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Abbreviations
e

ANDA Australian National Diabetes Audit

ADCQR Australian Diabetes Clinical Quality Registry
CRF Case Report Form

eCRF electronic Case Report Form

ID Identification

REDCap Research Electronic Data Capture

SSO Single Sign-On

URL Uniform Resource Locator
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1. REDCap: Research Electronic Data Capture

1.1 About REDCap

REDCap is a secure web application for building and managing online surveys and databases
electronically. REDCap was created in 2004 at Vanderbilt University2. Use of the REDCap system is
governed by an End User Licence Agreement between Monash University and Vanderbilt University.
The REDCap application (database and web server) are hosted at Monash University. All
communication between client (user’s browser) and server (registry system) occurs on secure
channel, commonly referred to as Secure Sockets Layer (SSL). SSL ensures that all data is encrypted
by a private key on the server before it is sent on a wire to the client where it is decrypted by a
public key. This ensures the data are not compromised in transit. The ADCQR database has been
developed in REDCap to assist participating sites with real-time electronic data capture.

2. Accessing the ADCQR Database

2.1 REDCap Access Request
To obtain access to the ADCQR database, site coordinators are required to provide the ADCQR
Coordinating Centre with the following details of staff members who will be collecting data:

= Site name

= SitelD

= First name

= Surname

= E-mail address

An ‘ADCQR (YYYY) REDCap Staff Access Form’ excel template is provided.

Each staff member at each site will be provided with an individual user account and will only be able
to see patients from their site.

2.2 REDCap Access Granted
Monash University’s REDCap login process was updated in 2023 to make it more secure, where
SSO/OKTA was implemented.

Depending on your email address, you will use different types of authentication options.

When your account has been created, you will receive an e-mail from redcap@monash.edu with
links and instructions on how to sign in.

For additional support and troubleshooting, refer to the Helix REDCap SSO Sign In instructions.

Dear <<firstname>>
[This message was automatically generated by Monash University REDCap]

‘You have been given access to log in into Monash REDCap at hiips /uridefense.com/v3/__https://redcap.helix monash.edu__IINDYExDTO0u85SdT4lipUWpgNLMpVRIEMTkhRHJgKW-
SUENouUYBIDRKG80OWVIYBUCLY3CPBJERTLVFIMPG3NDNT-7508MoTupjvs

Please note that your account is linked to the email address [<<email_address>>]
Monash REDCap is using Multi Factor Authentication to sign-in, depending on your email address, you may have fo choose appropriate authentication method

LOGIN:

For Alfred Health email, please select 'Alfred Health after clicking the blue butten 'Login with SSO/OKTA'. You must use your Alfred Health authentication to sign in. Use this link to sign-in hitps //uridefense.com/va,
hitps.//redcap.helix. monash.edu_ MNDYExDTOu$5SdT4tpUWpgNLMpVRIEMTKhRHJgKW-suEhouUyBIbRKGE0OWVIYBUCLY3CPbJERTLVFIMpG3hDN7-7508mo7upjvs, if you need help with your password, please
contact Alfred Health IT.

INSTRUCTIONS:
For detailed step-by-step instruction, please refer to http:
tPUWpgNL MpVRBMTKNRHJgKW-suFhouUyBIDRKGE0

uridefense com/Av3/__https//redcap helix monash edu/surveys/?s=C8DRIIKYFDICWY XNE&email=tr truong@alfred org.au&users=3__INDYExDTQu85SdT4!
VIYBUCLY3CPDJERTLVFIMPG3hDNTI-7508ILPTBVGS . Alternatively, you may refer to the attached document

HELP/SUPPORT:
If you have any questions or issues, please raise a ticket at https:/urldefense com/v3/__https://redcap link/monash phelp__;INDYEXDTOUS5SATAtpUWRGNLMPVRIEMTKhRHJIGKW-
SUEhouUyBIbRKG800OWVIYBUCLY3CPhJERTLVFIMPG3hDN7r-7508|LtAuats

kind regards

Monash REDCap Team

(Instructions may differ depending on your email address)
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2.3 Accessing ADCQR REDCap database
Type the URL below in your internet browser (Firefox, Chrome, Safari or Internet Explorer) to access

the ADCQR database.

https://redcap.helix.monash.edu

e Click ‘Login with SSO/OKTA’

o  When logging in the for the first time, refer to Helix REDCap SSO Sign In instructions
supporting document, as authentication method depends on the email address registered
with the account

REDCap

Log In

= Using WA or NSW eHealth email address (xxx@health.wa.gov.au or xyz@health.nsw.gov.au)? You can now sign in to Monash REDCap using your WA or NSW
Health username/password by selecting the "WA eHealth" or "NSW eHealth" option. If you are using Monash Guest currently, please contact
redcap@monash.edu to get your account migrated.
All users with email addresses @health.qld.gov.au, @health.vic.gov.au, @ths.tas.gov.au, or from this list can now log in using Microsoft credentials. This
means you can use your existing Microsoft account associated with your organisation to access Monash REDCap without needing separate login

dentials by selecting the "Mi ft Wor I' option. If you are using Monash Guest option currently, please contact redcap@monash.edu to get

your account migrated.
TROUBLE LOGGING IN? CLICK HERE. OUR FAQ HAS HELPFUL INFORMATION FOR THE MOST COMMON QUESTIONS
DEPENDING ON YOUR EMAIL ADDRESS, YOU WILL USE DIFFERENT TYPES OF AUTHENTICATION OPTIONS, CLICK HERE FOR MORE INFORMATION ON HOW TO

LOG IN.

MONASH
University

Click one of the buttons below to choose how you wish to log in to REDCap.

[E=30] LS <] Login with SSO/OKTA =] Local REDCap Login

—OR}-
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3. Home Screen

The Home screen is where you will be able to access: My Projects, Profile and Log out icon.

“EDCHP‘ ”1 TemEem e - o

v R RiDCGe X  + - o b

=

REDcapn Home My Projects @ Help & FAQ = send-it W Messenger :z?fszggéimmmgau O rrofile [ Log out

MONASH
University

Listed below are the REDCap projects to which you currently have access. Click the project title to open the project. Read more To review which
users still have access to your projects, visit the User Access Dashboard.

My Projects & Organize | B Collapse Al x| a|

Project Title PID

<« C m 2% redcap.helix.monash.edu/index.php?action=myprojects R 9 D 4 o

Records Fields Instruments Type Status

ADCQR (YYYY) D 233 11 224 | aforms s K

3.1 My Projects
This page lists all the Monash University REDCap projects that you have access to.

e C(Click the project title to access the database (which would be ADCQR [current year])

MONASH
' University

Listed below are the REDCap projects to which you currently have access. Click the project title to open the project. Read more To review which
users still have access to your projects, visit the User Access Dashboard.

My Projects & Organize ] B3 Collapse All X || B

Project Title PID Records Fields Instruments Type Status

ADCOR (YYYY) O 2336 1 223 | dforms s F

3.2 Log out

It is recommended that you always log out using the ‘Log out’ link (in the left menu) after data entry
completion.

REDCap

aCs tr-truong@alfred.org.au

y Projects
M REDCap Messenger
& Contact REDCap administrator

Your session will time out after 30 minutes of inactivity, requiring you to log in again to continue.
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4. Menu and Workspace
Once you click the project title, ADCQR (YYYY), you will be taken to the project home page.

The main menu is located on the left-hand side of the screen.

The workspace is located on the right-hand side of the screen.

Cen

ONASH
University

DCap

& Logged in as tr.truong@alfred.org.au

= lzze Monash University

B My Projects e

M REDCap Messengsr

& Contact REDCap administrator ADCQR 2024 PID 2336

Project Home and Design =]

# Project Home - B Codebook & Add / Edit Records

£ Project status: Development You may view an existing record/response by selecting it from the drop-down lists below. To create a new record/response, type a new value
in the text box below and hit Tab or Enter. To quickly find a record without using the drop-downs, the text box will auto-populate with
Data Collection [=] W existing record names as you begin to type in it, allowing you te select it.
B8 Record Status Dashbeard
- View data collection status of all records @ NOTICE: This project is currently in Development status. Real data should NOT be entered until the
B Add / Edit Records project has been moved to Production status.

- Create new records or edit/view existing ones

lications =l
AL — Toral records: 1
[B: Data Exports, Reports, and Stats

Data Quality and ® Resolve Issues Choose an existing Patient ID - select record - v

Reports Qzzarch | Enter a new or existing Patient ID

11 Visit Information That is Less Than 14 Days

Help & Information =l

@ Help & FAQ Data Search
B8 video Tutorials
[® Suggesta New Feature

B Contact REDCap administrator

&

Choose a field to search Al fialds -
{excludes multiple chaice fields)

5. Data Entry

5.1 Add/Edit Records

5.1.1 Create new patient ID

e From the menu, under the ‘Data Collection’ heading, click ‘Add/Edit Records’

e From the workspace, in the text box ‘Enter a new or existing Patient ID’, type the patient ID
e Using the mouse, click away from the text box or press ‘enter’ on the keyboard

MONASH
University

sh University

REDCap’

@ Logged in as tr.truong@alfred.org.au
@ Logout Mo

E My Projects s

@ REDCap Messenger
& Contact REDCap administrator ADCQR (YYYY) PID 2336

Project Home and Design =]

A& Project Home - B Codebook B Add/ Edit Records

8 Project status: Development You may view an existing record/response by selecting it from the drop-down lists below. Te create a new record/response, type a new value
in the text box below and hit Tab or Enter. Te quickly find a record without using the drop-downs, the text box will auto-populate with
Data Collection =] existing record names as you begin to type in it, allowing you to select it.

B Record Status Dashboard
Ve izl = cords @ NOTICE: This project is currently in Development status. Real data should NOT be entered until the

Add / Edit Records project has been moved to Production status.

ords or e

Applications =l
Total records: 4

B Data Exports, Reparts, and Stats
Data Quality and % Resolve Issues Choose an existing Patient ID - select record - v

Reports QSearch  [=] Enter a new or existing Patient ID
1) Visit Information That is Less Than 14 Days
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5.1.2 Choosing an existing patient ID

e To select a patient ID previously entered in REDCap, from the menu, under the ‘Data
Collection’ heading, click ‘Add/Edit Records’
e |nthe workspace, select a record from ‘Choose an existing patient ID’ drop-down list

REDCap MONASH
_ University
& Logged in &s tr.truong@alfred.org.au
@ Logout onash University
E My Projects
8 REDCap Messenger
& Contact REDCap administrator ADCQR (WYY) PID 2336

Project Home and Design =)

A Project Home - B Codebook é Add / Edit Records

2 Project status: Development You may view an existing record/response by selecting it from the drop-down lists below. To create a new record/response, type a new value
in the text box below and hit Tab or Enter. To quickly find a record without using the drop-downs, the text box will auto-populate with
Data Collection — Site 999 =l existing record names as you begin to type in it. allowing you to select it.
B8 Record Status Dashboard
e gof all records B NOTICE: This project is currently in Development status. Real data should NOT be entered until the
project has been moved to Production status.

lications =
s - Total records: 5 / In group: 5
[B: Data Exports, Reports, and Stats

Data Quality anc ®a Resolve Issues Choose an existing Patient ID -- select record
— select record —
Reports = B Enter a new or existing Patient ID 3995M)0
Visit Information That is Less Than 14 Days Test001
Test01
Help & Information [=! Test1234
@ Help & FaQ Data Search wasal23
& video Tuterials
[ suggest a New Feature Choose a field to search

All fields A

excludes multiple choice fields)

B Contact REDCap administrator

Search query

e Alternatively, in the text box ‘Enter a new or existing Patient ID’, type the patient ID
e Using the mouse, click away from the text box or press ‘enter’ on the keyboard

ADCQR (YYYY) o 2236

B Add / Edit Records

You may view an existing record/response by selecting it from the drop-down lists below. To create a new record/response, type a new value
in the text box below and hit Tab or Enter. To quickly find a record without using the drop-downs, the text box will auto-populate with
existing record names as you begin to type in it. allowing you to select it.

» NOTICE: This project is currently in Development status. Real data should NOT be entered until the
project has been moved to Production status.

Total records: 5 / In group: 5

Choose an existing Patient ID

Enter a new or existing Patient ID
Test001
Test01
st12
Data Search Jesti 234

Choose a field to search

{excludes multiple choice fields)

All fields A4

Search query

Begin typing to search the praj

item in the list to navigate to t

ata, then click an
cord.
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5.2 Record Status Dashboard

e To access an overview of all patients’ data entry progress, from the menu, under the ‘Data
Collection’ heading, click ‘Record Status Dashboard’

e Inthe workspace, click on the patient ID to go to their ‘Record Home Page’ or

e Click on the coloured circle to go to the patient’s form

e Ensure all patient’s form status are green (complete), or

e Any form statuses that are red, ensure any blank fields/invalid fields are addressed

W REDCap Messenger
= Contact REDCap administrator ADCQR (YYYY) PID 2336

roject Home and Design

A Project Home - B Codehook B Record Status Dashboard (all records)

Project s s Devel t
| S B Displayed below is a table listing all existing records/respanses and their status for every data

\ata Collection — Site 999 [=] collection instrument (and if longitudinal, for every event). You may click any of the colored
- buttons in the table to open a new tab/window in your browser to view that record on that Legend for status icons:
8 Record Status Dashboard particular data collection instrument. Please note that if your form-level user privileges are @) Incomplete (7) Incomplete (no data saved) [2]
Ve f5‘5_5°"5=‘i°" sia'-"i Bl restricted for certain data collection instruments, you will only be able to view those instruments, Unverified Many statuses (all same)
B Add / Edit Records and if you belong to a Data Access Group, you will only be able to view records that beleng to your

- - . Complete ) Many statuses (mixed)
- Create new records or edit/view existing ones

group.
pplications =

. Dashboard displayed: | [Default dashboard] v
[ Data Exports, Reports, and Stats

Data Quality and g Resolve Issues Displaying record | page 1 of 1: "9995MJO" through "wasa123" | of 5 records ALL(5) w | records per page
eports Qsearch [

Visit Information That is Less Than 14 Days

=i [= pisplaying: Instrument status only | Lock statusonly | All status types

@ Help & FAQ opt-

B video Tutorials Diagnosis Visit out

® suggest a New Feature

Clinical

Hﬁ'ﬁ_ tient Health
Emographics | Collection  an: :

and Diagnosis | Form  Questionnaire

ontact REDCap administrator

9985M]0
Test001

All patients within

Testol
Test1234

your site

wasal23

5.2.1 Create a new patient ID from Record Status Dashboard
There is an alternative way to add new patients to the database via the Record Status Dashboard.

e Enter the patient ID in the text box
e C(lick ‘+Create’

B REDCap Messenger
= Contact REDCap administrator ADCQR (YYYY) ST ZZED

roject Home and Design

# Project Home - B Codebook EH Record Status Dashboard (all records)

Project status: Devel
e CE s Displayed below is a table listing all existing records/responses and their status for every data

collection instrument (and if longitudinal, for every event). You may click any of the colored
buttons in the table to open a new tab/window in your browser to view that record on that Legend for status icons:
particular data collection instrument. Please note that if your form-level user privileges are @ Incomplete (
restricted for certain data collection instruments, you will only be able to view those instruments,

‘ata Collection — Site 999

8 Record Status Dashboard plete (no data saved) [2]

- View data collection status of all records

B Add/Edit Records and if you belong to a Data Access Group, you will only be able to view records that belong to your - Unerfied ) Many stafuses (all same)
T e e gmup‘y € Py y g 10 ¥t @ Complete any statuses (mixed)
pplications =
N Dashboard displayed: | [Default dashboard] w
B+ Data Exports, Reports, and Stats
Data Quality and ®a Resolve Issues Displaying record | page 1 of 1: "999SMJO" through "wasa123" v of 5 records ALL(5) v records per page

eports Qsearch [
Visit Information That is Less Than 14 Days

lelp & Information

Displaying: Instrument status only | Lock status only | Al status types

@ Help & FAQ ope-
B video Tutorials Diagnosis Visit out
& Suggest a New Feature Clinical

Patient Data  Pevient Health

= Contact REDCap adm| rator Demographics | Collection and Wellbeing | Opt
Patient ID

and Disgnosis | Form  Questionnaire | out
2995MI0 ®
Test001 (C]
Test01

@ (

Test1234

wasal23
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5.3 Record Home Page

Once you enter or select a patient ID, you will automatically be taken to the patient’s ‘Record Home
Page’. This is an overview of an individual patient’s data entry form status

ADCQR (YYYY) oo 22

{0 Record Home Pagg

& Record "Test1234" is a new Patient ID. To create the record and begin entering data for it, click any gray status icon below.

The grid below displays the form-by-form progress of data

entered for the currently selected record. You may click on <o T S DT T

the colorad status icons to access that form/event. If you © Incomlp.lete (© Incomplete (no data saved) |?
wish, you may modify the events below by navigating to the @ Unverified . _i@)) Many statuses (all same)
Define My Events page. (@ Complete (@) Many statuses (mixed)

NEW Patient ID Test1234

opt-

Data Collection Instrument . . ..
Diagnosis  Visit out

Patient Demographics and Diagnosis @®

Clinical Data Collection Form
Patient Health and Wellbeing Questionnaire @

Opt out

5.3.1 Entering Data — Patient Demographics and Diagnosis
e To begin data entry, click on the grey circle under the ‘Diagnosis’ heading

NEW Fatient ID Test1234

Opt-
Diagnosis Visit out

Patient Demographics and Diagnosis @

Clinical Data Collection Form

Data Collection Instrument

Patient Health and Wellbeing Questionnaire (#

Opt out

e Enter datain all required fields (*)

e Questions will appear or be hidden depending on the answer entered

e If you make a mistake, change the response or, click ‘Reset’ to clear/delete a response
e Once you have answered all questions, click ‘Save & Exit Form’.
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= Patient Demographics and Diagnosis

&~ Editing existing Patient ID Test1234,
Event: Diagnosis

Test1234

Patient ID To rename the record, see the record action drop-down at top of the

Patient participation status: Patient is participating I View equation

Site 999
(Site ID will auto-populate once form is saved)

Please note: All patients MUST be provided with the ADCQR
participant information sheet to be able to participate in this
activity.

Do you confirm that the patient has been provided with the 0
ADCQR participant information sheet?

* must provide value

Save & Go To Next Record ~

- Cancel - |

e You will be taken back to the patients ‘Record Home Page’

e If all questions in the Patient Demographics and Diagnosis form have been entered, the icon
will change from grey to green, otherwise the icon is red to indicate that the form is partially
completed

(M Record Home Page

The grid below displays the form-by-form progress of data .

. Legend for status icons:
entered for the currently selected record. You may click on - -
the colorad status icons to access that form/event. If you '?' Incomplete () Incomplete (no data saved) 7|
wish, you may medify the events below by navigating to the (L) Unverified (@)
Define My Events page. @ Complete (@) Many statuses (mixed)

& choose action for record

Patient ID Test1234
Site 999

SganEY] opt-
Diagnosis  Visit out

Patient Demographics and Diagnosis

Clinical Data Collection Form @

Data Collection Instrument

Patient Health and Wellbeing Questionnaire @

Opt out @

e Continue data entry for the following sections:
= (Clinical Data Collection Form
=  Patient Health and Wellbeing Questionnaire
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5.3.2 Preventing a data query during data entry — known missing/invalid data
A field can be prevented from appearing in the Data Query list at the time of data entry if the data
field is missing or invalid. For example, if data was not collected for a certain field and cannot be
obtained, flag the field to prevent it from appearing in the data queries

e Inthe form, click the speech bubble ( © ) located next to the field.

Section 3. Height & Weight

3.1 Weight (kg)
* must provide value Izl oAty NNNLN
3.2 Height (m) View data resolution workflow

* must provide value Format: N.NN

A ‘Data Resolution Workflow’ pop-up will appear

e Select ‘Verified data value’

e (Optional) Enter a comment (e.g. Not available, patient refused, unknown)
e Click ‘Verified data value’ to save and close

%, Data Resolution Workflow %

B VIDEO: Data Resolution Workflow

This pop-up displays the Data Resolution Workflow for the specified record for a given field and/or Data Quality rule.
Users with appropriate user privileges may open data queries to begin 2 documented process of resolving an issue
with the data. Opened data queries may thus be responded to by users with appropriate privileges, and then they

may be closed once the issue has been resolved. All data queries can also be viewed on the Resolve |ssues page in
this project.

Patient ID: Test1234

Event: Visit

Field: weight (3.1 Weight (kg)")
Status: Not Opened

Date/Time User Comments and Details

® Verified data value

) Open query
Assign query to a user (optional): | -- select user -- A
08/04/2024 trisuanht Notify this user of their assignment using: [_] Email
11:59am

[CJ REDCap Messenger

Comment (optional):

Example: Patient refused

( Verified data value P Cancel I

o Agreen tick will replace the speech bubble

Section 3. Height & Weight
3.1 Weight (kg)

* must provide value at: MMM.N
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6. Data Quality (Data Queries)

Data Quality rules are generated to check for discrepancies in the dataset. A “data quality rule” is a
calculation expression that evaluates to True or False. When a rule is executed, any records that DO
NOT fulfil the expression, can be viewed and corrected.

Staff will only be able to view discrepancies for patients from their site.

All staff will have user privileges to open data queries in order to begin a documented process of
resolving an issue with the data. Opened data queries may thus be responded to by staff with
appropriate privileges, and then they may be closed once the issue has been resolved.

Once your site has come to the end of your site’s data collection period and you have completed
data entry for all eligible patients, notify the ADCQR Coordinating Centre. ADCQR Data Management
may then generate data queries to ensure that data entered is complete and accurate.

6.1 Resolve Issues
e To view data queries, in the menu, under the ‘Applications’ heading, click ‘Resolve Issues’
e Inthe workspace, a list of data queries will appear in the ‘Data Resolution Dashboard’
e (Optional) You may choose to export the data queries into an excel spreadsheet, so you can
see both the REDCap ADCQR database and data queries at the same time
e Read the query comment, either under ‘First Update’, or ‘Last update’ (if available)
e Click on the patient ID to be taken directly to the question in the form

MONASH

f\’EDCap University

@ Logged in as tr.truong@alfred.org.au
® Logout

= My Projects

M REDCap Messenger

& Contact REDCap administrator

ADCQR (YYYY)  rm 2326

Project Home and Design =

# Project Home - B Codebook

& Project status: Development

Data Quality

Q_Find Issues | ®aResolve Issues ) | |= Resolution Metrics

Data Collection — Site 999 =
Record Status Dashboard

BB VIDEO: Data Resolution Workflow or Read introduction to Data Resolution Workflow

B AdEd ;;:.(:;:;c;r;:w s This page displays all data queries that are currently unresolved or have already been resolved using the Data Resolution Workflow. Some
- Create new records or editiview existing ones issues may have been initiatad by users on data collection instruments, and others may have been initiated after executing Data Quality
rules on the Find Issues tab. The table lists the name of the record and the specific field or Data Quality rule to which the data query belongs,
Applications = as well as the user assigned to the query (if applicable), the number of days the data guery has been cpen, and a brief snippet of the query's
. first and last comment. The results in the table can be filtered by the query status type (e.g., open, closed), by certain fields or Data Quality
EBT ZXFT;' Re rules, and also by users assigned to it. Each data query may be viewed by clicking the button to its left.
B Data Quality and esolve Issues
Reports Qsearch [ Open / unresolved issues (3) ¥

All fields and rules v

All events ¥

Visit Information That is Less Than 14 Days

Di aBesolution Dashboard Filters:

Data Quality rule
and/or Field

Help & Information = User assigned (all users) or nat assigned ¥

@ Help & FAQ
& Video Tutorials
[ Suggest a New Feature

Days

Open Last Update

User Assigned First Update

Field: systol_bp

TrieuAnht (08,

o 1 comment | w.oruong@alfre) 2.8 SyiolicEP i
B Contact REDCap administrator “mmre) Flesse centim
Ao TrieuAnht (11, 4 10:42am,
Field: -
alcommens | Z9950I0(F) M aspinn = 0 "Aspirin is missing. er

No/Yes/Contraindic

ield: hbalc

e Before proceeding, check the data discrepancy against the original document, if applicable
(e.g. pathology report or medical records).
e Depending on the query
e Fixthe incorrect value or
e Enter missing data or
e Confirm data is missing
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Section 5. Blood Glucose Control & Renal Function
(Most recent in last 12 months)

5.1 HbA1c result (%) @ 5ave and then open

Data Resolution Pop-
up

* must provide value

5.2 eGFR (mlL/min ner 1.73m2)

e Amend data or enter missing data
e Once the change has been made, click ‘Save & Stay’, on the side of the form

Save & Exit Form

Save & Go To Mext Form

Save & Exit Record

Save & Go To Mext Record

e Go back to the same question with the data query, click on the speech bubble
e A ‘Data Resolution Workflow’ pop-up window will appear

e Under ‘Reply with response’, select the applicable response

e Enteracomment

e C(Click ‘Respond to query’

®, Data Resolution Workflow =

& VIDEO: Data Resolution Workflow

This pop-up displays the Data Resolution Workflow for the specified record for a given field andfor Data Quality rule.
Users with appropriate user privileges may open data queries to begin & documented process of resclving an issue
with the data. Opened data queries may thus be respanded to by users with appropriate privileges, and then they
may be closed once the issue has been resolved. All data queries can also be viewed on the Resolve Issues page in
this project.

Patient ID: 99950)0

Event: Visit

Field: hbale ("5.1 HbA1C result (%))

Status: (g Open / Unresolved (unresponded)

Date/Time User Comments and Details

Action: Opened query
Comment: “HbA1c result is missing. Record result in % or 'Not
11/04/2024 10:42am TrieuAnht teséed'. If HbA1c result recorded, provide HbA1c test date (meonth
and year).”
# Assign query to s user

tr.truong@alfred.org  Data Changes Made:
hb:

11/04/2024 1:02pm =1 alc="0.6"

~- choose response —
- choose respanse —
Corrected - Data missing

Corrected - Typographical error
Corrected - Wrong source used
Verified - Confirmed correct {no error)

Other
Respond to query [J) Cancal

———

11/04/2024 1:0apm T truong@alfredipre

The speech bubble will change from a red exclamation mark to a blue exclamation mark.
5.1 HbA1c result (%)

0.6 :
* miust provide value

e Repeat until all data queries are addressed
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/. Export Data

The ADCQR recommend sites to store a copy of all data securely at their local sites.
There are 2 ways to export patients’ entered data from REDCap:

e Asan individual patient record in a pdf file
e All patient records in a single pdf file

7.1 Individual Patient Record

e From the menu, under the ‘Data Collection’ heading, go to the patient’s ‘Record Home Page’
either by selecting the patient from the ‘Record Status Dashboard’ page or click ‘Add/Edit
Records’ to select the patient

REDCap

@ Loggedin as alftest2 | Logout

My Projects
A Project Home or i= Project Setup
8 REDCap Messenger

Data Collection

[i] Record Status Dashboard
- View data collection status of all records

7 Add / Edit Records

7.1.1 Record Home Page
e To print a hard copy, click on ‘Choose action for record’ drop down arrow
e Click ‘Download PDF of record data for all instruments’

1 Record Home Page

The grid below displays the form-by-form progress of data entered for the Legend for status icons:
currently selected record. You may click on the colored status icons to

© Incomplete Incomplete (no data saved) | ?
access that form/event. P P

Unverified
(& Choose action for recordQ @ Complete
GDownload PDF of record data for all instruments_=>

MI Rename record

R Delete record (all forms)
e Open and print the downloaded pdf file

ADCOR (YYYY)
Patient ID Test01 (Diagnosis)
Page 1

Patient Demographics and Diagnosis

Patient ID Test01

Patient participation status: Patient is participating

e File the hard copy at your local site in a secure location
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7.2 All Patients’ Records
e To print a hard copy of data entered for all patients, from the menu, under the ‘Application’
heading, click ‘Data Exports, Reports, and Stats’
e Inthe workspace, click on the ‘Other Export Options’ tab
e Click on the pdf icon to download a file with all patients’ entered data or compact version

o MONASH

@ Logour

My Projects
W REDCap Messenger

i Contact REDCap administrator ADCQR (YYYY) PID 2336

Project Home and Design =

A& Project Home - B Codebock

£ Project status: Development

Data Exports, Reports, and Stats 3 VIDEQ: How to use Data Exports, Reports, and Stats

E- My Reports & Ex@[her Export Options >

Below are some additional export options that are available for your project. Instructions for each type of export
are provided. You may click the corresponding icon on the right to download the file for each.

Data Collection — Site 999 =]

BB Record Status Dashboard
- View data collection status of all records

B Add / Edit Records

- Create new records or edit/view existing ones
K. PDF of data collection instruments containing saved data (all records)
Applications =/
The data for all records in this project may be downloaded in a single PDF file. This file contains the
Data Exports, Reports, and Stats actual page format as you would see it on the data entry page or survey and includes all data for all
Data records for all data collection instruments. Click the icon to the right to begin downloading the file.
Also. you may optionally click the Compact option to download a PDF that excludes fields that have no
Reports Qsesrch | data saved and excludes unselected multiple cheice options. (Note: Section headers and descriptive

fields will still be included.)

11 Visit Information That is Less Than 14 Days

Help & Information =
@ Help 2. FAQ

B video Tutorials

[ Suggest a New Feature

Mote: if your project hos a lorge omount of fields/questions or records/responses, the resulting PDF file may
be very large both in file size and in page length. Please be patient if the file takes time to download.

® NOTICE: When downloading a PDF file containing data for all records, a copy of that downloaded
PDF will be archived and stored in the File Repository.

& Tableau Export: Extract all records into Tableau via the REDCap API

B Contact REDCap administrator

View export
instructions

This feature enables Tableau (v10.0+) users to cennect Tableau to 3 REDCap project using an AP|
token. Project data can be exported on demand and be available for use within Tableau to produce

8. Data Completion & Troubleshooting
Contact the ADCQR Coordinating Centre (adcgr@monash.edu)
e At the completion of your data collection, ensure all patients data entry form status
are complete (green) or any blank/invalid fields are addressed
e Inthe event of troubleshooting, send any queries and a print screen of any errors
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