DHS REDCap System Navigation Guide

This guide is intended to navigate users through the REDCap system. If you have further
questionsregarding Wisconsin’s Department of Health Services (DHS) REDCap system, please
send an email to dhsredcap@wi.gov.

Throughout this guide and in REDCap, you will find some frequently used terminology. These
commonly usedterms are defined foryour reference.

REDCap Administrator: This isa person at DHS that serves as the system administrator. This

person maintains the system, access to/in the system, and maintains the forms to collect the
necessary data.

WILMS ID/User Name: Your WILMS ID isan ID you can create through Wisconsin’s Department
of Administration. Thisis alsocommonly referredto as your User Name. Your WILMS ID must
be setup for access to REDCap.

Project: The project isthe entire group of data collection instruments for each topic. For
example, if your work isfocused on Breastfeeding, thisis the project name. Within the
Breastfeeding projectthere can be one or more forms to capture data in different ways.

Form: This is the actual data collectioninstrumentlocated inside each project. The form is
where the data isentered.

Site: The siteis the place where you implementactivities. Thisisa physical place, such as
“Kinder Care Day Care Center” or “Madison East High School.” All information collected for the
site should be all about that location only.

Site Form: This is the official DHS form to have a site added to a project. Thisform collects
information about the site only.

User Set-Up Form (F-02445A): This is the official DHS form to have a user added to REDCap, and
grant permissionforthe user to the appropriate projects.
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How to Set Up a User in REDCap:

1. Openinternetbrowserand go to the DHS REDCap page at https://redcap.wisconsin.gov/
2. Clickon thelinkabove the loginto create a WILMS ID, thislink will take you to the REDCAP
Log In page.

REDCap

Log In

DHS REDCap requires a Wisconsin Logon Management System (WILMS) account for login, .

To create of reset a WILMS 10, please go to httpsu/fregister. wisconsin gov

MOTE: M yosis bl SCTES5 10 3 Project of a group of projects, please email DHS REDCap Administrator the project name(s) and your
WILMS user id

Please lag i with your user name and passward, If you are having troubile iogging in, please contact The WILMS Helpde

Username

Password:

Log in

3. Once you are on this webpage you will need to click on Self-Registration and follow the
prompts to create your personal WILMs [D.

Wisconsin Department of Administration

DOA/Wi in Logon M g it System

The DOA/Wi in Logon System allows i to access many DOA Internel
to provide your DOA/Wisconsin Logon and password. Your DOA/Wisconsin Logon and password verifies you

User Acceptance Agreement

Please note that only certain types of information will be stored in your user profile, as described in the Us
or prison records.

Sign Up for your DOAMWIisconsin Logon
Self Registration. (Request 3 DO, Logon and Password.)
Self Registration allows you to create your personal DOWA/Wisconsin Logon. This s your key to doing sect

Change [ Update Your Information

Profile Management allows you te change your account information, e-mail address and sther information,
Change Your Password

Passnord Management allows you to change your password.

Forgot Your Logon ID or Password?

Logen ID/Password Recovary. allows you to recover a forgotten DOA/Wisconsin Logon and/or Password.
Updated February 9, 2011

DET - Bureau of Business Applications Services
Content Contact: BEAS/BA

4. When settingup your WILMS ID you must select REDCap as the systemyou are requesting
access to.
*if you previously created a WILMS ID but did not select REDCap as the system
requested, you will need to create a new WILMS ID specifically for REDCap.*

5. Once your WILMS ID is set up, you will need to go back to the REDCap page and log in with
your new credentials. This will prompt REDCap to send a confirmation email to the address
you registered with. Once that email is received, you must click on the link to validate your
WILMS account.
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6. Complete REDCap User Access Setup Request (F-02445A) and email it to

DEPARTMENT- OF-HEAL TH- SERVICESY
Division-of-Public-Healthy]
F-02445A--(01/2019)=

dhsredcap@wi.gov with the subject line: “REDCap Request.”

STATE-OF-WISCONSIN®D)

REDCAP-USER-ACCESS-SETUP-REQUEST=

All-completed requests-should be submitted electronically to-RED Cap Administrator =

Full-Name of-User-(Last,- First,-Middle Initial =

Local-Health -Departmentor-Organization=

[ cooooy
Work-Email= Work-Phone-Number=
coooog coooog

WILMS-ID--E255 %a

Projeci(s)-at the site requesting-access{checkall that-apply) =

-

[]-NPM-Breastfeeding - [[]-NPM-Adolescent-Suicide
[ NPM-Safe-Sleep

-

[I'nem-smoking -+ [1NPM-Adolescent Transport{]

[J-NPM-Developmental Screening -+ [ NPM-Health- Equity=

Name(s)-of- Other-REDCap-Project(s)=

oooooy

Direct-Supervisor-Namexn

coo00y

Direct-Supervisor-Email=

cooooy

Date-User-Access-Submitted=

LT LT

Date-User-Access-Granted=

cooooy

Accessto-REDCapnolongerneeded, submitto- REDCap-Administrator =

Reason for-Termination of REDCapAccess=a

0co00y

Removal Reguest-Submitted By=

eoooey eooooy

Date Removal-Request- Submitted=

Date-of-Access Terminated=

eoooey

Information contained-in-email messages may-be-privileged-andconfidential There is-some-risk that-any-information-inan- '
emailyousendmay-be-disclosedto, orintercepted by,-unauthorized third parties. By-agreeing to-allow the use of -email
as-a-method-of communication toWI-DHS, thisindicated that you acknowledge andacceptthe possible risks-associated

with-such-communication.=
ﬂ

7. Keepa copy of thisform for your records, as it will be used to remove a user from REDCap
in the future.
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How to reset my WILMS ID and/or Password:

1. Clickon thelinkabove REDCap login “To create or reseta WILMS ID, please go to
https://register.wisconsin.gov/AccountManagement/default.aspx.” Under Forgot Your
Logon ID or Password, you will find alink Logon ID/Password Recovery.”

Wizcensin Dapartmant of Administration

DOA/MWisconsin Logon Management System

4 Logan System allows to access many DOA Inbernes
bo provide your DOASWI in Logon and password. Your DOA/Wi in Logon and password verifies yos

User Acceptance Agreement

Please note that only certaln types of information will be stored In your user profile, as describad In the Us:

or prison records,
Sign Up for your DOA/Wisconsin Logon

Self Registration. (Request a DOA/Wisconsin Logon and Password. )

Self Registration allows you to create your personal DOAMWIsconsin Logon. This Is your key to doing secr
Change / Update Your Information

Profile Management allows you to change your account information, e-mall address and other infermation.

Change Your Password

Pasmword Management allows you to change your password.
Forgot Your Logon ID or Password?
Logon 10/ Password Kecovery. allows you to recover a forgotten DOA/Wisconsin Logon and/or Password.

Updated February 9, 2011
DET - Bureau of Business Applications Services
Content Contact: BRAS/RA

2. Thislinkwill guide you through the process of updating your WILMS 1D and Password.

How to Remove a User from REDCap:

1. On the previously submitted request form for the user, complete the bottom sectiontitled

Access to REDCap no longerneeded.

Accessto-REDCapnolongerneeded, submitto-REDCap-Administrator =
Reason for Termination of REDCap Accessa

cocoog
Removal-Request-Submitted-By= Date-Removal-Request-Submitted= Date-of-Access-Terminated=
cocooy cocooy ccoooy

2. Email the updated form to dhsredcap@wi.gov with the subject line “Remove User.”
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How do I get to the form to enter data for my site?:

1. Whenyou firstloginto REDCap, you are at the My Projects tab. If you have access to any
projects inside REDCap, they will appearin the center of this page.

ﬁEDCap‘ ......... 8y Prosjucts g ok ning ides antrol Cert

My Projeces W Orgarze
Frajeet Tile Records Fields Insmument Type  Stans

2. Once you selectthe project you wish to enter data in, you will come to a page that looks like
this:
Breastfeeding NFM

Frrojectome = rrojectsstup  Oter Punctionality £ Prefect Revision Histery 1 L s st

Note: The top of this page indicates which project you are currently in, for thisexample we
are in Breastfeeding NPM. There are a lot of functions on this page, but do not be alarmed.
You only needto focus on the lefthand column. In this columnyou will find a section titled

Data Collection and there are two items listed: Record Status Dashboard, and Add/Edit
Records.

3. The first button underData Collectionis Record Status Dashboard:

FIoect SIATUS. Froaucuon
Data Collection

[[{_Record Status Dashboard
:'2 Add / Edit Records

Show data collection instruments +

a. This willtake you to a page that displays all of the data entered for that project (that you

have access to view). Thisis a useful way to see what data has already been entered and
what data is still needsto be entered.
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Historical
data

Breastfeeding Breastieeding  2016-

Site summary 2018 2017
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b. You can click on the radio buttons directly from this page to get to the form where you
want to enterdata. For example, ared button indicates some data is entered entered
butit’s not complete. Whenyou click on that button, REDCap opensthat form so the
rest of the data can be entered and the form can be completed. This will also change the
button from red to green the nexttime you visitthe Record Status Dashboard.

4. The second button under Data Collectionis Add/Edit Records button:

FTOjECT SISIUS: FTOOUETION
Data Collection

[ Record Status Dashboard

=+ Add / Edit Records

Show data collection instruments +

a. If thisbutton is selected, you will come to a screenthat looks similarto this:

Breastfeeding NPM 2019

Choase an existing Name of site or
organization you're working with

b. There isa drop-down menu listingall the sites that have beenadded to the project and
they will follow this naming convention:
County_ Name of site_ City of site
For example: Dean_ Kinder Care Day Care_ Madison

c. Selectthe site you want to work on and the form will open up for data entry. Each form
will contain differentinformation depending on what project you are workingon, but

they should all generally look like a data collectiontool such as this:
Activities and Outputs m

Did you contact this site about the 2018 MCH breastfesding bk

objectives? L -

Did the site agres to p pate in 2018 ob)

Was the site breastfesding friendly certified prior to 20187
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How do I view which forms are marked “completed” in REDCap? Or
which forms are not completed?:

From the My Projects page, click on the project of interest; inthe upper left of the project’s
page, under Data Collection, click on Record Status Dashboard. This will bring you to a matrix of
all the sites (under column Record ID), and all the forms for each site will have a column with a
radio button: completed will be a green radio button, incomplete/no data will be grey,
unverified will be ,andincomplete (some data entered but not completed) will be red.

FTOJECT SISTUS. FroaucTon

Data Collection

[ Record Status Dashboard
=» Add/Edit Records

Show data collection instruments ~

Historical

data

Breastfeeding  Breastfoading | 2016-
Site summary 2018 2017

® ]
(]

®e0®

®e0a
L)

When to check all thatapply vs. best option:

Radio buttons only allow for one option to be selected, while checkboxesindicate more than
one option may be checked.

®Yes

Ty
I Nao

reset
communicated with site sbout the initiztive

[ ] Active
M| Passive

Active = phone call, in-person meeting, personal email, etc.;
Passive = letter, brochure, etc.

Why does the form look different for differentsites:

There islogicembeddedinthe forms ineach Project. Based on previous answers, thislogic
determines what questions appear. For example, if you choose X response, there will be
guestionsthat come up about X; if Xand Y are selected, there will be questions that come up in
the form about both X and Y. This happens live, so the questions appear while you are entering
data. Do not be alarmed ifit appears there are more questions than you originally thought.
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How do I download reports for each agency:

Clickon the project title of interest. Near the bottom of the page on the leftside thereis a
sectiontitled Reports. Under this section you can click on the title of the agency for which you
want to pull areport and REDCap will generate a report based on the data currently enteredin
the system. If the form does not have data entered, it will not appear in the report. You can
then printor save the report as a PDF for your reference/records.

Reports = Edit reporis

1) Learning Community Activity Report

2 Learr]in? Community Barriers and
Facilitators

3 Ho-Chunk Barriers and Facilitators
4) Learning Community Number Trained
5) 2017 Al/AN served

& 2016 AUAN served

7) TA Needs

g 2018 agency activity report template
) Appleton Activity Report

10) Bayfield Activity Report

11} Brown Activity Report

Z) Bumnett Activity Report

12) Dunn Activity Report

14 Fond Du Lac Activity Report

5) GLITC Aclivity Report

16} Green Activity Report

i7) Green Lake Activity Report

) Ho-Chunk Mafion Activity Report

12} Iron Activity Report

Is there a way to view the current data dictionary for each project?

From the My Projects page, click on the project of interest, and then the Project Setup tab near
the top. Under Design your data collection instruments, clickon Download the Current Data
Dictionary. An excel file will download containing the data dictionary. This will be useful for
understandingthe data and what data is being collected. This likely will not be useful for
anyone exceptthe epidemiologiststhatare buildingorre-designingthe forms.

Breastfeeding NPM

Project HIIIH Otber Func tiomality 3 Project Revision Hislory

Design your data collection instruments.

v/ Add or edi Sulds on your dala collection instruments. This may be done by either wsing the Online
Complele! Dsignet (oning meSod) or by uploading a Dala Dictionsry {offine melhod). Quick Enks. Dewnlead
b POF of 3% insuments OR Download the curment Data Dictionary

You may atse beowse for pre-bull dats colk mants in he | REDCsp Shard Loy

Harve you checknd e Cagek For ienisiry pax

al ideaifier fiekds have been agped?

If you have a question that is not covered on this FAQ, contact your local health
department or DHS contract administrator for further clarification. If they
cannot answer your question, email dhsredcap@wi.gov for further assistance.
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