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Introduction

" REDCap is the electronic data capture software used to host the
ILAE/AES Joint Translational Task Force CDEs in eCRF format

" This presentation will serve as a guide for:
" Importing the project created by LONI for use in an external REDCap system
= Basic data entry by a typical user
" Uploading files to the project
" How to access additional REDCap tools and resources

Please note: this guide references REDCap version 7.6.9. Some images in this presentation may differ from other
REDCap versions.
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Project Setup

" Setup of the ILAE/AES REDCap project requires the
following:

1. An instance of REDCap set up in your home institution
- Please refer to your IT team for setup of and access to the REDCap software

2. The XML file containing all metadata for the project

- This will be provided to you in your deliverables from LONI
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Project Setup

" On your institution’s REDCap homepage, # Croste o ow REDCa oot
locate + New Project

" On the following page, enter your project
title, purpose, and notes

" Select ‘Upload a REDCap project XML file’
from the options

" Upload the ILAE/AES project XML file here
" Click ‘Create Project’ to finalize import

" You will then be taken to the project setup
homepage®

-—- Select One -— hd

Create Project Cance!

*For additional instructions on project setup, please refer to the resources provided at the end of this presentation.
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REDCap Project Home

" The typical REDCap user will always begin at the Project Home page
" To view all records for a project, click on Record Status Dashboard

ILAE/AES Joint Translational Taskforce CDEs

REDCap

- lege A Project Home | := Project Setup

My Projects
A Project Home or ‘= Project Setup

m REDCap Messenger )
Project status: Production Quick Tasks
Codebook The Codebook is a human-readable, read-only version of the project's Data Dictionary
= and serves as a quick reference for viewing field attributes.

Data Collection

I [Z5] Record Status Dashboard I
=4 Add /EdIt Records Project Dashboard

Show data collection instruments v

The tables below provide general dashboard information, such as a list of all users with access to this
- project, general project statistics, and upcoming calendar events (if any).

Applications
j°'p & nformation - £\ Current Users (7) [] Project Statistics
User Expires Records in project 0
Most recent activity 03/19/2020 4:28pm

data.coordinator
(Data Coordinator) Space usage for docs 0.00 MB
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Record Status Dashboard

= Lists all subjects that have been entered into the database
" Shows the completion status of the forms (Incomplete, Unverified, Complete)

*EDcap ILAE/AES Joint Translational Taskforce CDEs

llewis | Log out

[/ Record Status Dashboard (all records)
My Projects or % Control Center

A Project Home or = Project Setup Displayed below is a table listing all existing records/responses and their status for every data
P REDCap Messenger collection instrument (and if longitudinal, for every event). You may click any of the colored buttons Legend for status icons:
Project status: Development in the Tal)lg to open a new tab/window in your browser to view tha.t record on thgt particular dgta ® Incomplete Incomplete (no data saved) [2
collection instrument. Please note that if your form-level user privileges are restricted for certain Unverified @ e e e
Data Collection £ E ruments [— data collection instruments, you will only be able to view those instruments, and if you belong to a - let 5 cat y (mixed)
Data Access Group, you will only be able to view records that belong to your group. @® Complete (@) Many statuses (mixe
[5] Record Status Dashboard Py y & foyour grou
View data collection status of all records
=. Add / Edit Records Dashboard displayed: | [Default dashboard] v # Create custom dashboard
- Create new records or edit/view existing ones
B Displaying record | Page 1 of 1: "1" through "2" ~ of 2 records ALL (2) ~ records per page
Applications + Displaving: Instrument status on Lock v | All . . ..
Isplaying: Instrument status oni OCK status only status types NOTE: Users may need to scroll to the right to view additional forms
Help & Information - .
EEG Scoring
Individual Method
EEG Other EEG/Video Supplemental
Ani I Uploaded EEG/Video EEG Recording Recording EEG/Video Recording EEG Montage
AL Core Animal Housing Diet Files Data Electrode Electrodes Electrodes Experimental Session Scoring Information
ID Characteristics Repeatable Repeatable Repeatable Acquisition Information Repeatable Repeatable Schedule/Log Repeatable Method Repeatable
1 @
2 o
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Add New Record

&EDcap ILAE/AES Joint Translational Taskforce CDEs
= Click Add / Edit Records in the lewis | Log out A1 et Record
. ' it Records
sidebar to open the Add / Edit L sy Projects or 4 Control Centes :
e e 0r "= Project Se You may view an existing record/response by selecting it from the drop-down lists below. To create a new record/response, type a
Records bage oo PHE RO T T e new value in the text box below and hit Tab or Enter. To quickly find a record without using the drop-downs, the text box will auto-

EREEEH RN s populate with existing record names as you begin to type in it, allowing you to select it.
. . Project status: Development
®=  All records must be given a unique ID —— B
ata Lollection # Edit instruments |=— _C'tél records: 2
. . Record Status Dashboard
®" Typein an ID and press enter or click (5] Record status Dashboard

Choose an existing Animal ID - select record - +
the page to create the record 7> Add / Edit Records o
- Lreate new "E:Z%;‘- O b VIEW EXISHNG ONes Enter a new or existing Animal ID
® |f an existing ID is entered, you will be —
pplications +
taken to the Record Home Page for Fr— Dats Seorch
. . elp nrormation t /did o2CcC
that record — a duplicate ID will NOT
be created Choose a field to search All fields -

Search query
Begin typi

o T
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Record Home Page

Record Home Page
- D I S playS al I fo rmS aval Ia ble fo r a S peCIfIC ) Record "3" is a new Animal ID. To create the record and begin entering data for it, click any gray status icon below.

re CO rd The grid below displays the form-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) 2

that form/ t.
dccess that form/even Unverified @ ©)) Many statuses (all same)
@ Complete (@ Many statuses (mixed)

" Pay close attention to the status icon color NEW Anal 2
" Red - incomplete

Data Collection Instrument Status
- Yel IOW —Uu nverlfled Core Animal Characteristics h
" Green — complete o et
u Gray —NoO data Saved Uploaded Files Repeatable
" Blue —multiple statuses P
(repeated fOrmS Only) EEG Recording Electrodes Repeatable

Other Recarding Electrodes Repeatable
EEG/Video Experimental Schedule/Log
Individual EEG/Video Recording Session Repeatable

" Click on a status icon to begin entering 56 Sconmg Hethoe
data for a SUbjeCt EEG Scoring Method Supplemental Montage Information Repeatable

EEG Scoring General Information
EEG Scoring Background
EEG Scoring Epileptiform Discharges

" A record will not be created unless data is EEG Scoring Selzures

EEG Scoring Seizures Log Repeatable
entered and saved in at least one form Prysiology General Healin Sttus

Physiology Temperature

Physiology Respiration

Physiology Heart Rate
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Enter and Save Data for a New Record

= EEG Scoring Seizures Before Enter & Save

&~ Editing existing Animal ID 1

Animal ID 1
Animal ID Data Collection Instrument Status
'ZEZ' Yes ICcre Animal Characteristics I
Was this assessment/procedure conducted? .l Housing Repeatable
. t | I t | I th FETEr Diet Repeatahle
‘ \CCU ra e y COI I I p e e a e . . Uploaded Files Repeatable
Date that this CRF was filled out 01-08-2021 |[5]

= EEG/Video Data Acquisition

fields in the form

7-a. EEG Scoring-Seizures EEG Recording Electrodes Repeatable

- Se | eCt C om p I ete i n th € Form 'E:' Yes Other Recording Electrodes Repeatable
Status SeCt|On Seizures captured? O No

) Unknown

® Click Save & Exit Form to

es, how many seizures 3 After Enter & Save
Save your entry i Y If not collected enter -9539

Notice that the Subject Information status Form Status Animal D 1
icon has now changed from gray to green Complete? P R— Data Collection Instrument status

Core Animal Characteristics - I
Lock this record for this form? I'musmg S

If locked, no user will be able to edit this record on this form unt L2 Lock Diet Repeatable

someone with LockiUnlock privileges unlocks it. Uploaded Files Repeatable

EEG/Video Data Acquisition
ﬁ Save & Exit Form EEG Electrode Information
EEG Recording Electrodes Repeatable

Other Recerding Electrodes Repeatable
-- Cancel --
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Repeatable Forms

= Housing R bl

" Forms that are designated “Repeatable” can be Currentinstance: [ @ 2/2

completed more than once for a single record o Eding extineewmalin & spgance 42
= Click on the + nextto the status icon in the Record e e

. . Were housing c¢ = ded? -
Home Page to begin a new instance of the form
® This symbol only appears after at least one of the repeatable Date that this CRF was filled out o
forms has been filled out st

" Aform’s current instance is indicated at the top of O €6 monitoring

the form o i
" |n the Save Options menu, you are given the option R

to Save & Add a New Instance Sz

Form Status

Animal ID 1
Complete? ncomplete
Data Collection Instrument Stat

Lock this record for this form?

If locked, no user will be able to edit this record on this form until someone with Lock/Unlock [ | Lock
privileges unlochks it.

Care Animal Characteristics -

IHc-usingRepeatabIe @ + I

If forms have different =~ ————

completion statuses,

Uploaded Files Repeatable C | Save & Stay
[ ] - Cancel -
the StatUS icon WI” EEG/Video Data Acquisition ﬁ Save & Add MNew Instance
appear b/ue EEG Electrode Information P——— Save & Go To Next Form

~ | Save & Exit Record

NOTE: To delete the entf  Saye & Go To Mext Record
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Uploading Files

Control Center Home File Repository

" File uploads are handled in two ways: Lo mamene

UPLOADING FOR THE -
Dashboard FILE REPOSITORY If dis

1 - FileS for an indiViduaI record are uploaded to ‘File -| System Statistics MODULE: Allows users :)kc-‘:-:_ :nc:."h:lrs:::ia_‘ L-;_.BfEf::c o

to upload files into the
{3 Activity Log P

Upload’ fields in certain CRFs d Actity Graphs Fle Repositery

$ Map of Users File Repository upload

2. Files that apply to the entire project can be uploaded to Projects max ile size

Browse Projects Manually set the maximum file size (in MB) for files uploaded by users in the

the File Repository e

Users

% Browse Users
=2 User Whitelist 'File Upload' Fields

L4 Email Users

" Follow the steps below to configure upload file ENABLE FILE UPLORD | i | <
2. Administrators & Acct Managers :E:L?n;r::fj-pf:::il:g afs
. - :
Settl n g S : chrl::c;iie:::s: Tools E:z;:::svcl':ual F:rolm
;‘ Plugin & Hook Documentation orms/surveys?

" Access the #centrelcenter from your institution’s 5 MysaL Dashoar

“file’ field types on

Miscellanecus Modules
forms/surveys

REDCap homepage* P

[ Custom Application Links

% Publication Matching

" Locate System Configuration in the sidebar e R
= Select File Upload Settings et " Default upload size is 32 MB**

% General Configuration

" Enable file uploading for both the File Repository R

c - y £+ # & File Upload Settings
and ‘File Upload’ fields
£ Field validation Types
@ Home Page Settings
Project Templates
& Default Project Settings

*Access to the Control Center is only available to your institution’s ekl

Cron Jobs

REDCap administrators **If needed, please contact your local IT
department to increase upload file size
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File Upload Fields

" The ILAE/AES project contains many fields " The ‘Uploaded Files Repeatable’ form can
that require users to upload external files be found on the Record Home Page
" Uploaded files for an individual record will " Select the status icon to begin

all be handled in a single form that can be
repeated for each kind of file

7] Record Home Page

The grid below displays the form-by-form progress of data entered for the

Leger
currently selected record. You may click on the colored status icons to 0 In
. . access that form/event.
= Users will be prompted to fill out an un
‘ : ’ & Choose action for record @ Co
Uploaded Files’ form when necessary
@ Yec Animal 1D 1
On
S e Rl ° Data Collection Instrument Status
ﬁ If yes, see Upleaded Files form to uplead a copy of the cage
cara(s). Core Animal Characteristics -
Housing Repeatable @ -

Diet Repeatable

Uploaded Files Repeatable ﬁ

EEG/Video Data Acquisition
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" In the ‘Uploaded Files’ form, select the category

of file you wish to upload

= Uploaded Files Repeatable

_ Editing existing Animal 1D 1

Animal ID

Date that this CRF was filled out

Please select the category of file to be
uploaded

Core Animal Information

Select core animal information files to
upload

Core animal information v

Core animal information

Animal source

Sex and related information
Species and strain

Housing

Diet

Behavior

Pharmacology

Physiology

Histology/microscopy

Select the specific file(s) you wish to upload for a category
Enter the appropriate file name(s)
Select Upload document and follow the on-screen

instructions

Please select the category of file to be
uploaded

Core Animal Information

Select core animal information files to
upload

Cage card uploaded file name
Cage card file upload
Study design uploaded file name

Study design file upload

Core animal information v

Select one. If uploading files for more than cne
category, please fill out an additional Uploaded Files
form.

Copy of cage card
Study design

] Surgical notes

| Other procedural data

Select all applicable. If uploading more than one of
a single file type, please fill out an additional
uploaded files form.

) Upload document

) Upload document



File Upload Fields

= Save your form before exiting

" The next time the form is accessed, the
uploaded file(s) will appear available for
download by other users

Please Note:

Only one category can be selected per instance of
the form

One of each file in the selected category can be
uploaded per form

If additional files of the same kind need to be
uploaded, you must fill out another instance of the
form
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= Uploaded Files Repeatable
Current instance: | (@ 1/1

& Editing existing Animal ID 1

Animal ID

Date that this CRF was filled out

Please select the category of file to be uploaded

Core Animal Information

Select core animal information files to upload

Cage card uploaded file name

Cage card file upload

Study design uploaded file name

Study design file upload

Form Status

Complete?

Institute

=

Core animal information v

elect one. If uploading files for more than one category, please fi
out an additional Uploaded Files form.

Copy of cage card
Study design

[ surgical notes

(] other procedural data

Select zll applicable. If uploading more than one of a single file
type, pleaze fill out an additional uploaded filez form.

cage_card

( cage card.PNG (0.02 MEB])

@ Remove file or Send-It

2 Upload document

Complete w
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" Forms that apply to the
entire project can be
uploaded to the File

REDCap
Repository P

Log out

[E My Projects or & Control Center

. . . #& Project Home or = Project Setup
" The File Repository is  REDCap Messenger
Iocated in the Data Coull;;-ti-::r'l‘ - ,i‘i: t instruments

Applications sidebar

[ calendar

i Data Exports, Reports, and Stats
Data Import Tool

Data Comparison Tool

Logging

" The File Repository is
only available to those Field Comment Log
with approved access* g

S Record Locking Customization
@, E-signature and Locking Mgmt
- Data Quality

mi APl and mi| APIPlayground
£ REDCap Mobile App

File Repository

This page may be used for storing and retrieving files and documents used for this project. You may upload files here to save for
retrieval later, or you may download previously uploaded files in the file list below. Whenever a data export is performed, the
resulting data and syntax files are stored here also.

g User Files . Data Export Files # Upload New File

To upload a new file to the repository, in the fields below specify the file on your computer and provide a name/label for the file.
Then click the "Upload File" button.

) Adding new file

Document Choose File | No file chosen
Name/Label

| Upload File |

| -- Cance| -- |

*For additional instructions on user access, please refer to the
resources provided at the end of this presentation
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Tools and Resources

REDCap

llewis | Log out

Bl My Projects or % Control Center

u REDcap haS many bU||t |n tOO|S and #& Project Home or {= Project Setup
. . . W REDCap Messenger
applications that may be useful to your project oo e Development
Data Collection # Edit instruments |4
= Applications you have access to are found on == ieplcztion: -
the Applications sidebar of the project home By Dotn Exports Reports, and Stts
«t Data Import Tool
screen B Daza Coiu:uarisor Tool
|=| Logging
. . . Field Comment Log
" Access to these applications can be customized D) FieRepostory
. & User Rights and g8 DAGs
on a user-by-user basis B T
@, E-signature and Locking Mgmt
- Data Quality
" For additional instructions on project setup, user ~pell, i
access, applications, etc., please refer {0 the  c—) [ oo -
Help & Information section ® relp & FAQ

EE video Tutorials
& suggest a New Feature

i Contact REDCap administrator
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