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HOW TO ENTER DATA IN REDCAP?

1. NAVIGATE IN REDCAP

1.
on My Projects.

ﬁEDcap' Home @ MyProjects + h @ Help &FAQ ETraining Videos & Send-it 8 Messenger

2.

REDCarj teme

3.

ly Projects  + New Project

Welcome to REDCap!

REDCap is a secure web platform for building and managing online databases
and surveys. REDCap's streamlined process for rapidly creating and designing
projects offers a vast array of tools that can be tailored to virtually any data
collection strategy.

REDCap provides automated export procedures for seamless data downloads to
Excel and common statistical packages (SPSS, SAS, Stata, R), as well as a bullt-in
project calendar, a scheduling module, ad hoc reporting tools, and advanced
features, such as branching logic, file uploading, and calculated fields.

Learn more about REDCap by watching a & video (4 min). If you
would like to view other quick video tutorials of REDCap in action and an
overview of its features, please see the Training Resources page.

NOTICE: If you are collecting data for the purposes of human subjects research,
review and approval of the project is required by your Institutional Review Board.

If you require assistance or have any questions about REDCap, please contact
R p Administrator (BAOMS).

@liclp &FAQ R Training Videos  EESend4t 8 Messenger

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

REDCap Features.

Build online surveys and databases quickly
and securely - Create and design your project
rapidly using secure web authentication from
your browser. No extra software is required.

Fast and flexible - Conception to production-
level survey/database in less than one day.

Export data to common data analysis
packages - Export your data to Microsoft Excel,
PDF, SAS, Stata, R, or SPSS for analysis.

Ad Hoc Reporting - Create custom queries for
generating reports to view or download.

e-Consent - Perform informed consent
electronically for participants via survey

Easily manage a contact list of survey
respondents or create a simple survey link -
Build a list of email contacts, create custom email
invitations, and track who responds, or you may
also create a single survey link to email out or

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

Listed below are the REDC2p projects to which you currently have access. Click the aroject itle to open the preject. Read more To reviaw which
User Access Dashboard.

wsers stil have access to your projects, visit the Ll

Wy Projects | &= Organize
Project Title
Oral and Dentoalveolar referral to traatment audic pilot
Orofacial infection of dentaalvealar origin audit plot
Oncalugy and Reconsiruction audit pilot
Trauma audit pllot
Skin audit pilot

Orthognathic audit pilot

Filter projects by tite
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The projects listed below are public and are accessible by anyone, Ne authentication (l.e. username/passwerd) s required to access

them directly.
Public Projects
Basii Demography
Classic Database
Human Cancer Tissue Biobank
Lengltudinal Datakase (1 arm)

Lengirudinal Dacaase (2 arms)

Click on the audit you want to access

4. Onthe Audit page, click on Add / Edit Record
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#

Project status: / Dovelopment

=

Main project settings
Ensble | @ Use surveys in this project? 2]

ity @ Project Revision History

Completed steps 0 of 7

EBVIDED: Mew 0 wreate and menage a survey
Enabie | @ Use longirudinal data collectin with defined events? 7]

T Modify project title, purpese, etc.
# Design your data collection instruments.
Add or edit fields on pour data callection instruments, This may be done by either using the.
ot o hec P Data mathad). Quick
= o links: Downlaad PDE of all instruments OR
rmdanal Goto (@ Online Designer | or [ Data Dictionary |~ Frplore the |
Have you checked the Check For identifiers page to ensure allidentifier fields have been tagged?
Learn how to use
ble optional modules and
Erabie | © Repeatable instruments [7]
OFton3l  [Disable | @ Auto-numbering for records [2)
=) bie | @ Scheduling module flongitudinal orly) 7|

bie | © Randomization module (7]

Enaie

Additional customizatians |

@ Designate an email field for sending survey invitations 7.



2. CREATE A NEW RECORD
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1. Click “Add new record”

REDCap

@ Lo i 2 pughen | L ot
B My Projects
W REDCap Messenger

Oral and Dentoalveolar referral to treatment audit pilot

B Add / Edit Records

You may view an existng recor diresponse by selecting it from the drop-cown lists below, To create a new record/respanse, dick the

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

Oral and Dentoalveolar referral to treatment audit pilot

z <

& Logged in s puglia0t | Logout 2 ) data eniry
B My Projecs
W REDCap Messenger = Referral to treatment questionnaire
i e snd e g o oced b v A Gy, [ >
8 Project Home £ Project Setup © Adding new Record 1D 1
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2b.

1f you are I Scotland or Northern Ireland, this question does not apply.

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).

Oncology and Reconstruction audit pilot

M Record Home Page
© Record “23" is a new Record 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 record. You may click on
the colored status icons to access that form/event.

Legend for status icons:

ncomplete () Incomplete (no data saved) [7]
Unverified ) Many statuses (all same)
@ Complete Many statuses (mixed)

NEW Record ID 23

Data Collection Instrument

Demographic, clinical and treatment details

At discharge
Post-surgical MDT
Adjuvant therapy

Flap outcomes at 4 months [
Extra flap (characterisation and cutcomes) [
Follow-up at 24 months

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).
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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
hEDCaP' Oral and referral to audit pilot

@ Lomsed In os pugliao! | Logout
@ by Projects & =

B3 Other 4D Project Revision History
W REDCap Messenger
| e ——— g Project status: & Dovelopment Completed steps 0 of 7
# Project Home - 3= Project Setup Main project settings
Sy L Ty (e ¢ [ERHE] © Use sumeysin hisprojecty 7| E3 DED: Howto et and manage a suvey
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3. Select the Record ID number in the drop-down menu

Oncology and Reconstruction audit pilot

B Add / Edit Records

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

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

Total records: 22

Choose an existing Record ID

select record

-- select record -

Data Search

Al DL T nhsno (NHS / CHi number) ’

4, You will land on the Record Homepage. Select the form you want to go to.



Note

Oncology and Reconstruction audit pilot

M Record Home Page

© Record "23" is a new Record 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 record. You may click on
the colored status icons to access that form/event.

NEW Record ID 23

Data Collection Instrument Status

Demographic, clinical and treatment details
At discharge

Post-surgical MDT

Adjuvant therapy

Flap outcomes at 4 months

Extra flap (characterisation and outcomes)
Follow-up at 24 months

Legend for status icons:

© Incomplete () Incomplete (no data saved) [2|

) Unverified (@)/2]1@)) Many statuses (all same)
@ Complete (@) Many statuses (mixed)

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.

2.

3.

4.

5.

On the Audit page, click on Add / Edit Record

‘REDCap
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=
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Oral and Dentoalveolar referral to treatment audit pilot

# Project Home
Profect status: ¥ Devclopment

Main project settings

Ensble | @ Use surveys in this project? 2|

roject Setup | B3 Other Functionality & Praject Revision History

Complated steps 0 of 7

B VIDED: How 10 create and manage a survey

Enatie | © Use longitudinal data collection with defined events? [7)

Tmdon) Modify project title, purpose, et

/ Design your data collection instruments.

Adtd or et fields o your data collection Instruments. This may be done by efther using the
Qnline Designer (online methed) ar by upleading 1 Data Dictienary (affline methad). Quick

links: Dowsioad POF of all instruents OR D

wwrrent Data Dictionary

imenel | Goto | @ Online Designer | or [ Dat Dictionary |

Have you ehecked the Check For ideniifiers

v

Leamn

& Enable optional modules and customizations

bic instruments [7]

Fictie | © Kepe
© Auto-numbering for records [

min] O
Enable | @ Randomization madule 7|

e | © Scheduling module (lengitudinal rly) 2

Fplcte the | s REDEop Shared Library

rsure all dentier fikds have been tagged”

-nie | @ Designate an email field for sending survey invitations [z

Additional customizations |

Oral and Dentoalveolar referral to treatment audit pilot

& Add / Edit Records

¥ou may view an existing recordiresponse by selecting it rom the drop-down lists below. To weate a new recordiresponse, dick the

button blow.

) NOTICE:
has b

tion status

Total records-0

Choose an existing Record ID

~ salact racord

rrently in Development status. Real data should NOT be entered until th projsct

+ Add new recond

Data Search

Choose a field to
s e

All fields

Search query
o

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

Data Search

Choose a field to search

excludes multiple choice fields)

Search query
Begin typing to search th

o navigat

ecord.

The REDCap Consortium | Citing REDCap

ct data, then dickan

| nhsno (NHS / CHI number) v
All fields
record_id (Record ID)

nhsno (NHS / CHI number)
adno (Hospital number)

dob (Date of birth)

pcode (Postcode)

dos (Date of index procedure)

cons1 (Enter the name or GMC number of responsible consultant)

cons2 (Enter the name or GMC number of second consultant)

cons3 (Enter the name or GMC number of third consultant)

age (Age (years) (This is a calculated field. No data entry required...)
perf_other (Other(Provide the name and results of any other performa...)
diagnosis (Diagnosis Provide details about the diagnosis)

nonoc_subsite (Indicate which subsites were involved)

prim_proc (Primary procedure)

defects_other (Give detalls of the type of defects)

flap_num (Number of flaps If number of flaps = 1, please complete th...)
surg_start (Time of patient entering theatre (NOT including anaesthe...)

surg_end (Time of patient leaving theatre)

surg_dur (Duration of surgery (hours) (This is a calculated field.

)

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

Data Search

Choose a field to search
(excludes multiple choice fields)

Search query

Begin typing to search the project data, then dick an
item in the list to navigate to that record.

nhsno (NHS / CHI number)

123456

e Searching... -

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.

Hs s varus

Duration of surgery (hours) Save & it Form

View equation
(This is a calculated field. no data entry required)

‘ - Cancel -

Surgical notes
Write here the surgical notes. You can then export them to pdf (see top
of page).
Expand
Flap characterisation

Comment

Provide any othe rinformation you think relevant to the case and not
collected elsewhere

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

Incomplete v

‘ Save & Exit Form | Save & Go To NextForm  ~

Save & Exit Record
Save & Go To Next Record

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: Some fields are required!

Your data was successfully saved, but you did not provide a value for some fields that
require a value. Please enter a value for the fields on this page that are listed below

Provide avalue for...
® NHS / CHT number
* Date of birth
.

Sex
(Phenotypic sex)
* Postcode
+ Date of index procedure
 Ts the patient taking part in a head and neck dinical trial?
» Are you the clinician who is responsible for the patient and/or who performed the surgery?
.

Age (years)

(This is a calculated field, No data entry required.)
 smoking status

.

Weekly alcohol consumption

» Previous major head and neck surgery?
® Previous with or without

.

Performance assessment

(i results for more than 1 performance test are available, preferential order fs:
FCOGWHOYZubrad score > ACE-27 > ASA.)

.

Diagnosis

Provide detalls about the diaanosis

Okay Ignore and leave record Ignore and go to next form

Note: Mandatory fields
are clearly labelled in the

. . . w NHS / CHI number
questionnaire with et e e -
must provide value”:

Case ldentification

If not available, enter N/A

Hospital number

Date of birth

* must provide value - ; E D-MY
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RECORD STATUS

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

Legend for status icons:

@ Incomplete () Incomplete (no data saved)
() Unverified (@) @) Many statuses (all same)
@ Complete @) Many statuses (mixed)

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

NEW Record ID 1

Data Collection Instrument Status

Demaographic, dinical and treatment details @
At discharge ()]
Post-surgical MDT ()]
Adjuvant therapy ()]
Flap outcomes at 4 months ()]
Extra flap (characterisation and outcomes) @

Follow-up at 24 months ()]

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

Record ID 1
Data Collection Instrument \ Status
General ©
Oncology metrics o
Reconstruction metrics - part 1 ]

Reconstruction metrics - part 2: Flap Outcomes (@) +

Repeating Instruments

Reconstruction |
metrics - part 2:
Flap Outcomes
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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

*EDcap‘ Oncology audit pilot

@ Logged in as puglia0t | Logout

My Projects # Project Home | = Project Setup Other Functionality £ Project Revision History
® REDCap Messenger “EDca p’
I Erosect Hors and Cein =) Project status: /& Development Completed steps 0 o 7

& Logged in as puglia01 | Logout
My Projects

& Project Home - 7= Project Setup Main project settings
[ Designer - @ Dictionary - B Codebook

Enabl Use surveys in this project? 2 1B VIDEO: How to create and manage a survey
WProject staius: Development B @ i project? ] - W REDCap Messenger
Enable | @ Use longitudinal data collection with defined events? [7]
Inmcnllmkm = S Immam{w =
8 Record Status Dashboard imeanat] | Modify project e, purpose, etc. | #4 ProjectHome - = Project Setup
- View data collection status of all records w B S !
q S Designer Dictional Codebook
Bi Add /Edit Records # Design your data collection instruments e Y
Create new records or editview existing ones W Project status: Development
Add or edit flelds on your data collection instruments. This may be done by either using the
Show data collection instruments.
Not ©nline Designer (online method) or by uploading a Data Dictionary (offline method). Quick [Dauwlnﬂon =]
I Applications ] started links: Download PDF of all instruments OR Download the current Data Dictionary
8 Record Status Dashboard
A Alerts & Notifications im donel Go to | # Online Designer | or @ Data Dictionary| ~ explore the | s REDCap Shared Library | ~View data collection status of all records
Calendar B Add/ Edi
it Records
- Data Exports, Reports, and Stats Have you checked the Check For Identilers page to ensure all identifier fields have been tagged? e e e
& Data Import Tool Learn how to use [ Piping )l @ Action Tags o e b
# Data Comparison Tool
B Logging & Enable optional modules and l =
% Field Comment Loj —
& User Rights and i DRGS o | Disable | ute-numbering for records [? Calendar
B Data Quality Fndonei Enable | @ Scheduling module (longitudinal only) (7] B+ Data Exports, Reports, and Stats
[T REDCap Mobile App Enable | @ Randomization module [2] 8 Data Import Tool
Enable | @ Designate an email field for sending survey invitations 2. -
I elp & information = # Data Comparison Tool
H Loggin,
© Help & FAQ Additional customizations =p Bli CS
B Video Tutorlals i Sonmeriito
2 Suggesta New Feature A Set up project bookmarks (optional) & File Repository
N s
You may create custom bookmarks to webpages that exist inside or outside of REDCap. These & User Rights and i8 DRGs
I Contact REDCap ac rato Optianal bookmarks will be seen as links on the left-hand project menu and can be accessed at any time [Z) REDCap Mobile App

by users who are given privileges to de so. Every project baokmark has custom settings that

NEED MORE HELP?

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

*EDCap’ Home [ My Projects < New Project @ Help & FAQ £ Training Videos - B Messenger

Welcome to REDCap!

REDCap is a secure web platform for building and managing online databases

and surveys. REDCap's streamlined process for rapidly creating and designing Bui
projects offers a vast array of tools that can be tailored to virtually any data ant
collection strategy. rap
REDCap provides automated export procedures for seamless data downloads to yat
Excel and common statistical packages (SPSS, SAS, Stata, R), as well as a bullt-in Fas
project calendar, a scheduling module, ad hoc reporting tools, and advanced leve

medinm mmd cnleidatad Sald-

fnntiiens riarh ae heanchine lamis fla

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

(qgoms@baoms.org.uk).
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