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What is REDCap?

Research Electronic Data Capture (REDCap) ïa data collection tool for building surveys and databases

ÅOnline or Offline Project Design- 

ÅOnline using Online Designer

ÅOffline using data dictionary and uploaded later into REDCap

ÅVariety of question types

ÅDownloadable response data to a spreadsheet format

ÅBuilt in tools to help manage data collection

ÅHIPAA compliant and secure
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When you log into REDCap, youôll arrive at the Homepage. The Homepage displays information about REDCap 

features and helpful guidance on working with REDCap.

Home Page
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To create a new project, 

click on the +New Project 

tab. 

Here, you can create a 

project from scratch

Or, you can use a 

template to create a 

project to make it easier

Create a New Project
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Creating a Project 
From Scratch

Starting from scratch is usually 

ideal when you have a good 

idea of what you want to create 

and are comfortable working in 

the software. Otherwise, a 

template can be very useful.
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REDCap projects are made up of webpages 

called data collection instruments. 

These instruments are built through the tools on 

the Project Setup tab. 

Building your project is all about customizing the 

instruments (a survey can be one instrument)

For each project, you choose how many 

instruments you need (you may only need one) 

and what they will be named, what data is 

captured and how that looks by designing. 

REDCap Projects
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Begin building a project by using the online designer 

on the Project Setup Tab. 

The online designer lets you build and manage your 

instruments online while in the project. Fields can 

easily be added, removed or edited looking very 

similar to how it will look in real time.

Instruments are built through the online designer.

Online Designer
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Creating a Survey

To make a project a survey, You must enable surveys in 

the project.

The project should be created and named first. Then 

the survey can be built as an instrument in the project.

You enable an instrument in the online designer

ÅE?9ċƓШĬŸĲƚŰќƣШċũũŸƽШǃŸƨШƣŸШĦƖĲċƣĲШċШƚƨƖƻĲǃШƨŰƣŔũШǃŸƨШ
enable this option
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Design the Survey

Go into Designer 
to begin 
designing the 
survey
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When you click on designer, it 

will take you to the Data 

Collection Instruments for the 

project. The first one will be 

there by default for you to start 

with (Form 1). 

Once in designer, you must 
enable the survey one more time

Clicking on the hyperlinked 
instrument name, you can add 
title, instructions, font changes

Setup a Survey REDCap has many training and guide options throughout
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Fields (Questions)

After opening an instrument, any fields 

(questions) that you have already created are 

displayed. This is true when using a Template 

also. Here, you can edit and make changes 

as you need. 

You can move fields using drag and drop   

or you can use the move icon

The edit icon can edit the field

The copy icon creates a new field with the 

same information that can be edited

The delete icon will delete the field
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No need to worry about Record ID

 Start by clicking the Add field button

Field type т types of questions

Field label is what participants will see (the wording of the 
question)

Variable name will be what the Excel field will be called for 
data reporting (no breaks)

Identifier т Personal information (is this a way to identify a 
person specifically. if yes, REDCap team will review to 
make sure it is compliant

Make sure to Save

Adding a Question
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A drop-down menu lets you choose the 

type of question you want by selecting 

from the list.

When you click on the type of question 

you want, a pop-up box will appear 

allowing you to set up the question as 

you need.

Field Types
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Descriptive Text to 

Label the question 

on your survey

Key word or 

short phrase to 

help you quickly 

identify

NOT 

Optional
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If you wish to leave space for an open-

ended question or room for the 

respondent to type in text such as a name 

or response.

If you choose Descriptive Text (with 

optional image/video/audio file 

attachment, you can attach or embed 

media to enhance a question.

Text Entry Questions

You can change 

the question 

type any time by 

clicking the Field 

Type drop-down 
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Multiple Choice Questions
You can choose between Radial buttons, 

Checkbox buttons and Drop-Down 

options.

REDCap assigns a numeric code for each 

answer choice for display order. You can 

reassign the values.
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Hides a field until a question is answered a 

certain way, Then another question will appear. 

This allows you to expand on a question if 

certain criteria is met.

Branching logic

Note:

You wonôt see 

branching logic 

in the online 

designer. You 

will only see it 

when you 

preview the 

survey
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Use this type of question to gauge a 

reaction or expanse of response.

Slider/ Visual Analog Scale 
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Matrix can be used to gauge a scale 

of responses or allow for multiple 

responses at once.

This question type can gather large 

amounts of data quickly

Matrix questions can allow for only 

one answer or multiple answers at 

once.

Adding Matrix of Fields
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Action Tags field annotation т 

Code - @HIDDEN @TODAY

Can be used to add the date the survey is 
completed as a hidden field for data reporting 
purposes

Hidden Fields



ó-

22

Section Headers create page breaks to more easily control what is 

displayed and when. 

They reduce the number of questions displayed on the screen 

simultaneously, improving the focus a respondent will have on the 

question. 

Section Headers can help organize and refine the look of your survey.

Section Headers
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You can adjust settings to personalize the look and feel of the 

survey by clicking the Survey Settings button in the Online 

Designer Tab (to the right of the instrument name). This will open 

a  Set Up My Survey Tab for you to make the survey your own.

Survey Settings
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Clicking on the Survey Settings 

button will take you to Setup 

My Survey.

Many options exist here to 

customize your survey.

You can add a logo, change text 

size and font. 

There are accessibility features 

that you can turn on.

You can create page breaks 

and customize buttons.

Survey Design Options
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Survey themes govern the 

overall aesthetics of the survey. 

To access your themes on the 

Setup My Survey page, 

click Survey Theme.

re-built themes will be listed 

here. You can play around with 

these themes and view them 

by previewing the survey.

Survey Themes and Layout
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On the left side, under Applications, you can click on User Rights to add 

team members and assign rights to team members.

Adding members to your Team and Assigning Rights
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The Project 

Setup tab 

contains a 

checklist of 

steps to help 

with Project 

building.

Steps can be 

done in any 

order (not all 

are required)
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All IRB submissions that involve the use of 

REDCap must include a PDF of the final version 

of all instruments and consent documents 

contained in REDCap. 

All documents, must receive IRB approval 

before they are initiated in a research study. To 

prevent potential delays in your approval, please 

ensure that the information contained in the 

REDCap PDF is consistent with the information 

contained in your other submission materials. 

To download a PDF of your REDCap 

instruments to submit for IRB approval, click on 

Download PDF of All Instruments on the Project 

Setup Tab.

IRB Approval

Make sure to download a pdf of the project. This is required
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Once the survey is 
built, click on
Survey Distribution 

Tools found on the 

left panel

Survey 
Distribution 
Tools
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Before you finalize your survey, you 

should always preview it.

Previewing helps you confirm the 

survey look and feel, question layout, 

and accuracy. This it is an important 

step to do before finalizing the survey.

Click on Open Public Survey to open 

the survey in a new window. This will 

allow you to see the survey as it would 

look live. You can then take the survey 

and see how it looks/ responds. 

Do this as many times as needed.

Previewing Your Survey
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Participant List т you can also add 
other participants to help you review -
choose a couple colleagues willing to 
review it for you

Note: If you want the survey to be 
anonymous, that is the default. If you 
want to include names to identify 
participants, click enable participant 
identifier

Testing Suggestions
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When you are 

building and testing 

your project, the 

status should read 

ñDevelopmentò.

 When you have 

finished and are 

ready to start 

collecting data, your 

project will be moved 

to ñProductionò by 

REDCap after it is 

submitted.

Project Status



ó-

33

After you have previewed and tested your 

project and you are ready to distribute, click on 

Move your project to production status on the 

Project Setup Tab. You will be asked if you 

agree that the project complies with all 

regulations. If you agree, you can then request 

that REDCap admin at UB send your project to 

Production.

Moving Your Project to Production
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Distributing Your Survey On the left menu panel, under Data Collection, 

select Survey Distrubution Tools. Here, you can 

select Public Survey Link to create a URL link for 

distribution. You can send that link directly to 

respondents by entering their emails into a 

Participant List, or you can create your own 

distribution method using the link (such as 

sending out your own emails),

Survey distribution tools т where 
you go to get your survey link т 
you can copy the link and send it 
out in mass email or however you 
wish. 
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Compose survey invitations 

You can resend invitations or follow up on incomplete surveys here also

Participant List
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Clicking on the My Projects tab will take you to your Projects Homepage. This page displays all of your active projects 

to find projects you have started or already submitted. 

My Projects
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You can set up notifications or alerts 

for things like when a new survey 

response arrives.

Notifications

On the left side panel, under 

Applications, You can find Alerts 

and Notifications.

Here, you can add a new 

notification and adjust the 

settings of that alert.
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In the Other Functionality Tab, you can 

easily copy or backup your project. 

Other Functionality
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Get data from surveys- you 
can export data into an Excel 
spreadsheet

Statistics and charts lets your 
view data in different ways

Data Exports, Reports and Stats


