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HOW TO ENTER DATA IN REDCAP? 
1. NAVIGATE IN REDCAP 

1. Upon successfully logging into REDCap for the first time, you will land on the REDCap homepage. Click 
on My Projects. 

 

 
2. The “My Projects” page will display the list of audits you have access to.  

 

 
 

3.  Click on the audit you want to access 

4.  On the Audit page, click on Add / Edit Record 
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2. CREATE A NEW RECORD 

1.  Click “Add new record” 

 

 
2a.  If the questionnaire is made of only 1 form you will directly land on that form and can start entering 

data.  
 

 
2b.  If the questionnaire is made of > 1 form you will land on the “Record Home Page”. There is a table 

with the list of “Data Collection Instrument” and their status (here all grey, i.e. empty). 
 

 
 Click on the grey circle of the form you want to complete (start with the top one) and you will land on 

the data entry form (see above).  
 
 
 
 
 
 
 



Version 1.0 - 11/12/2019 

3 
 

3. EDIT AN EXISTING RECORD 

HOW TO FIND THE RECORD TO MODIFY 

Option 1: you remember the Record ID Number 

REDCap gives each record an unique numerical identifier, which appears at the top of a new record. 

1. On the Audit page, click on Add / Edit Record 

 

 
2. Click on “Choose an existing Record ID” 

 

 
3.  Select the Record ID number in the drop-down menu 

 

 
4.  You will land on the Record Homepage. Select the form you want to go to. 
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Note If there is already some data in a record, some of the grey dots will be colored. 
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Option 2: you do not remember the Record ID Number (most likely) 

1. On the Audit page, click on Add / Edit Record 

 

 
2. Go to the “Data Search” Panel 

 

 
3.  Select in the drop-down menu the search criteria you want to use (e.g. NHS number) 

 

 
4.  Enter your query in the box below. REDCap will produce a list of record matching your search.  

 

 
5.  Click on it and you will either land on the form or on the Record Home Page (see above). 
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SAVING DATA 

When you need to save data, you can: 

1. Either use the floating “Saving” menu on the right of a questionnaire.  

 

2. Or the “Saving” menu at the bottom of a questionnaire 

 

3. Error message when saving data. If a compulsory field has been left empty, an error window will 

appear. See the instructions at the bottom.  

 

Note: Mandatory fields 

are clearly labelled in the 

questionnaire with “* 

must provide value”:  
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RECORD STATUS 

REDCap allows user to see the form status for each record using a traffic light coding system.  

 

When a record is empty, all the forms will appear with a grey circle 

 

When data is entered, the grey circle will change to either red, amber or green 
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FILE REPOSITORY 

There is a file repository where files can be stored and shared with users.  

To access the file repository: login to REDCap  My Projects  Select a Project (audit)  File Repository 

 

 

 

 

 

 

 

 

 

 

NEED MORE HELP? 

REDCap provides short training videos for its users, they can be accessed from the menu at the top of the 

page. 

 

 

WHAT CAN AND CAN’T YOU DO IN REDCAP? 

As a user, you were given access to some of the functionalities built in REDCap. To be on the safe side, what you 

are allowed to do is limited to data entry and editing and some other basics functions. If you discover that you 

need access to more data or more functions, please contact your local QOMS clinical lead and the QOMS team 

(qoms@baoms.org.uk).  

mailto:qoms@baoms.org.uk

