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CovidSurg-3 REDCap Guide 
 

This document will guide you through using REDCap for CovidSurg-3 
 

Note: For CovidSurg-3 REDCap logins will only be issued to Hospital Leads 
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(1) Setting up your REDCap account  
 

Once your REDCap account has been processed, you will receive two automated emails (if you do not receive these 
emails please check your spam folder): 

 

1. An email confirming your account has been created. This will include your username and a link to set your 
password: 

 

 

2. An email confirming you have been given access to the CovidSurg-3 data collection project (called "CovidSurg 

2022"). This email does not require any action: 

 

 

  



 Page 3 of 10 
 

(2) Logging in to REDCap  
 

1. Go to: https://globalsurgery.redcap.bham.ac.uk/ 
This can be viewed on a tablet and mobile device, but please select desktop mode in your browser to make it 
easier for you to work out where everything is. 

 
2. You will be presented with this screen to fill in your login details:  

 
  

  

  
 
 
 
 
 
 
 
3. Once you are logged in you will be at the home page.  

 
4. Click on “My Projects” to get to the CovidSurg-3 project.  

  

  

 

 

 

 

 

 

 

 

5. You will be presented with the projects you have access to on the REDCap project. You will only have access to 
one project, "CovidSurg 2022". 

 

6. Click on the “CovidSurg 2022” link to enter the project. 
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(3) Creating a new record & managing REDCap IDs 
 

1. On left hand menu click on “Add / Edit Record” 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Click the green “add new record” button to add a new patient to the database  
 
 
 
 
 
 
 
 
 
 
 

 
 
3. An important part of the next screen is the REDCap ID. This will be the only identifier for your patient on the 

database. Therefore, you may want to keep a local cross-reference of REDCap ID versus patient details so that 
you are able to return to identify your patients on REDCap, so that you can edit REDCap records later. You can 
either keep this cross reference (1) on paper (please see the Protocol Appendix for a template) in a locked, 
secure office, or (2) in an encrypted spreadsheet on a password protected computer. 

 
In the screenshot below the REDCap ID would be "1". Your REDCap IDs will be in the format "XXXX-N" where 
"XXXX" is the code for your data access group (DAG) and "N" is a unique number assigned to each of your 
records (this will start with 1 for your first record and sequentially increase for each patient). For example, 
record 1739-1 would be the first record entered by the DAG with the code 1739. 
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4. To start entering data, click on the  next to "[0] Approval confirmation". 
 

5. On this form you must confirm that you have all necessary local and/or national approvals to participate in 
CovidSurg-3 and to enter data on REDCap. You will be unable to enter patient data until you have confirmed this. 
Confirm that you have approval in place by clicking 'yes' and then the blue "save and exit" button. 

 

 

 

6. You will see that buttons have now appeared next to the baseline, SARS-CoV-2, intraoperative, and 30-day 
outcome forms and you are now able to access these forms by clicking on these buttons. 
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(4) Entering 30-day outcomes data  
 

On form "[4] 30-day Outcomes Form", to access the 30-day outcomes data fields you must click the option "Yes - the 
patient has reached postoperative day 30" to confirm that the patient has completed 30-days after their surgery and 
that 30-day outcomes can now be entered. 
 

   



 Page 7 of 10 
 

(5) Checking for missing data 
 

Once you have started entering data on a record, at the bottom of each form you will find key data fields flagged for 
which data is currently missing. For some fields there are some additional notes to help you complete these fields. 
Once you have completed these fields, they will no longer be flagged as incomplete. Example below is for the form 
"[1] Baseline Form". 
 

 
 
 
 
To ensure that you do not have any missing data, please run the "Missing Data Report". This can be accessed at the 
following link: 
https://globalsurgery.redcap.bham.ac.uk/redcap_v10.9.0/DataExport/index.php?pid=157&report_id=828 
 
On this report you will see listed all Record IDs that belong to your data access group that have missing data. There is 
a breakdown of the number of missing fields per form. Click on the Record ID to link through to that particular record 
to enter the missing data: 
 

 
 
 
 
Once you have fully completed each patient's record, when you run the Missing Data Report you will have the 
message "No results were returned": 
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(6) Editing patient records on REDCap  
 

1. On left hand menu click on “Add / Edit Record”  
Please note, you will need to know the REDCap ID for the patient whose data you wish to edit.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. Click on ‘select record’ (see below) and a drop-down list will appear of all records linked to your mini-team.  

 
 
 
 
 
 
 
  

3. Scroll down to the record you want to edit and click on it.  
 

4. You will now see the list of forms for the patient you selected. Click on the button in the "Status" column to 
access the form that you would like to edit. Click on the button for the form you wish to view, to proceed to that 
form. 
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(7) Marking a record for removal from the study  
 

Collaborators are unable to directly delete records on REDCap. Instead, please use the 'record inclusion / exclusion' 
field to flag records that should be excluded from the analysis. This field can be found at the end of the form "[4] 30-
day Outcomes Form". Please select the reason why the patient should be excluded. 
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(8) Download data entered from your hospital  
 

1. On left hand menu click on “Data Exports, Reports, and Stats”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
2. You will then see the options to view this data.  

You can either click on “View Report” which will display the data in your browser. 
 

 
 
 
 
 

 
 
 

 
3. Alternatively click “Export Data” and there will be a pop-up with the download options. 

Select “CSV / Microsoft Excel (labels)" and click "Export data" in the bottom right of the 
box. 
 

4. This will now bring up another pop-up. Click on the Excel-CSV icon to download the file. 


