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"} NEED HELP2

Help Sources

o -

@ hitps://cri.uchicago.edu/redcap

@ B Contact REDCap administrator

@ redcap@rt.cri.chicago.edu
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O} What is longitudinal data collectione
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O} What is longitudinal data collectione
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O} What is longitudinal data collectione
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O How to enable longitudinal data collectione

£ Project Home | [] Project Setup =~ Other Functionality # Project Revision History

Project status: (&) Production

; Main project settings 1
Dissble | () Use longitudinal data collection with repeating forms? |2 enable

| - e a - H
Complete! Enable | (& Use surveys in this project? |? 3¢ VIDEO: How fo create and manage a survey setting

Modify project title, purpose, etc. |

y Define your events and designate instruments for them

Create events for re-using data collection instruments andfor set up scheduling.

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

2

define

events
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O} Editing your Instruments: Two Methods

I'm done!

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 cument Data Dictionary

Goto | 5 Online Designer | or | [3] Data Dictionary

You may also bryee for pre-built data collgfRon instruments in the | REDCap Shared Library

Have you checkeq the Check For Identifiers gage to ensure all identifier fields have been tagged?

REDCap

& Excel



b Editing your Instruments: Data Dictionary

{3 Project Home U Project Setup 7 Online Designer | [@ Data Dictionary

%% VIDEO: How to use this page

This module will allow you to create new data collection instrumentsisurveys or edit existing ones. Changes may be made by either using the Online
Designer or Upload Data Dictionary (see tabs above), in which you may use either method or both. The Online Designer may help you get some
initial fieldsfforms built quickly or to make quick edits, but using the Data Dictionary file may be more helpful if you will be adding a large number of
fields for this project.

This module may be used for making changes to the project, such as adding new fields or modifying existing fields, by using an offline method called
the Data Dictionary. The Data Dictionary is a specifically formatted CSV (comma delimited) file within which you may construct your project fields and
afterward upload the file here to commit the changes to your project.

Click the 'Browse’ or 'Choose File' button below to select the file on your computer, and upload it by clicking the 'Upload File® button. Once your file has
been uploaded, changes will NOT immediately be made but will be displayed and checked for errors to ensure that all the formatting in your Data
Dictionary is correct before official changes are made to the project.

Need some help?
If you wish to view an example of how your Data Dictionary may be formatted, you may download the Data Dictionary demonstration file, or you may
view the Data Dictionary Tutorial Video (10 min). For help setting up your Data Dictionary, you may also see the instructions listed on the Help & FAQ.

Steps for making project changes:
1.) Download the current Data Dictionarﬁ@
2.) Edit the Data Dictionary (see the Help & FAQ for help)
3.) Upload the Data Dictionary using the form below
4.) The changes will be made to the project after the Data Dictionary has been checked for errors

Upload your Data Dictionary file (CSV file format only)
Format for min/max validation values for date and datetime fields: | Mm/DD/YYYY or YYvY-MM-DD ﬂ

Browse._.

Upload File



| b Steps for Data Import Tool
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"} Caution!

Uploading a new data
dictionary replaces the old one.
It does not append to the
current one. Always upload the
old dictionary with your changes
— noft just your changes.

Data dictionary version history is
available tor projects in
Production Mode, but it is not
available for projects in
Development Mode.



O Reasons for Updating via Data Dictionary

ﬂ Copy several instruments at once.

@ Apply branching logic to many fields.

@ Make mass changes to all fields for:
* Field Notes
* Text Validation
* |dentifiers
* Required Fields
* Custom Alignment



O} Editing your Instruments: Online Designer
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P Data Import Tool

< Data Import Tool

This module may be used for importing data into this project from a CSV (comma delimited) file or alternatively from an XML file in
CDISC ODM format. Below are the steps you will need fo follow in order to import your data successfully into this project.

) NOTICE:
This project is currently in Development status. Real data should NOT be entered until the project has been moved to

Production status.

[=] csvimport CDISC ODM (XML) import

Instructions:

1.) Click the link below to downlead your data import template as a C8V (comma delimited) file. Save it locally to your computer
and then open it to begin filling it with the data you wish to import.

@ Download your Data Impori Template (with records in rows)
OR
@ Download your Data Import Template (with records in columns)

2.} In each column of the Data Import Template file that you downloaded, place the data for each record that you wish to import.
Once all your data has been added, save the file.
* Be sure not to change the Variables/Field Names in the file or an error may occur.
+ Also, for all of the "dropdown’ or ‘radio’ fields in the project, you must make sure that the numerical value (rather than
the text value) is entered in those cells, or else it cannot be processed.
= Any empty rows or columns in the file can be safely deleted before importing the file. Deoing this reduces the upload
processing time, especially for large projects.

3) Click the 'Browse" or "Choose File' button below to select the file on your computer, and upload it by clicking the "Upload File'
button.

4.) Once your file has been uploaded, the data will NOT be immediately imported but will be displayed and checked for errors to

ensure that all the data is in correct format before it is finally imported into the project.

Record format: The file to be uploaded has its records stored as separate | Rows ﬂ
Format for date and datetime values: | MM/DD/YYYY or YYYY-MM-DD ﬂ

Allow blank values to overwrite existing saved values? | No, ignore blank values in the file (default) ﬂ

[] Upload your CSV file:

Upload File

Browse...



| b Steps for Data Import Tool
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| b Caution!

Don’t change the variable names on the
template. They must match the project's
variable names.

For all 'dropdown’ or 'radio’ or ‘checkbox’
fields, upload the numerical value (rather
than the text value).

Empty rows or columns can be deleted
before importing the file to reduce the upload
processing time.

You can import a few variables at a tfime. The
entire template doesn’t need to be imported
all at once.
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b Data Exports, Reports, and Stats Page

Data Exports, Reports, and Stats 2% VIDEQ: How to use Data Exports. Reports. and Stats

" Create New Report IE,H, My Reports & Exports =l Other Export Options

This module allows you to easily view reports of your data, inspect plots and descriptive statistics of your data, as well as export your data to Micrd
Excel, SAS, Stata, R, or SPSS for analysis (if you have such privileges). If you wish to export your *entire* data set or view it as a report, then Repd
Is the best and quickest way. However, if you want to view or export data from only specific instruments (or events) on the fly, then Report B is the be
choice. You may also create your own custom reports below (if you have such privileges) in which you can filter the report to specific fields, records, or
events using a vast array of filtering tools to make sure you get the exact data you want. Once you have created a report, you may view it as a webpage,
export it out of REDCap in a specified format (Excel, SAS, Stata, SPSS, R), or view the plots and descriptive statistics for that report.

My Reports & Exports

Repart name View/Export Options Management Options Report 1D g

{auto-generated)

° All data (all records and fields) [C] View Report | | f Export Data | | iy Stats & Charis |

G Selected instruments (all records) [+ Make custom selections |

e + Create New Report |




O Other Export Options

Data Exports, Reports, and Stats %% VIDEO: How to use Data Exports, Reports, and Stats

" Create New Report I[ﬁ, My Reports & Exports s Other Export Options

Below are some additional export options that are available far your project. Instructions for each type of export are provided. You
may click the comesponding icon on the right to download the file for each.

ﬂ ’ Export entire project as REDCap XML file {containing metadata & data) REDCap
The entire project (all records, events, arms, instruments, fields, and project attributes) can be downloaded L _
as a single XML file, which is in CDISC ODM format (ODM version 1.3.1). This XML file can be used to el

create a clone of the project {including its data, optionally) on this REDCap server or on another REDCap
server (it can be uploaded on the Create New Project page). Because it is in CDISC QDM format, it can
also be used to import the project into another ODM-compatible system.

=% PDF of data collection instruments containing saved data {all records)

The data for all records in this project may be downloaded in a single PDF file. This file contains the actual s
page format as you would see it on the data entry page or survey and includes all data for all records for all L
data collection instruments. Click the icon to the right to begin downloading the file.

Note: If your project has a large amount of fieldsfiquestions or records/fresponses, the resulting PDE file
may be very large both in file size and in page length. Please be patient if the file takes fime fo dowmnload.
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O} User Rights

{i¥ Project Home  [;] Project Setup | £, User Rights 45 Data Access Groups

This page may be used for granting users access to this project and for managing the user privileges of those users. You may also create roles fo
which you may assign users (optional). User roles are useful when you will have several users with the same privileges because they allow you to
easily add many users to a role in a much faster manner than setting their user privileges individually. Roles are also a nice way to categorize users
within a project. In the box below you may addfassign users or create new roles, and the table at the bottom allows you to make modifications to any
existing user or role in the project, as well as view a glimpse of their user privileges.

Add new users: Give them custom user rights or assign them to a role.

f N Add with custom rights |

S 25 Assign to role |

Create new roles: Add new user roles to which users may be assigned.

= Create role |
(e.g., Project Manager, Data Eniry Person
Role name Username or users assigned to a role Expiration Data Export
k role name to edit role) click uzermame to edit or assign to role) Tool
jacevedo (Julissa Acevedo) Full Data Set



b User Roles

(it Project Home  [[] Project Setup = [ User Rights 4 Data Access Groups

This page may be used for granting users access to this project and for managing the user privileges of those users. You may also create roles to
which you may assign users (optional). User roles are useful when you will have several users with the same privileges because they allow you to
easily add many users to a role in a much faster manner than setting their user privileges individually. Roles are also a nice way to categorize users
within a project. In the box below you may add/assign users or create new roles, and the table at the bottom allows you to make modifications to any
existing user or role in the project, as well as view a glimpse of their user privileges.

Add new users: Give them custom user rights or assign them to a role.

j S Add with custom rights |

L (23] Assign to role |

Create new roles: Add new user roles to which users may be assigned.

= Create role |

{e.g., Project Manager, Data Entry Person)

(RDIE name Username or users assigned to a ma Exl]lr?hf.lnr ) D;?;‘:gtnd User As Data Export
(chick role name to edit role) (chck usermame to edit or assign to role) i "}._::égl'__""‘" Setup Rights Groups Tool
Project Manager jacevedo (Julissa Acevedo) = o = Full Data Set

t.cri.-redcap (Jane Dog)

Data Entry Personnel
\ t.cri.redcap?2 (John Smith) J X x - *




P Data Access Groups

(i Project Home  [[] Project Setup = [ User Rights = =i Data Access Groups

This page may be used for granting users access to this project and for managing the user privileges of those users. You may also create roles to
which you may assign users (optional). User roles are useful when you will have several users with the same privileges because they allow you to
easily add many users to a role in a much faster manner than setting their user privileges individually. Roles are also a nice way to categorize users
within a project. In the box below you may add/assign users or create new roles, and the table at the bottom allows you to make modifications to any
existing user or role in the project, as well as view a glimpse of their user privileges.

Add new users: Give them custom user rights or assign them to a role.

2 Add with custom rights |
' data
Lo (25 Assign to role | access

Create new roles: Add new user roles to which users may be assigned. g rou pS

=) Create role |

{e.g., Project Manager, Data Enfry Person)
Role name Username or users assigned to a rale Expiration Data Access Group R User LI
b P oy o e Py v e e e e e {click expiration | . ... ot e yenry | DESIANAND oo Access
(click role name to edit role) (chick uzemame to edit or assign to role) to edit click DAG to assign user) Setup a Groups
Project Manager jacevedo (Julissa Acevedo) o o o
t.cri.redcap1 (Jane Doe Uic

Data Entry Personnel Lo J x x x

t.cri.-redcap2 (John Smith) Lurie



O User Rights Best Practice Training Manual

hitp://cri.uchicago.edu/redcap-training/




Thank you.



