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WHAT IS REDCAP?

Web-based 
software  used 
to create and 

manage research 
databases and 

participant 
surveys.

Developed as a 
tool  to help 
researchers 
collect and 

manage data 
effectively and 

responsibly.



REDCAP HISTORY

TH
EN

2004: Created at Vanderbilt

2006: Global consortium

2011: University of Chicago

2011: CRI Created

2012: REDCap at UChicago

N
O

W

Worldwide:

6,361 institutions

151 countries

1.7M projects

2.4M users

UChicago:

13,469 projects

9,972 users



Beyond the REDCap Basics
(TBD)

All About REDCap Surveys
(TBD)

Introduction to REDCap
2/21/23SEMINAR

SERIES

http://cri.uchicago.edu/seminar-series/



SEMINARS TOPICS

Project Setup
• Creating a Project

• Adding and Editing Fields

• Optional Modules and Customizations

• Testing your Project

• Moving to Production
Using Surveys

• Creating Surveys

• Sending and Tracking Surveys

• Survey Features

Applications & Tools
• Data Import Tool

• Data Exports

• Smart Devices

• User Rights and DAGs

• Help Resources



Project Setup



WHAT ARE THE ADVANTAGES?

Accessible
• web-based access (on and off campus)

• access for multi-site collaborations

Customizable
• fast and flexible to design

• modifications at anytime

Accurate
• ensures consistent and accurate data entry

• data quality checks to look for errors

Secure
• user authentication against BSDAD or UCHAD

• nightly backups, weekly vulnerability scans

Free!
• includes training, design guidance, troubleshooting



HOW TO FIND REDCAP

cri.uchicago.edu

cri.uchicago.edu/redcap

redcap.uchicago.edu



LOGGING INTO REDCAP

HELPFUL
INFO!

BSDAD
or

UCHAD



ACCESS EXPLAINED

USER 
1

USER 
2

USER 
3

PROJECT
A

PROJECT
B

PROJECT
C



HOME PAGE
Navigational BarTraining Videos



TRAINING VIDEOS



CREATE A PROJECT



PROJECT SETUP STEPS



STEP 1: MAIN PROJECT SETTINGS

• Modify project title, 
purpose, etc.

• Enable surveys
• Enable longitudinal data 

collection



STEP 2: DATA COLLECTION INSTRUMENTS

• Online Designer
• Data Dictionary*

• Shared Library (Global)
• Special Features*

• Smart Variables
• Piping
• Action Tags

*   (covered in next seminar)



ONLINE DESIGNER



RECORD IDENTIFIER



FIELD TYPES



FIELD DESIGN



MATRIX OF FIELDS



EDIT/COPY/MOVE/DELETE FIELDS

• pencil = edit
• documents = copy
• green arrows = branching logic
• document w/arrows = move
• red x = delete



BRANCHING LOGIC



STEP 3: OPTIONAL MODULES & CUSTOMIZATIONS

• Repeatable Instruments*
• Auto-numbering IDs
• Scheduling (Longitudinal)*
• Randomization*

• Designate an email for 
survey invitations*

*   (covered in next seminar)



STEP 4: PROJECT BOOKMARKS (OPTIONAL)

• Custom bookmarks
• Appear in Applications 

menu on the left
• Accessible by all project 

users
• Example:

• Department website
• External website
• Other projects



STEP 5: USER RIGHTS

• User Rights - add users 
with custom user rights

• Data Access Groups - for 

multi-site studies



STEP 5: ADDING USERS

Don’t add email address!
If not found, either:
• user has yet to log in
• or their access is suspended 

due to inactivity

https://cri.uchicago.edu/wp-content/uploads/2015/12/REDCap-User-Rights-Best-Practices.pdf



STEP 6: TEST YOUR PROJECT

• Enter test records
• Test branching logic
• Test calculations
• Create reports
• Export test data
• Have colleagues review 

project as well



STEP 7: MOVE TO PRODUCTION

• Request test data deletion

• Wait for confirmation email 
from Administrator before 
collecting real data!



• Update project 
setup

• REAL DATA 
CONTINUES

Draft Mode
• Project is closed

• DATA ANALYSIS 
FINALIZED

Archived 
Mode

• Build and test a 
project

• TEST DATA

Development 
Mode

• Enter and 
review data

• REAL DATA

Production 
Mode

• View and 
analyze data

• NO DATA ENTRY

Inactive 
Mode

PROJECT TIMELINE AND MODES

*if IRB approval required

*Final
Protocol

*Draft
Protocol

*Protocol
Amend-

ment



Longitudinal Data 
Collection



WHAT IS CLASSIC DATA COLLECTION?
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WHAT IS LONGITUDINAL DATA COLLECTION?
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Repeatable Over Time (Events)



CLASSIC VS LONGITUDINAL DATA COLLECTION

CLASSIC
• Only uses instruments.
• Doesn’t use events.
• Create an instrument for 

each time point.

LONGITUDINAL
• Uses instruments.
• Uses events.
• Repeat instruments using 

events.



HOW TO ENABLE LONGITUDINAL DATA COLLECTION

1
enable 
setting



HOW TO ENABLE LONGITUDINAL DATA COLLECTION

2
define 
events



HOW TO ENABLE LONGITUDINAL DATA COLLECTION

3
assign 
forms



DISPLAY AND REPORTING DIFFERENCES

Classic Project:

Longitudinal Project:

one 
row 
per 

record

multi 
rows 
per 

record



REPEATING INSTRUMENTS

enable 
setting

here

learn
more



REPEATING INSTRUMENTS

Repeat 
Forms

Classic 
Projects

Repeat 
Forms 

and 
Events

Longitudinal 
Projects

Repeat 
Surveys

Survey 
Projects



Creating Surveys



WHAT IS A SURVEY?

A REDcap survey is a 
“public” version of a 
(form) instrument that 
is completed by a 
study participant 
without having to log 
into REDCap.

That same instrument 
can also be used by 
the study team as a 
data entry form when 
logged into REDCap.



CREATING AND ENABLING A SURVEY

1

2

3

Enable the survey feature (Project Setup tab).

Create the instrument first.

Enable the instrument as a survey.



SURVEY SETTINGS



SURVEY DESIGN OPTIONS



SURVEY CUSTOMIZATIONS



SURVEY ACCESS



SURVEY TERMINATION OPTIONS



EDITING SURVEY SETTINGS

To edit your survey settings, click on Survey 
Settings under Survey-related options.



USER RIGHTS FOR MANAGING SURVEYS

To allow a study team 
member to manage surveys 
(add participants, send 
emails, etc), assign them the 
user right:

Manage Survey Participants



USER RIGHTS FOR EDITING SURVEYS

To allow a study team 
member to edit survey 
responses or delete 
surveys, assign them 
the user right called:

Edit Survey Responses



TESTING IS CRITICAL!

• Send yourself the survey just as you would sent it to 
your participants.

• Make sure all the settings and format are correct.

• Export the test data to preview your data analysis, 
and modify the survey questions if needed.

• Once testing is complete, request the project be 
moved to production.

• DO NOT SEND SURVEY EMAILS UNTIL PROJECT      
HAS BEEN MOVED TO PRODUCTION!



Sending Surveys



PUBLIC SURVEY LINK VS PARTICIPANT LIST

PUBLIC SURVEY LINK

Participant emails unknown 

beforehand.

Participants all use the same 

survey link.

Emails sent via Outlook, not 

within REDCap.

Great for listservs or posting on 

flyers or websites.

PARTICIPANT LIST

Participants emails known 

beforehand.

Each participant receives unique, 

one time use link.

Emails sent through REDCap to 

participant email address.

Can track who has or

has not responded.



PUBLIC SURVEY LINK

The Public Survey Link is the simplest and fastest way to distribute
a survey. The link can be published on a webpage, social media 
platforms, flyers, or sent in an email to a large group. 



PARTICIPANT LIST

The Participant List allows for emailing the survey to your 
participants. It helps keep track of responses and non-responses.



PARTICIPANT IDENTIFIERS

• To keep the survey anonymous, don’t enable the 
Participant Identifier feature.

• To make the survey non-anonymous, enable the 
Participant Identifier feature. 

• The Participant Identifier may be the participant's name, 
an ID number, or whatever you would like.

• It is not the same as the project’s main primary identifier 
(Record Number, Record ID, Study ID, MRN).

• The Participant Identifier is can be exported along with 
the data.



ADDING PARTICIPANTS TO PARTICIPANT LIST

There are different ways of adding participants’ 
email addresses to the Participant List:
1. For few participants, manually type in.
2. For many participants, cut-and-paste in.
1

2



COMPOSE SURVEY INVITATIONS

1. Specify when emails should be sent.
2. Enable reminders for non-responses.
3. Compose the email message.
4. Select participants from the list.
5. Send the invitations.

1

2

3

4

5



SURVEY INVITATION MESSAGE AND LINK

A section for the unique survey link will be 
appended to the end of your email message:

NOTE: You may modify or remove any text you wish above but 
make sure you include either [survey-link] or [survey-url] in the text 
or else the participant will not have a way to take the survey.

your message

survey link



NON-RESPONSE REMINDERS

1. Survey reminders can only be setup while 
composing survey invitations.

2. They cannot be setup after invitations have 
been sent.

3. They can be sent on specific days of the week, 
or every X days, or at an exact date/time.

4. Up to 2-5 reminders can be scheduled.

2

3

1

4



Tracking Surveys



SURVEY NOTIFICATIONS

1. Go to Online Designer and click on Survey 
Notifications.

2. Select the survey and select the email address.

1

2



TRACKING SURVEYS VIA THE PARTICIPANT LIST

Surveys responses can be tracked on the
Participant List according to:

Complete – participant submitted the survey
Incomplete – participant started but hasn’t 

submitted the survey
No Action – participant has not started the survey



TRACKING SURVEYS VIA THE SURVEY INVITATION LOG

• The Survey Invitation Log lists survey invitations 
that have already been sent or have been scheduled 
to be sent to survey participants.

• You may even view the invitation email itself by 
clicking the icon in the 'View Email' column.



PARTIAL RESPONSES

For Partial Responses, you can use Compose Survey 
Invitations from the Participant List to send them a 
reminder email.

If participants don’t remember their Save-and-Return
code, you can retrieve it from their survey record.



EDITING RESPONSES

• User must have Edit Survey Responses user rights.
• To edit a response, open record and click Edit 

Response at top of survey.

• Make the changes, and save the record.

1

2

3



SURVEY TIMESTAMPS

Survey responses get timestamped when the 
survey’s Submit button is clicked on by the 
participant.
Timestamps appear on the Add/Edit record 
selector.

As well as the survey record.



Survey Features



Stop Actions prompt the participant to end the 
survey when certain field choices are selected.
Only selection fields have this option.
Click the Stop Sign icon and select the stop choice.

SURVEY STOP ACTION



SURVEY WIZARD

The Survey Wizard is located under the 
Applications menu. This survey is designed to help 
you work through the steps of setting up and 
selecting the right distribution model of survey.



MULTIPLE SURVEYS

Create multiple surveys in the same project.



LONGITUDINAL SURVEYS

Instead of creating the same survey as multiple 
instruments, the survey can be made repeatable.
1. Setup the survey instruments.

2. Enable the longitudinal feature.

1

2



LONGITUDINAL SURVEYS

3. Setup the events.

4. Assign the surveys to the events.

3

4



AUTOMATED SURVEY INVITATIONS

ASIs are similar to composing email invitations, but 
instead the invites are sent automatically when:
• An earlier survey is completed -or-
• A condition is met



SURVEY QUEUES

The Survey Queue is a survey packaging option.
It allows for chaining together multiple surveys like 
a to-do list (using optional logic too).



SURVEY LOGINS

The Survey Login requires participants to log into 
the survey before viewing it and completing it.



INACTIVATE A SURVEY

1. At Online Designer, click on Survey Settings.

2. At Survey Status, set to Survey Offline.

1

2



MARK PROJECT AS COMPLETED

Go to Other Functionality tab, and either:
• Move to Analysis/Cleanup – data collection 

over, project is accessible
• Mark project as Completed – entire study is 

over, project is hidden



Additional Features



RECORD STATUS DASHBOARD



PROJECT CHANGE LOG



DATA DICTIONARY CODEBOOK



RICH TEXT EDITOR

HTML 
needed

no 
HTML 

needed

Previously… Today…



MISSING DATA CODES

Project Setup > Enable optional modules > Additional Customizations

choose 
and add 

codes



PIPING

before

setup

after



ACTION TAGS

action
tags 
list



SMART VARIABLES



FIELD EMBEDDING



ALERTS & NOTIFICATIONS



FILE REPOSITORY



MESSENGER



Data Import Tool



DATA COLLECTION TYPES

online
data
entry

Excel
data

import



DATA IMPORT TOOL

help 
text



STEPS FOR DATA IMPORT TOOL

DOWNLOAD
the Data 
Import 

Template

TRANSFER 
your data to 

the Data 
Import 

Template

UPLOAD
the Data 
Import 

Template



CAUTION!

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

For all discrete fields, upload the numerical value
(rather than the label value).

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

For large files, it’s recommended you import a 
few variables at a time. The entire template 
doesn’t need to be imported all at once.

1

2

3

4



Data Exports,

Reports, and Stats



DATA EXPORTS, REPORTS, AND STATS

how-
to

video



DATA EXPORTS, REPORTS, AND STATS



REPORT FOLDERS

view 
for all 
users



REPORT SEARCH AND ACCESS

report
search

report
access



EXPORT OPTIONS

export
options



STATS AND CHARTS



Smart Devices



SMART DEVICES

REDCap is compatible with:

• Tablets and smart phone (iOS and Android)

• imply go to https://redcap.uchicago.edu/



MOBILE APP

REDCap

Use for offline data collection

(where there is no/poor internet connectivity)



Create 
Project

(REDCap)

Download 
App

(Device)

Download 
Project

(App)

Collect 
Data

(App)

Sync Data 
(App to 
REDCap)

Update

Project

(App)

MOBILE APP - PROCESS



MOBILE APP - SETUP



MOBILE APP - IPHONE



MOBILE APP - IPAD



User Rights



USER RIGHTS

new
users

current 
users



USER ROLES

create 
role



DATA ACCESS GROUPS

data
access
groups



Help Resources



HELP RESOURCES IN YOUR PROJECT

redcap@rt.cri.uchicago.edu



HELP RESOURCES – CRI WEBSITE

http://cri.uchicago.edu/redcap/



HELP RESOURCES – CRI WEBSITE

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

Zoom



redcap@rt.cri.uchicago.edu

cri.uchicago.edu/redcap


