Guide to logging into REDCap and creating your first record

1. Navigate to the REDCap login page using the following link: https://capture.esr.cri.nz/

a. We recommend using Chrome or Firefox, Internet explorer will work but is a slower
experience.

2. You will be greeted by the REDCap login page. Here you should enter your username (this
typically consists of the first letter of your first name and your last name) and your
password.

a. You will receive a link in your email address with a link to setup your password and
secret question when the REDCap administrator creates your account for the first
time. If you do not see the email to setup your password please check your junk
email box. When you setup your password you will be automatically logged in for
the first time, so skip to the next step.

[This message was automatically generated by REDCap]

A REDCap account has been created for you in which your REDCap usermame is "texample”. Click the link below to set
your new password and log in.

Set your new REDCap password

b. If you have forgotten your password the blue link “Forgot your password” on the
login page can be used to change it. You will need the answer to your secret
question. A link will be emailed to you allowing you to reset your password.
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Please log in with your user name and password. If you are having trouble logging in, please contact ESR REDCap support.
Username:

Password:

Forgot your password?

LogIn
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3. When logged in you can view the projects you have been allowed access to by clicking on
“My Projects”

a. Ifyoudon’t see a project you believe you should have access to, contact
KSC.EpiSurvSupport@esr.cri.nz with your username and they can add you to the
project. For Syphilis surveillance you will be part of a Diagnostic Access Group (DAG)
which limits your and others access to records to those within your DAG (there will
be separate DAGs for each clinic/region).
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Listed below are the REDCap projects to which you currently have access. Click the project title to open the project. Read more To review which
users still have access to your projects, visit the User Access Dashboard.

My Projects & Organize |
Project Title Records Fields Instrument Type Status
5TI Surveillance - Syphilis [ 0 138 2 forms E rs
4. Click on the project of interest to access it. You will be greeted with the project home page.
From here (if you have the permissions for it) you can create a new ‘record’ or view existing
ones.

a. Note records you create can only be seen by those within your Diagnostic access

group (DAG), also you can only see records that belong to your DAG.
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Export your data from REDCap to open or view in Excel or various stats packages.

[i] Create a report | Build custom reports for quick views of your data, and export reports to Excel/CSV.
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The tables below provide general dashboard information, such as a list of all users with access to this projeq
project statistics, and upcoming calendar events (if any).
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5. You can create a new record or view an existing one, individual fields can also be searched
using the “Data search” window.

a. To create a new record select “Add new record”.

b. To open an existing record, start typing into the “search query” if you know the
case-code, NHI or other unique data.
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6. When you create a new record, or wish to edit an existing one, you need to select the
‘instrument’ you wish to enter data into by clicking the status icon. This will open the survey

form.
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The grid below displays the forrn-by-form progress of data entered for the Legend for status icons:
currently selected record. You may click on the colored status icons to @ Incomplete () Incomplete (no data saved) []
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7. Asyou fill out the questionnaire there will be questions that are hidden or revealed based on
answers to other questions (this is known in REDCap as ‘branching logic’). When you want to
save your progress and leave the record click one of the ‘Save and Exit Form’ buttons, if you wish
to stay select the second button “Save and Stay”.

a. Ifyoudon’t save the form none of the changes you’ve made will be retained. As
your session will logout after 30 minutes of inactivity you should save any changes

as you go.

b. Remember you can return to a record you have saved and edit at a future time.



‘REDCap

n as texample | Logout

My Projects
A& Project Home or i= Project Setup
W REDCap Messenger
Project status: Development
Data Collection 1=l
Record Status Dashbeard
- View data collection status of al

[ View / Edit Records

- View or edit existing recards

records

[ Record ID1
Data Coll
Syphi

tion Instruments:

Questionnaire Interim

Applications 2

Calendar
Q Data Exports, Reports, and Stats

o Save & Exit Form »

STl Surveillance - Syphilis

Actions 7"; Download PDF of instrument(s) ‘ 4% VIDEQ: Basic data entry

= Syphilis Questionnaire Interim

@ Adding new Record ID 1
Record ID 1
This disease is notifiable to the Medical Officer of Health using non-identifiable data under Schedule 1, Section C, of the

Health Act 1956,
Please complete the questionnaire below. Timely completion is a legal requirement.

Complete the first sections of the following questionnaire (health provider details, case details, demographics, basis of
diagnosis, clinical and laboratory criteria) and assign a case classification. If 'not a case’, then there is no need to

complete the rest of the form.

Name and contact details of notifying health provider

Name of health provider
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8. You're done! When finished please don’t forget to sign out using the “Log out” link in the top left
of the project page or the top right of the main REDCap page.



