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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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PProject 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, 
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*

*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
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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)  

NOTE: Users may need to scroll to the right to view additional forms
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Add New Record 

 Click Add / Edit Records in the 
sidebar to open the Add / Edit 
Records page

 All records must be given a unique ID

 Type in an ID and press enter or click 
the page to create the record

 If an existing ID is entered, you will be 
taken to the Record Home Page for 
that record – a duplicate ID will NOT 
be created
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Record Home Page

 Displays all forms available for a specific 
record

 Pay close attention to the status icon color
 Red – incomplete
 Yellow – unverified
 Green – complete
 Gray – no data saved
 Blue – multiple statuses 

(repeated forms only)

 Click on a status icon to begin entering 
data for a subject

 A record will not be created unless data is 
entered and saved in at least one form
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Enter and Save Data for a New Record 

After Enter & Save

Before Enter & Save

 Accurately complete all the 
fields in the form
 Select Complete in the Form 

Status section
 Click Save & Exit Form to 

save your entry
Notice that the Subject Information status 
icon has now changed from gray to green
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 Forms that are designated “Repeatable” can be 
completed more than once for a single record

 Click on the       next to the status icon in the Record 
Home Page to begin a new instance of the form
 This symbol only appears after at least one of the repeatable 

forms has been filled out 
 A form’s current instance is indicated at the top of 

the form
 In the Save Options menu, you are given the option 

to Save & Add a New Instance

Repeatable Forms

If forms have different 
completion statuses, 
the status icon will 
appear blue
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Uploading Files

 File uploads are handled in two ways:
1. Files for an individual record are uploaded to ‘File 

Upload’ fields in certain CRFs
2. Files that apply to the entire project can be uploaded to 

the File Repository

 Follow the steps below to configure upload file 
settings:
 Access the                   from your institution’s 

REDCap homepage*
 Locate System Configuration in the sidebar
 Select File Upload Settings
 Enable file uploading for both the File Repository 

and ‘File Upload’ fields

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

 Default upload size is 32 MB**

**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 
that require users to upload external files

 Uploaded files for an individual record will 
all be handled in a single form that can be 
repeated for each kind of file

 Users will be prompted to fill out an 
‘Uploaded Files’ form when necessary

 The ‘Uploaded Files Repeatable’ form can 
be found on the Record Home Page

 Select the status icon to begin
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File Upload Fields

 In the ‘Uploaded Files’ form, select the category 
of file you wish to upload

 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
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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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The File Repository

 Forms that apply to the 
entire project can be 
uploaded to the File 
Repository 

 The File Repository is 
located in the 
Applications sidebar

 The File Repository is 
only available to those 
with approved access*

*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 has many built in tools and 
applications that may be useful to your project

 Applications you have access to are found on 
the Applications sidebar of the project home 
screen

 Access to these applications can be customized 
on a user-by-user basis 

 For additional instructions on project setup, user 
access, applications, etc., please refer to the 
Help & Information section
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