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Agenda

 Importing Data

Reports and Exporting Data

Security

REDCap's Audit Trail (Logging)

Data Quality Rules



Importing Data



Importing Data – Three Basic Steps

1. Download the CSV Import Template file

2. Get your data into the template file

3. Import the data into REDCap



1. Download the CSV Import Template File



2. Get your data into the template file
 Use Excel or a text editor

 Be careful not to save to the Excel format

 Leave any fields you do not wish to update blank

 You must have the following fields
1. First column: record id field

2. In a longitudinal study, the second column must be redcap_event_name. 
Values must be the unique event name listed on Define My Events page

 The optional form_complete field can have the following values
 0 = incomplete
 1 = unverified
 2 = complete



3. Import the data into REDCap



After clicking Upload File…
 REDCap reports warnings, errors, or that everything went okay, but you are 

not done

 Important: Scroll down to bottom of page & click Import Data to commit



Importing data – Additional Considerations (1 of 2)

 If the project has existing data and you want to completely replace the 
records, you will need to delete all the records first using Project Setup | 
Other Functionality

 If you wish to update selective records, then don’t delete anything first but 
do pay attention to the Allow blank values to overwrite existing saved values
Option

 If you have date fields and are using European date format (with days first), 
you will want to adjust the Format for date and datetime values option

 You can import records with the data stored as columns instead of rows

 Download the columns template and adjust the Record format when uploading



Importing data – Additional Considerations (2 of 2)

 If your project uses repeating instruments/events, then the import template 
will include additional fields 

 This is discussed in more detail in RC205: Collecting data in REDCap at 
multiple timepoints seminar 



Reports and 
Exporting Data



Reports and Exporting Data

REDCap unifies the concepts of reporting and 
exporting

 All reports and exports start with a report

 Then you either print the report or export the data behind 
the report

Reports module also supports creating PDF of all 
data forms for all participants



Creating a Report



Creating a Report Give it a name

Who can run report?

Select fields to include

Filter records to include

Sort the report



New Feature: Live Report Filter
 Allows you to filter on a categorical (multiple choice) field whose value can 

be chosen when the report is run!



Exporting Data (1 of 3)

First create the report, or simply run built-in All Data 
report

Run the report and click Export Data



Exporting Data (2 of 3)

Choose 
export 
format

And
optional
options

Click 
Export Data



Exporting Data (3 of 3)

Click icon(s)
to complete
download



De-identification during export



Exporting data – Additional Considerations

 If your project is longitudinal or uses repeating instruments, then the 
exported data will include additional fields that indicate the event or 
repeating instrument number 

 This is discussed in more detail in RC205: Collecting data in REDCap at 
multiple timepoints seminar 



Security



REDCap Security

1. REDCap Admin creates user account in Control Center

2. Project security admin grants user rights to a project in Project Setup

 User rights can be granted to a user or a role

 Using roles eases rights management

 Fred Hutch uses a template to create new projects with a set of pre-defined 
roles that can be adjusted



REDCap Users, Roles, & Permissions (1 of 2)



REDCap Users, Roles, & Permissions (2 of 2)

 Assigning a user 
to a role

 Note: A user 
can only be a 
member of 1 
role (or no 
roles)



Keeping REDCap & YOUR Data Secure
 It's important to let us know (redcaphelp@fredhutch.org) when a user on a 

project leaves your group or the Hutch so we can suspend their account

mailto:redcap@fredhutch.org


Data Access Groups
 What are they?

 A way to segment users so that each group only has access to their records

 Common way to implement sites in a multi-site trial

 How to enable?

 Under Project Setup



Data Access Groups
 Users assigned to a Data Access Group (DAG) are limited in which records 

they can view or edit

 All project users not in a DAG have access to all records

 A record is assigned to a DAG automatically by user who creates the record

 A record can also be assigned to a DAG when the record is imported

 Note: A user can only be a member of 0 or 1 DAGs (never more than 1)



Data Access Groups
 Assigning users to DAGs



REDCap's Audit Trail



Audit Trail (Log)

 Click on the Logging
link under 
Applications

 Here you can see the 
entire log for the 
project and filter it 
by...
 Types of events
 User
 By record
 By date range

 Log can be exported



Audit Trail (Log)
 You can also click on 

the H (for history) 
next to any field to 
bring up the audit 
trail for that 
particular field



Data Quality Rules



What are Data Quality Rules and why use them?

 What are Data Quality Rules?

 A mechanism for applying validation logic to  data that has already been collected

 Can be run regularly

 Can be run manually or automatically (real time execution)

 Why use them?

 Standard REDCap validation is not absolutely enforced

 Standard REDCap validation is simplistic

 You may have rushed to get project launched without complete validation

 Data cleaning



Reason for using Data Quality Rules:
REDCap Field Validation can be overridden



Creating a Simple Data Quality Rule

This will become the error message. 
Either tell them what are good values 
or what are bad values (but try to be 

consistent across the project)!

This is the expression that, 
when satisfied, will trigger 
the error. IOW, this defines 

bad values.



Running Data Quality Rules



Creating Data Quality Rules using the DateDiff
Function



Creating Data Quality Involving Multiple Fields in 
Longitudinal Studies

 Last rule (from previous slide) in a Classic project

 Same rule in a Longitudinal project

Syntax for longitudinal fields: [event-name][field-name]



More on Data Quality Rules
Real-time execution

Exclusions



Summary



Summary

REDCap has advanced features that support…

 Importing data into projects

 Reports containing ordering and filtering logic

 Exporting data to a variety of formats

 Fine-grained security supporting users and roles

 Data access groups so that site staff see only their site's data

 Data quality rules that allow you to clean your data using 
complex validation logic



More Information



More Information
Visit http://redcap.fredhutch.org

Questions? Email us at redcap@fredhutch.org



Thank you!
Paul Litwin - plitwin@fredhutch.org
Collaborative Data Services (CDS)


