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Introduction 

Welcome to REDCap! 

REDCap is a secure, web-based application for managing your clinical data. 

REDCap structure and terminology 

REDCap is a database application that provides access on a project-by-project basis as determined by the 

project administrator. Each project may have many users. Users will only see projects listed in their My 

Projects page for which they have access. 

Data Instrument – a form created for the purposes of capturing data such as a data entry form or survey. 

Record – a complete set of information for a person or object. Each record is composed of one or more fields. 

Study ID – a unique key that can identify each record in the database 

Event – a scheduled or unscheduled occurrence for which data is captured using a predefined data 

instrument (form). 

Form Status – status of the form completeness and denoted with a color; 

red – incomplete; yellow – unverified; green – complete. 
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User Account 
User Accounts 

Access to the REDCap application is controlled via individual user accounts 

URL 

https://redcap.medsci.ox.ac.uk

Passwords 

When your account is created you will receive an email containing login details 

 Username 

 Temporary password 

You will be required to set your own password when you log in for the first time. 

*REDCap passwords must meet the following criteria: Length between 10 and 15 characters Comprised of only letters, 
numbers, and underscores Contains at least one lower-case letter, one upper-case letter, and one number You will also be asked 
to set a challenge question and answer that can be used to assist you should you forget your password. If all else fails contact the 
Project manager to obtain a new temporary password. 
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Logging Into REDCap 

Open a browser (Google Chrome recommended) and enter the following URL in the address line: 

https://redcap.medsci.ox.ac.uk Enter your username and password provided to you when you were given access to 

REDCap as seen in Figure 1. 

Figure 1 
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Accessing Your Project 

From the REDCap Home Screen select the My Projects tab to see a list of projects you are authorized to 

access (Figure 2). Click on the link to the database for which you will be entering data. The screen 

displays database information (Figure 3). 

Figure 2 

Figure 3 
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Organisation of SPRINT-SARI Tiers in REDCap 
The tiers are organized as data collection instruments (forms) as shown in figure 4. The forms

correspond to the different sections under the RAPID and CORE case report forms.

Tier 0 Tier 1 and 2 

CORE 

CORE Complications 

Comorbidities 

CORE Infectious Respiratory Disease: Diagnosis 

Inclusion Criteria 

Demographics 

Onset and Admission 

SSIC 

RAPID 

RAPID 

SSIC 

CORE 

CORE 

CORE 

CORE 

RAPID 

Admission Signs and Symptoms 

ICU/HDU Admission 

Infectious Respiratory Diagnosis RAPID 

CORE 

CORE 
For guidance on using repeating instruments, see slide 14 

Outcome RAPID 

Daily Treatment 

Daily Laboratory Results 

Repeating Repeating 

Outcome 

Daily Form 

Daily Form 

CORE 

Infectious Respiratory Disease: Pathogen Testing repeating 

RAPID Treatment Treatment 

Figure 4 
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ICU/HDU Admission 

Inclusion Criteria 

Demographics 

Onset and Admission 



Navigation Panel 

Use the My Projects tab on the Navigation panel (Figure 5) to switch between RAPID (Tier 0) 

and CORE (Tier 1 and 2) projects. 

Always log out using the Log out button after 

completing your tasks. Your session will time 

out after 60 minutes of inactivity, requiring 

you to log in again to continue. 

Figure 5 
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Data Collection Panel 

You can view and access the data instruments (forms) for CORE and RAPID in the respective 

data collection panel. (Figure 6 and 7). 

Figure 6 

Figure 7 

SPRINT-SARI Data Entry User Guide 9 



Data Entry: Step 1 
In the left column, choose ‘Add or Edit records’ from the Data Collection section to begin your data entry 

process. This will take you to a grid display of data instrument (Figure 9 and 10). 
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To edit an existing record (updating

an incomplete or unverified record)

To start entering data for a new subject, 

enter the 7 digit subject ID in xxx-yyyy 

format here and hit “Enter” 

Figure 8



Figure 10 
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Data Entry: Step 2 

Click on the status icon to access the particular instrument (form). Selecting SSIC form for RAPID

and CORE are shown in Figure 9 and 10.

Figure 9 



Data Entry: Step 3 

Once you have completed entering the information, 

you MUST click one of the save option buttons at the 

bottom of the screen (Figure 11). The Form Status 

section will allow you to identify if the record is 

Incomplete, Unverified or Complete. 

Figure 11 

saves the data and returns to the record selection screen for the current form. 

saves and navigates to the next form on the list for the
study ID.

leaves the current screen and DOES NOT SAVE the 

changes you made. If you enter data in a form, then 

navigate to a different record by clicking on form text 

or button without clicking on one of the “Save” 

buttons, the data you entered will be lost. There is no 

warning message on screen when you leave without 

saving data. 

SPRINT-SARI Data Entry User Guide 12 



Data Entry Fields 

Figure 11 illustrates an example of a data entry form. The data type for each field determines the appearance of 

the field. There are 3 major field types used in the SPRINT-SARI projects in REDCap including text boxes, radio 

buttons and drop down lists (select only one answer), check box lists (select all answers that apply). 

Field Notes: Some fields have a field note, shown in small blue type below the data field. These notes 

provide field-specific information to help the person entering data. 

Figure 12 

Validation: If a field has validation associated it with you may see a warning or error message indicating that 

the value you entered does not match requirements set up for the field. REDCap will not prevent you from 

continuing, but it will alert you to a value that is outside the pre-defined acceptable range. 

Figure 13 
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Repeating Instruments

Repeating instruments are used to collect multiple instances of the same data.

In SPRINT-SARI repeating instruments have been enabled for the following instruments (forms) in the

SPRINT-SARICOREproject.

CORE 

Daily 

Form 

Infectious Respiratory Disease: Pathogen Testing 

Daily Treatment 

Daily Laboratory Results 
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Creating and Editing Repeat Instances – Infectious Respiratory Disease: Pathogen 

Testing 

Step 1: Click “yes” to Q 5.1 in the Infectious Respiratory Disease Diagnosis Section, then 

click ”Save and Go to next form’ 
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Creating and Editing Repeat Instances – Infectious Respiratory Disease: Pathogen 

Testing 
Step 2: Complete any of the data fields under the Step 3: A dropdown box will now appear in this 

Infectious Respiratory Disease Pathogen testing section for the particular patient record. You can add 

Section, then click on any of the two ”Save” buttons any number of instances using this dropdown box. 

Figure 16 
Figure 15 
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Creating and Editing Repeat Instances – Daily Forms 

Step 1: Complete any of the data fields under the Daily 

Form Section, then click on any of the two ”Save” buttons 

Figure 17 

Step 2: A dropdown box will now appear in this 
section for the particular patient record. You can add 
any number of instances using this dropdown box. 
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Navigating between repeating forms 

Use the dropdown box in each section to navigate between the additional forms created. 

Figure 19
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Record Status Dashboard 

From the data collection panel select the ‘record status dashboard’, you can view all the patient 

records that was created by you. This will display the completion status for each instrument (form) 

for each subject. 

Figure 20
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Completing all records 

When data entry has been completed for an instrument (form), use the dropdown box (figure 21) to 

set the form to “Complete” status. Save using one of the save buttons. 

Figure 21 
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Accessing your data 

Users can export any and all de-identified site data from the SPRINT-SARI project(s) on REDCap. Data 

may be exported by creating a report using the “Create New Report” button. Data may be exported as a 

CSV file from a report, and also in the form of a PDF file from the data entry page when viewing a 

particular record. . The report file(s) is stored on REDCap and allows users to log in to download the files. 
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Accessing your data 

Users can directly download all de-identified site raw data as single xml file (without creating a report file) 
OR 

Users can directly download all completed individual site data records as a pdf file. 
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REDCap Messenger 

This is a communication platform is built directly into REDCap, allowing users to communicate 

easily, efficiently, and securely. REDCap Messenger is a chat application that supports one-on-one 

direct messages and group conversations, as well as project-linking, document and image sharing. 
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REDCAp Mobile App 

Users can collect their REDCap data in a mobile app on an iPhone, 

iPad, or Android phone or tablet. The REDCap Mobile App offers a 

tool for offline data collection, particularly in environments with poor 

Internet connectivity. 

To learn more, check out the About the Mobile App document, and if 

you are interested in the details of what security standards are applied 

in the app, please see the Mobile App Security document. 

Check out the training videos on installing and setting up the REDCap Mobile app on your phone here: 
https://projectredcap.org/software/mobile-app/
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https://projectredcap.org/wp-content/resources/security.pdf


info@sprintsari.org

Where can I get REDCap training? 

REDCap offers video training online. 

These are a must for anyone beginning to use REDCap for the first time. 

Training videos are available at http://projectredcap.org/resources/videos/

What if I need further information or support? 
Direct all enquires to:
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