Renaming an existing record

At times you will wantto Rename/Numberyour records within your project due toa wrong number
beingenteredin when Manual entry of eachrecordis being used, orif auto-numberingis enabled and
you have removed/deleted arecord and want to re-numberso no numbers are missing. You will need to
ensure thatyou have the user permissions to Rename the record, if you do notyou will needtospeakto
the projectownerto give you the userright permissions orto have them follow the below steps.

Renaming/re-numbering an existing record
1. LogintoREDCap

2. Selectyourrequired projectfromthe ‘My Projects’ tab
3. Under the ‘Data Collection’ menu on the left, select ‘Record Status Dashboard’
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On the ‘Record Status Dashboard’ screen, select the required Record/Study IDyou want to
rename fromthe list
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5. Onthe ‘Record Home Page’, select the ‘Choose actionfor record’ drop down listand select

‘rename record’.

Record Home Page

The grid below displays the form-by-form progress of data entered for the
currently selected record. You may click on the colored status icons to

access that form/event.
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6. Onthe ‘Rename record’ window, enterinthe new numberinto the textboxi.e.2from 3.
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7. Selectthe ‘Rename record’ button

8. On the ‘Record Home Page’, it will advise you that the record was successfully renamed

Record Home Page

The grid below displays the form-by-form progress of data entered for the
currently selected record. You may click on the colored status icons to

access that form/event.
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