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Official DataCore DM Team web page
https://dac.institutducerveau-icm.org/service/data-management/

Clinical data management using REDCap - Beginner level

Data Management

Mathias ANTUNES
Data Manager

REDCap Referent

Rikia BOUCHELLIG

Data Manager

https://dac.institutducerveau-icm.org/service/data-management/
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Hi !

Introduce yourselves !

Clinical data management using REDCap - Beginner level



- Introduction

- Think data management before REDCap

- Quick REDCap introduction

- Who and How to REDCap ?

- Practice overview

- Basics, first connexion & designer

- Project types, structure your data

- User management

- Export & Report

- More
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Agenda
REDCap training

Clinical data management using REDCap - Beginner level



Think data management 
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Data Management Plan

https://logs-repository.com/articles/essentials-for-a-data-management-plan-for-spectroscopists/

A data management plan or DMP is a formal document that 
outlines how data are to be handled both during and after a 

research project

➢ It is important for the IT to help you store your data

➢ Will be mandatory for all researchers at ICM

➢ Templates are avilable on dmp.opidor.fr

➢ Trainings are available at ICM

http://dmp.opidor.fr/
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Data Management Plan

https://logs-repository.com/articles/essentials-for-a-data-management-plan-for-spectroscopists/
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FAIR



Data systems used at the 
ICM

Identity 
Manager

Lustre

Conclusion

XNAT

OMERO

TumoroteK

REDCap

Labguru



Biological 
Sample

Electronic 
Lab 

Notebook 
(ELN)

Clinical and 
personnal 

data

Microscopy 
images MRI

Files 
(Video, 

images, Big 
data, OMICS)

Always ask information to your local IT correspondents

Sylvie
FORLANI
(Biobank)

Mehdi
Sophien

(DSI)

Mathias 
Antunes 
(DAC)

Alix D 
(DSI)

Alix D 
(DSI) DSI ticket

tumorotek.icm-institute
.org

cle.inserm.fr/users/
sign_in

redcap-icm.icm-instit
ute.org

omero-prod.icm-insti
tute.org

xnat.icm-institute.or
g

/network/lus
tre/
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Our scientific data ecosystem
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DAC Data Management Services

https://logs-repository.com/articles/essentials-for-a-data-management-plan-for-spectroscopists/

- Revu d’eCRF REDCap en développement (Variables, intégrité des données,...)

- Création d'un eCRF à partir d'un CRF papier

- Création de queries à partir d'un DVP

- Exécution de queries et génération d'un rapport

- Revu d'un eCRF en production avec les données saisies

- Rédaction/Revue d'un DMP

- Recherche/Intégration de fonctionnalités spécifiques 

- etc



The REDCap project
The goal



13

eCRF

The goal of REDCap

Paper questionnaire

Excel

Secure and collaborative interface
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Rights

REDCap

Data Manager 
Arc referent

ARCs

REDCap referent

Doctors

PI

Users

Project 1

Project Admin

REDCap Admin

Project Users

Project 2 ...

Custom rights for each

Database knowledge

Manage the project
PI PI
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Who and How

REDCap

Data Manager
Project 
Users

Good practices,

Advices

Technical questions,

Knowledge of the protocol

Partial Data Entry

Form creation,

Quality tests,

Daily validation,

Data import

Training,

Tools

Te
mpla

te 
cre

ati
on

,

Ad
din
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un
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ali
ty,

Dev
elo

pm
en

t

Support,

Developpement request

REDCap Admin



Practice overview
Create a project from scratch
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Practice guidelines

To do !

❏ How to get help

❏ How to get an account

❏ Login in & Password issues

❏ REDCap Home page and tabs

❏ Join or Create a project

❏ Create an instrument (form)

❏ Create a field (text, date,...)

❏ Branching logic

❏ Manage IDs

❏ IDManager by ICM

❏ Data entry & Dashboard

❏ Adding users & roles

❏ Longitudinal

❏ Surveys & Public Survey

❏ Dev vs Prod Status

❏ Report

❏ Export (Excel & CSV)

❏ PDFs

❏ Good practices on data

❏ Conclusion

Back to summary
Ac

oo
un

t
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Servers

REDCap

 REDCap CIC
Specific account

REDCap ICM
Specific account

REDCap Dev
ICM loggin

https://redcap-cic.icm-institute.org/ https://redcap-icm.icm-institute.org/ https://redcap-icm-staging.icm

-institute.org/

https://redcap-cic.icm-institute.org/
https://redcap-icm.icm-institute.org/
https://redcap-icm-staging.icm-institute.org/
https://redcap-icm-staging.icm-institute.org/
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How to get help

REDCap Support :
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Neuroinformatics Team

Trainings !

ALL the slides : 
https://owncloud.icm-institute.org/index.php/s/214kbeyMEFohgA5

Training schedule & Register is available for ICM people here : 

https://neuroinformatics.icm-institute.org/training-program/

https://owncloud.icm-institute.org/index.php/s/214kbeyMEFohgA5
https://neuroinformatics.icm-institute.org/training-program/


Get an account
ICM account

Back to summary
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First connection at ICM

https://redcap-icm.icm-institute.org/

https://redcap-cic.icm-institute.org/

ICM Clinical production 

CIC Clinical production 

https://is.gd/redcap_icm_request

https://is.gd/redcap_cic_request

ICM Clinical production 

CIC Clinical production 

https://redcap-icm.icm-institute.org/
https://redcap-cic.icm-institute.org/
https://is.gd/redcap_icm_request
https://is.gd/redcap_cic_request
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Access request

Access request
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First connection at ICM

Check your spam for this email :

- Contains your username

- Contains a link to set your password
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Exercise

1. Go to https://redcap-icm-staging.icm-institute.org/

2. If you have an ICM account, connect

3. If you don’t, check your email and create it

Online designerFirst connection



Password issues
Reset password

Back to summary
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Secret question

Password issues

Answer the secret 
question to be able to 
reset your password 

later !

First connection
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Get help

Password issues

Forgot password.
! Only works if you 
have answered the 
secret question.

First connection

Email contact 
REDCap



REDCap home page
Login in

Back to summary
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First connection

List of the project you 
have access to

Your informations
Create a 
project

F.A.Q MessengerVideo

First connection



Join a project
Start !

Back to summary
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Join a project

First connexionFirst connection

1. You have no account

➢ Fill the access request form, and then contact the project admin

2. You have an account but no project

➢ Contact the project admin to be added

3. You have an Account and the project

➢ Simply click on the project in the list in “My projects”
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First connection

List of the project you 
have access to

First connection



Create a project
Let’s go !

Back to summary
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Create a project

Create a 
project

On the production server 
you might not have it !
You need to request it !

First connexionFirst connection
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Create a project on ICM production server

First connexionFirst connection

1. No account

➢ Fill the access request form, specifying the new project

2. Account but no button 

➢ Fill the request form with the correct information

3. Account and button

➢ Simply click it and create your project
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Create a project

First connexionFirst connection



38

Create a research project on ICM Production

First connexionFirst connection
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Exercice

1. Create your “training project” using classic database template 

First connexionFirst connection



Inside a project
Create forms

Back to summary
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Configure your project

Type of project

Create variables

7 Steps

Check the marker when 
you’re done with a part to 

remind you you’ve done it !

Additional configuration

Create a form
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Create an instrument

Create a form
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Create an instrument

Creation & Import

Default instrument

Create a form
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Exercice

1. Create an empty instrument “instrument 2”

2. Rename it to “instrument 3”

Online designerCreate a form



Create data fields
Inside forms

Back to summary
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Go inside an instrument

Access an instrument

Create a form
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Create a field

Documentation

Field creation

Online designer
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Create a variable

Online designer
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Create a variable

Question / phrase 
affichée “Label”

Information (units,..)

BP : legible et descriptive

BP : Intelligible question Variable’s unique 
name

Online designer



psex2
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best practice

Variable unique name

patient_gender
BP : short but lisible

sex_or_gender_of_the_patient

Example
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Label

Online designer

Rich text editor
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 Drop down variable
Avoid free text

Choices

Stored value, Displayed value

Best Practices : 
- Human readable stored value if 

possible (no space)
- Consistency between projects 

(0, H; 1,F)

If you paste a big list, REDCap 
will autonumber it

Online designer
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Exercice

➢ Create 3 variables in an Instrument

○ “Date of inclusion” : Format DD-MM-YYYY

○ “Height in cm” : Integer with min max and “cm” in Note

○ “Year of birth” of the patient (Integer with min and max)

➢ Add action tags

○ The date field should be prefilled but not editable (Add @Readonly and @Today)

➢ Visit the CodeBook to see all your variables

Online designer



Matrix creation & more
Other fields

Back to summary
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Complex fields

Matrix creation

Matrix

Online designer
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Complex fields
Matrix

Online designer



Branching Logic

Back to summary
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Hide or display variables
Branching logic

If Female then ask for Maiden surname

Online designer
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Hide or display variables
Branching logic

Online designer
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Quick Exercise

1. Create “Maiden surname”  text field

2. Create “Gender” field radio button

3. Display “Maiden surname” only if Gender is = Female

Online designer

Best Practices

The less fields are displayed, 
the less confused is the user



Projet ID
Identify your data

Back to summary
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Create a field

Project ID

You can only 
rename it !

Project ID

First field of the 
first instrument !



✓ Always create a formatted projet ID for patients

○ Example : 

The project name with a dash and three numbers

➢ “Project-001” for my training project

○ Use an external module to create a custom ID

➔ It will help a lot for future data management and data 
reconciliation !
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Patient ID per project

Good practices

Project ID
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Activate the ID module

Activate the 
module here

Project ID
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Activate the ID module

Activate the 
module here

Project ID
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Configure the ID module

Project ID
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Exercice

1. Activate the module : 

➢ Custom Record Auto-numbering - v1.0.2

2. Create a custom ID : like “Training_001”

3. Create a Patient with “Add New Record”

Project ID



Identity Manager
Identifying data

Back to summary



69

Why ID Manager ?

Only REDCap with Custom ID

Pseudonymised data

REDCap + ID Manager

Identying data

Identifying Data Starter kit : 

1.    Full Name
3.    Phone number
4.    E-mail address
5.    Account numbers
6.    Social Security number
7.    Medical Record number
8.    Health Plan number
9.    Certificate/license numbers
10.  URL
11.  IP address
12.  Vehicle identifiers
13.  Device ID
14.  Biometric ID
15.  Full face/identifying photo
16.  Other unique identifying number
17.  Postal address 
18.  Date precision beyond year
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First connection on ID Manager

https://idmanager.icm-institute.org/loginICM production 

https://idmanager-staging.icm-institute.org/loginICM tests 
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Version 1 Usage
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Interested ?

Contact : Clément Rousseau for more information.

     clement.rousseau@icm-institute.org

Objective 2022 : 

Integrate ID manager in REDCap (Already working on it).
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Practice guidelines

To do !

❏ How to get help

❏ How to get an account

❏ Login in & Password issues

❏ REDCap Home page and tabs

❏ Join or Create a project

❏ Create an instrument (form)

❏ Create a field (text, date,...)

❏ Branching logic

❏ Manage IDs

❏ IDManager by ICM

❏ Data entry & Dashboard

❏ Adding users & roles

❏ Longitudinal

❏ Surveys & Public Survey

❏ Dev vs Prod Status

❏ Report

❏ Export (Excel & CSV)

❏ PDFs

❏ Good practices on data

❏ Conclusion

Back to summary
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Break time 10min & 
first questions !

http://www.youtube.com/watch?v=qxAdc1f2B_w


Basic Data Entry
Capturing and finding data

Back to summary
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Create a record

Select an existing 
patient

Select the field you 
want to search

& / or
Select the value 

you want to search

Data Entry

Create a new one
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Create a record

Data Entry
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Create a record

Data Entry

The generated id
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Exercice

1. Enter your first patient data

○ Go in his first instrument

○ All data are completed

○ Complete status as “complete”

○ Save & Exit

2. Enter a second patient

○ Go in his first instrument

○ All data are NOT completed

○ Complete status as “Uncomplete”

○ Save & Exit

Online designerData Entry



Dashboard
Data Organization

Back to summary
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Dashboard

Each dot is an instrument

Data Entry
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 Record dashboard

Data Entry
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 Advanced dashboard

Data Entry



User management
Who access what ?

Back to summary
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User management
Overview

Users

Step 5
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User management
Overview

Users

Add a user to the project
Search by username (not email)

All users with their rights
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Access request

Access request

Users
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User management
Custom rights

Users

Data entry rights

Best Practices

➢ Limit  the access to 
personal data

➢ Give access to only 
what the user need

Expiration date

Create instrument,...

Manage users

All type of export
(Full, De-Identified)

   Importing data tool

API (Programming 
interface)

Only Admins
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User management
Custom rights

Users

Best Practices

➢ Prevent data loss
➢ Limit to access to 

specific user

Create a patient

Delete a patient

Only Admins
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Exercise

○ Add test.user to your project

○ Limit access to data collection

○ Create “Read only” role and add test.user to it

○ Create “Admin” role and add test.user to it

Users



Project type
Classic / Longitudinal

Back to summary
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Project Type
Overview

Project Type

Classic Longitudinal
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Project type
Longitudinal

Project type

1
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Project type
Longitudinal

Project type

2
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exercise : use a template

Project type

1. Create a new project with “Longitudinal Database (1 arm)” template

2. See Activated Longitudinal study

○ Check how Events are defined and change it

3. Create a record & Visualize in the Dashboard and in Patient Dashboard



Surveys
Easy-to-use data collection

Back to summary
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Project type
What is a Survey ?

Surveys
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Project type
Public Surveys vs Surveys

Surveys

■ Public Surveys

➢ A unique link for all

➢ Recruiting at large scale

➢ Anonymous answers

■ Classic survey

➢ Custom links

➢ Individual patient follow

➢ Mass email re-contact
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Project type
Public Surveys

Surveys

■ 1st instrument in survey mode

Here



100

Public Surveys
The unique link

Surveys

Here
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Project type
Custom Surveys

Enable it per 
instrument

Then, access 
the settings

Surveys
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Project type
Surveys

Surveys
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Project type
Public Surveys vs Surveys

Surveys

■ Public Surveys

➢ A unique link for all

➢ Recruiting at large scale

➢ Anonyme answers

■ Classic survey

➢ Custom links

➢ Individual patient follow

➢ Mass email re-contact
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Exercice

1. Create a new project with Multiple Surveys (classic) template

2.  Visualize the surveys instruments

3. Complete Participant Info Survey using the Survey Public link

4. Visualize in the Dashboard

Surveys



Production
Launching the project

Back to summary
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Going into production

Production

Security & no data loss

Testing & Fake data
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Going into production

Production

Scroll down
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Going into production

Production

Last step
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Going into production

Production
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Exercice

1. Move your project to production

Online designerProduction
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Production status

Production

✓ Can not rename variables unique name (variable_name)

✓ Can only modify the project with the Draft Mode 

✓ Will warn you if a modification might cause data loss

✓ Multiple protection against data loss

What changed
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Production status

Production

Draft Mode
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Production status

Production

Draft Mode
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Production status

Production

Data protection example

→ Modifying a list

All data entered with “3, Autre”, now are “3,Tête”

REDCap will alert you and the modification will have to be reviewed to avoid data loss
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Exercice

Online designerProduction



Report
Data Slicing

Back to summary
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Report

Report

Create a new report
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Create a report 
1/2

Report

Who can see and edit the 
report

Variables you want to 
report

     Show all repetition & 
event for record match

     Filters

Best Practices

➢ Only filter with simple 
filters

➢ Use it to prefilter before 
exporting

Best Practices

If you want only a specific 
data, uncheck this.

Report Name



Best Practices

➢ Use live filters to not 
modify the report every time

➢ You can not filter on free 
text

119

Create a report
2/2

Report

Live filter you will be able 
to apply to your report on 

the next step



See a report

Best Practices

➢ This is not a statistical tool

➢ This tool is meant to help you track 
the completion of your data

➢ You can only apply simple filter
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Report

Number of results

Live filter
If you can’t scroll 

on the page



Limit of a report
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Report

❏ They are made to help you track your data

“I want to see all my patient who are men”

“I want to see all patient with a missing data of birth”

❏ They can’t answer complex questions

❏ BUT they can start the work for complex questions

➔ You can already select all patient with specific parameters



Exercise
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Report

1. Create a report. (In a project with data)

➢ Add 4 variables of your choice containing data

2. Test live filtering



Export
CSV

Back to summary
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Export and report

Report

Export all
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Export

Change the 
CSV delimiter 

to ;

Export

➢ For Excel
○ Delimiter -> ;
○ Decimal -> .
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What to export in the End Export ?

Export

● For you just to see your data

✓ CSV / Excel : Label

● For the statistician or data processing

✓ CSV : Raw data

✓ Data Dictionnary (To be able to understand raw data)



Exercise
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Export

1. Export all your data from Data for export exercise

2. Open the CSV with Libreoffice or Excel (Data, Convert, Delimiter)



PDF
pdf generation

Back to summary
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PDF

Empty CRF Pdf

Always keep a pdf version of the eCRF in case of :

- Server problems / maintenance

- Offline data collection
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PDF

Data eCRF Pdf

Best PDF
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PDF

Full patient Data eCRF Pdf

Best PDF
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Practice guidelines

Done !

✓ How to get help

✓ How to get an account

✓ Login in & Password issues

✓ REDCap Home page and tabs

✓ Join or Create a project

✓ Create an instrument (form)

✓ Create a field (text, date,...)

✓ Branching logic

✓ Manage IDs

✓ IDManager by ICM

✓ Data entry & Dashboard

✓ Adding users & roles

✓ Longitudinal

✓ Surveys & Public Survey

✓ Dev vs Prod Status

✓ Report

✓ Export (Excel & CSV)

✓ PDFs

✓ Good practices on data

✓ Conclusion

Back to summary

#
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Good practices on data

● Protocol determines what data should be collected on the CRF.

● Data not needed should not be collected: allow for efficient and complete data 

processing, analysis and reporting.

● Avoid duplication: do not record the same information into multiple variables for the same 

event: e.g. DOB and age.

● Provide instructions to reduce misinterpretations.

● Be clear and concise with data questions.

● Provide units to ensure comparable values.

● Request minimal free text responses: provide predefined “choices”.

● Use “None” and “Not done” to help tracking missing data.

● Determine if data are collected once or multiple times during the project.

● Determine how data will be collected: manual key entry, imported from Excel, imported 

from another study.

● Determine who will enter data: patients, nurses, study staff, etc.
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DAC Data Management Services

https://logs-repository.com/articles/essentials-for-a-data-management-plan-for-spectroscopists/

- Revu d’eCRF REDCap en développement (Variables, intégrité des données,...)

- Création d'un eCRF à partir d'un CRF papier

- Création de queries à partir d'un DVP

- Exécution de queries et génération d'un rapport

- Revu d'un eCRF en production avec les données saisies

- Rédaction/Revue d'un DMP

- Recherche/Intégration de fonctionnalités spécifiques 

- etc
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Thank you !

Any questions ?

Q&A
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▢ Account manager

▢ Piping

▢ Smart variables

▢ Advanced Calculated Fields

▢ Advanced Branching logic

▢ Action Tags*

▢ Field embedding*

▢ Longitudinal & Events

▢ Repetitons

▢ Surveys

136

▢ CSV* & Data Dictionary

▢ Export 

▢ Importing Data

▢ Alerts and Notifications

▢ Data Access Groups

▢ Data quality

▢ Export Data Quality*

▢ External modules

▢ Conclusion

Advanced training teaser* New features

#
#
#
#
#
#
#
#
#
#
#
#
#
#
#
#
#
#
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Neuroinformatics Team

Trainings !

ALL the slides :

 https://owncloud.icm-institute.org/index.php/s/214kbeyMEFohgA5

Training schedule is available for ICM people here : 

https://neuroinformatics.icm-institute.org/training-program/

https://owncloud.icm-institute.org/index.php/s/214kbeyMEFohgA5
https://neuroinformatics.icm-institute.org/training-program/

