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Introduction

About this Guide

This Guide is intended as a FAQ on how Users can share their REDCap Project Forms (Instruments) and transfer REDCap
Projects from the Staging Server to the Production Server.

This Guide has been written for only internal use by the National Healthcare Group (NHG) and her Institutions.
This User Guide is written based on REDCap Version 8.5.27.

Copyright 2020. National Healthcare Group. All Rights reserved.

Important Information for all NHG REDCap Users

4 )
IMPORTANT
@ The HUMAN BIOMEDICAL RESEARCH ACT (HBRA) (Section 27) states that:

"Every person who has obtained individually-identifiable information or human biological material for

the purposes of human biomedical research must take all reasonable steps and safequards as may be

necessary, including rendering information or material non-identifiable, to protect such information or

material against accidental or unlawful loss, modification or destruction, or unauthorised access,
disclosure, copying, use or modification. Any person who contravenes these requirements in HBRA
shall be guilty of an offence and shall be liable on conviction to a fine or to imprisonment or to both."

e All REDCap Project data collection activities must be carried out in strict adherence to the requirements by the NHG
Domain Specific Review Boards (DSRB), Human Biomedical Research Act (HBRA), Personal Data Protection Act
(PDPA) and any other applicable regulations where applicable to protect the data and Study Participants' privacy
and confidentiality.

e All Users of the NHG REDCap system must abide by the all applicable Legislation, Regulations and Policies governing
human biomedical research activities, the use of computer systems as well as the collection, storage, protection
and use of data in Singapore and in NHG.

e AllREDCap users must read the NHG REDCap System Usage Agreement (available for download here) to understand
their obligations and responsibilities before using the NHG Research Database Platform (REDCap).
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Important Pre-Requisites

In order for you to access the REDCap Project’s Data Dictionary file, or to be able to carry out the steps described in
this FAQ, you must first meet the following requirements.

e Able tologin to the appropriate NHG-REDCap Server
e Have access to the appropriate REDCap Project
e Have been assigned the [ Project Design and Setup ] User-Right for that REDCap Project.

-
IMPORTANT
@ The “Project Design and Setup” User-Right is a Highest-Level Privilege in the REDCap Project.

For all new REDCap Projects on the Production Server, only the Project Owner and one Project
Administrator are initially assigned this User-Right.

We recommend that only a limited number of users (such as senior Project members who are familiar
with REDCap) are assigned this User-Right. The

All Users and their assigned User-Rights and User-Roles, must be properly documented in your Site
Study File, under the ‘Study Delegation Log’.

FAQ 1: How do | export and share my REDCap Project Forms with my colleague?

If you want to share your entire REDCap Project (ie: all Forms and Data Variables, except Project Settings), you can
share the Project’s Data Dictionary file with your colleague.

e See Section (A) to understand what a REDCap Project’s Data Dictionary is.

e Download the Data Dictionary file by following the instructions in Section (B) and Section (C).

e Import the Data Dictionary file into a REDCap Project by following the instructions in Section (D).

e If you encounter errors when importing the Data Dictionary file, you can see Section (E).

FAQ 2: Can | share the Data Dictionary file?

Generally, you should be able to share the Data Dictionary file as there is NO COLLECTED DATA from your REDCap
Project contained inside the Data Dictionary file.

The Data Dictionary file only includes information that ONLY defines ALL of the FORMS and DATA VARIABLES found
in a REDCap Project. (See Section (A) to understand what a REDCap Project’s Data Dictionary is.)

However, you may need to consider the following factors before sharing your Data Dictionary file.
e Copyright issues

e Confidentiality of any Proprietary information and Intellectual property
e Disclosure of sensitive Questions, Data Variables or Research activities
e Restrictions by Institution policy or processes

Do consult with your Head of Department or appropriate equivalent authority if any of these apply to you.
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FAQ 3: How do | transfer a REDCap Project from the STAGING Server to the

PRODUCTION Server?

Download the Data Dictionary file of your Project on the STAGING Server by following the instructions in Section (B)
and Section (C) of this Guide.

Once you have requested for, and obtained your REDCap Project™ on the PRODUCTION Server, just import the
downloaded Data Dictionary file into the Project by following the instructions in_Section (D).

( )
* NOTE
Requesting for a REDCap Project on the Production Server

e To request for a REDCap Project, the Overall Study Principal Investigator (Project Owner) must
complete the REDCap Project Request Form and email back to us.

e The REDCap Project Request Form is available for download here:

https://www.research.nhg.com.sg/wps/wcm/connect/6f53eb004dfb3274ab50ab2e965eee87/130
5-001+NHG+REDCap+Project+Request+Form+v3.docx?MOD=AJPERES

IMPORTANT
@ Clarification of function: [Move Project to Production]

Move your project to production status

Move the project to production status so that real data may be collected. Once in production,
you will not be able to edit the project fields in real time anymore. However, you can make edits
in Draft Mode, which will be auto-approved or else might need to be approved by a REDCap
administrator before taking effect.

Go to | Move project to production |

e The function [Move Project to Production] is used to change the DATA-PROTECTION Mode of the
REDCap Project, from Development-Mode to Production-Mode.

e This Function DOES NOT “TRANSFER” OR “MOVE” a REDCap Project from the Staging-Server to the
Production-Server.

e |n addition, this Function DOES NOT submit any request to ““TRANSFER” OR “MOVE” a REDCap
Project from the Staging-Server to the Production-Server.

e |f you have created a REDCap Project on the Staging Server (and you want to use it for actual data
collection), you will need to ‘manually’ transfer your REDCap Project from the Staging Server to the
Production Server (as described in FAQ 3) AFTER you have requested for a Project for the Production
Server.

\ J
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FAQ 4: How do | export the entire REDCap Project (all Forms, Data Variables

and Project Settings BUT WITHOUT any project data) to my collaborators
OUTSIDE of NHG?

If you want to share your entire REDCap Project (ie: all Forms, Data Variables and Project Settings BUT WITHOUT any
project data), you can share the Project’s XML file with your collaborators.

Simply download the Project XML file by following the instructions in Section (1) and Section (J) in this Guide.

Your collaborators can import the Project XML file as a new REDCap Project by following the instructions in Section

(K).

FAQ 5: How do | export and share a specific Form?

If you want to export and share a single, specific Form from your REDCap Project, you can do so by following the

instructions in Section (F).

To import a single, specific Form into a REDCap Project, you can do so by following the instructions in Section (G).

SECTION (A): What is the Data Dictionary of a REDCap Project?

The Data Dictionary is a system-generated spreadsheet (in .CSV file format) that ONLY defines ALL of the
FORMS/INSTRUMENTS and DATA VARIABLES found in a Project.

It is important to remember that the Data Dictionary DOES NOT define:

e Any of the collected data points/records in the Project

e Users, User-Rights, User-Roles and Data Access Groups

e Reports

e Events (for Projects in Longitudinal mode)

e Surveys (including survey settings and queues)

e Schedules and Events/Appointments (from the Project calendar)
e Subject Randomization settings

e Custom Data Quality rules

e Any other Project Settings or attributes
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The Data Dictionary can be found by going to the [Project Setup] section (see Fig 1).

Click on the [Data Dictionary] button. The Data Dictionary section will then be shown onscreen (see Fig 2).

REDCap —

& Logeed in as redcap_testuser a

- legar & Project Home | := Project Setup | Il Other Functionality =~ £ Project Revision History
My Projects
#& Project Home Project status: (& Production Completed steps 2 of 8
= Project Setup F
Project status: Production 4 Main project settings
Data Collection =] ¢ Some options below are disabled because they may not be modified once the project is in production status.
Complete! Enable | (@ Use surveys in this project? 4% VIDEQ: How to create and manage & SUrvey

Record Status Dashboard

=» Add/ Edit Records © Use longitudinal data collection with defined events? [7]

Applications =l Modify project title, purpose, etc. |

[ Calendar
[i§ Data Exports, Reports, and Stats

Design your data collection instruments

&2 Data Import Tool -
[ Data Comparison Tool — Add or edit fields on your data collection instruments. This may be done by either using the
1-- Logging n progress Online Designer (online methad) or by uploading a Data Dictionary (offline method). Quick
g
. Field Comment Log — ::i)nks: I:Iicu\.'.lnlcuau:l PD: cd>f af-ltl i;s:':ume nts OR Download the current Data Dictionary OR Download
'm done! icti it =
e ata Dictionary with drafted changes
& UserRights and g DAGs Go to | [T Online Designer | 3"' [#] Data Dictionary ||-
% Record Locking Customization
ﬁ: E-signature and Locking Mgmt Have you checked the Check For |dentifiers page to ensure all identifier fields have been tagged?
e Learn how o use
£ REDCap Mobile App

Fig 1: Project Setup section

A& Project Home  := Project Setup =; Online Designer | [z Data Dictionary

This module will allow you to create new data collection instruments/surveys or edit existing ones. Changes may be made by either
using the Online Designer or Upload Data Dictionary (see tabs above), in which you may use either method or both. The Online
Designer may help you get some initial fields/forms built quickly or to make quick edits, but using the Data Dictionary file may be
more helpful if you will be adding a large number of fields for this project.

$ VIDEQ: How to use this page

This module may be used for making changes to the project, such as adding new fields or modifying existing fields, by using an
offline method called the Data Dictionary. The Data Dictionary is a specifically formatted CSV (comma delimited) file within which
you may construct your project fields and afterward upload the file here to commit the changes to your project.

Click the 'Browse’ or 'Choose File’ button below to select the file on your computer, and upload it by clicking the 'Upload File” button.
Once your file has been uploaded, changes will NOT immediately be made but will be displayed and checked for errors to ensure
that all the fermatting in your Data Dictionary is correct before official changes are made to the project. Snapshot note: A snapshot
of your project's current Data Dictionary will be created automatically during the Data Dictionary upload process before committing
the new Data Dicticnary. The snapshot can later be accessed and downloaded from the Project Revision History page.

Need some help?

If you wish to view an example of how your Data Dictionary may be formatted, you may download the Data Dictionary
demonstration file, or you may view the Data Dictionary Tutorial Video (10 min). For help setting up your Data Dictionary, you may
also see the instructions listed on the Help & FAQ.

Steps for making project changes:
1.) Download the current Data Dictionary
2.) Edit the Data Dictionary (see the Help & FAQ for help)
3.) Upload the Data Dictionary using the form below
4.) The changes will be made to the project after the Data Dictionary has been checked for errors

Upload your Data Dictionary file (CSV file format only)
Format for min/max validation values for date and datetime fields: | DD/MM/YYYY or YYYY-MM-DD |~

Browse... | Mo file selected. —

Upload File

Fig 2: Data Dictionary section

Page

SECTION (B): Where is the REDCap Project’s Data Dictionary file for download?

6



SECTION (C): Downloading the Project’s Data Dictionary file

When you download the REDCap Project’s Data Dictionary file, you are actually downloading a file (.csv file) that defines
ALL of the current FORMS/INSTRUMENTS and DATA VARIABLES found in a Project.

Here are the steps to download a REDCap Project’s Data Dictionary file.

(1) See the area marked as [1] in Fig 2.

(2) Click on the link [Download the current Data Dictionary] and save the resulting file to your computer.

SECTION (D): Uploading a Data Dictionary file into a REDCap Project

When you upload a Data Dictionary file into a REDCap Project, you are actually importing ALL of the Forms/Instruments
and Data Variables that are being defined in that Data Dictionary file.

~
NOTE
Uploading a new Data Dictionary WILL OVERWRITE (NOT UPDATE) the current Data Dictionary present
in the REDCap Project.
Any pre-existing Forms/Instruments and Data Variables present in the REDCap Project WILL BE
OVERWRITTEN by the imported Data Dictionary.

. 7

Here are the steps to upload a Data Dictionary file to a REDCap Project.

(1) See the area marked as [2] in Fig 2.

(2) Click on the [Browse] button to locate the Data Dictionary file on your computer.

(3) Once that is done, click on the [Upload] button to upload the Data Dictionary file into the REDCap project.

(4) The REDCap system will inform you of the changes to be made (if any), and ask for your confirmation to proceed
(see Fig 3).

(5) See Section (E) if there are errors found in the Data Dictionary.

(6) If there are no errors, click on [Commit Changes] to proceed, or [Cancel] to stop the process.

@ Your document was uploaded successfully and awaits your confirmation below.

» No errors or warnings were found in the document.

* The uploaded data dictionary contains 180 fields, which will replace the 2 fields that currently exist in the
project (excluding 'Form Status' fields, which are automatically generated by REDCap).

Are you ready to commit the changes to the project from the uploaded Data Dictionary?
(Click the button below to submit the changes.)

$| Commit Changes | Cancel

Fig 3: Uploading a Data Dictionary — Confirmation dialogue
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SECTION (E): Errors found in your Data Dictionary

After clicking on the [Commit Changes] button, do note that the changes are NOT IMMEDIATELY made to the Project.

Instead, the REDCap system will first check the uploaded Data Dictionary file for any errors to ensure that all the
formatting in your Data Dictionary is correct before the changes are made to the project.

If you have not opened and changed anything in the downloaded Data Dictionary, it is unlikely there will be any errors
when the Data Dictionary is uploaded.

However, if there are errors found in the uploaded Data Dictionary, the changes will be rejected and no changes will
be made to the Project.

The REDCap system will then list all the errors and their corresponding cell locations in the Data Dictionary (Fig 4).

You will need to resolve these Errors in the Data Dictionary file before you can use it for uploading to the REDCap
Project.

@ RETURN TO PREVIOUS PAGE |

@ Your data dictionary could NOT be uploaded because of the errors listed below. Please correct these
errors and try uploading your data dictionary again.

Errors found in your Data Dictionary:

The following variable/field names were duplicated. Please rename these field names so that they only appear
once.
first icu_date (Ad)

There are syntax errors in som c field equations. This may occur if illegal characters or illegal functions are
used in the calc field equation. Please gve all syntax errors. Below are the calc fields that contain syntax
errors in their equation.
rit_diff2 (F14) <

This refers to the Cell location in the
Data Dictionary file. (CSV format)

There is a syntactical error in the branch#g logic for the following cells: L9, L10, L12, L14. L15, L16, L118, L123,
L127. L128, L129, L150, L153, L154

There are syntax errors in some branching logic. This may occur if illegal characters or illegal functions are used
in the branching logic. Please remove all syntax errors. Below are the fields that contain syntax errors in their
branching logic.

first_rit_cul (L9)

cul1_spect (L10)

rit_infection2 (L12)

rit_diffz (L14)

text_cul1 (L15)

text_cul2 (L16)

fio2_2(L118)

urine_cul (L123)

month_doe (L127)

date_doe (L128)

iuc_status (L129)

Ichi_symp (L150)

month_doe clabsi (L153)

date_doe_clabsi (L154)

Fig 4: An example of Errors found in your Data Dictionary
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SECTION (F): How to export a single, specific Form (Instrument)

If you are only intending to export a SINGLE specific Form from your REDCap Project, then you CANNOT SHARE the
Data Dictionary file, as the Data Dictionary contains ALL of your Project’s Forms and Data Variables.

To export a single Form, you will need to download the [Instrument ZIP] of the Form/Instrument you want to share.
This can be done by going to the [Online Designer] section (See Fig 5).

# Project Home | = Project Setup = Online Designer | |gf Data Dictionary

B Create snapshot of instruments | 4 VIDEQ: How to use this page
sNaps=hot newer

The Online Designer will allow you to make project modifications to fields and data collection instruments very easily using only your
web browser. NOTE: While in development status, all field changes will take effect immediately in real time.

Add new instrument:

Data Collection

% Create | a new instrument from scratch

Instruments . .
f+ Upload | instrument ZIP file from another project/user or external libraries &

Instrument name Fields %'E'i‘:" Instrument actions

Demagraphics 1 % | choose action = |
Baseline Measurements 0 = Choose action |
EBlood Test Results 0 % | Choose action |<:
Rename
[ Copy
® Delete

8 Download instrument ZIP @

Fig 5: The [Online Designer] section

SECTION (G): Downloading a single, specific Form (Instrument ZIP)

Here are the steps to download the [Instrument ZIP] of a specific Form for sharing.

(1) Go tothe [Online Designer] section (see Fig 5).
(2) Click on the [Choose action] button of the specific Form you want to share.

(3) Click on [Download Instrument ZIP] from the dropdown menu, and save the resulting file to your computer.
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SECTION (H): Uploading a single, specific Form (Instrument ZIP)

Here are the steps to upload the [Instrument ZIP] of a specific Form into a REDCap Project.

(1) Go to the [Online Designer] section (see Fig 5).
(2) Click on the [Upload] button.
(3) Click on the [Choose File] button to locate the [Instrument ZIP] file on your computer (see Fig 6).

(4) Once that is done, click on the [Upload Instrument ZIP] button to upload the file into the REDCap project.

Upload instrument ZIP ®

Select a REDCap instrument ZIP file on your computer that you downloaded
from an external instrument library or from another project/user, and then
click the Upload button below. Once it has been successfully uploaded, it will
be added as the last data collection instrument in the project.

:=>| Choose File | No file chosen

DISCLAIMER: By uploading your instrument ZIP file here, you hereby represent and
warrant that to the best of your knowledge, you are not uploading any copyrighted
material of a third party to which you do not have an expressed written license or consent
from the owner of the said copyright.

:> Upload instrument ZIP Close

Fig 6: Upload Instrument ZIP

SECTION (I): Sharing the ENTIRE REDCap Project

If you want to share the ENTIRE REDCap Project, you can do so by downloading the REDCap Project as a [REDCap XML
file].

The XML file contains all Forms, Data variables and Project settings in a single file, which can be used for importing the
Project to another REDCap system (or to other ODM-compatible systems).

However, do note that the XML file DOES NOT export the Project Log files, Project Users, Project User-Rights and User-
Roles (if any).

é )

NOTE

e While the REDCap XML file is fully compatible in NHG (for both the Staging and Production
Servers), the XML file can only be imported by other REDCap Systems which are version 6.12.0
or higher.

e The REDCap XML file is in CDISC-ODM format (ODM version 1.3.1) for ODM-compatible systems.
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SECTION (J): Downloading the Project XML file

The REDCap Project’s XML file can be found by going to the [Other Functionality] section as shown in (Fig 7).
Here are the steps to download the Project XML file.
(1) Go to: [Project Home] = [Other Functionality]
There are two options to download the XML File (see Fig 7).

(a) Download metadata only (XML) €& [RECOMMENDED OPTION]

This option contains only the full Project setup (including all the Forms, Data Variables and Project Settings).

(b) Download metadata & data (XML) < [NOT RECOMMENDED! DO NOT USE!]
This option contains the full Project setup AND ALL Project Data.

(2) Click on the Download metadata only (XIML) button, and save the resulting file to your computer.

for programmatically retrieving or modifying data or settings within REDCap, such as performing automated
data imports/exports from a specified REDCap project. For details on the capabilities of the REDCap APl and
how to use it, please see the REDCap APl documentation.

Record Status Dashboard

- View data collection status of all records

£ Add/ Edit Records

- Create new records or edit/view existing ones

MNOTE: If you wish to obtain an APl token, which will allow you to make API requests, then sormeone must
Applications = first grant you APl user privileges on the User Rights page, after which you will then see a link called "API' on

# Calendar the left-hand menu. That APl page will provide instructions on how to request an AP token.

[ﬁ, Data Exports, Reports, and Stats
w» Data Import Tool
[} Data Comparison Tool

Current number of tokens: 0

Copy or Back Up the Project

|=| Logging
' Field Comment Log - E r . . )
) ) I;J Copy the project Make an exact duplicate of this preject. All project fields will
ALrlbrrizag be copied over, and you will be prompted to set the title and info

& UserRights and g8 D for the new project. You may choose to copy or not copy the

% Record Locking Custol

¥, E-signature and Locking Mgmt
72 Data Quality & Download metadata only (XML) Download a backup of this project. The entire project (all
records, events, arms, instruments, fields, and project attributes)

&l APl and ml| APl Playground
£ REDCap Mobile App | # Download metadata & data (XML) " can be downloaded as a single XML file, which is in CDISC ODM
format (ODM wersion 1.3.1). This XML file can be used to create a

existing data in the current project to the new one,

%> External Modules
clone of the project (induding its data, opticnally) on this

Help & Information (=] REDCap server or on another REDCap server (it can be uploaded
© Help & FAQ DO NOT USE THIS! on the Create New Project page). Because itis in CDISC ODM
H Video Tutorials This option exports all Fg{)nhfz,c::nc:anﬁ:;i:;:f:d to import the project into another
& Suggest a New Feature the Collected Data in - ST - orject's logging

. Ly reely down oad it any

i Contact REDCap administrator the Project as well.

&EDC a p Test project for Screen-Captures
i Loggedinas redcap admin | Log out &
E My Projects or £ Control Center & Project Home  :=Project Setup | I Other Functionality | O Project Revision History = #*Edit orojec
* Project Home
= Project Setup
Project status: Development What is the REDCap API?
Data Cellection # Edit instruments [~ The REDCap APl is an interface that allows external applications to connect to REDCap remotely, and is used

Fig 7: Project ‘Other Functionality’ section to download the Project XML file

1304-011B Transferring a REDCap Project, Version 1 (Jan 2020) Page

| 11



IMPORTANT
e DO NOT USE the second button labelled as [Download metadata & data (XML)] as this option includes

ALL of the collected data into the XML File.

o This is very risky, especially if your Project Data contains personally-identifiable information.

e You could unintentionally expose identifiable information to unauthorized parties if the wrong
button was used to download the XML file.

IMPORTANT
The HUMAN BIOMEDICAL RESEARCH ACT (HBRA) (Section 27) states that:

"Every person who has obtained individually-identifiable information or human biological material for the
purposes of human biomedical research must take all reasonable steps and safequards as may be

necessary, including rendering information or material non-identifiable, to protect such information or

material against accidental or unlawful loss, modification or destruction, or unauthorised access,
disclosure, copying, use or modification. Any person who contravenes these requirements in HBRA shall
be guilty of an offence and shall be liable on conviction to a fine or to imprisonment or to both."

SECTION (K): Uploading the Project XML file as a new Project

Here are the steps to upload a Project XML file to create a new REDCap Project in your destination REDCap system,

(1) Go to [Create a new REDCap Project] and fill in the necessary fields (see Fig 8).
(2) Select the [Upload a REDCap Project XML file] option, and click on the [Browse] button to locate the Project
XML file on your computer.

(3) Once that is done, click on the [Create Project] button to create the new Project with the Project XML file.

= 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
butten at the bottom.

Project title:

Title to be displayed on project webpage

Purpose of this project: - select One -— v
How will it be used?

Assign project to a Project O
Folder?

Project notes (optional):
Comments describing the project's use

or purpose that are displayed on the
My Projects page.

Start project from scratch O Create an empty project (blank slate)
or begin with a templat: ®) Upload a REDCap project XML file {CDISC GDM format)

Select XML file: | Browse... Noﬁlese\ected.@

COusea template (choose one below)

Fig 8: Uploading the Project XML file

a 3

NOTE

e NHG Users CANNOT CREATE NEW PROJECTS on the Production Server.

e Please contact the NHG REDCap Administrator (redcap@nhg.com.sg) if you need to create
a Project with an XML file for the Production Server.

~ v
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Contact Us

If you have any queries, or have encountered any technical difficulties with the REDCap System, please contact us
(redcap@nhg.com.sg) with your REDCap username, Project Title, and a description of the problem together with
screen-capture of the error message/problem where possible.

Please provide as much information as possible about the problem (eg: steps/actions leading to the error; the error
message) so that we can efficiently pin-point and troubleshoot the problem for you.

—END -
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