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A. Create a user with the survey email :

1. Click the links in the mail

Une nouvelle demande d'accés REDCap ICM:

Création de compte: 1
Création de base : 0

Mathias Antunes , mathias.antunes , mathias.antu m-institute.org

Nombre projet : 1

Projet: SPATAX

Role : Data-manager

Centre: ICM

Créer un compte :

One will take you to the request, the other to the panel of user creation.
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2.

To create a new user (Table-based authentication OMNLY), provide the new user name along with the user's

name and email address. Once created, the user will receive an email with log in information.

Username: 0]
First name:
Last name:

Primary email:

Frequency of emall notifications for any new

4-hour digest

messages received: g 4
Enable instant email netifications for 'Important’

messages and messages where you are tagged "

(@username)? This overrides the frequency setting o

above,

Secondary email:

Tertiary emnail:

Institution ID:
(OPTIONAL identifier specific to your instituti

User's sponsor
(secondary contact person):

(REDCap username of sp

Expiration Date: i

Miscellaneous comments
about the user:

[+ pi

lay user on 'Email Users'

Please complete this questionnaire and sign the charter of use below.
First Name
* must provide value

Last Name

Login

* must provide value

* must _:rcwde'.'alue
Confirm your email

* must provide value

Secundary email [DPTIONAL]

Current city
Current working site/institution
* must provide value

Project details

What do you want ?

* must _:rcwde'.'alue

How many preject in production do you wish to join ?
* must provide value

Project 1 in production you wish to join

If the projects don't appear in the list, or if they are not in
production yet, please specify their names here

Your role
Job or role you will have in this project

* must provide value

Head of the project { We might contact him for more infermation )

[¥ allow this user to request that projects be created for them by a REDCap administrator?
(If not checked, they will neither be able to create new projects nor request that new ones be created
for them.)

<«—— Untick this !

Save
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Fill the form with the information of the user request (**Try to respect username = firstname.lastname)

o Maie

ex Dupont

frsmame Lasmnama * Ths wil be your fune logan

ACCOIang 1 ?he GCP, a genenc emad is not Allownd &5 yOU Newd 10 ECene
your logn credontials in & SCUNe Space

BEM, APHP Salpdtribre. INSenm. Upme

*/ Jein an existing projet
Create a new one

|

Institut
duCerveau

R

ICM



REDCap

Research Electronic Data Capture

B. Create a user without the email (Please try to use the survey if possible):

1. Access the Control Panel at the top of the Home page

& Control Center I;:ffﬁ::: as O My Profile & Log out

*EDCap’ Home [ My Projects + Mew Project @ Help & FAQ ERTraining Videos & Send-it W Messenger

?> ParisBrain
w Institute

Search, find, cure,
for you, with you

ICM Production Server

Need an account or a project?: Click here

‘Welcome to REDCap!
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2. Access the Add User Panel

*EDcapg Home My Projects 4 New Project @ Help & FAQ HE Training Videos SESend-it B Messenger $3 Control Center rogstdings

tasriitar B My Profile (% Log out

Account Manager Tools User Management for Table-based Authentication

% Add Users (Table-based Only)

[l Email Users

New REDCap user accounts (Table-based authentication OMNLY) may be created on this page. They may be
created one at a time, or they may be created in bulk by uploading an Excel/CSV file containing the
usernames and user information. See instructions under each tab below,

External Modules :
AdmnDesrboard &+ Create single user @4 Create users (bulk upload)
| Admin Dashboar
&8 MyCap Administration
S5 Quick Permissions

To create a new user (Table-based authentication ONLY), provide the new user name along with the user's
=i Tableau Connector Instructions

name and email address. Once created, the user will receive an email with log in information.

c attributes:

Username: @
First name:

Last name:

Primary email:

Notification Preferences for REDCap M

ssenger:

Frequency of email notifications for any new T hour dlgaat j
messages received: g

Enable instant email notifications for "Important”
messages and messages where you are tagged
(@username)? This overrides the freauency setting o
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3. Create your user

To create a new wser (Table-based authentication ONLY), provide the new user name aleng with the user's
name and email address. Once created, the user will receive an email with log in information.

Username: 0]
First name:

Last name:

Primary email:

Notification Pr

Frequency of emall notifications for any new

4-hour digest
messages received: g :I

Enable instant email notifications for Important’
messages and messages where you are tagged
(@username)? This overrides the frequency setting
above.

ributes:
Secondary email:

Tertiary email:

Institution ID:
(OPTIOMAL identifier specific to your institution.)

User's sponsor
[secondary contact person):

A user's sponsor s thy
ount and r
ount be created.

(REDCap username of spomsor)

N te: contact regarding this user
n who requested that this

Expiration Date: (2]
Time that the user's account will be automa:
nded, Us d via email 14 prigr to
er has a spongor listed abave,

are aware

Miscellaneous comments
about the user:

(¥ pi

lay user an ‘Email Users’

(¥ Allow this user to request that projects be created for them by a REDCap administrator?
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Username (firstname.lastname)
Firstname

Lastname

Email

You can specify the Institution here

i;lf n;t thEJCkEd, they will neither be able to create new projects nor request that new ones be created ]‘7 U nti Ck th i S if yo u create a basi C use r !

Save
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C. Final step : Add it to your project

1. Add the user to your project through User rights

Add new users: Give them custom user rights or assign them to a role.
E | Add with custom rights ‘

E | Assignto role =~ ‘

Create new roles: Add new user roles to which users may be assigned.

[#= | Enter new role name | Create role

(e.g., Project Manager, Data Entry Person)
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