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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 University1,2. 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 

▪ Site ID  

▪ 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. 

 

(Instructions may differ depending on your email address) 

 Dear <<firstname>>    

Please note that your account is linked to the email address [<<email_address>>]. 

mailto:redcap@monash.edu
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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 

• Click ‘Login with SSO/OKTA’ 

• 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 

 

  

https://redcap.helix.monash.edu/
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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. 

 

 

 

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

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

 

 

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. 

 

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. 

 

 

 

 

5. Data Entry 

5.1 Add/Edit Records 

5.1.1 Create new patient ID 

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

• From the workspace, in the text box ‘Enter a new or existing Patient ID’, type the patient ID  

• Using the mouse, click away from the text box or press ‘enter’ on the keyboard 

 

Workspace Menu 
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5.1.2 Choosing an existing patient ID 

• To select a patient ID previously entered in REDCap, from the menu, under the ‘Data 

Collection’ heading, click ‘Add/Edit Records’  

• In the workspace, select a record from ‘Choose an existing patient ID’ drop-down list 

 

• Alternatively, in the text box ‘Enter a new or existing Patient ID’, type the patient ID  

• Using the mouse, click away from the text box or press ‘enter’ on the keyboard 
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5.2 Record Status Dashboard 
• To access an overview of all patients’ data entry progress, from the menu, under the ‘Data 

Collection’ heading, click ‘Record Status Dashboard’  

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

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

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

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

 

 

 

 

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. 

• Enter the patient ID in the text box  

• Click ‘+Create’  

  

 

All patients within 

your site 
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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 

 

5.3.1 Entering Data – Patient Demographics and Diagnosis 

• To begin data entry, click on the grey circle under the ‘Diagnosis’ heading 

 

• Enter data in all required fields (*)  

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

• If you make a mistake, change the response or, click ‘Reset’ to clear/delete a response 

• Once you have answered all questions, click ‘Save & Exit Form’.  
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• You will be taken back to the patients ‘Record Home Page’ 

• 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 

 

 

• 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  

• In the form, click the speech bubble ( ) located next to the field. 

 

A ‘Data Resolution Workflow’ pop-up will appear 

• Select ‘Verified data value’  

• (Optional) Enter a comment (e.g. Not available, patient refused, unknown) 

• Click ‘Verified data value’ to save and close 

 

 

• A green tick will replace the speech bubble 
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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 
• To view data queries, in the menu, under the ‘Applications’ heading, click ‘Resolve Issues’ 

• In the workspace, a list of data queries will appear in the ‘Data Resolution Dashboard’ 

• (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 

• Read the query comment, either under ‘First Update’, or ‘Last update’ (if available) 

• Click on the patient ID to be taken directly to the question in the form  

 

• Before proceeding, check the data discrepancy against the original document, if applicable 

(e.g. pathology report or medical records).  

• Depending on the query 

• Fix the incorrect value or 

• Enter missing data or 

• Confirm data is missing 
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• Amend data or enter missing data 

• Once the change has been made, click ‘Save & Stay’, on the side of the form 

 

• Go back to the same question with the data query, click on the speech bubble 

• A ‘Data Resolution Workflow’ pop-up window will appear  

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

• Enter a comment 

• Click ‘Respond to query’ 

 

 

The speech bubble will change from a red exclamation mark to a blue exclamation mark. 

 

• Repeat until all data queries are addressed 
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7. 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: 

• As an individual patient record in a pdf file 

• All patient records in a single pdf file 

7.1 Individual Patient Record 
• 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 

 

7.1.1 Record Home Page 

• To print a hard copy, click on ‘Choose action for record’ drop down arrow 

• Click ‘Download PDF of record data for all instruments’ 

 

• Open and print the downloaded pdf file 

 

• File the hard copy at your local site in a secure location 
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7.2 All Patients’ Records 
• To print a hard copy of data entered for all patients, from the menu, under the ‘Application’ 

heading, click ‘Data Exports, Reports, and Stats’ 

• In the workspace, click on the ‘Other Export Options’ tab 

• Click on the pdf icon to download a file with all patients’ entered data or compact version 

 

 

8. Data Completion & Troubleshooting 
▪ Contact the ADCQR Coordinating Centre (adcqr@monash.edu) 

• At the completion of your data collection, ensure all patients data entry form status 

are complete (green) or any blank/invalid fields are addressed 

• In the event of troubleshooting, send any queries and a print screen of any errors 
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