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

-

hEDcap" Home [E My Projects = Mew Project @ Help & FAQ EHTraining Videos @& Send-it W8 Messenger | 2 Control Center IJ Lo es O My Profile @ Log out
1 4

-

test.user
o

} ParisB_rain
o INStitute

Search, find,

for you, w

cure,

3]

h you

L

ICM Production Server

Need an account or a project?: Ciick here

Welcome to REDCap!
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2- Access the Add User Panel

*EDcapﬂ Home My Projects 4 New Project @ Help & FAQ i Training Videos B Send-it B Messenger #% Control Center t:ftszdnl: S My Profile G Log out

Account Manager Tools User Management for Table-based Authentication

: New REDCap user accounts (Table-based authentication ONLY) may be created on this page. They may be
Add Users (Table-based Only) | 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.

Ll Email Users

External Modules = 2
+
m i Dashbiard &+ Create single user ~ [§1 Create users (bulk upload)

& MyCap Administration
S Quick Permissions

To create a new user (Table-based authentication ONLY), provide the new user name along with the user’s
8j| Tableau Connector Instructions

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

Username: @

First name:

Last name:

Primary email:

ation Preferences for REDCap M

Frequency of email notifications for any new

4-hour digest

messages received: g j
Enable instant email notifications for "Important’

messages and messages where you are tagged =

{@username)? This overrides the freauency setting
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3- Create your user

To create a new user (Table-based authentication ONLY), 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.

Usernarme: m
First name:
Last name:

Primary email:

Frequency of emall notifications for any new

4-hour digest
messages recelved: g .'!

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

buites
Secondary email:

Tertiary email:

Institution ID:
(OPTIONAL igentifier specific to your institution.)

User's sponsor

(econdary contact persan): (REDCap username of Sponsor)
A user's sponsoqr is the person to contact regarding this user

2 and he person who requested that this

be created.

aco

Expiration Date: B

's account will be automati
notified
ser has
be CC'd an that email so

a emai

Miscellaneous comments
about the user:

[V pisplay user on ‘Email Users' ?

(¥ 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.)

Mathias Antunes - ICM Paris

Username (firstname.lastname)
Firstname

Lastname

Email

You can specify the Institution here

|~— Untick this if you create a basic user!

Save
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Final step . Add it to your project

Add the user to your project through User rights

- Add With custom rights to create specific rights for each user
- Create role to regroup user in same role.
- Assign user to a role created before

Add new users: Give them custom user rights or assign them to a role.

& | Add new user ﬂ | Add with custom righta. |

dle (58] | Assign new user B Assigntorole = |

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

[#% | Enter new role name | Create role |

Mathias Antunes - ICM Paris
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