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Detta &r en kort guide dver de grundlaggande
instéllningarna och hanteringen av ett REDCap projekt.

Skapa ett nytt projekt
Endast anvandare med KI-ID kan skapa projekt i REDCap. For att skapa ett

nytt projekt, klicka pa New Project knappen hoégst upp pa startsidan.

=+ Create a new REDCap Project

You may begin the creation of a new REDCap project on your own by completing the form below and clicking the Create Project button
at the bottom. Your project will not be created immediately, but your request will be quickly reviewed by a REDCap administrator,
after which you will be notified via email when the project has been created.

Project title:
Project’s purpose: - Select One - v

Project notes (optional):

Project creation option: ® Empty project (blank slate)
) Upload a REDCap project XML file (CDISC ODM format) [2
Use a template (choose one below)

Send Request Cancel

Fyll i projektnamn, vélj projektkategori (Project Purpose) och vélj ett
alternativ for hur du vill skapa ditt projekt. Darefter kan man skicka en
forfragan om att skapa ett nytt projekt (Send Request).

e Om man véljer att skapa ett tomt projekt (Empty Project) kommer
man att ha mojligheten att skrdddarsy projektet helt efter vad som
passar ens projekt bast. Det kan dédremot vara ganska tidskravande
att fylla i allting nér man startar fran ett tomt blad.

e Om man har ett tidigare REDCap projekt sparat pa sin dator kan man
vélja att anvédnda detta som en mall for sitt nya projekt genom att
ladda upp projekt XML-filen och ateranvanda sina tidigare
installningar.

e Det sista alternativet ar att anvanda de fardiga mallarna fran
systemet, ifall man hittar en mall som passar sin studiedesign eller
om man bara vill fa tips pa hur man bygger ett projekt som liknar det
man vill skapa.
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Ens projektansdkan maste godkannas av en REDCap administrator innan
man kan bdrja jobba med projektet. Detta gérs normalt inom samma dag,
forutsatt att man skickat in sin ansékan inom ordinarie kontorstider.

Projektinstallningar
Nar ens projekt har blivit godkant kan man valja projektinstallningar under

Project Setup fliken i menyn pa vanster sida.

Project Home and Design [=|

A Project Home | ¥= Project Setup
@ Designer - @ Dictionary - @& Codebook

=L Project status: Development

Har kan man aktivera Enkatfunktionen (Use surveys in this project) om man
planerar att skicka ut online-enkéter till sina studiedeltagare. Man kan dven
aktivera longitudinell datainsamling och andra projekttiteln.

# Project Home | = Project Setup = %% Other Functionality = () Project Revision History = (¥ Edit project settings

Project status: J Development Completed steps 0 of 9

Main project settings

Disable | @ Use surveys in this project? [2 f# VIDEO: How to create and manage a survey

Not

. Disable | @ Use longitudinal data collection with defined events? [2
starte s

Enable | @ Use the MyCap participant-facing mobile app? [J Learn more about MyCap

I'm done! ‘

Modify project title, purpose, etc. \
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Det finns &ven fler méjligheter foér att aktivera olika moduler och funktioner i
sitt projekt.

& Enable optional modules and customizations

Modify | @ Repeating instruments and events [?
Optional Disable | @ Auto-numbering for records [2
. : N 7
tm donet | Disable | @ Scheduling module (longitudinal only) [2
Disable | @ Randomization module [z

Disable | @ Designate an email field for communications (including survey invitations and alerts) [2
Field currently designated: epost ("E-post”)

[4 Additional customizations

Settings displayed to Administrators only:

Enable | @ Twilio SMS and Voice Call services for surveys and alerts [2

Enable | @ SendGrid Template email services for Alerts & Notifications |2

© Learn about Data Collection Strategies for Repeating Surveys

Online designer
Man kan ta sig till Online designer fliken antingen frdn menyn pa vanster sida
eller via Project setup fliken.

Project Home and Design (=]

A Project Home - 7= Project Setup

- @3 Dictionary - B Codebook

£ Project status: Development

/ Design your data collection instruments & enable your surveys

Add or edit fields on your data collection instruments (survey and forms). This may be done by either using the
Not Online Designer (online method) or by uploading a Data Dictionary (offline method). You may then enable your
started instruments to be used as surveys in the Online Designer. Quick links: Download PDF of all instruments OR
Download the current Data Dictionary

I'm done! |

Go tOI ® Online Designerl or | @ Data Dictionary| Explore the | ma REDCap Instrument Library |

Have you checked the Check For ldentifiers page to ensure all identifier fields have been tagged?

Learn how to use ) BT CYETIRES) (& Field Embedding

Det ar har man skapar sina formular/enkater. | REDCap kallas dessa for
Instrument. Man kan skapa nya instrument (Create), importera instrument
fran REDCap biblioteket (Import) eller ladda upp instrument ZIP-filer fran
sina andra REDCap projekt (Upload).
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Om man aktiverat enkatfunktionen under Project setup kommer man aven
att behdva aktivera varje enskilt instrument som ska anvédndas som enkat.

Om man later instrument vara inaktiverade kan man fortfarande anvanda

Data Collection Instruments Form options: Survey options:
R Form Display Logic ‘ i= Survey Queue ‘ 95 Auto Invitation options ~ ‘ P Survey Login

+ Create | a new instrument from scratch & Survey Notifications |

-8 Import \a new instrument from the official REDCap Instrument Library,

& Upload |instrument ZIP file from anather project/user or external libraries

View |Enabled as

Instrument name Fields ppp survey Instrument actions  Survey related options

Baseline 9 @ /] Choose action ‘ @ Survey settings ‘ +Automated Invitations ‘
Familj 3 B V] Choose action ‘ @ Survey settings ‘ +Automated Invitations ‘
Random 1 W Enable | Choose action |

Halsodata 5 @ ] Choose action ‘ @ Survey settings ‘ & Automated Invitations ‘
Uppféljning 1 3 /] Choose action | | @ Survey settings || @ Automated Invitations |
Avslut 1 @ V] Choose action ‘ @ Survey settings ‘ +Automated Invitations ‘
Test 10 E V] Choose action ‘ @ Survey settings ‘ +Automated Invitations ‘
Halsodata Kopia 2 = V] Choose action | | & Survey settings || +Automated Invitations |

dem som formular dar studiepersonal kan mata in information nar de ar
inloggade i systemet.

Verktyg for enkatutskick

Om man anvander enkatfunktionen i sitt projekt sa hittar man olika alternativ
for att skicka ut sina enkater i Survey Distribution Tools fliken i menyn till
vanster.

Data Collection [=|

&2 Survey Distribution Tools

- Get a public survey link or build a participant list for
inviting respondents

Scheduling

- Generate schedules for the calendar
using your defined events

E8 Record Status Dashboard

- View data collection status of all records

B Add/ Edit Records

- Create new records or edit/view ex sting ones

Man kan valja att anvanda en offentlig enkatlank (public survey link) eller att
skapa en egen deltagarlista (participant list).
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Record Status Dashboard

Under Record Status Dashboard kan man fa en 6versikt dver alla insamlade
data och se resultat frén varje deltagare.

Data Collection (=]

22 Survey Distribution Tools
- Get a public survey link or build a participant list for
inviting respondents

Scheduling

- Generate schedules for the calendar
using your defined events

H Record Status Dashboard

- View data collection status of all records

B Add/ Edit Records

- Create new records or edit/view existing ones

Besok
5,
Besdk 1, baseline Besdk 2, 3 manader Bestk 3, 6 manader Besdk 4, 9 man avslut
. . . . Halsodata
Record ID |paseline Famil] Random |Halsodata Uppfslining Test |Halsodata Uppfdljning | Halsodata Uppfélining  Kopia | Avslut
11 e @ @ |® © o|lo @@ @ o |0
10 @ © @o|l® o @|lo o |oleo o|e
1 @ @ -+ @ « @ @® @ @
12 @ © 0|l o e|® @ |® @ o |e
13 @ @+ @® ) { 5 S S
1 ®e @10 |0 © e|loe | @ || e o |
15 @ c ) ¢ ¢ ) : g
16 @ © 0|l o e|le @ | e o |e
17 ()
18 e o o0|lo o e|le e |lele ol

Resultaten ar fargkodade utifrén vilken status resultaten har.

Legend for status icons:

© Incomplete () Incomplete (no data saved) 2]
() Unverified (&) Partial Survey Response
@ Complete & Completed Survey Response

(@) Many statuses (mixed) (@) @) Many statuses (all same)
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Anvandarbehérigheter

Under User Rights till vanster i menyn kan man lagga till andra REDCap
anvandare till sitt projekt och valja specifika behérighetsnivaer for varje
enskild anvandare.

Kom ihag att nar man lagger till externa anvandare (anvandare utanfor Kl) till
ett projekt som innehaller persondata sé maste man sakerstélla att dar finns
relevanta samarbets- och dataavtal pa plats innan man bérjar att dela
nagon data. Mer information om detta finns pa var hemsida
https://medarbetare.ki.se/process-for-upprattande-av-avtal-vid-

overforing-av-personuppgifter.

Applications [=]

Project Dashboards

A Alerts & Notifications

{& Multi-Language Management

#8 Calendar

B Data Exports, Reports, and Stats
8 Data Import Tool

# Data Comparison Tool

B Logging and Z®Email Logging
8, Field Comment Log

& File Repository
[2 User rgreshind 2t oacs
@ Customize & Manage Locking/E-signatures
28 Randomization
Data Quality
I5 API and [21 API Playground
(] REDCap Mobile App

For att lagga till en person till sitt projekt skriver man in personens namn i
textrutan och véljer den aktuella anvandaren fran drop-downlistan som
dyker upp. Man kan dven skapa roller, sésom “Datainsamlare”, dar man
sedan kan lagga till flera anvandare som behéver samma behdérigheter.
Kom ihag, att lagga till en mailadress racker inte for att den personen ska fa
tillgadng till projektet, man maste lagga till deras REDCap anvandarnamn.

Add new users: Give them custom user rights or assign them to a role.

~+ Add with custom rights

Create new roles: Add new user roles to which users may be assigned.

<+ Create role



https://medarbetare.ki.se/process-for-upprattande-av-avtal-vid-overforing-av-personuppgifter
https://medarbetare.ki.se/process-for-upprattande-av-avtal-vid-overforing-av-personuppgifter
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Man kan &ven skapa sa kallade Data Access Groups (DAGs) vilket kan vara
anvandbart nar man jobbar med en multicenterstudie. Man kan da skapa en
DAG for varje studiecenter, medlemmarna i den DAGen kommer da endast
att ha tillgang till den data som hoér till deras egen DAG.

Applications

Project Dashboards

A Alerts & Notifications

4 Multi-Language Management

f Calendar

B> Data Exports, Reports, and Stats
4 Data Import Tool

# Data Comparison Tool

B Logging and ZmEmail Logging
@) Field Comment Log

& File Repository

a User Rights an

@ Customize & Manage Locking/E-signatures
2¢ Randomization

Data Quality

I3 API and 21 API Playground

in REDCap Mobile App
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Exportera data
Det finns flera satt man kan exportera data pa fran sitt REDCap projekt.

1. Via fliken Other Functionality kan man exportera hela projektet som
en XML-fil. Man kan vélja att endast exportera metadata eller

metadata + data. Under denna flik kan man aven kopiera eller ta bort
sitt projekt.

4 Project Home 7= Project Setup | 43 Other Functionality I £ Project Revision History

Project Status Management

O,

Development
(current)

& Mark project as Completed If you are finished with a project and wish to make it completely inaccessible, you may

mark the project as 'Completed’. Doing so will take it offline and remove it from
everyone's project list, after which it can only be seen again by clicking the Show
Completed Projects link at the bottom of the My Projects page. Read more

Data Management

X Delete the project You may completely remove this project, in which all its data will be permanently deleted also. This
can only be done while the project is still in development or you can send a request to delete the

project while in production to a REDCap administrator.

You may erase all currently collected data in the project (including any survey responses), calendar
events, documents uploaded onto forms/surveys, and all archived data export files stored in the
File Repository, and any logged events that pertain to data collection. This can only be done while
the project is still in development or you can send a request to delete the project while in
production to a REDCap administrator.

Copy or Back Up the Project

1K Copy the Project Make an exact duplicate of this project. All project fields will be copied over, and
you will be prompted to set the title and info for the new project. You may choose
to copy or not copy the existing data in the current project to the new one.

Download a backup of this project. The entire project (all records, instruments,
Download metadata only (XML) fields, and project attributes) can be downloaded as a single XML file (CDISC ODM
format). This XML file can be used to create a clone of the project (including its
Download metadata & data (XML) || data, optionally) on this REDCap server or on another REDCap server (it can be
uploaded on the Create New Project page). Because it is in CDISC ODM format, it
Include the ing in the XML file: can also be used to import the project into another ODM-compatible system.

2. Om man endast ar intresserad av att exportera sin insamlade data sa

gors detta via fliken Data Exports, Reports and Stats i menyn till
vanster.

Applications

Project Dashboards

A Alerts & Notifications

& Multi-Language Management

B Calendar
EE» Data Exports, Reports, and Stats |
& Data Import Tool

# Data Comparison Tool

B Logging and &®Email Logging
®) Field Comment Log

& File Repository

A& User Rights and 4k DAGs

@ Customize & Manage Locking/E-signatures
3¢ Randomization

Data Quality

2 APl and L2 API Playground

(] REDCap Mobile App
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Man kan exportera alla data, data fran specifika instrument eller skapa

en egen rapport och darefter exportera den.

+ Create New Report

My Reports & Exports

Report name

(all records)

A All data (all records and fields)

Selected instruments and/or events

E> My Reports & Exports | [ Other Export Options

This module allows you to easily view reports of your data, inspect plots and descriptive statistics of your data
Excel, SAS, Stata, R, or SPSS for analysis (if you have such privileges). If you wish to export your *entire* data s
the best and quickest way. However, if you want to view or export data from only specific instruments (or ever|
choice. You may also create your own custom reports below (if you have such privileges) in which you can filte
events using a vast array of filtering tools to make sure you get the exact data you want. Once you have creatq
export it out of REDCap in a specified format (Excel, SAS, Stata, SPSS, R), or view the plots and descriptive stati

View/Export Options

Q, View Report ‘I B Export Data |I |= Stats & Charts

k Make custom selections |

Nar man klickar pa Export Data kommer ett nytt fonster upp déar man

kan vélja vilket format man vill anvanda. Nér man exporterar data till

en excel CSV-fil pa en svensk dator ska man komma ihag att anvanda

semi-kolon som delimiter character for att sakerstalla att datan

hamnar i ratt format.

O

®

B Exporting "All data (all records and fields)"

Choose export format

x CSV / Microsoft Excel (raw data)
CSV / Microsoft Excel (labels)

SPSS Statistical Software

Kl [k [k

§Sas sas statistical Software

)

R Statistical Software

EEIE] stata Statistical Software

. CDISC ODM (XML)
ODM

De-identification options (optional)

The options below allow you to limit the amount of
sensitive information that you are exporting out of the
project. Check all that apply.

Known Identifiers:
O Remove All Identifier Fields
Record ID field (con

ble value)

Free-form text:
O Remove unvalidated Text fields (.. Text fields other than
etc)

s/Essay box fields

dates, numbe

0J Remove Not

Date and datetime fields:

O Remove all date and datetime fields

II dates by value betv
( amount determin
What is date shifting?

Also shift all survey completion timestamps by value
! n 0 and 36

amou

Deselect all options

Select your export settings, which includes the export format (Excel/CSV, SAS, SPSS, R, Stata) and if you wish to perform de-identification on the data set.

Additional export options
Export Data Access Group name for each record (if record
isin a group)?

Export survey identifier field and survey timestamp field(s)?

Advanced data formatting options

Export blank values for gray Form Status?

All Form Status fields with a gray status icon can be exported either as a
blank value or as "0" (Incomplete). Hint: Blank values are recommended
if the data will be imported back into REDCap, in which this preserves the
gray status icons for all the imported records.

Export gray Form Status fields with value of "0" v

Set CSV delimiter character
Set the delimiter used to separate values in the CSV data file (only valid
for CSV Raw Data and CSV Labels export formats):

; (semi-colon) ~

Force all numbers into a specified decimal format?

‘You may choose to force all data values containing a decimal to have a
specified decimal character (comma or period/full stop). This will be
applied to all calculations and number-validated text values in the export
file.

Use fields' native decimal format (default) e

Export Data Cancel
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