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Preparation d'un projet (1/4)

l. Type de projet
Lors de la création d'un nouveau projet, il faut préciser la finalité de ce projet :

Modify Project Settings
» Apprentissage
. Project title: TEST_DAG (TEST)
» Support technique -
Project” : i A
> Re Che rCh e H:::JE ;flj?::’ie' Practice / Just for fun
---- Select One —
> Qual |te Project notes (optional):
Description af the profect’s use or purpose
(displayed on the My Projects page) Operational Support Z
> Autre ° PP
Research
Quality Improvement
Save Cancel
Other

-~ L'option "Practice" est a utiliser si vous avez des bases de test pour du
personnel a former ou paramétrages (modules) a tester

-~ L'option peut "Operational Support"vous servir lors d'une modification eCRF
comme base de tests

~ Pour les projets de recherche, utiliser I'option "Research"

DM—GIRCI IDF : Réunion initiation#3, le 12/11/2025



Preparation d'un projet (2/4)

l. Type de projet
Lorsque vous sélectionnez I'option "Research”,
Il faut compléter des champs supplémentaires d'identification du porteur du projet

Modify Project Settings ®
Project title: TEST_DAG (TEST)
Project’s purpose: Research bl
Howw wil it be used?

Name of P.I. (if applicable):

First name M| Last name

Email of P.l. (if applicable)

Name of P.l. as cited in publications (if applicable):

(e.g. Harris BA)
IRB number (if applicable):

Please specify:

O Basic or bench research

O Clinical research study or tial

U] Translational research 1 (applying discoveries to the
developrment of trials and studies in humans)

O Translational research 2 (enhancing adoption of research
findings and best practices into the community)

(] Behavioral or psychosocial research study

OJ Epidemiclogy

U] Repository (developing a data or specimen repository for
future use by investgators)

O Other

Project notes (optional):
Description of the projects use or purpose
DM—GIRCI IDF : Réunion initiation#3, le 12 [dizplayed on the My Projects poge) b




Preparation d'un projet (3/4)

Il. Type d'étude
La seconde question a anticiper est liée au protocole :
» Y at-il un suivi longitudinal ?

» Est-ce que les participants seront sollicité individuellement pour répondre a
des questionnaires ?

» Des repétitions de visites identiques ou formulaires seront-elles nécessaires ?

Main project settings

Disable | @ Use surveys in this project? [?] :=
Mot
<tarted Disable | @ Use longitudinal data collection with defined events?
Enable | @ Use the MyCap participant-facing mobile app? [J Learn mol
I'm done! |

| Modify project title, purpose, etc. |

~ En fonction des réponses a ces questions, il faudra activer ou paramétrer
certains modules (internes ou externes)
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Preparation d'un projet (4/4)

lll. Etats du projet :
Le projet aura au moins deux périodes de développement
» Au démarrage, le mode développement

I tests et données fictives
» Anticiper les documentations (CRF annoté, bornes et messages)

» Ensuite, lorsque le design du projet sera terminé, passage en mode
production

2 données réelles

Move your project to production status

Mave the project to producrion status so that real data may be collected. Once in production, you will not be
Mat able to edit the project fields in real time anymore, However, you can make edits in Draft Mode, which will be

started autc-approved or else might need to be approved by a REDCap administrator before taking effect.

Go to | Move project to production
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Parametrages globaux

1. Paramétrage des formulaires et variables (Instrument)
2. Parameétrage des visites (Event)

3. Numérotation automatique ou choisie pour les nouveaux
patients

4. Gestion des centres d'investigation (DAG)

5. Gestion des profils utilisateurs (User rights)

DM—GIRCI IDF : Réunion initiation#3, le 12/11/2025



1- Paramétrage des formulaires

» Designer
2 Paramétrage des Instruments et fields

Data Collection Instruments

Form options:

Survey options:

| + Create
| -ﬁ Import
|¢Upluad

[to Invitation options -

Current instru

Edit Field

You may add a new project field to this data collection instrument by completing the fields below and clicking the Save button at the botvom. When you add a new field, it will be added to th

s b ™ B form on this page. For an overview of the different field types available, you may view the 8 Field Types video.
Instrun  Nombre Field Type: | Multiple Choice - Radic Buttons (Single Answer) - B Code
* must provide v
—-- Select a Type of Field --—
Form ! CERETTEEE] Gl o Variable Name [utilized in logi ! d )
o . s - (utiized in IogIC, CaICS, and exports,
tests Displayed only ol Tawt Box (Short Text, Number, Date/Time, ...) . : = 0 Enahi 2utn naming of variabk
question_15 based upon its Field Labsl?
formul 7 B Field Label | Notes Box (Paragraph Text) ] Use the Rich Text Editor [2] OMLY letters, numbers, and underscoras
S Questin N*1| Calculated Field How to use [ 4 Field Embedding |
Q N Multiple Choice - Drop-down List (Single Answer) Required?* O No ® Yes
uestin N° = TR
st arae Multiple Choice - Radio Buttons (Single Answer) Promp f field is blaric
) Identifier? ® No O Yes
Checkboxes (Multi p|E Answers) Does the field contzin identifying information (e.g., name, 55N, address)?
Yes - No .
Custom Alignment Right / Vertical (RV) ~
True - False Align the pasition of the field on the page
Mot Fpdb Signature (draw signature with mouse or finger) p Field Note [opzions)
starte| File Upluad (for users to Up|03d files) — - Smal| reminder text displayed undemeath field
Q in N°1! Choices (oneg |0] Copy existing choices
| F'm don] | | = must providend |0, 0-Mes hab] slider / Wisual Analog Scale
1a, 1_a-Je d Descriptive Text (with optional Image/Video/Audio/File Attachment)
1, 1_bJe
2s 2 a-|e d Begin New Section (with optional text)

DM-GIR

= Pourra étre développé lors d'un webinaire spécifique



2- Paramétrage des visites

» Architecture du CRF
2 Disposition des instruments par visites (Event)

DM—GIRCI IDF : Réunio

# Project Home | i=Project Setup | % Other Functionality = £ Project Revision History [ Edit Project Settings

Event # Event Label Custom Event  |nigue svent name 0 Even:elgtecl e

[event- 'e-e':T-Iabr:I' Label 1 (auto-generated) Ummhagengeable;'

number] o ) (optienal) [T Leverrid]
s 1 Event 1 event_1_arm_1 266 .
,_,,.? X 2 event? event?_arm_1 N7 mgm

Descriptive name for this event Custom Event
Label {optional)

initiat

Mot
started

| I'mi dore!

Ad
o Data Collection Ir
in3
D
Form 1 {survey)
Gq
tests (suney)
Ha

] formulaire_cases_;
e

|54 [ 2egin Editing

-

In progress

| I'mi dore!

|e12/11/2025

# Define your events and d

Create events for re-using data

Data Collection Instrument

Form 1 {survey)
tests (survey)

formulaire_cases_a_cocher

Event1 event

{1) 2)
v
v

o

F [=]

Goto | Define My E\.renlsl ar | Designate Instruments for My E\.remsl




3- Numérotation

» Anticiper la numérotation des nouveaux patients

-~ Possibilité de faire une numeérotation automatique par centres ou de
définir soi-méme un nouveau numeéro de patient

» Anticiper la randomisation
-~ Paramétrage du module randomisation (Cf webinaire du 17/10/2025)

& Enable optional modules and customizations
Modify | €@ Repeating instruments and events
Optiona serwp | @ Auto-numbering for records @
TR Disable | €@ Scheduling module (longitudinal only)
Enable | @ Randomization module

Enable | @ Designate an email field for communications (including survey invitations and alerts)

Enable | @ Twilio SMS and Voice Call services for surveys and alerts [2]

Enable | @ Mosio SMS services for surveys and alerts
Enable | @ SendGrid Template email services for Alerts & Notifications

Additional customizations  Lezrn sbout Data Collection Strategpies for Repeating Surveys
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4- Gestion des centres d'investigation

» Gestion des Data Access Groups (DAG)
2 Définir et paramétrer les DAGs selon les informations du protocole

Enter new group name

Assign user | -- Select User -

Data Access Groups

01-HFAR
02-Centre2

[Mot assigned to a group]

+ Create new groups: Add new data access groups to which users may be assigned.
=+ Add Group

2 Assign user to a group: Users may be assigned to any data access group. To assign users to multiple groups, use the DAG Switcher at the battom.

W 0 [MoAssignment] W

Users in group

schwob_girci (Dom 5)
schwob_testeur? (D 5)

dschwaob (Dominique SCHWOE])
* Can view ALL records

[=] Upload or download DAGs/User-DAG assignments

Number of
records in

Eroup
3

2

1]

Unique group name ik Group D Delete
{auto-generated) number § | group?
01hfar &8 X
0Z2centre? 2o ®
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5- Gestion des utilisateurs

» User rights

2 Définir des profils et les prérogatives de ces profils (lecture, écriture,
acces a certains modules, etc.

I Affecter les futurs utilisatelirs de votre eCRF A ces nrofils

2s Editing existing user role "TEC" x

You may set the rights for the user below by checking the boxes nex ion tools to which you wish to grant them access. You may also grant them or deny them access to individual data
collection instruments, if so desired. To save your selections, dlick the "Save Changes™ button at the bottom of the page.

2 Editing existing user role "TEC"

Basic Privileges Privileges for Viewing and Exporting Data

in the project e.. data entry
2 able to view rument for any recard,

(sl Role name: | TEC

Highest level privileges:

Project Design and Setwp ] Data Viewing Rights Data Export Rights
2 UserRights No Access o Resd View  Edic No De- Remove  Ful
O Read Oni Access  Only  &Edc survey Aecess  ldencheds Al D2
ead Unly (Hidden) responses Identifier  Ser
) Full Access Fisids
252 Data Access Groups w] (Femm) ® 0 et &
tests (survey) @ O [
Other privieges: - -
formulaire_cases_a_cocher ® 0]
£3 Survey Distribution Tools b
A Alerts & Notifications [w} et
BB Calendar & Scheduling
Q Add/Edit/Organize Reports External Modules: G Permissions |
to ts (but not Privieges may be defined regarding whether the user can s&t or maify the canfiguration of an External Woduls that has been
d: - nabled on this project. Below are the currently enabled modules. NOTE: Only sdministrators may modify the module
" CmEs <onfiguration permissions here.
Custom Record Auto-numbering*
4§ Data Import Tool ] REDCap CSS Injector™
Requested and Required Fields*
# Data Comparison Tool [m] = “
*Permissions based on user's Project Desig/SetuR Aghts
B Logging (]
& Email Logging ]
& File Repository
8 Date Quality O Create & edit rules
Vihat s Data Qualiy? O Execute rules
& APl O API Expart
Vihat i the REDCap AP1? 0 API Import/Update

= Pourra étre développé lors d'un webinaire spécifique




Parametrages globaux

» Control Center

QEDCapo -] Home EMyProjects + MNewProject @ Help &FAQ EETraining Videos &Send-t WMMessenger %8 Control Center
Custom Project Settings (will overwrite system values)
All the fields below may be left blank, in which case the global/system-level value for each will be used in its place. But if the
you wish to override the global value with one for this specific project, then just add a value to the field below. This can be y
used to add a customn logo for a specific project, for example. The global value for each field is listed directly beneath it
below.
Name of REDCap Administrator
REDCap Administrator for projects) Global value:
n project
Email Address of REDCap Administrator
Global value: “ —
Mame of Institution P
Global value
MName of Organization at Institution (if
applicable)
Global value: [blank]
Name of grant to be cited (optional) -
dI’PI Y n users export i Global value: [blank]
leave blank if none P
W
ze
URL for Custom Logo to be displayed at top
s project page (optlonal] Global value: [blank]
Maz width: 650 pixels
Minimum number of data points required "
to display Smart Charts, Smart Tables, or i p
Smart Functions on a *public* Project CISESLBLES
Dashboard, *public* report instructions,
survey queue custom text, or any place on

a survey page. Hizabled, then some calculations mMIgnt not
i=d with Data Quality rule H.

Upload max file size for 'file’ field types on ME (Maximum Value: 32 MB)

= su ) Global value: [blank] ME




Parametrages globaux

» Control Center

Home &My Projects

QEDCap’ .

+ New Project @ Help & FAQ BB Training Videos &% Send-It

Control Center Home
@ Notifications & Reporting

B Messenger

£ Control Center

[# Edit Project Settings
Yo mav modifu the sovernine serrines for anw REDCap project on this page. Some settings were created as defaults when the

- Control Center Home
O Notifications & Reporting
To-Do List

Administrator Resources

£) REDCap Community

@ Project REDCap website

REDCap Administrator Videos

® REDCap Training Materials

B REDCap Language Library

wm Language File Creator/Updater

[E APl Documentation

v Plugin, Hook, & External Maodule
Documentation

¢ URL Shortener

Dashboards & Activity
EB System Statistics

B User Activity Log

1= User Activity Graphs
9 Map of Users

l= Top Usage Report

& Database Activity Monitor
£ Database Query Tool
A Recent Errors
Projects

2= Browse Projects

@ Edit Project Seuings
@ Survey Link Lookup

Users

owse Users

2+ Edd Users (Table-based Only)

-
& Email Users
&£ APl Tokens
® Banned |P Addresses

20 Administrator Privileges

Miscellaneous Modules

& Multi-Language Management

® Clinical Data Interoperability Services
£ Dynamic Data Pull (DDP) - Custom

DM—

User Management for Table-based Authentication

Mew REDCap user accounts (Table-based authentication ONLY) may be created on this page. They may be created

time, or they may be created in bulk by uploading an Excel/C5V file containing the usernames and user informatios

instructions under each tab below.

a* Create single user [ Create users (bulk upload)

To create a new user (Table-based authentication ONLY), provide the new user name along with the user's name a
address. Once created, the user will receive an email with log in information.

Basic attributes:
Username:
First name:
Last name:
Primary email:
Motification Preferences for REDCap Messenger:

Frequency of email notifications for any new messages received:

Enable instant email notifications for "Important” messages and
messages where you are tagged (@username]? This overrides the
frequency setting above,

Optional attributes:
Secondary email:

Tertiary email:

Phone number:

Mobile phone number:

Institution |D:

4-hour digest L

Tip: To enter & number with an extension, place
2 comma between the number and the
extension.

(OPTIONAL identifier specific to your institution.)

sertings used for customization and other functions. You may modify
commit these changes to the selected project.

Can
Institution Account
Comments create _
or D ~ Expiration
projects?
HFAR o
1R, OO s
nglish ¥
you wizh to translate the English text in REDCap into a new language and create a
w language file, you may go to the Language File Creator/Updater page and follow

E instructions. To download any already translated language files in order o utilize
em in REDCap, visit the REDCap Community Language Library.

nguage files are located on the server at fvarfwwwiredcap/languages/

efault Encoding (ANSI or UTF-8, if detected) v

ot explicity using a language listed in the drop-down above, then use the Default
coding option.

nabled +

: Thizs setting should *only™® be disabled if the suto-calculations are causing
essive slowdown when saving data. If disabled, then some calculations might not
it performed, a 50, must then be fixed with Data Quality rule H.

nabled +

jows users to download forms from the REDCap Shared Library to impaort those
'mz inta their project on the Online Designer page.
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Options supplementaires

- Répétitions des formulaires et des visites

Repeating instruments and events *®

An excellent way to collect repeating data in REDCap is to use repeating instruments and/or repeating events. This is sometimes called
ane-to-many data collection. Some examples may include but are not limited to the following: data from multiple visits or
observations, concomitant medications, adverse events, or repetitive surveys (daily, weekly, etc.).

Below you can specify a data cellection instrument or a whole event of instruments to be infinitely repeatable, in which each repeating
instrument or event can be repeated a different number of times for each record. You may set any event in the project wo be
repeatable *or® alternatively set selected instruments to be repeatable within an event. The 'Repeat Entire Event’ option means
that all the event's instruments will repeat together and stay connected, whereas the '‘Repeat Instruments’ option implies
that the instruments will repeat separately and independently from each other on that event. Once an instrument or event is
set to repeat, you will see options on the Record Home Page to add another instance of the instrument/event for the currently
selected record.

Custom label for
Rﬂpﬁﬂt E.'rltlrE event or SEIEI:I:E'H Imtrument name rEFeﬂtil'lE Imtr" ments {Dptiul‘lal]- H

Event Name
instruments?

(select instruments to repeat) Example: [visit_date], [weight] kg

Event 1 - not repeating - v tests

— not repeating —

¥ event2 Repeat Entire Event (repeat all instruments together)

Repeat Instruments (repeat independently of each other)

Save Cancel

DM—GIRCI IDF : Réunion initiation#3, le 12/11/2025



Options supplementaires

> Libellés et affichage des formulaires / events

= |l est possible de reprendre la valeur d'une variable pour qu'elle s'affiche
sur le Dashboard sans avoir a ouvrir le formulaire

Custom
Event Un
Custom label for Label &
repeating instruments (optional) {oprional]
) Examnple: [visit_date], [weight] kg -
=Y
Custom
Event Label ’
{optional)
Exampila:
[visit_date],
= Formulaire de Motification EIG
Current instance: | @) 1 - ] ' INCLUSION
Hrrentinstance: | © 1 -2025001-22 J Data Collection Instrument (V)
& Editing existir ﬂ' 1-2025001-22 &l 25 09-2025
Event: EVENE  *Add new _
= Identification patient -
Record ID

DM—GIRCI IDF : Réunion initiation#3, le 12/11/2025



Options

supplémentaires

> Alertes et notifications

~ Il est possible d'envoyer des eMails de notifications selon le

remplissage (ou certaines conditions) de certains formulaires

Create new alert X

‘You may define the settings for your alertin Steps 1-3 below. After dicking the Save button at the bottorn, your alert will immediately become aciive
and may be triggered at any time thereafter. If you would like to remove or stop using an alert, it rmay be deactivated at any time. You may modify an
existing alert at any tme, even after some notifications have already been sent or scheduled.

Title of this alert:

& STEP 1: Triggering the Alert

A) How will this alert be triggered? ® When a record is saved on a specific form/survey*
O If conditional logic is TRUE when a record is saved on a specific form/survey*
() When conditional logic is TRUE during a data import, data entry, or as the result of time-based logic @

B) Trigger the alert...

when | - choose an instrument/survey - v | | is saved with any form status v | (excludes data imports)
) Trigger Limit: Trigger the alert... | only once per record (i.e., never re-trigger) hd
(The trigger limit determines where and to what extent within 2 record that the alert will be triggered.)

* The slert will not be re-triggered if the form/survey is saved again, unless it is set to send Every time in St=p 2 below.

(9 STEP 2: Set the Alert Schedule

When to send the alert? ® Send immediately
() Send onnext | Day ~ | attime B Hm
() Sendthe alert days haurs minutes
after ¥ | | the exact time that the alert was triggered v B
() Send at exact dateftime:

DM-GIR
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Options supplementaires

> Reports

~ Il est possible de créer des reports (requétes de données) a mettre a
disposition des centres investigateurs

Name of Report: |

Enabling this feature below will autc-generate a public link for viewing the report without needing to log in to REDCap.

Set as "public”: [) Report is publicly viewable by anyone with the public link

Open Sans v Paragraph v 10pt v~ B I U & A v &~

= =@y — L HE T LS oo

vooa=

Description (optional):

Dizplayed on page below
report name

STEP 1 Record ID Event Name Repeat Instrument Repeat Instance Data Access Group
record_id redcap_svent_name redcap_repeat_instrument redcap_repeat_instance redcap_data_access_group
2+ User Access: Choose who can ed
01-001 Event 1 01-HFAR.
@ View Access: Choosewho seesthif =
@Allusers - OR- (OCustomus 01-001 event2 1 01-HFAR
(# Edit Access: Choose who can edit, 01-002 Event 1 01-HFAR
®Allusers - 0F- CCustomus 01-002 evant2 1 01-HFAR
01-003 Event 1 01-HFAR.
STER2 01-003 event? 1 01-HFAR

= Pourra étre développée lors d'un webinaire spécifique

DM-GIR




Synthese parametrages

1 | Anticiper

Etude longitudinale, formulaires ou visites
répétées, formulaires accessibles aux patients,
randomisation, etfc.

2 | Faire le Design

Paramétrer les formulaires, les variables, les
conditionnements, les contrbles a la saisie

3 | Faire la structure

Définir les visites, les répétitions, les affichages
dans le dashboard

4 | Parameétrer les acces

Définir les profils, paramétrer les centres

5 | Tester

Tester et faire tester par les futurs utilsateurs

7 | Documenter

Tracer tous les paramétrages (CRF annoté, DVP,
profils, etc.) et les évolutions a venir

DM—GIRCI IDF : Réunion initiation#3, le 12/11/2025
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Discussion

Réponse

Mélanie Quand utiliser I'option  "Operational
support” et quelles différence avec I'option

CARRIAT APHP *Research”

(URC Ouest)

Elodie PAYET Est-il possible de sortir automatiquement un

L CRF annoté et/ou une liste des controles,
(Centre Hospitalier  une fois I'eCRF mis en production ?

de Versailles)

DM—GIRCI IDF : Réunion initiation#3, le 12/11/2025

A la Fondation Adolphe de Rothschild, nous
utilisons 2 serveurs. Le premier pour la production.
Le second nous sert a faire des modifications sur
un eCRF post-production.

Nous créons ainsi un nouveau projet pour y
importer (et modifier) la structure de I'eCRF
d'origine. Nous utilisons donc I'option "Operational
support" le temps de faire les modifications et
tests.

REDCap propose le module externe "Annotated
pdf" qui permet de générer un fichier PDF qui
agjoute au codebook, toutes annotations et
métadonnées du projet.

Pour la liste des contréles, il est possible d'exporter
les informations du module Data Quality sous
forme de fichier CSV



Discussion

Réponse

Nour BEKOUCHE
(GHI Le Raincy
Montfermeil)

Taous BENARAB
(Hopital Foch)

Comment contréler la qualité des données
recueillies

Comment définir soi-méme la humérotation
des patients

Dans le module Data Quality, quelques contréles

sont déja pré-programmés (notamment sur les

données manquantes).

Ensuite, il est possible d'ajouter des contréles

- Rédiger le message a afficher

- Paramétrer la condition d'éxécution du contréle
avec la syntaxe de REDCap

- Cocher (ou non) la case "Real-time execution" si
vous souhaitez que le contréle
s'éxécute directement au moment de la saisie.

Deux autres stratégies peuvent étre ajoutées pour

contréler la qualité de vos données :

- Utiliser le module Report pour présenter des
listing d'incohérences

- Faire un export de vos données et les analyser
via un outil externe (type R ou SAS)

Le module externe "Custom Record Auto-
numbering" permet de créer une numérotation
automatique personnalisée en reprenant une
partie du libellé du DAG (par exemple.
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Conclusion

Ne pas oublier

Points d’attention

Anticiper
Il type de projet — 1. Gestion des
Type d'étude | T =|Documenter utilisateurs
28 Ressources et
W Phases de tesls et @ Notifications alertes

compeétences des : .
ompeter de mises en production
equipes internes

A . . , ,
) Suivi des versions 1 B4 Bénéfices de

Durée du
Possibilités de ['utilisation de certains

développement (Design
+ paramétrages divers) modifications modules
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Prochaines réunions

«’ REDCap® Expertise <’ REDCap®
T 21/11/2025 — 14h00 %% 10/12/2025 — 11h00
Themes : Themes :

» Paramétrage des Surveys -+ A définir
 Autres modules externes ¢ Plan 2026



Ressources Utiles

@& Documents partages pour les membres de la
communauté des Data Managers

@ Replay et présentations des sessions, autres,
documents, outils, site Web de référence, etc.

Acces :

= URL : https://qirci-idf.fr/ressources/communaute-data-
managers/

= MDP : communautédm2025

DM—GIRCI IDF : Réunion initiation#3, le 12/11/2025
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Merci pour votre attention

Suivez les actualités du GIRCI IDF :

Site Web : https://girci-idf.fr/

@ Linkedin : https://www.linkedin.com/company/girci-idf/
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