Lab 1: Creating Your Account and a Project

Purpose

In this lab, you will learn how to create an account and create a project. The path you take will depend
on whether or not you already have a UW NET ID. Start below if you have a UW NET Id. Otherwise, if
you do not have a UW NET ID, skip ahead to page 4.

Part 1 - Option 1: You have a UW NET ID

1. Navigate to https://surveys.csde.washington.edu/
If you are not already signed in with your UW NetID, you will first be asked to do this. Then you

should see the form below.
2 Basic User Information Form o

Before accessing REDCap, we first need to obtain some basic information about you. Please enter ALL the fields below and then hit the Submit
button. Once this information is saved, you can change it any time by navigating to the Profile page, which you will find the link to at the top
right of every page.

Username: sadecker

First name: n
Last name:
Email:

Re-enter email:

| submit |

2. Fill out the Basic User Information Form and hit the Submit button

2 Basic User Information Form

Before accessing REDCap, we first need to obtain some basic information about you. Please enter ALL the fields below and then hit the Submit
button. Once this information is saved, you can change it any time by navigating to the Profile page, which you will find the link to at the top

right of every page.
Username: sadecker
First name: Sara
Last name: Decker
Email: sadecker@uw.edu
Re-enter email: | sadecker@uw.edu m

ed to be verified before
i n, an email will be
the link inside the

vill need to dlick
cessing REDCap.

| submit |


https://surveys.csde.washington.edu/

3. A confirmation message should appear indicating that a verification email has been sent to you.

« Account created / Verification email sent

Your REDCap account has now been created. But to complete the account setup process, you will need to confirm your email address by
checking your email account sadecker@uw.edu for the account verification email sent by REDCap, and follow its instructions. You will not
be able to fully access your REDCap account until the setup process has been completed. Thank you!

gl Check your email account sadecker@uw.edu

4. Check your inbox for an email with the subject: “{REDCap] Verify your email address”. It should
contain a link that looks like below. Follow the link.

Click here to confirm your email address

5. A confirmation message should appear with a button to Access REDCap

+ Email account verified!

Your email account for REDCap has now been verified. You may now access REDCap by clicking the link below.

Access REDCap |

6. After clicking the Access REDCap button, you will be taken to the REDCap homepage.

7. Continue to Part 2 on page 5 to create your project.
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Part 1 - Option 2: You do NOT have a UW NET ID

1. Nauvigate to https://projectredcap.org/software/try/ to setup a one-week trial account on the
Vanderbilt REDCap server.

2. Click Get a free one-week REDCap trial account

REDCap 07006 155 1. oM

esearch - lectronic Cata

TRY REDCAP

REDCap has developed a site where you can sign up for a one-time, one-y
account. This allows you to see all that REDCap has to offer. This website
software.

et a free cne-week REDCap trial account

3. Fillin the requested details and click Sign up. Enter an email address you will be able to access
from the workshop classroom.

REDCap

Sign up for a 1-week REDCap trial account Oryoumay | Login |if you already have an account.

fyou are interestad in signing up for a free one-week trial of REDCap, enter your email address below to have your trial
account created. Once your account is created, you can use this installation to demo all of REDCap's features.

NOTE: Any projects created on this server will be automatically deleted after one week of being created. Also, please note
that this REDCap installation is *not monitored® by dministrative staff. It is complet. ny user
suspected of abusing this system will have their account suspended immediately. If you hav y questions about
REDCap or joining the consortium, please see projectredcap.org.

Email addre:

First and last name:
Institution / organization name:
Organization type: v
Country: v
Website (optional):

Reason for signing up: v

Sign up
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https://projectredcap.org/software/try/
https://redcapdemo.vanderbilt.edu/trial/

4. You should see a green box with the title “Account successfully created” and a message stating
to check your email to complete the creation of your account.

5. Open the email and click on the_Set your new REDCap password link.

REDCap Trial Account

' . . @ T
no-reply@redcapdemo.vanderbilt.edu <redcap.services@wvumc.org> !

To: plitwin+rctrial@uw.edu Wed 1/31/2024 3:34 PM

[This message was automatically generated by REDCap]

A 1-week REDCap trial account has been created for you in which your REDCap username is
"plitwin*retrial@uw.edu”. Click the link below to set your new password and log in.

Set your new REDCap password

Your REDCap user account will expire in 7 days (at 02/07/2024 5:34pm). Also, please be aware
that any projects created on this REDCap server will be automatically deleted exactly 7 days after
being created. Identifying information (e.g. PHI) is not permitted to be entered into this
REDCap installation under any circumstances.

To learn how to get REDCap at your local institution, please visit the "Become a Partner” tab at

“ Reply +* Forward

6. Enter a strong password twice, after recording it on paper or on your laptop, and click Submit.

7. If you are successful, you will end up at a page that looks like this. Continue to Part 2 on the
next page to create your project.

1§EDcapm Home [ My Projects + New Project @ Help & FAQ E Training Videos &&Send-it W Messenger

To learn how to get REDCap at your local institution, please visit the "Join & Get REDCap" page]
installation is *not monitored* by any administrative staff. It is completely self-serve. The nor{

Any user suspected of abusing this system will have their account suspended immediately. D
REAL DATA, ESPECIALLY HUMAN SUBJECTS DATA, OR YOUR ACCESS WILL BE SUSPENDED.

Welcome to REDCap!

REDCap is a secure web platform for building and managing enline databases and
surveys, REDCap's streamlined process for rapidly creating and designing projects

offers a vast array of tocls that can be tailored to virtually any data collection strategy. Build online sy

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

Fast and flexib|
than one day. C
data collection
Learn mare about REDCap by watching a & brief summary video (4 min). If you would
like to view other quick video tuterials of REDCap in action and an overview of its
features, please see the Training Resources page.

Advanced inst
uploading, bran|

e-Consent - Pe

NOTICE: If you are collecting data for the purpeses of human subjects research, review
survey.

and approval of the project is required by your Institutional Review Board.
Diverse and flg
addresses or ph
contact them w
create a simple

If you require assistance or have any questions about REDCap, please contact
noreply@redcapdemo.vanderbilt.edu.
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Part 2 - All Users

1. Click on the green “+New Project” link at the top menu.

hEDca‘jlg Home My Projects | + New Project | @ Help & FAQ B Training Videos & Send-it Wl Messenger

Welcome to REDCap!
REDCap is a secure web platform for building and managing online databases and
2. Enter a Project title, select “Practice / just for fun” for the project’s purpose, and click the
blue “Create Project” button. You can skip the project template.

+ 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.

Project title: Sara's Demo Project
Project’s purpose: Practice / Just for fun ~
How will it be used?

Project notes (optional):
Description ject’s use or purpose
(dispiayed on the My Projects page)

Project creation option: ® Empty project (blank slate)
O Upload a REDCap project XML file (CDISC ODM format)

Ousea template (choose one below)

Create Project Cancel |

3. You will be redirected to your new project’'s home page. You are done!

*EDcapﬂ Sara's Demo Project PID 17

& Logged in as sadecker | Logout

My Projects # Project Home | = Project Setup | %X Other Functionality =~ £) Project Revision History

M REDCap Messenger
B Contact REDCap administrator

Project Home and Design =l « Your new REDCap project has been created and is ready to be accessed.
& Project Home - #= Project Setup You may now begin exploring your project and the many features available to you. Below are some instructions to help you
t started.
& Designer - G Dictionary - B Codebook getstarte
W Project status: Development
Data Collection = Project status: J/ Development Completed steps 0 0f 7
B8 Record Status Dashboard Mai iect setti
- View data collection status of all records ain project settings
B Add / Edit Records Enable | @ Use surveys in this project? [2] BB VIDEQ: How to create and manage s survey
- Create new records or edit/view existing ones Not _ _ i
Enable | @ Use longitudinal data collection with defined events?
Show data collection instruments started
= et | Madify project fitle, purpose, etc. |

Anmlicatinne
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