent to your UNMC account. Click the link included in
that e-mail to verify your account, and you’ll be all set to use REDCap!
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« Email account verified!

Your email account for REDCap has now been wverified, You may now access REDCap by clicking the link below,

Access REDCap |

From: rito@unme.edu

Sent: Wednesday, May 01, 2019 3:50 P
Ta: Smith, Jahn

Subject: [REDCap] Werify your email address

[This message was automatically generated by REDCap]
To complete the process of setting up a new primary email for your REDCap account with username “"john.smith”, you will need to confirm your email address by clicking the link below.
Click here to confirm your email address

If the link above does not work, try copying the link below into your web browser:
https:funmcredcap. unmce. edufredcap/inde. php?user_verify=mavweXUhEF lykweskjFE

This link is unigue to you and should not be forwarded to others.

Things you should already know about your project

There are several things you should already know about your project before submitting a project creation
request. The following items are intended to provide a starting ground for prior knowledge, but this will vary
on a case-by-case basis. Some studies may have far more than this planned out already, while others may still
be defining the basics.

The end goals of yourresearch

The specific data you are going to be capturing

The type of study you are going to be performing (longitudinal, cross-sectional, etc.)

Who will comprise your research team?

We recommend designing your data forms in REDCap before submitting your final IRB protocol for
approval, so that you may include PDF versions with your IRB submission. Whether you are in the
beginning or ending stages of IRB approval, we will likely be able to assist and support your project.
Notably, an IRB approval notification (email copy) will be required before we will be able to move your
project to “Production” (official deployment) status.

Do | need IRB approval?

Note: The Research IT Office will not make this determination for you. If in doubt, we recommend
consulting your IRB. The following information may help you prepare for that conversation.

The UNMCIRB is an independent, academically-based committee constituted of medical, scientific,
and non-scientific members whose responsibility is to ensure the safety, well-being, and the protection
of the rights of human subjects who take part in research studies. The IRB reviews research in accordance
with the Department of Health and Human Services (DHHS) and the US Food and Drug Administration (FDA)
regulations.

If your study involves research using human subjects, you likely need IRB approval before you will be able
to conduct the study. The federal definitions are as follows:

Research: a systematic investigation, including research development, testing and evaluation, designed
to develop or contribute to generalizable knowledge. Activities which meet this definition constitute
research for purposes of this policy, whether or not they are conducted or supported under a program
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which is considered research for other purposes. For example, some demonstration and service programs

may include research activities.

Human subject: a living individual about whom an investigator (whether professional or student)
conducting research obtains:

Data through intervention or interaction with the individual, or
Identifiable private information.

A research protocol may qualify for exemption if it meets certain criteria. View the IRB exempt research
categories for the detailed federal list

IRB exempt research categories

The following describes human subjects research that qualifies for exemption from IRB review based on
the Federal Register Title 45 § 46.101. IRB exemption status cannot be self-determined. All exemption
determinations are made by the Research Compliance Office. If you believe that your protocol qualifies
for exemption, please contact your institution’s IRB for submission instructions and guidance.

Unless otherwise required by department or agency heads, research activities in which the only
involvement of human subjects will be in one or more of the following categories are exempt from this
policy:

Research conducted in established or commonly accepted educational settings, involving normal
educational practices, such as (i) research on regular and special education instructional strategies, or (ii)
research on the effectiveness of or the comparison among instructional techniques, curricula, or
classroom management methods.

Research involving the use of educational tests (cognitive, diagnostic, aptitude, achievement), survey
procedures, interview procedures or observation of public behavior, unless: (i) information obtained is
recorded in such a manner that human subjects can be identified, directly or through identifiers linked to
the subjects; and (ii) any disclosure of the human subjects' responses outside the research could
reasonably place the subjects at risk of criminal or civil liability or be damaging to the subjects' financial
standing, employability, or reputation.

Research involving the use of educational tests (cognitive, diagnostic, aptitude, achievement), survey
procedures, interview procedures, or observation of public behavior that is not exempt under paragraph
(b)(2) of this section, if: (i) the human subjects are elected or appointed public officials or candidates for
public office; or (ii) federal statute(s) require(s) without exception that the confidentiality of the
personally identifiable information will be maintained throughout the research and thereafter.

Research involving the collection or study of existing data, documents, records, pathological specimens,
or diagnostic specimens, if these sources are publicly available or if the information is recorded by the
investigator in such a manner that subjects cannot be identified, directly or through identifiers linked to
the subjects.

Research and demonstration projects which are conducted by or subject to the approval of department
or agency heads, and which are designed to study, evaluate, or otherwise examine: (i) Public benefit or
service programs; (ii) procedures for obtaining benefits or services under those programs; (iii) possible
changes in or alternatives to those programs or procedures; or (iv) possible changes in methods or levels
of payment for benefits or services under those programs.
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Taste and food quality evaluation and consumer acceptance studies, (i) if wholesome foods without
additives are consumed or (ii) if a food is consumed that contains a food ingredient at or below the level
and for a use found to be safe, or agricultural chemical or environmental contaminant at or below the
level found to be safe, by the Food and Drug Administration or approved by the Environmental Protection
Agency or the Food Safety and Inspection Service of the U.S. Department of Agriculture.

What happens if | conduct human research without IRB approval?

Conducting human research without IRB approval will place the University out of compliance with Federal
requirements that regulate research involving human subjects. This can result in Federal or IRB actions
that will prevent you, your department/division, or the University from conducting research involving
human subjects. It will also jeopardize the University’s human research certification with the Office for
Human Research Protections (the FWA).

Data collected without IRB approval cannot be used in class research, theses, or dissertations, which may
ultimately prevent students from fulfilling graduation requirements.

Can | start collecting data before I receive official IRB approval?

No. You may enter practice data for the express purpose of testing your data forms, but you absolutely
may not collect real data for research involving human subjects until you have explicit IRB approval.

Citing REDCap in your IRB protocol

Below is the recommended REDCap documentation for the Data Management section of your IRB
protocol:

“The Research IT Office deployed REDCap (4230 Leavenworth, Omaha, NE) in UNMC Data Center will be used
as a central location for data processing and management. Vanderbilt University, with collaboration from a
consortium of institutional partners, has developed a software toolset and workflow methodology for electronic
collection and management of research and clinical trial data. REDCap (Research Electronic Data Capture)
data collection projects rely on a thorough study-specific data dictionary defined in an iterative self-
documenting process by all members of the research team with planning assistance from the Center for
Health Insights. The iterative development and testing process results in a well-planned data collection
strategy for individual studies. UNMC REDCap data transactions are web-based information transmission is
encrypted. REDCap was developed specifically around HIPAA-Security guidelines. REDCap has been
disseminated for use locally at other institutions and currently supports over 1000 academic/non-profit
consortium partners on six continents and over 100,000 research end-users (wWwww.project-redcap.org).”

Initial Project Set-Up

Log into UNMC REDCap (https://unmcredcap.unmc.edu) using your UNMC Netld and Password, after
successful login, you can start creating new projects
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Logged in as

‘kEDca p Home My Projects 4k Mew Project € Help & FAQ € Control Center e—— 072~

+ Create a new REDCap Project

You may begin the creation of a new REDCap project on your own by completing the form below and clicking the Create Project button
at the bottom.

Project title:
Title ta be displayed on project webpage

Purpoee of this project: .. Salect OAE ---- v
How wili it be Lsed?

Apgign project to o Project
Folder?

Project notes{optional):
Corments describing the project’s use
oF plrpose that ore disployed o the My
Profects page.

Start project from ecratch * Create an empty project (blank =late)
or begin with a template? Upload a REDCap project XML file [CDISC ODM format) [2
Use a template [choose one below)

Template title [sorted by title) Template description

Contains a single data collection instrurment to capture basic demographic information,

Contains six data entry forms, including forms for demography and baseline data, three
rnonthly data forms, and concludes with a cornpletion data farm.

Contains five data entry forms for collecting and tracking information for cancer tissue,

Contains nine data entry forms (beginning with a dermography form) for collecting data
longitudinally over eight different events,

ITantaine nine data antne forme thaoinnino with a darmnoranbie farml for callartine data nn

Create Project Cancel

Submitting the project request is very simple. You will need to provide a project title and purpose. You
have five options for project purpose:

Purpose of this project: - SelectOne — ¥
(How will it be used?)
Practice / Just for fun
Operational Support
Research
Quality Improvement
| Other

If this is your first project in REDCap, we recommend selecting “Practice / Just for fun.” This way, you can
explore the various functionalities of REDCap and become acquainted with it before implementing a full
project. See the Project types section for more details about the various project types. If you select the
Practice option and later decide you would like to turn it into your official project, you may amend the
project purpose on the main Project Setup page. Your project’s title can be changed at any point in
Development.

Notice the “Start project from scratch or being with a template?” option. 95% of the time, you will want
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to begin your project empty (blank slate) so that you can design it to your exact specifications. However,
there are many templates available that have forms designed already, which can be added to and
modified to fit your project’s needs. This is not the only opportunity you will have to access these general
forms: during the process of project design, you may also visit the Shared Library to add template forms
to your project. See the Project templates and Shared Library sections for more details.

When your request is sent, this message will appear, and we will be able to approve your project so that
you may begin. Project approvals will generally be granted within 1-2 business days (24-48 hours) of the
request.

M Project Home | ;(=Project Setup | Wl OtherFunctionality = £ Project Revision History

" Succees! Your request to move the project to production status has been sent to a REDCap
administratar,

Once we approve your project, you will receive an e-mail similar to the one below confirming approval
and providing a link to your new project. You can also access the project by simply logging into
unmcredcap.unmc.edu and clicking the “My Projects” tab.

2 Reply 12 Reply A1l £ Forward
Thu 57242019 9:20 Ak

rito@unmc.edu

[REDCap] Approved: Project Moved to Production
To P, ———

[This message was automatically generated by RED Cap]
The following REDCap project has now been moved to production status, as requested: Test Project.

Access your RED Cap project

[TIPS AND TRICKS]:
e If you've completed a consult with us about your study, we will be anticipating your project
request, and it will get approved more quickly. In addition, any questions or concerns that we
would have about your project will have already been discussed.

Project types

When you first create your project, you will be asked to select a project purpose. You have five options:
Practice / Just for fun, Operational Support, Research, Quality Improvement, and Other.
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Purpose of this project: ——SelectOne — ¥
(How will it be used?,
(Howmillitoe used?)

Practice / Just for fun

Operational Support

Research

Quality Improvement
| Other

If you choose Practice / Just for fun, you will not be prompted for any additional information. This type
is, as the title suggests, intended for practice purposes: to become familiar with the features and learn
about REDCap.

Operational Support projects are generally intended for the management and monitoring of a system or
technical environment issues. This can include management of an organization, bug report tracking,
project tracking, and more.

Quality Improvement projects include projects such as evaluation surveys and suggestion forms.

These projects can help channel organizational goals and facilitate performance improvement.

If you select Other, you will be prompted to briefly describe the intention of your project. If we have
further questions about your project type, we will contact you before approving your project.

Selecting Research will prompt many new fields:

Purpose of this project: Research v
How: wili It Be useds

Name of PL {if applicakle):
First narne Ml Last narme

Email of P.L {if applicakle}

Hame of Pl as cited in puklications {if applicable):
1e.g., Harris PA)

IRB numker {if applicable):

Please specify:
Basic or bench research
Clinical research study or trial

Translational research 1 (applying discoveries to the developrnent of
trials and studies in humans)

Translational research 2 (enhancing adoption of research findings and
best practices into the comrunity)

Behavioral or psychosocial research study

Epiderniology

Repository [developing a data or specimen repository for future use by
investizators]

Other

Fill out as much as you can before submitting your project request. If you do not have all of the
information at the time of your project request, do not worry about it — you can add these details later,
as long as they are all completed before launching into Production phase. In fact, we recommend that
you wait until after designing your REDCap forms to submit your study to the IRB: this way, you can
convert your forms to PDF documents and include them with your IRB submission or other topics that
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might be considered “Project Types”, see:
Longitudinal studies Survey-based studies
Multiple treatment groups (Arms)

Project templates

When requesting your project, you will generally want to select the “Create an empty project (blank
slate)” option. This will allow you to customize your project to your exact specifications. However, if you
would like to select a template to base your project upon, several areavailable.

Start project from scratch Create an empty project (blank slate)
or begin with a template? Upload a REDCap project XML file (CDISC ODM formar) [2
® Use atemplate (choose one below)

1 Choose a project template  [comes pre-filled with fields, forms/surveys, and other settings] |5 49 templates Administrators anky |

select : q A
bernplate Template title (sorted by title) Template description
Basic Dermography Contains a single data collection instrument to capture basic demographic information.

Contains six data entry forms, including forms for dermography and baseline data, three

Classic Database ! -
rmonthly data forms, and concludes with a completion data form,
Hurnan Cancer Tissue Biobank Contains five data entry forms for collecting and tracking information for cancer tissue,

Contains nine data entry forms (beginning with a dermography form) for collecting data

ST E L R langitudinally over eight different events,

I"antaine nine data entiacfarme theginnine with 2 demaoranbir form for calletine data an

Create Project Cancel

The templates have varying numbers of data forms, each with a set of pre-specified fields. If you do
decide to use a template, new forms/fields can still be added and existing forms/fields can be modified
or deleted if you choose. The structure is still very flexible; this can just give you a base upon which to
build your project.

If you create an empty project and later decide that you would like to use pre-designed forms, you may
access the Shared Library to import forms that other REDCap users have uploaded. The Shared Library
has many more options than the project templates. See the Shared Library section for more details.

Development versus Production modes

You will begin your project in Development mode. This means that you are still in the process of designing
and testing your data collection instruments. Everything can be modified freely in Development mode. If
you are conducting a research study, your IRB number is not required until you move into Production
mode.

Once you feel ready to deploy your project, you may request to have your project placed into Production
mode. At this point, you should have fully tested the workflow, data validation and branching logic: you
should be certain that your data forms are finalized and fully functional. You should also have your IRB
approval number, if applicable. If this was not added to your project when you initially created it, you
may add it under “Modify project title, purpose, etc.” on your main project dashboard.

Moving your project to Production prior to collecting real study data ensures you are maintaining data accuracy
and integrity. The post production control process provides an additional check to ensure that data in your
records is not modified, deleted, or overwritten unintentionally. In addition, it allows us to have a check point
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at which we require IRB numbers for validation; otherwise, we would have to require them at the time of
project request.

See the Beyond Development Mode sections for details about other project modes available after moving
into Production mode.

Designing Data Tools

Online designer

Overview
Design your data collection instruments & enahle your surveys
Add or editfields on wour data collection instruments [survey and forms). This may be done by
either using the Online Designer [online method) or by uploading a Data Dictionary [offline
method). ¥You may then enable your instruments to be used as surveys in the Online Designer,
I'm done! | Quick links: Download PDF of all instruments OR Download the current Data Dictionaty

Goto | |5 Online Designer | or | |%] Data Dictionary | Explore the | @ REDCap Shared Library |

Have you checked the Check For Identifiers page to ensure all identifier fields have been tageed?

Learn how to use | | B2 W @ Action Tags

The Online Designer is the primary tool with which you will design your data forms. Assuming that you
started with an empty project (started without using a template), you will see one default form already
present in your Online Designer, entitled “My First Instrument.” You may rename this form by clicking
the “Rename” button on the right. To begin editing, click on the instrument name.

M ProjectHome  :=Project Setup = Online Designer | [ Data Dictionary

B Create snapshot of instruments | 2 VIDEQ: How to use this page

Last =napshot: 04726/20158 11:11am |7

The Online Designer will allow you to make project medifications to fields and data collection instruments wery easily using only your
wieh browser, NOTE: While in development status, all field changes will take effect immediately in real time.

) Add new instrument:
Survey options: |
i = 4 Create | a new instrument from scratch
Data Collection 1= Surey Queue | [ Survey Login =
Instruments : : O Import | a new instrument from the official REDCap Shared Library &
[7, Survey Notifications | —

& Upload | instrurnent ZIP file from another projectfuser or external libraries &

Yiew Enabled as

Instrument name Fields POF survey Instrurmnent actions  Survey-related options

Iy First Instrument ] b @ Choose action | & Survey settings | +Automated Invitations |

By default, your first form will have only one field, entitled “Record ID.” This indicates the unique
record/participant identifier, and must be preserved. You may change the name of the field by clicking
the Edit icon (the yellow pencil). However, whatever you decide to call it (“Participant ID,” “Study ID,”
etc.), its purpose as a unique identifier must remain the same. This field does not need to be repeated for
any other data forms throughout the project; this is the only place you will need to be concerned with it.
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M Project Home = Project Setup =: Online Designer = Data Dictionary

Create snapshot of instruments | f-:f VIDEQ: How to use this page

Last =nap=hot: never |7

This module will allow wou to create new data collection instruments/surveys or edit existing ones. Changes may be made by either
using the Online Designer or Upload Data Dictionary (see tabs abowvel, in which wou may use either method or bhoth, The Online
Designer may help ywou get some initial fieldsAforms built guickly or to make guick edits, but using the Data Dictionary file may be more
hielpful if vou will be adding a large number of fields for this project.

This page allows vou to build and customize yvour data collection instruments one field at a time. You may add new fields or edit
existing ones. New fields may be added by clicking the Add Field buttons. You can begin editing an existing field by clicking onthe o
Edit icon, If you dercide that yvou do notwant to keep a field, wou can simply delete it by clicking on the 3 Delete icon, To reorder the
fields, simply drag and drop a field to a different position within the formn below. MOTE: While in dewelopment status, all field changes
will take effect immediately in real timme, Are yvou using Action Tags wet? If not, learn about Action Tags here,

& Return to list of instruments

Current instrument: My First Instrument Preview instrument

e Wariapls: record_id

Record ID

ROTE: The field abowe is the record |D field and thus cannot be deleted aor mowed. It can only be edited.

Add Field | | Add Matrix of Fields |

You may click the “Preview Instrument” button to preview what your form will look like during actual
data entry. Calculated fields and branching logic will not work in this preview; practice data must be
entered in records in order to test those particular functionalities. Adding a new field

To create a new data field, click the “Add Field” button. There are twelve types of fields you may choose
from. Our example in this section will use the “Text Box” field type (essentially a “short answer” field),
one of the most common field types in REDCap data entry. The general “new field” addition process is
very similar across field types —however, other types may have additional features or nuances associated
with them, which is discussed in detail in the Field types section.

Edit Field *

You mayw acdd a newe project field to this data collection instrument by completing the fields belows and clicking the Sawe
button at the bottom. When vou add a new field, it will be added to the form on this page. For an overwiews of the
different field types available, wvou may wiews the 23 Field Twpes wvideo [4 min)l.

Field Type: TextBox [ShortText Mumber. DatesTime, ...] A
Field Label
First Mame wvariable MName ‘utilized in logic, cales, an;::l e;lportts‘,- 7 .
rable auto maming o
first_name e bll () wrE
DMLY lettars, numbers, and underscores Field Label>
How to use | | B2 )
validation? (optional} - MNone ---- -
Action Tage - Field Annotation (optional =Br =

Enable searching within a biomedical ontology [ #

Learn abaut [ Slpcee] or using Field Annotation -- chioose ontologw to search -- A

Required?* '® Mo Yes
* Prompt if field is blank

Identifier? Mo = yes
Does the Reld contain identifying information fe.9.. name, SSH, address)?

Custom Alignment Right s wertical [Rw] -
Align the position of the Aeld on the page

Field Mote (cptionaly

Srnall rerminder text displaved underneath feld

Sawve Cancel
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If you are designing a survey, the Field Label will generally be a question, such as “First Name?” If you are
designing a research data entry form, your Field Label may look more like a standard label, such as
“Baseline heart rate:”.

The Variable Name is used by REDCap to store the data. We strongly advise against enabling auto-naming
for variables (the checkbox to the right of the Variable Name field). You generally want to keep variable
names short but somewhat descriptive, so that if you need to export your data, you will be able to
recognize key variables. For instance, “Q1” is not a very descriptive variable name, and is not advised for
most situations. “Height” is a good variable name, but “height_in” or “height_cm” is even better, because
you are reiterating your measurement unit within the variable name, which is a good practice.

Validation is an extended option which is discussed in detail in the Data validation section
The Required option, by default, is set to “no.” If changed to “yes,” it will require an answer before a data form
can be saved (or before a survey can be submitted, depending on your study set-up).

The Identifier option should be marked whenever a field asks for one of the 18 HIPAA identifiers. When
you export or view deidentified data, the fields that were marked as identifiers will be omitted. A concise
list of the 18 HIPAA identifiers is listed below, but for an official list and supporting details, see Box 2 on
this page from the CDC website:

http://www.cdc.gov/mmwr/preview/mmwrhtml/m2e411al.htm

A brief reminder of the 18 HIPAA identifiers: 1.) names, 2.) geography more specific than state, 3.) any relevant
dates more specific than year, 4.) phone numbers, 5.) fax numbers, 6.) e-mail addresses, 7.) SSNs, 8.)
MRNs, 9.) health plan beneficiary numbers, 10.) account numbers, 11.)

certificate/license numbers, 12.) vehicle identifiers, 13.) device identifiers, 14.) URLs, 15.) IP addresses, 16.)
biometric identifiers, 17.) full-face photographic images, and 18.) any other unique identifying number,
code, or characteristic.

The Custom Alignment option changes how the question (and answers, if the field is a multiple choice
option) appears in the data entry screen. We don’t recommend adjusting this unless there is an aesthetic
need to do so, but you may play around with the functionality as you explore REDCap’s features.

The Field Note option displays a side-note in small text beneath the text entry field (or multiple choice
options) on the data entry screen. It is useful for designating units or clarifying a manner in which the
qguestion should be answered (e.g. “Mark all that apply”).

The end result of the field creation in this example looks like this:

First Name

The Choices component of field creation is specifically for multiple choice field types (drop-down list,
radio buttons, and checkboxes). It appears directly below the Field Label and serves as the place for you to
list the various choices to select from, one choice per line. REDCap automatically “codes” these variables
inincreasing order beginning with “1.” This is for data storage purposes, and will not affect the way the choices
are viewed in data entry. Below is the screen that will be prompted if you have not provided manual codes
for your choices:
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Raw values for choices were added automatically

The choices listed below did not appear to hawe a raw walue listed but
only had alabel, =0 a raw value has been provided for them
automatically, If vou are not satisfied with these auto generated
walues, you may change them before saving your changes for this
field. The choices in the 'Choices' text box hawe automatically been
modified to reflect these changes, MOTE: Checkbox fields are not
allowed to hawe a raw walue that contains a decimal/period, so if any
choices contained a decimal/period, then the choice will hawe a new
auto generated value seen below

1 was set as the raw value for Lexapro
2 was set as the raw walue for Celexa
3 weas set as the raw walue for Prozac
4 was set as the raw value for Paxil
5 wias et as the raw value for Zoloft

[TIPS AND TRICKS]:

e Generally, it is acceptable to have REDCap provide the automated coded values for your multiple
choice options, but there may be instances in which you should manually enter or change the
coded values. For instance, let’s say you are writing a survey question inquiring about the
frequency of a participant’s consumption of fast food, and let’s say you have decided your choices
are “Never,” “Once per month or less,” “Two to five times per month,” and “More than once a
week.” Since this is a scale with an absolute zero, coding “Never” as 0 and moving upward from
there (rather than beginning at 1) is a wise decision.

e If you have many forms, it can be helpful to add a prefix to your field variable names that indicates
which form they are on. For instance, a variable representing age in years on your Demographics
form might be labeled “dm_age_yrs.”

e We strongly advise against numbering your fields within the field label (e.g. “1. How old are
you?”). Any branching logic or future decisions to move/delete fields will drop or mix numbers,
causing unnecessary work later. The REDCap survey option features auto-numbering and custom
numbering abilities, which should be used instead (toward the end of project design).

Field types

There are fourteen types of fields you may choose from: Text Box, Notes Box, Calculated Field, Multiple Choice
—Drop-down List, Multiple Choice — Radio Buttons, Checkboxes, Yes-No, True-False, Signature, Slider/Visual
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Analog Scale, File Upload, Descriptive Text, Begin New Section and Dynamic Query (SQL).

1.) Text Box: a single-line text box for text and numbers. The example in the Adding a new field section
is a text box.

Firet Name

2.) Notes Box: a large text box for a large amount of text. This is convenient for long descriptions and
“Additional Comments” boxes.

Comments

Expand

3.) Calculated Field: a field which performs realtime calculations based on the entries in other fields.
The syntax for complicated calculations can be intricate, but REDCap will alert you to any syntax
errors, and will refuse to attempt calculations until they are resolved, preventing data errors.
Variable names are referred to in [brackets] in the written calculation equation.

Calculation Equation How do | farmat the equation?
round(([weight]*1 0000)/(([height])*(2)1.1)

Clear calculation

In this example, weight and height are two variables from previous questions being utilized to
calculate Body Mass Index (BMI). Clicking the “How do | format the equation?” hyperlink will open
a dialog box describing some of the nuances and specifications of the calculation syntax, such as
the rounding function used in this example.

Height (cm) 160
Weight (kilograme) &9
BMI 27 I Wigw equation

In data entry, it is impossible to directly edit the value of a calculated field (hence the red text).
This ensures the integrity of the calculation procedure.

4.) Multiple Choice — Drop-down List: a drop-down menu with options. Only one option can be selected.
This can help save space on a data form if there are many different choices to display.
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Race v
American IndiansAlaska Native
Asian

Mative Hawaiian or Other Pacific Islander
Black ar African American

White

Nore Than One Race

Unknown ¢ Mot Reported

5.) Multiple Choice — Radio Buttons: a set of radio buttons (round buttons), from which only one

6.)

7.)

8.)

9.)

choice can be selected at a time. The “reset” button in the corner removes any current selection
and returns the field to a null (absent) value.

Female
Wale

Gender

recet

Checkboxes: checkboxes which allow the selection of multiple options if desired.

Lexapro

Celexa
la patient taking any of the following medications? {check all that SV
apply)

Paxil

Zoloft

Yes-No: radio buttons with the options “Yes” and “No.” These values are automatically coded: “Yes”
=1, “No” =0.
Yag

Hag the patient given birth before? N
o

reset

True-False: radio buttons with the options “True” and “False.” These values are
automatically coded: “True” = 1, “False” = 0.

Please indicate the truth or falsehood in regard to each statement about yourself.

True

|am a homeowner.
False

resst

Signature: Allows a person to draw their signature on a survey or data entry form using a mouse, pen,
or finger (depending on whether using a desktop computer or mobile device). Once captured, the
signature will be displayed as an inline image on the survey page or data entry form. While this option
appears as a "Signature" field type in the Online Designer, it is specified in the Data Dictionary as a
"file" type field with validation type of "signature". Thus, it is essentially a special type of File Upload
field. Note: The signature image for Signature fields cannot be imported via the API, although they can
be downloaded or deleted via the API using the "Export a File" and "Delete a File" APl methods,
respectively.
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Signature &) Add sienature

Add signature ®

Signature

Save signature reset

10.)Slider: visual analogue scale coded as values 0-100. You may provide labels above the left, middle,

and right sides of the slider.
Wery sad Indifferent Wery happy

Specify the patient’s mood

Change the slider abeve tezeta respanse

reset

11.)File Upload: an uploading tool for any associated images or documents that may need to be
attached to individual records.

Please upload the associated document: & Upload document

12.)Descriptive Text: text displayed with optional image/file attachment. The file may be displayed as a
clickable (downloadable) link, or (if the file is an image) displayed in-line with the text.

Below you will be asked to select the faculty member you are evaluating. If you would like a visual reference to confirm
the name of the faculty member, please click this link for a list of pictures and names.

Attachment: B faculty reference sheetpng (0.01 ME)

13.)Begin New Section: a field composed of a single line appearing in different color from the rest of
your form, indicating separation. This is largely for aesthetic/organization purposes. Adding text
(to serve as a header) is optional. When deploying a survey, you have the option to break each
section into separate pages, giving these headers a true separation functionality.
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Congent Information

Date subject signed coneent Today |
WYY Y -MM-DD
Upload the patient’s coneent form @ Upload document

Contact Information

First Name

Last Name

Street, City, State, ZIP

Expand

14.)Dynamic SQL Query: A "sql" field allows one to populate a drop-down list on a data entry form or

survey by providing an SQL query ("select" queries only) in the Online Designer for a field or in the
Select Choices column of the Data Dictionary.

[TIPS AND TRICKS]:

In your data entry screens (not including the survey submission screen), there is a small “H” and
speech bubble appearing beside each field. The “H” tracks the history of all recorded data values
for that particular variable. The speech bubble is the Field Comment Log, which allows users to
make comments on particular fields, and lights up when a comment exists for a field.

Data validation

When using the Text Box method of entry, it is best to ensure that the data coming in is the type of data that
you are expecting to see. One method of doing this is by employing the Validation option in the field creation

screen.

By utilizing this feature, REDCap will prompt an error when a field’s entry does not meet certain

expectations for data type. There are eleven basic data types that you can designate via the Validation option:
date (3 formats), date time (6 formats), e-mail, integer, letters only, MRN, number (5 formats), phone
(U.S.), Social Security Number (U.S.), time (2 formats), and ZIP code (U.S.).

1.)

2)

Date: The three different formats you can specify for date are Day-Month-Year, Month-Day-Year, and
Year-Month-Day. Regardless of which type you choose, a small calendar icon will be visible next to
the field in data entry which you can utilize to easily specify a date in the appropriate format. You
can also click the “Today” icon to automatically fill in the current date.

Datetime: Datetime can be recorded with or without a “seconds” count. The three without
seconds follow the same formats as the three Date formats (listed above), with an additional H:M
to indicate time (Hours:Minutes). The three that do include seconds also follow the same three
Date formats, with an additional H:M:S to indicate time (Hours:Minutes:Seconds). Like the Date
option, a calendar icon appears next to the field, and in addition, a clock icon appears. You can
also click the “Now” icon to automatically fill in the current date and time. An example of usage
of the calendar/clock dialog box is below:
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3)

4.)

5.)

6.)

7.)

8.)

14-05-201914:50 [ | Mow |
0 nay vi2009 v O
Su Mo Tu We Th Fr Sa

2|3 4
5 6| 7 g8 9 10 11

12 13| 14| 15 18 17 18

19 20 21 22 23 24 25 hdd
26 27 28 29 30 3

Time 14:50

Hour
Minute

Mo Done

E-mail: To validate an e-mail address entry, REDCap checks for a singular “@” symbol and an
appropriate e-mail domain ending (such as “.com” or “.edu”). The inclusion of other special
characters that would not be a part of valid e-mail addresses (such as “S” or “#”) will also prompt a
data validation error. This is very widely applicable, however, if you are expecting e-mail addresses
connected to new or uncommon domains, we do not recommend using this validation option.

Integer: Integers include all of the negative and positive whole numbers, plus zero. This means
that any decimal or fractional values will prompt a validation error, as well as any values outside
the designated minimum-maximum range.

Letters only: This validation type will only accept English alphabetical characters. It will not accept
spaces, numbers, special characters, or accented letters.

Number: This validation type accepts numbers, including decimal values. The five formats are
derived from the number of decimal points you choose to allot: 1, 2, 3, 4, or unspecified. If you
choose to specify a number of decimal points, an error will be prompted if that exact number of
decimal points is not met. For instance, if you have specified two decimal points, an entry of “3”
or “3.0” would not be accepted — only “3.00” is considered a valid entry in this case.

ORCID Number: This validation type will only accept sixteen numerical digits separated by hyphens in
the appropriate ORCID format. Example: 0123-4567-8901-2345.

Phone: This validation type will only accept a ten-digit U.S. phone number. Not including a valid
U.S. area code will prompt an error. It is fairly lenient regarding the input format (spaces, no
spaces, hyphens, etc.), but it will change your entry to a standardized “(###) ###-####” format
upon field completion.

9.) Time: This validation type accepts only HH:MM time format. Like the Datetime type, the clock
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icon and/or the “Now” icon can be used to assist data entry.

10.)UNMC Cost center: This validation type will accept numerical digits separated by hyphens in the
appropriate UNMC cost center format. Example: 12-34-56-7890

11.)ZIP code: Only five- or nine-digit ZIP codes are accepted. Nine-digit ZIP codes must include a hyphen
separating the first five from the final four, or an error will be prompted.

[TIPS AND TRICKS]:

e Many of the data validation types include an option for setting minimum and maximum expected
values. We strongly encourage users to employ this wherever applicable. For instance, if a field
asks for the age of a participant, you may want to set the minimums and maximums around your
study eligibility guidelines, such as 16 to 55. If you do not have study eligibility rules, it is still a
good practice to set relatively reasonable limits, such as 4 to 120.

Branching logic

If you would like for certain questions to appear only under certain conditions, you may employ the
REDCap technique “branching logic” to do so. The easiest way to demonstrate branching logic is by
walking through an example. Let’s say you are working in your Online Designer, and you are concerned
with these two questions:

0y & @ ¥ variable: future_interest

Yes, please!
No, | would never need data collection or survey tools

No, | have a different data collection or survey tool that |
prefer

Do you have any interest in learning to use REDCap for future
projects that require data collection or surveys?

reset

Add Field | = Add Matrix of Fields |

& 1Y “F ¥ Varisble which_tool

What data collection or survey tool do you use?

Add Field Add Matrix of Fields

You only want that second question to appear if the participant selects “No, | have a different data
collection or survey tool that | prefer.” Otherwise, the question does not make much sense in context.
Because the appearance of the second question (the variable “which_tool”) is dependent on the answer
to the first question (the variable “future_interest”), we call future_interest the parent (or independent)
question and which_tool the child (or dependent) question.

To begin defining your branching logic, click the branching logic icon (the green arrows) on the child question.
The Branching Logic dialog box will appear. You may use either the Advanced Branching Logic Syntax box or
the Drag-N-Drop Logic Builder box. For most branching logic uses, the Drag-N-Drop Logic Builder will be
sufficient. We do not recommend using the Advanced Syntax box if you have no experience with computer
science or programming syntax. If you have a question which you think may require the Advanced Syntax box,
please feel free to contact us for assistance or review of the coding.
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Choose method below for the following field: which_tool - What data collection or survey tool do you use?

Advanced Branching Logic Syntax (How do | use the advanced syntax?)

. Drag-N-Drop Logic Builder

Show the field ONLY if...

Field choices from other fields ® ALL below are true
(drag a choice below to box on right) k ANY below are true
e e 12 oo o oo e ]| e o b e = future_interest = No, I have a different data
| the news or internet (4) collection or survey t... (2) ¥
hear_from = Other (5) Drag
other_explain = (define criteria) and
| future_interest = Yes, please! (1) Drop

future_interest = No, I would never need
| data collection or survey t... (0)
future_interest = No, I have a different data
collection or survey t... (2)

Clear logic

Simply drag and drop the appropriate conditions for appearance of the child question, being sure to
specify whether you want ANY or ALL of the conditions to be true in order for the child question to appear.

Remember, branching logic is only employed on the child question. Since we want our first question to
remain static regardless of any other values on the page, we leave it alone.

Implementation:

Survey appearance before choosing any option (or with a non-target option selected):

Do you have any interest in learning to use REDCap for future
projects that require data collection or surveys?

Yes, please!

No, | would never need data collection or survey
tools

No, | have a different data collection or survey tool
that | prefer
reset

If you would like, you may enter your e-mail address here, and
we can send you information about getting started with
REDCap.

Survey appearance after choosing the logic-dependent option:
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Do you have any interest in learning to use REDCap for future Yes, please!

projects that require data collection or surveys? )
’ y No, | would never need data collection or survey

* must provide value tools

*' No, | have a different data collection or survey tool
that | prefer

reset

What data collection or survey tool do you use?

If you would like, you may enter your e-mail address here, and
we can send you information about getting started with
REDCap.

[TIPS AND TRICKS]:

e Be sure to thoroughly test any use of branching logic with practice records to ensure that your
fields/questions are being displayed exactly as you want them. Recall that the “Preview
Instrument” function in the Online Designer will not test branching logic; only actual practice
records can do this.

e Try not to include too many conditions in your branching logic. Overuse of branching logic can
lead to a higher chance of errors.

Adding a matrix of fields

For some data forms and surveys, the same set of answers may be used for many questions in a row, such as
scales indicating frequency or agreement. To fully grasp the “matrix of fields” concept, it may be easier to view
an example of a finished implementation before delving into the specifics of the set-up:

Please indicate the extent to which you agree or disagree with the following statements.
Neither agree Strongly
Strongly agree Agree nor disagree Disagree disagree
What the instructor expected of me
was clear and fair. reset
The instructor was available to the
students. reset
The course was appropriately
challenging to me. =
The exams reflected the material in
the lectures, coursework, and books. =
The instructor was well-prepared.
reset
The instructor showed respect for
students. reset
The environment was conducive to
learning. resat

Setting up the matrix is essentially writing many questions at once, all of which use the same set of
answers. As such, there is only one section to define column choices, but there are many field labels, each
with their own variable names and requirement statuses. You may add as many rows as necessary for
your matrix.
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Matrix Header Text (optional)

Matrix Rows

Each row represents a different field with its own label and variable

Field Label
What the instructor expected of me was clear and fair
The instructor was available to the students.

The course was appropriately challenging to me

The instructor was well-prepared
The instructor showed respect for students
The environment was conducive to learning

Add another row

Matrix Column Choices

Choices (one choice per line)
1. Strongly agree

The exams reflected the material in the lectures, coursework, and book

Please indicate the extent to which you agree or disagree with the following statements

Variable Nam

mtrx_fair
mtrc_available
mtrx_challenging
mtrx_exams
mtrx_prepared
mtrx_respect

mtrx_environment

Other Matrix Info

Answer Format:
Single Answer (Radio Buttons) ¥

Required?"

X X X X X X X%

2, Agree

3. Neither agree nor disagree
4, Disagree

5, Strongly disagree

Matrix group name: ONL
instructor_evaluation

There are two answer formats for matrices of fields: Single Answer (Radio Buttons) and Multiple Answers
(Checkboxes). For most matrices, Single Answer will be the preferred format.

A matrix group name must be provided. Its naming mechanism is similar to the general variable naming
mechanism. The group name itself is basically a coded value which ensures that no matter what display
platform the matrix goes through, all of the rows will be displayed together in a single matrix.

[TIPS AND TRICKS]:

e When exporting data, it will be easier for your data manager to keep track of matrix fields by
assigning each field’s variable name the same short prefix, such as “mtrx_" or “eval_".

Shared Library

The Shared Library can be accessed from the home page of your Project Setup.
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Design your data collection instruments

Add or edit fields on your data collection instruments. This may be done by either using the Online Designer

>
(online method) or by uploading a Data Dictionary (offline method), in which you may use either method or
both. Quick links: Download PDF of all data collection instruments OR Download the current Data Dictionary
Aansenels) Goto | Online Designer | or | Upload Data Dictionary

You may also browse for pre-built data collection instruments in the | REDCap Shared Library | ¢#———
Have you checked the Check For Identifiers page to ensure all identifier fields have been tagged?

In the Shared Library, you can browse and search through a collection of data entry forms that have been
uploaded by other users. Upon finding a form that sounds useful or interesting, you may view it as a web
page or PDF and decide whether or not to incorporate it into your project as a new data form. Some
forms may want you to agree to a “Terms of Use,” which generally simply requests that you do not claim
any of their forms as original works (which is usually rather easy to follow, given that you don’t delete the
descriptive text within the form giving details about intellectual property). Not all forms will ask this.

[TIPS AND TRICKS]:
e If you don’t find the results you want from your first search, be sure to search for synonymous

and/or related keywords. For instance, if you search “education” and don’t find any relevant
results, try “academic” or “school.”

Data Dictionary

For large or repetitive projects, you may need to make large-scale changes to your forms that would be difficult
or tedious to perform with the Online Designer. The Data Dictionary is a CSV file version of your project, and
serves as an efficient way to make large-scale changes using (usually) Excel.

Design your data collection instruments

Add or edit fields on your data collection instruments. This may be done by either using the Online Designer
(online method) or by uploading a Data Dictionary (offline method), in which you may use either method or
both. Quick links: Download PDF of all data collection instruments OR Download the current Data Dictionary

I'm oocal Goto | Online Designer | or | Upload Data Dictionary | ———

You may also browse for pre-built data collection instruments in the | REDCap Shared Library |

Have you checked the Check For Identifiers page to ensure all identifier fields have been tagged?

To begin making changes to your project using the Data Dictionary, click on “Upload Data Dictionary” on
the home page of your Project Setup. It will prompt you to download the current Data Dictionary so that
you can make changes to it. Here is a sample excerpt from a Data Dictionary (with the columns expanded
for readability):
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A E C [¥] E F 3
1 variahle /Field Name  Faorm Mame Section Header Field TypeField Label Choices, Calculations, OR Slider Labels Field Mote
2 |study_id my_first_instrument text Study 1D
3 |date_enralled my_first_instrume Cansent Information text Date subject signed consent Y -MM-DD
4 |patient_document my_first_instrument file Upload the patient's consent form
5 [first_name my_first_instrume Contact Information text First Mame
6 |last_name my_first_instrument text Last Mame
7 |address my_first_instrument naotes street, City, State, ZIP
8 |telephone_1 tmy_first_instrument text Phone number Include Area Code
9 |email my_first_instrument text E-rrail
10 |dob my_first_instrument text Date of birth
11 |age my_first_instrument calc Age (years) rounddown(datediff{[dok], today",'y'))
12 |ethnicity my_first_instrument radio Ethnicity 0, Hispanic or Latina | 1, MOT Hispanic ar Latina | 2, Unknown /Mot |
13 |race my_first_instrument dropdowr Race 0, &merican Indian/&laska Native | 1, Asian | 2, Native Hawaiian or (
14 |sex my_first_instrument radio Gender 0, Female | 1, Male
15 |given_hirth tmy_first_instrument yesno Has the patient given birth before?
16 | nurm_children my_first_instrument text How many times has the patient given hirth?
17 |gym my_first_instrume Flease provide the patien checkbox Gym (Weight Training) 0, Monday | 1, Tuesday | 2, Wednesday | 3, Thursday | 4, Friday
18 |aerohics my_first_instrument checkbox derobics 0, Monday | 1, Tuesday | 2, Wednesday | 3, Thursday | 4, Friday
19 |eat my_first_instrument checkbox Eat Out (Dinner/Lunch) 0, Monday | 1, Tuesday | 2, Wednesday | 3, Thursday | 4, Friday
20 |drink my_first_instrument checkbox Drink (2lcoholic Beverages) 0, Monday | 1, Tuesday | 2, Wednesday | 3, Thursday | 4, Friday
21 |specify_mood my_first_instrume Other infarmation slider Specify the patient's mood wery sad | Indifferent | very happy
22 \meds my_first_instrument checkbox |5 patient taking any of the following 1, Lexapro | 2, Celexa | 3, Prozac | 4, Paxil | 5, Zoloft
23 height my_first_instrument text Height {cm )
24 \weight my_first_instrument text weight (kilograms)
25 |brni tmy_first_instrument calc BMI round({[weight]*10000}/(([height]1*(2)),1)
26 [comments my_first_instrume General Comments notes Comments

Large-scale changes made easier through the Data Dictionary may include copying many fields (rows)
into another form. For instance, if you wanted to copy rows 3 through 13 into another instrument, you
would simply highlight rows 3 through 13 in Excel (the entire rows), copy, paste into the appropriate
position (ensuring you did not paste over any other rows), and change the Form Name (column B) to
“Contact Info” for the newly pasted rows.

To re-upload the modified Data Dictionary, save the CSV file and re-upload it back in the Upload Data
Dictionary window. If REDCap notices any syntax errors it cannot read, it will prompt an error message
alerting you to the issue. If there are no errors, it will ask for confirmation, ensuring that you know the
new Data Dictionary will replace the old Data Dictionary (not append to it).

[TIPS AND TRICKS]:

e Remember, the Data Dictionary does NOT contain any of the information from any of your
practice records. Changing information in the Data Dictionary can sometimes affect information
in the records (deleting fields, for instance), but it will not erase the records or corrupt the data.

e If you are making large-scale changes using the Data Dictionary, it may be helpful to save separate
copies of your old Data Dictionary in case you discover any errors later on after uploading it (for
instance, if you mistakenly deleted several fields that you did not intend to delete).

Practice Records

An important part of any project, big or small, is the testing phase. Whether you are using surveys or
traditional data entry, REDCap allows you to create practice records to test the full functionalities of your
forms. This is especially crucial for testing branching logic, calculated fields, and survey appearance (if
applicable). For more information about practice records for surveys, see the Survey-based studies section.
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Sl - I = Add / Edit Records
My Projects or & Control Center You may view an existing records/response by selecting it from the drog-down lists below. To create a new record/response, click the
# Project Home hutton below.
‘= Project Setup
Froject status: Development Total records: 3
Data Collection # Editinstruments |[—|

Chooee an existing Study ID Arm1:Drugs v --selectrecord - ¥

o7 Manage Survey Rarticipants

- Get @ public sunvey link ar build 2 Add new record for the arm selectad above
participant list for inviting respondants

scheduling

- Genaerate zchedule= for the calendar
using your defined events

[ Record Status Dashboard Data Search
- Wiew data collection status of all records
2 BB EREROIEE < — Chooee a field to eearch Allfi
- Create new records or editfiew existing jmscludes multiple chaice fields) ields v
anes
Applications =] Search query
Begin typing to search the project data, then olick an
Calendar item in the list to navigate to that record.
\Q Data Exports, Reports, and Stats
« Datalmport Tool
") Data Comparison Tool
1= Legging
- Field Comment Log NOTICE:
File Repository This projectis currently in Development status. Real data ehould NOT be entered until the
£ UserRights and g3 DAGS project has been moved to Production status,

4, Record Locking Customization

Once you are in the main “Add/Edit Records” page, you may choose an existing record to edit, create a
new record by typing in a new Record ID, or search for a particular record by a field value (for instance,
using the search field “Name” and typing “Jane Doe” into the search query). If you are employing multiple
Arms in your study, the first two options sort the records into groups by Arm. To search for a record
whose Arm you are not certain of, using the Data Search option is best.

=) Record Home Page
& Record "4" ie & new Study ID. To create the record and begin entering data for it, click any gray status icon below.

The grid below displays the form-by-form progress of data entered for the
currently selected recard. You may dick on the colored status icons to
access that form/event. If you wish, you may modify the events below by
nawigating to the Define My Events page.

Legend for status icone:
@ Incomplete () Incomplete (no data saved) [2
() Unverified (&) Partial Survey Response

(@ Complete (@ Completed Survey Response

NEW Study ID 4
Arm 1 Drug A

Doage Vigit Dose Vigit Dose Vigit Final

Data Collection Instrument
Enrollment 1 1 2 2 3 3 vigit

Py First INSTrument (survey)
Contact Info

Baseline Data

Visit Lab Data

Patient Marale Questionnaire
Visit Blood Workup

Visit Observed Behavior
Completion Data

Completion Project Questionnaire
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If your study is not employing multiple Events (i.e., if it is not a longitudinal study), your first data entry
form will appear immediately, ready for data input. If your study does employ multiple Events, you will
see a screen similar to the one above. Records are edited one Event at a time; clicking on the first form
of an Event and filling it out will lead you through the forms assigned to that specific Event and then
return you to this screen. To learn more about longitudinal studies and Events, see the Longitudinal
studies section.

Complete? Incomplete ¥

Lock thie record for this form?

If loched, no user will be able to edit this record on this farm until semesne with Lock/Unlack _LI Lock
privileges unlooks it

Save & Exit Farm
Lave & Stay
- Cancel -
Save & Exit Record
Save & 5o To Next Record

Delete data for THIS sy |

At the bottom of your data entry form, you have the option to mark the form as Incomplete, Unverified,
or Complete. Incomplete forms will display a red icon, which is the default status for all forms in a new
record; the yellow icon indicates Unverified, and green indicates Complete.

Clicking “Save and Stay” will save your progress and keep you on the current page. Clicking “Save and go
to Next Form” will save all data and take you immediately to the next form for that record. Clicking “Save
Record” will save all data and return you to the “Add/Edit Records” main page. You may also lock forms
for a record to prevent other users from editing existing information.

The most important thing to remember about practice records is that they are intended for practice.
This means that no real data should ever be entered into REDCap while your study is still in

Development mode. Real data entry will occur once you deploy your project into Production mode, where
your forms are finalized and data is more securely protected.

[TIPS AND TRICKS]:

e In your data entry screens (not including the survey submission screen), there is a small “H” and
speech bubble appearing beside each field. The “H” tracks the history of all recorded data values
for that particular variable. The speech bubble is the Field Comment Log, which allows users to
make comments on particular fields, and lights up when a comment exists for a field.

Data Access

User Rights
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# Manage Survey Participants -

. g b e L= & € Project Setup & User Rights &* Data Access Groups
Record Status Dashboard

v dasta collection status of alll records This page may be used for granting USers access to this project and for mManaging the user privileges of those Users. You may
=, AddJ/Edit R - also create roles to which you may assign users (optional). User roles are useful when you will have several users with the
A e -

— L S ' ’f‘?r 75 P _ . same privileges because they allow you to easily add many users to a role in a much faster manner than setting their user

e T S S privileges individually. Roles are also a nice way to categorize users within a project. In the box below you may add/assign users

e r— or create new roles, and the table atthe bottom allows you to make modifications to any existing user or role in the project, as
pphca well as view a glimpse of their user privileges
EY calendar
= Data Expost Tool Add new users: Give them custom user rights or assign them to a role
2 Data Import Tool
{ Data Comparison Tool - Add with custom rights
I=] Logging
> Field CommentLog Ay (23] Assign to role
File Repository—

& u 3 DA
w UserRighis &° DAGS Create new roles: Add new user roles to which users may be assigned
L Record Locking Customization
¥, E-signature and Locking Mgmt =e Create role
= Graphical Data View & Stats
g Data Quality

Clicking on “User Rights” in the toolbar on the left will bring you to a screen displaying the current users
on the project, and the rights to which they have access. You may also add new users to your project with
customized rights, or create “roles” (such as P.l., Data Manager, or Statistician) with specific rights so that
you may assign new users to a role right away. For research teams of 4 or more people, creating roles is
recommended.

2% Creating new role "Research Assistant™ »

You may set the rights for the user below by checking the boxes next to the application tools to which wou wish to grant them
access, You may also grant them or deny them access to individual data collection instruments, if so desired, To save yvour
selections, click the "Create role” button at the bottom of the page.

&% Creating new role "Reesearch Amsistant”

Basic Rights | Data Entry Rights

MOTE: The data entry Hoghts Yonlp* pertain to a user’s
ahility fo Wiew or edit data on 3 web page in BREDCSE
(e.q., data entry forms, reporis ), & has no effect on
Fats imoorts or data exoorts,

Highest lewel privileges:

&+ Project Design and Setup

Mo Fead Wiew Edit
£ User Rights Access  only & SUruey
Edit responses
- (B G s My First Instrumnent ® *
Privileges for data exports {including FOFs and APl exports), (survey)
reports, and stats: PR ——— =
_ onta nfo
IQ Data Exports Mo Access
Baseline Data -
*® De-ldentified*
Yisit Lab Data -
Rermove all tagged
Identifier fields Patient Marale
-
Full Data Set Questionnaire
D] £l S RERenEs Cd Wisit Blood wWaorkup -
Wisit Observed ®
il Stats & Charts - Behavier
Zompletion Data -

Other privileges:
Completion Project o
5-':;:_ Manage Survey - Questionnaire

Participants
Calendar o Race =

Data lImport Tool

Data Comparison Tool External Modules: Configuration Permissions

Logging Frivileges may be defined regarding whether the user can =et
or modify the configuration of an External Module that has

File Repository 7 been enabled on this project. Below are the curenths enabled

modules. MOTE: Only administrators may modify the module

< i configuration permizsions here.
¢ Data Qualiny Create & edit rules = P

wihat is Data Quality? Execute rules Shazarm *

- “Parrmizzions bazed on user's Project Design/Setup rights
=i AP AP| Export

APl ImportUpdate

wirhat iz the REDCap APTF

Settings pertaining to the REOCap Mobile App:

P REDCap Maobile App -

Create role Cancel

Being able to customize the access that individuals have to your project ensures that specific roles are
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going to be maintained, even if any breaches would be accidental.

[TIPS AND TRICKS]:

e For multisite studies and other special situations, it may be advantageous to have entire groups
of users blinded to entire sets of records. Utilizing the “Data Access Groups” (DAGs) tool is the
easiest way to accomplish this. Once the DAGs are created, you may only see records that have
been created by another member of your DAG. This tightens security and prevents data overlap.

Logging

By clicking the “Logging” tool in the leftside toolbar, you can view the entire audit trail throughout
the life of the project. Each event’s category and specific change is listed along with the time/date and
user’s username. The logging box is easily filterable, and can even be downloaded to a singular CSV file if
need be.

1= Lo in 2E| Download entire logging record to Microsoft Excel (C5W
EEINE LoV

This module lists all changes made to this project, including data exports, data changes, and the
creation or deletion of users,

Filter by ewent: | All ewent types [excluding page wiews] ¥
Filcer by user name: | All users r
Filter by record:  All records ¥

Filter by tinne range from to
Displaying ewvents (by mostrecent): 1 -20 (Page1of1] ¥

List of Data Changes
OR Fields Exported

05/02/2019 12:55pmM s Created Record date_enrolled ='2013-05-02
1 (Enrollment - first_name = 'Test',
Arm 1 Drug A) last_name = Test',
address = 'Test',
telephone_1 ='[402] 402-1234",
email = '‘test@unmc.edu’,
dob ='2001-05-02",

Time f Date Username Action

age ='"17",
race ='4',
sex ="1",

evm[0] = checked,
aeraohics(1] = checked,
eat(2?] = checked,
drink(2] = checked,
drink(4] = checked,
my_first_instrument_complete =
o,
study_id ="1"
05/02/2018 12:53pmM eSS 1anage/Design Erase all data
05/02/201212:4%90m -  [onage/Desien  Download data dictionary

05/02/2019 11:5%am  eeeeeesessssmmm =~ Manage/Desien | Create projectfield

Report Builder
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In the Report Builder application accessible from the left-side toolbar, you may view the results of a
specific field or fields for all records in your project. The purpose of various reports can be to isolate
records, identify groups, study certain demographics of your participant population, and more. Let’s say
| want to produce a general demographic report of my participants along with their resting heart rate and
BMI. To generate a new report, click the “Report Builder” tool in your left-side menu.
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Create New Report | g My Reports & Exports . Other Export Options

fou may Credte a new repart by seledting the fieldsfvariables helew thatwou weant te include in the repert. Yeu may add as many
fields te weur repert as yeu wish, and yeu £an cheesewhich users may wiew this repert. Yeu willake need tz previde a name for
wour repart, which willthen be displayed &n the prggect’s left-hand menu fer anyene tawham yeu have given access. Yoo can
filter the results returned in the repert in 3 variety of ways, including vsing complex ANDSOR lzgic. When yeu arefinished, click
the Sawve Repart butten at the bettem. The new repartwillthen be added te waur list f reparts, after which yeo may
immediately hegin viewing them er exporting them.

Nameof Report: | Patient Repart

5TER1

& User Access: Choosewhe sees this reperten their [efi-hand preject menu 7

= All users —0OF - CUSEOM USEr ACCRSS (iCross SpecHc wse s, nakes, o cldng 006 naufes W valll ndve: 300ass)
ETERZ
Fields ta include in report @ Quikcr &34 | e a1l A ks Aram sebemad Iranoumane: | — cnodes Inaiune o - T
Field 1 tu IZI],I'_in Stu Ij],l' 10 ¥ || R | Irexrurasre: My Flest Instru ment E
Field 2 first_name FirstHame ¥ || Ireeurnse: My Flest sty ment x
Field 3 last_name Last Name ¥ || R | Irexrurasre: My Flest Instru ment E
Field 4 —zelecta field — LT —
Additional fields to include in reportiepticnal)
Include thesurvey identifier field and survey timestamp field{s?
ETER3
< Lhow data for all events for each record returned |7 # Howe to use fiters and AMDVOR kgic
& Filters{cpticnal) Operator £ Yalue
Filter  E% Gender ¥ || A = v Malke v
. X
1 in  Enrglimenti&rm 1: Orug A T
AMD ¥
Filter |—=Electafield— ¥ || Am v
2 in | Allewents
w EZwvitch fermat: Useadvanced kegic
“F Additignal Filters (eptiznal) [nccncks Dk ngIreg anby v AL L Se ke kares D bows walll 3 ppsad ¢ 10 R o o)
Filter IJ],I' Envallrmare (Ao 1 Drug &)
srentish: Diceat | (et 12 Do &)
WEK 1 (e 1 Dug &)
Dicest 2 (et 12 D &) -
WEK Z fem | D &)
Live Filters(zptiznall Lk FIRGS G N D seebenand G R o, e 305 o b Ly 8 bl card In eed el Dby m uklpke
craboe Agkds can oo weed 33 Lhew Flis s (35 vezll 3 Evanes, B langkoding |, and D Aocess Groups, Hany
k).
Lire Filter 1 —zelecta field -
Lire Filter 2 —zelecta field -
Lire Filter 3 —zelecta field -
ETER 4
31 Order the Results {optiznal)
First bar study_id Study 1D v || mm | Azcending erder
Then by - | Ascending erder
Then by - | Azcending order ¥
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Name your report, and specify the variables you would like to the report to display. You may choose to
order the results in a specific manner to make data viewing easier. In this example, | have sorted by
gender. Once you are finished organizing the details, click “Save Report.”

Clicking “View” next to the title of your report after you have saved it will present the current data report
(see below). This is updated in real time as your data is collected. You may export your reports to .CSV or
XML format; you may also simply print your report.

Data Exportg' Reportg' and Stats 8% VIDEQ: How to use Diata Exports, Reports, and Stats

Create New Report I[ﬂ, My Reporte & Exporte =l Other Export Options o] iew Report: Patient Report

Number of resulte returned: 1 fillls Stats & Charts | ¥ Export Report | (= Print Page | | » EditReport
Total number of records queried: 1

{'records’ = tatal available data across all designated events)

Patient Report

Study_ID Event Name First Name Last Name
study_id | redcap_event_nare first_narme last_name
1 Enrollment (arm 1: Drug &) Test Test

Let’s say we only want to view records whose age is greater than equals to 16. To do this, we will utilize
the “Filters” in the initial “Create a New Report” page.

33



UNMC - Research IT Office

Create New Report Ii{& My Reporte & Exporte = Other Export Optione | & Edit Exieting Report: Patients records above 16 age

You may create a new report by selecting the fields/variables below that you want to include in the report. You may add as many fields
to your report as you wish, and you can choose which users may view this report. You will also need to provide a name for your report,
which will then be displayed on the project's left-hand menu for anyone to whom you have given access, You can filter the results
returned in the report in a variety of ways, including using complex ANDJOR logic. When you are finished, click the Sawe Report button

at the bottom. The new report will then be added to your list of reports, after which you may immediately begin viewing them ar
exporting them,

MName of Report: | Fatients records above 16 age

STEP 1

£y User Access: Choose who sees this report on their left-hand project menu [z

* All users - OR - Cuetom UBer access |Choose specific users, roles, or data access groups who will have access)

STEP 2

(. Fields to include in report # Quick Add | Add all fields from selected instrUment: | .. choose instrument - v
Field 1 stucly_id "Stuchy ID" v || EE | Instrument: My First Instrument x
Field2 first_name "First Mame" v || EE | Instrument: My First Instrument x
Field 3 last_name "Last Mame" v | = Instrument; My First Instrument ~
Field 4

)
[ additional fields to include in report (optional)

Include the survey identifier field and survey timestamp field(s)?

STEP 3

¥ Show data for all events for each record returned |2 @ How to use filters and AND/OR logic

y Filters [optional) Operator f Yalue

age "Age (years)" v || e == |16
Filter1 )

) x
I Al ewvents T

You will notice that this time, | have specifically indicated that | want to see only the records whose age
is >= 16. Below is the result when viewing the report:
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Data EXPOI‘tS, Reportg’ and Stats 42 VIDEQ: How to use Data Exports, Reports, and Stats

. Create New Report Ifﬁ My Reporte & Exporta . Other Export Options | 1| View Report: Patients records above 1 age

Number of results returned: 2 ill Stats & Charts | | @ Export Report | | (2 Print Page | | . Edit Report
Total number of records queried: 2
{'records' = total available data across all designated events)

Patients records above 16 age

Study ID Event Name First Name Last Name
study_id | redcap_event_name first_name | last_name
1 Enrollment {&rm 1; Drug &) Test Test

2 Enraollment {(Arm 1: Drug &) Testing Testing

Notice that although 4 total records were queried, only 2 records matched our conditions, and thus only
2 are shown.

You may have multiple reports that you would like to generate for your project. This is easily tracked
through REDCap. Each report is even given its own shortcut in the Reports Module (which will appear
once you have created your first report).

Data Collection « Edit instruments |[—|

5'-'_‘,"_ Manage Survey Participants

- Get 3 public surwvey link or build 3
participant list for inviting respondents

[EZ] Record Status Dashboard
- wimw data collection status of all recards
= Add s Edit Records

- Create new records or editfview BRrisTing
ones

Applications 1=

Calendar
[igy Data Exports, Reports, and stats
= Data lmport Tool
7 Data Comparizon Tool
1=| Logging

- Field Comment Log
File Repository
User Rights and &% DAGs
Record Locking Customization
. E-signature and Locking MEMT
= Data Quality
=i AP and =i AP Playeround
A REDCap Mohile App
% External Modules

3 s
B

Repores s Editrepores  |—|

1 Patient Report
21 Patients records abowve 16 age

External Modules | |

i5p Shazam Setup

[TIPS AND TRICKS]:

e In the Report Builder, filtering/sorting by fields is easiest for fields that are single-answer
multiple choice (drop-down, radio buttons, true/false, yes/no).
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e Each report changes in real time as new data records (or surveys) are created for the project.
Once more records are completed, you can go back to the same report and it will update
accordingly.

Importing data

If you are conducting a study for which you already have some partial data, or if you are simply importing
data from an additional source, using the Data Import Tool is one of the easiest ways to accomplish this
task. First, you will be prompted to download one of two .CSV templates: one arranging separate records
into rows, and another into columns. Whichever you choose may depend on how your other data is
already arranged, and/or whichever you aesthetically prefer.

Once you have downloaded the template, use a program (generally Excel) to fill in the records, ensuring that
the correct variables are slotted into the correct places. Then, on the same Data Import application page, you
may re-upload the .CSV file and import your new data records.

NOTE: This section deals with importing data records into your project. For more information on
importing your data dictionary (i.e. your data forms), see the Data Dictionary section.

[TIPS AND TRICKS]:

e For ease of data transfer, ensure that the order of the variables is the same on both your external
source and your REDCap data forms.

Exporting data

When accessing the Data Export Tool, you can either choose the “Simple Data Export” or “Advanced Data
Export” option. If you only want to export certain fields or forms, or if you want to de-identify the data
before exporting, select “Advanced Data Export.” If you wish to export all of the data you have access to,
“Simple Data Export” is the best route.

Exporting your data “Raw” will export coded values. For instance, in a yes/no field type, data coded in
that column will either be “1” or “0” — not “yes” or “no.” In addition, field titles will be the coded versions
of the variable names, rather than the field labels. The “Labeled” data option is precisely the opposite —
exporting clear, labeled versions rather than coded values. For efficiency and compatibility with statistical
analysis tools, we often recommend exporting raw values.

The Data Export Tool is compatible with many analysis programs: Excel, SPSS, SAS, R, and Stata.
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(3 Data Export Tool

«” Data export was successfull

@ RETURN TO PREVIOUS PAGE

4

Microsoft Excel

You may download the survey results in CSV (comma-separated) format, which can
be opened in Excel. You have the choice of downloading the data either with the full
headers and answer labels or just with the answer codes (i.e. raw data).

NOTE: If you are using a version of Microsoft Excel prior to Excel 2007, due to
limitations the data will only be read to 255 columns when opened.

SPSS Statistical Analysis Software

Instructions: Download and save all 3 files on the right to a common location. First,
double-click on the Pathway Mapper (.bat) file, which will run quickly and invisibly. (If
you are not using a Windows operating system, such as Mac or Linux, please see the
Additional Instructions.) Now double-click on the *.sps file, which will open SPSS.
When the file is loaded and displayed, choose Run-->All from the top menu options.
This action will launch the script that will automatically read in all data and manipulate
data fields with labels, option values, etc.

Additional instructions

SAS Statistical Software

Instructions: Download and save all 3 files on the right to a common location. First,
double-click on the Pathway Mapper (.bat) file, which will run quickly and invisibly. (If
you are not using a Windows operating system, such as Mac or Linux, please see the
Additional Instructions.) Now double-click on the *.sas file, which will open SAS. When
the file is loaded and displayed, choose Run (or Run--=Submit) from the top menu
options. This action will launch the script that will automatically read in all data and
manipulate data fields with labels, option values, etc.

Additional instructions

R Statistical Software
Instructions: Use command read.csv('filename’) to read in data file.

STATA Analysis and Statistical Software

Instructions: Download both files to common location and double-click on *.do file.
This action will launch the script that will automatically read in all data and manipulate
data fields with labels, option values, etc.

Your files have been created and automatically saved within the File Repository section of this project. You may click the icons
below to retrieve the files necessary forimporting data into your preferred data viewing or analysis package. After clicking the
icon(s) on the right, choose SAVE and specify the desired location on your computer when prompted in order to download each
file to your computer. Remember that the files may contain confidential information and should thus be protected.

Download
Syntax & Data

EXCEL  EXCEL
CsvW Csv

w w
Labels Raw

Send file?
DATA
PSS Csv
W W
Pathway
Mapper
W
Send file?
DATA
SAS | csv
LV A
Pathuay
Mapper
LV
Send file?
DATA
R CsV
LV A
Send file?
DATA
STATA oy
LV W

Send file?

[TIPS AND TRICKS]:

e Exporting data to programs other than Excel produce syntax files, which are not always the easiest
to deal with. Often, exporting to .CSV and then using your preferred statistical analysis program
to import the .CSV is the ideal option. If you do choose this option, to ensure you are getting the
data precisely the way you want it, be sure to download one of the .CSV files listed next to “Excel”

rather than the one listed next to your program of choice.

Beyond Development Mode

Production Mode
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7 Test your project thoroughly
Itis important to test the essential components of your project before moving it into production. Try creating a

few test records and entering some data for each to ensure that your data collection instruments look and
behave how you expect, especially branching logic and calculations. Then review your test data by creating
reports and exporting your data to view in Excel or a statistical analysis package. If you have surveys, complete
the surveys as if you were a participant by using the Public Survey Link or Participant List by sending a survey
invitation to yourself. If other project modules will be used regularly, test them out a bit too. The best way to test
your projectis to use it as if you were entering real production data, and itis always helpful to have colleagues
(especially team members) take a look at your projectto get a fresh set of eyes looking at it

Complete!

Move your project to production status

Move the project to production status so that real data may be collected. Once in production, you will not be
able to edit the project fields in real time anymore. However, you can make edits in Draft Mode, which will then
need to be approved by a REDCap administrator before taking effect.

Goto | Move projectto production | «—

Once your project has been created and tested adequately, you may be ready to move to Production
mode and begin collecting real data. If your study requires IRB approval, your IRB number must be
attached to your project before we will approve the project for Production status. For more information
on what must be done in Development before moving to Production, see the Development vs Production
Modes section.

Mowve Project To Production Status? x

Are wou sure wou wish to leave the DEVELOPIENT stage? If wou proceed, the project will be mowved to
PRODUCTIOM status so that real data may be collected. If vou select the 'Delete ALL data' option below,
all current collected data, calendar events, and uploaded documents will be deleted, othenaize all will
remain untouched as the project is mowed to production.

- r Have you checked the Check For Identifiers page to ensure all identifier fields have been tageed?

Keep existing data or delete?
Keep ALL data sawed so far,

® Delete ALL data, calendar events, documents uploaded for records/responses, sUrvey
responses (if applicable), and any logging events pertaining to data collection,

once in production, you will not be able to edit the projectfields in real time anymore, Howewear, wou
can make edits in Draft Mode, which will be auto-approwved or else might need to be approved by a
REDCap administrator before taking effect,

YES, Mowve to Production Status Cancel

By default, moving to Production erases all existing practice records, calendar events, and all other associated
practice data. Itis a very thorough way to flush all of the practice data out of your project before collecting
real data, however, it is optional. Once your project is approved for Production, you will receive an e-mail
alerting you to its new status. Now, your project is ready for real data to be collected.
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Thu 57272019 9;20 Ak

rito@unmc.edu
[REDCap] Approved: Project Moved to Production
To | e

[This messagewas automatically generated by REDCap]
The following RED Cap project has now been moved to production status, as requested: Test Project.

Access your BEDCap project

Draft Mode

Once you move to Production, changes made to your project are still possible, but the rules are more
stringent. There are a few things which you may modify post-Production without significant changes
to the data integrity of your project. For instance, you may add new fields or add new choices to existing
multiple choice fields. You may not make major changes to existing components (such as altering any
existing fields or choices) without gaining approval from a REDCap administrator.

To make any changes, a new module will appear at the bottom of your main Project Setup page giving
you the option of modifying your project in Draft Mode (NOTE: this make take several minutes to first
appear in your project).

Modify your data collection instruments in Draft Mode

Once in production, you may still modify or add fields to the project, if you desire. This may be done by either
using the Online Designer (online method) or by uploading a Data Dictionary (offline method), in which you

may use either method or both. Quick links: Download PDF of all data collection instruments OR Download
the current Data Dictionary

Goto | Online Designer | or | Upload Data Dictionary

Once entered into the Online Designer, you will be prompted to ensure that entering Draft Mode is what
you intend to do. Once you have clicked “Enable Draft Mode”, you may make any necessary changes and
submit them for review and approval.
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M Project Home  :=Project Setup = Online Designer | [f Data Dictionary

" Succeen!

The project is now in Draft Mode. When you have finished making changes to your instruments, click
the 'Submit Changes for Review' button so that your changes may be approwved,

Since thie project ie currently in PRODUCTION, changee will not be made in real time.  Tell me mare

subrmit Changes for Review F?elds to he added: @ 1 Tot..al r.esultlngﬁeld count: 119
Fields to be deleted: & ¢ Existing field count: 110

Remonve all drafted changes 2, View detailed summary of all drafted changes

B Create snapshot of instruments $2 WIDEDQ: How to use this page

Laszt =napshot: newer | ?

The Online Designer will allow wou to make project modifi cations to fields and data collection instruments very easily using only your
web browser, Below you hawve the options to modify an existing instrument, delete an instrument, create a new instrument, download
an instrument as a PDF document, or reorder your instruments, Howewver, whether in Draft Mode or not, you are allowed to download
the PDF or modify survey settings for any instruments below,

) Add new instrument:
Survey options:

Data Collection # Create | a new instrurnent from scratch

= Survey Queue | g Sunsey Login |
Instruments — - ’ O Import | & news instrument from the official REDCap Shared Likrary &)
[ Survey Motifications | —_—
e f+ Upload | instrurment ZIP file from another projectfuser or gxternal libraries &)
3 View Enabled as B . B

Instrument name Fields  pRF survey Instrurnent actions  Survey-related options
Iy First Instrument 25 by [} Choose action | @ SUney settings | ~Automated Invitations |
Fantact Infr A L. Frahla | e |

Once you have made your change(s) to your data form(s), we strongly encourage you to click
“View detailed summary of all drafted changes” before submitting your changes for review. In that
screen, you will be able to view how many records will be affected by the changes, which modifications

may take place immediately (versus which will need administrator approval), and other details about the
drafted changes.

Detaile regarding all changes made in Draft Mode:
= Records in project 2
= Fields to be added: 0
= Fields to be modified: 1
= Total potentially critical issues: ©
- Deleted fields that contain data: @
- Potentially critical issues in modified fields that contain data: 0
= Total field count BEFORE the changes below are committed: 119
= Total field count AFTER the changes below are committed: 110

= Will theee changee be automatically approved? Mo, an admin will have to review theege changee. [(fAdministrators: Change how this
works)

Fields to be ADDED: none KEY for Comparison Table below

Forms te be ADDED: none

White cell = no change

Fields to be DELETED: none

Yallow cell = field changed (Black text = new value, 1

Forms to bhe DELETED: none

Green cell = new project field

Below ig a lieting of the changee to be committed to this project.

- - - - - Taxt Text Text - - 1
shnElill - SEsin [ttt Field Label Hirmtacs ar (et Validation Validation Validation | Identifier? Bra!'lchlng R_equlred e
Mame Header Type Calculations Note " Logic Field? Attachms
Type i ax
General By
cormrments notes |Cormmrments
Cormments
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Any changes that need approval will be pending until your REDCap administrator verifies and approves them.
You will be alerted to this approval (or rejection) by e-mail. Once the changes are approved (or
rejected), your project will be back in full, official Production status and you have the option to enter Draft
Mode again if necessary.

[TIPS AND TRICKS]:

e Communication with your REDCap contact admin is key to ensuring your changes will be approved
quickly. Sending a short e-mail describing the reasons behind your changes will help validate your
modifications and get them implemented more swiftly.

Inactive Mode

Inactive Mode is only available once a project is already in Production Mode; it is not available in
Development. Under the “Other Functionality” tab in your project’s home page, you may move the
project to an inactive status. This is ideal for a point in time where you would like to stop any incoming
data entry, but you would still like to export and analyze the records you have collected. Accordingly,
Inactive Mode will restrict data collection and any project setup changes, leaving record access and data
analysis intact for all existing records.

M Project Home :=Project Setup W Other Functionality £0 Project Reviegion History ¥ Edit project settings

What is the REDCap API7

The REDCap AP is an interface that allows external applications to connect to REDCap remotely, and is used for
programmatically retrieving or modifying data or settings within REDCap. such as performing automated data
inmports/exports from a specified REDCap project, For details on the capakilities of the RECCap APl and how to
use it, please see the REDCap AP documentation.

MOTE: If you wish to aobtain an AP| token, which will allows you to make API requests, then someone must first
Erantyou APl user privileges on the User Rights page, after which yvou will then see a link called 'API' on the left-
hand menu. That AP page will prowide instructions on how to reguest an APl token,

Current number of tokens: 0

Copy or Back Up the Project

7] Copy the project Maoke an exact duplicate of thie project. All project fields will
be copied owver, and vou will be prompted to set the title and info
for the new project. ¥You may choose to copy or not copy the
existing data in the current project to the new one.

Download a backup of this project. The entire project [all
records, ewents, arms, instruments, fields, and project attributes)
P Download metadata & data (XML can be downloaded as a single XNIL file, which is in CDI1SC QDN
format (ODM wersion 1.2.1). This XML file can be used to create a
clone of the project {including its data, optionally) on this REDCap
serwer or on another REDCap serwer (it can be uploaded on the
Create Mew Project pagel. Because it is in CDISC ODM format, it
can also be used to impart the project into another ODM-
conmpatible system.

& Download metadata only [(XML)

Project Management

g Move to inactive status IMowe the project to inactive status if data collection is complete. This will
—  disable most project functionality, although all collected data will remain
intact. Once inactive, the project can be mowed back to production status at
any time,

Your project will still be accessible from your main “My Projects” page, but you will see a new red

41



UNMC - Research IT Office
“Inactive” icon next to it. Once you enter the project, you will notice that there is now limited

functionality. Not all of the modules from previous modes appear in your left-side menu, and your
project status is explicitly listed as “Inactive.”

*EDcap Test Project

3 Logged in as testuser | Logout

My Projects A Project Home | :=Project Setup Other Functionality = £ Project Revision History
M Project Home
= Project Setup
Project status: Inactive .
! Quick Tasks
The Codebook is a hurnan-readable, read-only version of the project's Data Dictionary and serves as a
A= e =l M‘ quick reference for viewing field attributes,
@G Data Exports, Reports, and Stats f_‘,“_ Manage Survey Invite participants to cormplete your survey by emailing a public survey link or building a participant list for
> Field Comment Log Participants batch notification.
File Repository ) Export data | Export your data frorn REDCap to open or view in Excel or various stats packages.
£ UserRights and g DAGS 2 User Rights | Grant new users access to this project or modify user privileges for current users,
Reports o Edit reports =) = 00l A Create new fields/questions on your data collection instrumnents or modify existing ones using the Online
v . 5] Uﬂé;ﬁE.DeslgLerlan: Designer or by uploading a Data Dictionary. Quick link: Download the current Data Dictionary OR
1) Patient Report _Data Uictionary Vplead | nownload Data Dictionary with drafted changes

21 Patients records above 16 age Create an exact duplicate of this project, which copies over all data collection instruments, any surveys

M' that exist, as well as the option to copy all users and reports to the new project,

Externzl Modules 1=l Create groups of users to limit user access to certain recordsiresponses, in which only users within a

£ Data Access Groups ; ot
3—P| given Data Access Group can access records created by users within that group,

i Shazam Setup

To move your project back into Production, simply click the “Other Functionality” tab and click “Move to
production status.” Since your project was already previously approved for Production, it does not need
approval a second time; it will be immediately placed back into Production.

Archived Mode

Once you are finished with a project, you may either delete it or archive it. We recommend archiving your
projects rather than deleting them, in case you would like to perform any follow-up studies in the
future. Unlike Inactive Mode, a project can be moved into Archived Mode whether it is in Development
or Production status. You may even move a project into Archived Mode directly from Inactive Mode.
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# Project Home = Project Setup Other Functionality | ) Project Revision History

What is the REDCap API?

The REDCap APl is aninterface that allows external applications to connect to REDCap remotely, and is used for
programmatically retriewing or modifying data or settings within REDCap, such as performing automated data
importsfexports from a specified REDCap project. For details on the capakilities of the RECCap AP and how to
use it, please see the REDCap APl documentation.

MOTE: If yvou wish to obtain an AP token, which will allow you to make AP regquests, then someone must first
Erant you APl user privileges on the User Rights page, after which wou will then see a link called ‘API" on the left-
hand menu. That APl page will provide instructions on how to request an AP token.

Copy or Back Up the Project

| Copy the project Make an exact duplicate of this project. All project fields will
be copied over, and you will be prompted to set the title and info
for the new project. You may choose ta copy or not copy the
existing data in the current project to the new one,

& Download metadata only (XML Download a backup of this project. The entire project (all
records, events, arms, instruments, fields, and project attributes)

P Download metadata & data (xpL) | 30 be downloaded as a single XML file, which is in CDISC QDM
format (ODM wersion 1,3.11, This XML file can be used to create a
clone of the project fincluding its data, optionally] on this REDCap
server or on another REDCap server (it can be uploaded on the
Create Mew Project page). Because itis in COISC QDM format, it
can also be used to import the project into another ODM.-
compatible system.

Project Management

® Request delete project ¥ou may completely remave this project, inwhich all its data will be
permanently deleted also.

= Mowe to inactive status | Mowve the project to inactive status if data collection is complete, This will
disable most project functionality, although all collected data will remain
intact. Once inactive, the project can be mowved back to production status at
any time,

W Archive the project | ¥ou may archive the project if you do not wish to use it any longer, Archiving
the project will take it offline and remove it from your list of projects. 1t can
only be accessed again by clicking the Show Archived Projects link at the
bottom of the My Projects page. You will be able to un-archive the project at
any time and bring it back online simply by accessing it again and returning
to this page.
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Once a project is moved to Archived Mode, a toggle will appear at the bottom of your projects listed in
the main “My Projects” home page (“Show/Hide Archived Projects”). By default, archived projects will be
hidden from your “My Projects” list, but toggling it to “Show” will enable you to access the project. Like
Inactive Mode, limited data access abilities are still available. To move your project back into Production,
simply click the “Other Functionality” tab and click “Move to productionstatus.”

Specific Study Designs

Longitudinal studies

Projects that use a longitudinal design may track records over a series of multiple events. Different data
collection forms can be associated with different events; in addition, the same form can be utilized over
multiple events. For instance, a Demographics form may only need to be completed at the very first event,
while a Lab Results form may be required at each event.

In order to utilize the longitudinal study features of REDCap, you must have enabled the use of
longitudinal data collection in your “Main project settings” options on your Project Setup home page.

# Project Home | :‘=ProjectSetup | W Other Functionality £ Project Revision History = #¥EEdit project settings
Project status: # Development Completed steps 1 of 8
y | Main project settings
Enable | @ Use surveys in this project? 2 2 VIDEQ: How to create and manage a survey

I
Complete! Disable | @ Use longitudinal data collection with defined events? [2

Modify project title, purpose, etc, |

Once you have enabled the user of longitudinal data collection, a new module will appear in your main
Project Setup page so that you may define your events.

Define your events and designate instruments for them

Create events for re-using data collection instruments and/or set up scheduling.

Goto | Define My Events | or | Designate Instruments for My Events

When defining your events, be sure to title each event and specify the “Days Offset” from the initial event.
You first event’s “Days Offset” should be 0.
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Arm 1: Drug A | Arm 2: Drug B +Add New Arm

Rename Arm 1 | Delete Arm 1

Arm name: Drug A

Event # Event Name Custom Event Label & Unigue event name
foptional} lauto-generated)
o x 1 Enrollment anroliment_arm_1
o R 2 Dose 1 do=e_1_arm_1
o R 3 Wisit 1 wisit_1_arm_1
o R 4 Doze 2 dosa_2_arm_1
o R 3 Wisit 2 wisit_3_arm_1
& R ] Dose 3 doze_3_arm_1
(i x 7 Wisit 3 wisit_3_arm_1
o K 8 Final wisit final_visit_arm_1
Add new event
Ciezcriptive narme far thiz event Custorn Event Label [optional)

Exarnple: [visit_date], [weight] kg

This page is also where you are able to define your study’s Arms. If you have multiple treatment groups or
multiple sample populations, you may want to utilize this feature. Arms can be customnamed, and do
not necessarily need to have the same forms/events as other Arms. This can allow you to easily
group/block records. A single record may not belong to more than one Arm.

Once you have defined your events (and Arms, if applicable), you must now designate forms for your
events. To do this, click the “Designate Instruments for My Events” tab and “Begin Editing” to assign forms
to your defined events. In a longitudinal design, each form must be attached to at least one event. If
there are data entry forms which have been created within your project but are not attached to any
events whatsoever, your REDCap administrator will assume this is an error and will not approve the
project for Production status until it is corrected.
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9 Project Setup + Define My Eventa 2 Designate Instrumente for My Events

Since you have defined multiple ewents on the Define My Events page, you may now select which data collection instruments that you
wish to utilize for each event by using the table below. This allows yvou to enter data on any data collection form multiple times for any
Eiwven project record. Any and all data collection instruments can thus be used for any event defined.

Click the Begirr Editirg button to change the relationships below by designating which forms you wish to utilize for which ewents. When
wou are finished making changes, click the Sove button to finalize your changes.

[=] Upload or download instrument mappings

Arm 1: Drug A | Arm 2: DrugB

Arm name: Drug A

Begin Editing |

Enrollment Doee1 Visit1 Doee2 WVieit2 Doeed Vieit3 Final vieit
i 12 [EN h 15} L i 8

Data Collection Instrument
Wiy First Instrument s
Contact Info vy
Baseline Data o
Wisit Lab Data

Patient Morale Questionnaire o

Visit Blood Workup

LA SR A N
LA SR A N
4 8 44

Wisit Ohserved Behavior

Completion Data

€« 4 8 8L

Completion Project Questionnaire

[TIPS AND TRICKS]:

e See the Calendar/Scheduling section for information on how to automatically add scheduled
Events to the Calendar module.

Survey based studies

In order to utilize the survey features of REDCap, you must have enabled the use of surveys in your “Main
project settings” options on your Project Setup home page.

y | Main project settings
Ensbe | & Use longitudinal data collection with repeating forms? |2
Complete! Disable | & Use surveys in this project? [? 2% VIDEO: How to create and manage a survey

Modify project title, purpose, etc.

Once this is enabled, a new module in your leftside menu will be available: “Manage Survey
Participants.” Upon entering this module for the first time, you will be prompted to enable at least one
of your existing data collection forms as a survey. There are many customizable survey settings that you
will be prompted to confirm, which you may edit later by clicking the “Survey settings” option next to the
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form on the front page of your Online Designer.

Once you have enabled a data form as a survey and you have navigated to the Manage Survey Participants
module, you will see three tabs: Public Survey Link, Participant List, and Survey Invitation Log.

The Public Survey Link is a singular URL to your survey, which does not track IP addresses, e-mail addresses,
or any other identifying information. This means that any person with that survey link can take the survey
multiple times if need be. While this is an optimal feature for some surveys, it is not the best option for
projects in which we must ensure that no participant has taken the survey more than one time. New records
that are created by survey submissions appear in your existing records in auto-numbered order and are
labeled only by the date/time of submission.

The Participant List tab will enable you to send out a pool of e-mails to participants from REDCap.
Each e-mail will contain a unique URL that is only valid for one submission. To add the e-mail addresses of
your participants to the participant list, click “Add participants” and type in the e-mail addresses, one
per line. This will only create your pool of participant e-mail addresses; no e-mails have been sent out by the
completion of this step. This is in case you would like to send the surveys out in batches rather than all at one
time. To actually begin sending out the survey e-mails, click the “Compose Survey Invitations” button.

[ 8end a Survey Invitation to Participants ®
] Info
Survey title: My First Instrument Participant Liet Actions: | -- check/uncheck partidpants-- ¥

those who have not responded completel
Event: Enrollment (Arm 1: Drug A) f P pletelyt

Respon

Email [0 selected) Participant Identifier Scheduled? Sent? LEE
ed?

£ When should the emaile be gent?

* Immediately abc@unme,edu

At specified time; jn| &) tester@unmc.edu
The time must be far the time zane AmericafChicags, in which the currant time is

030272019 1445, testuser@unmc.edu

< Enable reminders

Re-zend inwitation as a reminder if participant has notresponded by a
specified time?

[7] Compoee meseage

From: | e—— el v
To: [All participants selected from Participant Liet]
Subject:

Compose | Freview Send test email

Please take this survey.

You may open the survey in your web browser by clicking the link
below:
[survey-link]

If the link abowe does not work, try copying the link below into your
web browser -

& NOTE: You may modify or remove any text you wish in the Compose Message text
box abowve. Make sure you include either [survey-link] or [sureey-url] in the text ar
elze the participant will not hawve a way to take the survey.

You may use HTML formatting in the email message: <b> bold, <u= underling, <i=
italics, <a href="..."~ link, etc.

# How to use Piping in the survey invitation

Send Invitations Cancel

You may designate the time at which the e-mails are sent out, the subject of the e-mail, any additional
content or comments of the e-mail invitation, and the checklist of participants to whom you would like
to send the e-mail.
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Later, once you return to the Manage Survey Participants module (see below), you will see the list of
participants along with a sent/unsent status regarding the e-mail invitation, and a status checking whether
or not the participant has responded. If Participant Identifiers are not enabled, there is no way to link an
individual’s e-mail address to a particular record, maintaining survey anonymity. If necessary for your
records, you may export the participant list as a .CSV file.

@ Public Survey Link | 23 Participant List J Survey Invitation Log

The Participant List option allows you to eend a cuetomized email to anyone in your list and track who responde to your survey. It
is also possible to identifi an individual's survey answers, if desired, by providing an Identifier for each participant (this feature must
first be enabled by clicking the 'Enable’ button in the table below). Mote: All survey responses collected are considered anonymous
unless you 1] are using Participant Identifiers or 2) hawve enabled the designated email field for invitations, More details

Participant List belonginzto | [Initial survey] "My First Instrument” - Enrollment [Arm 1: Drug A] ¥ Remave all participants |

Displaying| 1.5 v [of & Add participants || ] Compose Survey Invitations %| Export list
o R P P : &
L . Survey
Participant |dentifier Invitati i
) o Invitation  Invitation | Access
Ernail Record Frl | Responded? Scheduled?  Sent? Link  —oue and
_ QR Code
[No emoil listed] - & s
g fac]
Mo email listed] - D B
abc@unmc.edu - @D e rermove
tester@unmc.edu - ) s  remove
testuser@unmmc.edu - & B  remove
——— L 2 U @

The Survey Invitation Log (not pictured) allows you to sort your participant list with various filters and
view some finer details (such as the time at which a survey invitation was sent out to a participant).
Individual times at which survey invitations should be sent out (if the invitation to a participant is not
already sent) can be modified here.

[TIPS AND TRICKS]:

e We do not recommend enabling multiple data collection forms as surveys if all surveys will be
sent to all participants. If there is concern about survey length, the best solution is to divide groups
of questions into sections with section headers (a field type) in the Online Designer and setting
the Question Display Format as “One section per page” in your Survey Settings.

e |f you have a long list of e-mail addresses separated by some punctuation other than line breaks,
using the “Replace” feature (Windows shortcut Ctrl-H) in a program such as Word or Notepad++
will easily fix this formatting so that you can paste the list into REDCap. For instance, if your e-mail
addresses are separated by “;” (semicolon space), in the Replace window of Microsoft Word, simply
have the program find “;” and replace with “*l” (carat lowercase-L). (In Notepad++, line breaks are

specified with “\n” rather than “/1”.)

e If there is another e-mail address you would like to have the survey e-mails come from (besides
the main e-mail address associated with your account), you may click the “From:” drop-down box in
the “Compose Survey Invitations” window and add an additional e-mail address to your account.
This e-mail address must be verified via a verification e-mail before it can be utilized in this manner.

e If a survey contains study-qualifying information in a multiple-choice field, you may choose to
end a survey prematurely when certain qualifications are (or are not) met by using the Stop Action
icon in the Online Designer (the red stop sign). This will prevent you from gathering unnecessary
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data, and save time for the survey-taker. For instance, if your question is “What is your role at

UNMC?” and you want the survey to continue for everyone who isn’t a student, you may click the Stop
Actions icon and select to stop the survey at that point for the “Student” response.

Multiple treatment groups (Arms)

When you have multiple treatment groups in your study, there are two primary ways to handle this in
REDCap:

Create a field in your data form which identifies which treatment group the record belongs to and use the
Report Builder to organize the data groups accordingly.

Enable longitudinal data collection methods, even if the study is not longitudinal, so that you may utilize the
“Arms” feature. This specific use of the “Arms” feature is discussed below. See the Longitudinal studies section
for more general information on Arms.

Arm 1: Drug A | Arm 2: DrugB | +Add Mew Arm

Arm name: DrugA Rename Arm 1 | Delete Arm 1

Event # Free e Custom Event Lahel &) Unigue event name &)
joptionaly jauto-generated)
e b4 1 Enrallment enroliment_arm_1
e x 2 Dose1 doze_1_arm_1
e b4 3 Wisit1 wisit_1_arm_1
e x 4 Cose 2 doze_2_arm_1
e b4 5 Wisit 2 wisit_2_arm_1
e x f Cose 3 doze_3_arm_1
e b4 7 Wisit 3 wisit_3_arm_1
e b4 & Firal wisit final_wisit_arm_1
Add new event
Drescriptive name Far this event Custorn Event Label [optianal)

Exarnple: [wisit_date], [weight] kg

You can see in this example that we are able to use the Arms feature of the longitudinal design to easily
group records. Even in the Manage Survey Participants module, Arms are fully taken into consideration.
View the screen caps below for examples of REDCap’s Arm sorting and distinguishing.
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2= Manage Survey Participants

@ Public SurveyLink = 22 Participant List J Survey Invitation Log

Lsing a public survey link is the simplest and fastest way to collect responses for wour survey, You may obtain the
survey link below to email it to your participants. Responses will be collected anonymously (unless the survey
contains questions asking for identifying data from the participant). NOTE: Since this method uses a single survey link
for all participants, it allows for the possibility of participants taking the survey multiple times, which may be necessary
in some cases,

To obtain the survey link, copy the URL below and paste it into the body of an email message in your own email client.
Your email recipient(s] can then click the link to begin taking wour survey,

The survey link below applies only to | "My First Instrument” - Enrollment {&rm 1: Drug &) ¥

"My First Instrurnent” - Enrollment [Arm 1: Drug A)
Public Survey URL: | hppsysunmecredcap "My First Instrument” - Enrallment [Arm 2: Drug B

——

Link Actions Link Customizations
¢ Open public survey | D= (et Short Survey Link |
¢ Open public survey + (@ Log out | #5 Create Custom Survey Link |
[ Send me URL via email | <[> Get Embed Code |

L4 Survey Access Code ar B OR Code |

= Add / Edit Records

You may view an existing record./response by selecting it from the drop-down lists below, To create a new records/response, click the
button below.

Total records: 2

Chooee an existing Study ID Arm 1 Drugh v --selectrecord -~ ¥

Arm 1: Drug A
Arm 2:DrugB Drthe arm selected above |

Note that when exporting data, it is not possible to export each Arm’s data separately, however, arecord’s
Arm is listed as the second-column variable (immediately after Record ID), making it very easy to distinguish
between the groups and separate the initial .CSV file into multiple files.
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Additional Features of REDCap

Calendar/Scheduling

Day Week
Sunday
2
9
16

Month = Agenda

Monday

1 - Follow-Up

10

17

«w March

Tuesday

1"

18

vy o214

4

Wednesday

12

19

(= Print Calendar

Thursday Friday
6 7
13 14
20 21

Saturday

15

22

The calendar feature of REDCap allows you to keep track of events related to your project/study, with
the option of associating each event with a record. In the above example, three of the events are attached
to specific records, while the Design Meeting is not. Various viewing modes are available for the calendar,

and you may print the calendar as well.

Another feature of the Calendar module is the Scheduling module, which is available for longitudinal
studies only. The Scheduling module can be seen by enabling both the “Use longitudinal data collection

with repeating forms?” option and the “Scheduling module (longitudinal only)” option.
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f Main project settings
Dissble ] @ Use longitudinal data collection with repeating forms? [2] €+——— 4
Complete! gnabie | @ Use surveys in this project? [2] 2 VIDEO: How to create and manage a survey

Modify project title, purpose, etc. |

N Design your data collection instruments

* Add or edit fields on your data collection instruments. This may be done by either using the Online Designer
{online method) or by uploading a Data Dictionary (offline methad), in which you may use either methad or
poth. Quick links: Download PDF of all data collection instruments OR Download the current Data Dictionary

Goto | Online Designer | or | Upload Data Dictionary |

You may also browse for pre-built data collection instruments in the | REDCap Shared Library |
Have you checked the Check For Identifiers page to ensure all identifier fields have been tagged?

Define your events and designate instruments for them

Create events for re-using data collection instruments and/or set up scheduling.

Goto | Define MyEvents | or | Designate Instruments for My Events |

Enable optional modules and customizations

Dsable | @ Auto-numbering for records [?]
na “Dsable ] © Scheduling module (longitudinal only) [?] «——— 2
“Ensde | @ Randomization module [?]
@ Designate an email field to use for invitations to survey participants [2]

I'm done! |

Additional customizations |

Once both of those options are enabled, a new “Scheduling” tool will appear in the left-side menu.
Assuming that you have already set up your Events with the correct “days offset” specifications (see
the Longitudinal studies section), adding new Record IDs will automatically generate a schedule to
add to the calendar with all events accordingly booked for that record. You may also generate a
schedule for the remaining events on any existing record.

Data Collection 7 Edit instruments 2 Scheduling 2 VIDEO: How to use this page (6 min

"4 Scheduling +——

Create Schedule View or Edit Schedule

Record S

- View data

tatus Dashboard

ction status of all records

The Schedule Generator will allow you o generate a new schedule based upon your Events and their Days Offset that have

:g Add / Edit Records been defined on the Define kv Events page. You may generate a schedule for a new or existing Record ID below by selecting a
- Create new vie Start Date, which will be used as the starting point for projecling schedule dates using your Days Offset. Once scheduled, you

may then view it on the Calendar, after which, if desired, you may also perform data entry for that calendar event. You may create

Applications a new project record here while performing scheduling or you may choose a currently existing one that has not yet been

scheduled.

Calendar
[} Data Export Tool

Add new Record ID: OR _ isti -
[ Data Import Tool choose existing unscheduled - ¥
L‘:] Data Comparison Tool Start Date: | I
1= Logging
- Field Comment Log Select Arm: — select arm — ¥

File Repository
& UserRights and g% DAGs

| Generate Schedule |
(% Record Locking Customization
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Graphical Data View & Stats

This module takes aggregate data from your data set (organized by data form) and automatically
generates relevant plots and simple statistical analyses. It is a useful tool for data overview and
evaluation. You can choose to view only the plots, only the statistics, or both. In the example below,
| have chosen to view only the statistics. Total responses, missing values, and count frequencies for
individual responses are listed. When viewing the plots, you may choose between viewing them
either as bar charts or pie charts.

All data {all records and fields)

DISPLAY OPTIOMNS

Select a data collection instrument to view Iy First Instrument v
COptional: Select a record to owerlay onto the plots below -- select record - v
Viewing optione: | Show plots & stats | Show plots only

Date subject signed consent oo encolied)

Total

Count | Mieging
(M)
3| 0(0.08)

First Name (first reome)

Total

Count | Mieeing
(N)
3| 0(0.06)

Last Name (/ost nomel

Total
Count | Miggsing
(N)
2 1(33.3%4)
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File Repository

The File Repository module contains all of the data exports that have been performed on your data
set. In addition, users may upload relevant files for other users to download and/or utilize.

File Repository

This page may be used for storing and retrieving files and documents used for this project. You may upload files here to save for
retrieval later, or you may download previously uploaded files in the file list below. Whenever a data exportis performed, the
resulting data and syntax files are stored here also.

& User Files « Data Export Files ¢ Upload New File

Filter by file type: ALL ¥ Action

“ Faculty Reference Sheet &
File name: faculty_reference_sheet.png

Field Comment Log

When entering data into a data form, you may have comments or caveats concerning specific fields.
If this is the case, you may utilize the Field Comment Log. To first create your comment, click the
speech bubble next to the field in the record you are working on. Enter your comment and click
“Save.” You will notice that the speech bubble icon is now lit, indicating that a comment exists for
that field.

Last Name Test

Test

Street, City, State, ZIP

Expand

[402) 402-1234
Include Area Code

Phone number

To view the collective comments for all records, click the Field Comment Log module in the left-side
toolbar. Comments are linked to their corresponding records, along with the user who made the
comment, and the date/time at which the comment was made. You may sort through the comments with
various filters, as well as export the comment log to a .CSV file.
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Field Comment Log

This page displays the Field Comment Log for all recordssevents/fields in this project. You may use the controls below to perform
kewyword searches in the comments as well as filter the comments by record, event. field, or data access group. Keep in mind that if vou

do not have user privileges ta view some data collection instruments, then comments for any fields on those instruments will not be
displayed in the table. Also, if you belong to a data access group, then you will only see results for records that belong to your group.
The entire Field Comment Log is downloadahle as afile in Excels/CSv format.

Field Comment Log Filters: | Allrecords ¥ | for | All events T

Al fields v

Results returned: 1 Al users v
Keyword search Search tips
Apply filkers | Beset

Click butrton to wiew
Record Field Comments
cormrment log
1 comment | | & address 1072019 5 35pm
» | E::ogll:)ent CArm 1: (Street, City, State, ZIP] PAay not be up to date

Data Quality

=] Export entire log |

Running a check in the Data Quality module can help you keep track of invalid or missing data across
fields. You may execute each “rule” in the pre-made list (as well as create your own) and check for
discrepancies such as missing values and data validation errors. | have run a few of them in the example
below. As you can see, while | do not have any data validation errors, there are 82 total missing

values among my records, which (depending on the fields that are missing) can cause problems in

advanced data analysis.

" Processing Complete!  Execute rules:) All || All except ARB

Data Quality Rules

FAQ

Note: Many of the FAQs below stem directly from the Vanderbilt REDCap “Help & FAQ” section. We

Rule #

Add

Rule Name

Missing walues*
Missing values* (required fields only)
Field walidation errors [incorrect data type)

Field walidation errars [out of range)

Outliers for nurnerical fields
[numbers, integers, sliders, calc fields]**

Hidden fields that contain values***
Multiple choice fields with invalid values

Incorrect values for calculated fields

Enter descriptive name for new rule

[e.g, Participants below age 18]

Apply to

Bule Legic [Show discrepancy only if..]

Enter logic for new rule
(e, [age] < 18)

How do | use special functions?
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chose to include only those that we felt were the most important and relevant to the general
purposes of our clients. For Vanderbilt’s full FAQ, see the “Help & FAQ” module inside
unmcredcap.unmc.edu.

Q: How much experience with programming, networking and/or database construction is required
to use REDCap?

No programming, networking or database experience is needed to use REDCap. Simple design
interfaces within REDCap handle all of these details automatically.

It is recommended that once designed, you have a statistician review your project. It is important to
consider the planned statistical analysis before collecting any data. A statistician can help assure that
you are collecting the appropriate fields, in the appropriate format necessary to perform the needed
analysis.

Q: How should I cite REDCap for the Data Management section of my IRB submission?

We do have recommended documentation; see the Citing REDCap in your IRB protocol section of our
REDCap Walkthrough.

Q: What is the Record Status Dashboard?

This is a table listing all existing records/responses and their status for every data collection
instrument (and for a longitudinal project, for every event). When viewing this page, form-level privileges
are utilized (i.e. a user cannot see a form's status if the user does not have access to that form), and
if the user belongs to a Data Access Group, they will only be able to view the records that belong to
their group.

Q: How do | enter / view my data?

To enter or view individual records, you can navigate to the “Data Collection” section on the left
menu bar. Depending on your project type, you will see “Add or View Survey Responses”, a listing of
your form names, or a “Data Entry” icon. Use the drop down record lists so you can select or add a
new record/response.

Use the Report Builder tool to view your data. The Report Builder tool serves as the search engine of
a REDCap database. The Report Builder queries the database in real time and displays the resulting
data in table format. Variables are listed in columns and individual records are displayed in rows.
Use the Graphical View & Stats tool to view your data. The Plots tab displays graphical
representations for all numerical and categorical variables and provides links for cleaning notable
data (missing, highest, lowest values). The Descriptive Stats tab displays descriptive statistics for all
variables.

Q: Can | upload files to attach to individual subject records?

Yes, you can upload documents for individual records. To create a new document upload field in the
Data Dictionary for any given REDCap project, set the Field Type = “file.” You may add as many ‘file’
fields as needed to your data collection instruments. Documents can be uploaded and downloaded
by navigating to the record’s data entry page and clicking the file link. A document can be deleted at
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any time, and there is no limit to how many times the document can be replaced by uploading
another file to that record’s file upload field. On the other hand, REDCap has file size limit (100 MB).

Q: Do | need to select the record number again each time | change data entry forms?

No. To navigate between forms within a given record, select the colored dots indicating form status
(i.e. incomplete, unverified, and complete) which appear to the left of the form name when a record
is open. Note that moving to a new form by selecting the form status indicator will close the current
form without saving entries. In order to save entries, select the “Save and continue” button located
at the bottom of the form before using the form status indicators to move to a new form.
Alternatively, you can select the “Save and go to Next Form” button if you wish to move to the next
form for the current record.

Q: What are the risks of modifying a database that is already in Production?

Altering a database that is in Production can cause data loss. If a Production database must be
modified, follow these rules to protect your data:

Do not change existing variable names, or data stored for those variables will be lost. To restore data
that has been lost in this way, revert to previous variable name(s).

Do not change existing form names via a data dictionary upload, or form completeness data will be
lost. Form names may be changed within the Online Designer without data loss.

Do not modify the codes and answers for existing dropdown, radio, or checkbox variables; or existing
data will be lost or confused. It is only acceptable to add choices to a dropdown, radio, or checkbox
field.

Q: When exporting data from REDCap into SPSS, will the variable codes that you've defined be
automatically imported into SPSS (for ex 1, Female 2, Male)?

Yes. REDCap uses the metadata you have defined in your data dictionary to create syntax files for
SPSS, SAS, R, and Stata. The Data Export tool includes instructions for linking the exported syntax and
data files. Note that SPSS has several variable naming conventions:

The name MUST begin with a letter. The remaining characters may be any later, digit, a period or the
symbols #, @, ,or$S

Variable names cannot end with a period

The length of the name cannot exceed 64 bytes (64 characters)

Spaces and special characters other than the symbols above cannot be used

No duplicate names are acceptable; each character must be unique

Reserved keywords cannot be used as variable names (ALL, AND, BY, EQ, GE, GT, LE, LT, NE, NOT, OR,
TO, and WITH)

Q: How do | import data from another source?

Data from another source can be imported using the Data Import Tool (most commonly used) or the
API (Application Programming Interface).

The Data Import Tool requires that data to be imported is in CSV (comma separated variables)
format. The order of the fields or the number of fields being imported does not matter, except that
the record identifier (e.g., Subject ID) must be the first field.
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Q: How do | import longitudinal data?

The Data Import Tool requires you to use the “redcap_event_name” column when importing data.
You must specify the event name in the file using the unique “redcap_event_name.” You can upload
multiple event data per subject.
The unique “redcap_event_name”s are listed on each project's Define My Events page.

You can insert this field after the unique identifier as the second column or you can add it to
the end of your import spreadsheet (last column).

Additional Resources

Links:

UNMC REDCap: https://unmcredcap.unmc.edu/

REDCap Training Videos: https://redcap.vanderbilt.edu/consortium/videos.php \
Research IT Office (RITO) Web site: http://info.unmc.edu/vcr/rito

Contacts:

REDCap Support Team: rito@unmc.edu
Ashok Mudgapalli, RITO Director

Vinod Kumar Yarroju, REDCap support Admin
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