Backing up aproject or a project & data

As we mentioned on our REDCap website, it is the researcher’s responsibility to ensure backups of their
project template and data are performed and maintained, at intervals determined appropriate for the
project. So, we suggest the owner of the project to back up their project at least every week.

Exporting a projects data dictionary csv file
1. Log into REDCap

2. Select your required project from the ‘My Projects’ tab

3. Onthe ‘Project Setup’ tab, under ‘Design your data collection instruments’ select the ‘Data
Dictionary’ button

A Project Home | := Project Setup | I Other Functionality = 4 Project Revision History

Project status: (& Production Completed steps 3of 8
y Main project settings
Enable | @ Use surveys in this project? |2 23 VIDEQ: How to create and manage a survey
Coaples Enable | @ Use longitudinal data collection with defined events? [2
Modify project title, purpose, etc.
| Design your data collection instruments
» Add or edit fields on your data collection instruments. This may be done by either using the

QOnline Designer (online methad) or by uploading a Data Dictionary (offline methed). Quick
links: Download PDF of all instruments OR Download the current Data Dictionary OR Download
Data Dictionary with drafted changes

Goto | |5 Online DesignerJ or | 3 Data Dictionary

You may also browse for pre-built data collection instruments in the | REDCap Shared Library

Have you checked the Check For Identifiers page to ensure all identifier fields have been tagged?

4. On the ‘Data Dictionary’ tab, under the ‘Steps for making project changes’ heading, select ‘1.)
’ that is underlined and written in green text

A Project Home | :=Project Setup = Online Designer | [&F Data Dictionary

42 VIDEC: How to use this page

This maodule will allow you to create new data collection instruments/surveys or edit existing ones. Changes may be made by either
using the Online Designer or Upload Data Dictionary (see tabs above). in which you may use either method or both. The Online
Designer may help you get some initial fields/forms built quickly or to make quick edits, but using the Data Dicticnary file may be
more helpful if you will be adding a larze number of fields for this project.

This medule may be used for making changes te the project, such as adding new fields or modifying existing fields, by using an
offline method called the Data Dictionary. The Data Dicticnary is a specifically formatted CSV (comma delimited) file within which
you may construct your project fields and afterward upload the file here to commit the changes to your project.

Click the "Browse' or 'Choose File' button below to select the file on your computer, and upload it by clicking the 'Uplead File' button.
Once your file has been uploaded, changes will NOT immediately be made but will be displayed and checked for errors to ensure
that all the formatting in your Data Dictionary is correct before official changes are made to the project. Snapshot note: A snapshot
of your project's current Data Dictionary will be created automatically during the Data Dictionary upload process before committing
the new Data Dictionary. The snapshot can later be accessed and downloaded from the Project Revision History page.

Need some help?

If you wish to view an example of how your Data Dictionary may be formatted, you may download the Data Dictionary
demonstration file, or you may view the Data Dictionary Tutorial Video (10 min). For help setting up your Data Dictionary, you may
also see the instructions listed on the Help & FAQ.

Steps for making project changes:
1.) Download the current Data Dictionary @
2.) Edit the Data Dictionary (see the Help & FAQ for help)
3.} Upload the Data Dictionary using the form below
4.) The changes will be made to the project after the Data Dictionary has been checked for errors

Please Note: Ensure you read all the text information on this tab before downloading your data dictionary.

5. Depending on your browser, the downloaded data dictionary CSV file will show at the bottom of your
browser window, click on the file to open.

|ﬂ TestSurvey2_DataD...csv
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Back up the project metadata and data
1. Loginto REDCap
2. Select your required project from the ‘My Projects’ tab
3. Select the ‘Other Functionality’ tab

Training 25 May 2018

& Project Home  := Project Setup | Wl Other Functionality | £ Project Revision History % Edit project sewings

4. Under ‘Copy or Back Up the Project’ select either button:
* Download metadata only (XML)
+ Download metadata & data (XML)

|Copy or Back Up the Projectl

[ Copy the praject | Make an exact duplicate of this project. All project fields will

) be copied owver, and you will be prompted to set the title and info
for the new project. You may choose to copy or not copy the
existing data in the current project to the new one.

Download a backup of this project. The entire project (all
records, instruments, fields, and project attributes) can be
downloaded as a single XML file (CDISC ODM format). This XML
file can be used to create a clone of the project (including its
data, optionally) on this REDCap server or on another REDCap
server (it can be uploaded on the Create New Project page).
Because it is in CDISC ODM format, it can also be used to import
the project into another ODM-compatible system.

E:The e

P Download metadata only (XML) |

P Download metadata & data (XML) |

& does *not ain the o

Please Note: Depending on the browser you are using will depend upon how it will show you have
downloaded, the below screenshot is of Chrome, where it will show in the bottom of the window that the
file has downloaded. If you are unable to see this, you will need to navigate to where your files from your
chosen browser downloads files to be able to access and save the file to your required location.

2|Page
Document Last Updated: 21/019/2018 Author: Sandra Henley-Smith Version: 1.0



