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Renaming an existing record 
 

At times you will want to Rename/Number your records within your project due to a wrong number 
being entered in when Manual entry of each record is being used, or if auto-numbering is enabled and 
you have removed/deleted a record and want to re-number so no numbers are missing. You will need to 
ensure that you have the user permissions to Rename the record, if you do not you will need to speak to 
the project owner to give you the user right permissions or to have them follow the below steps. 
 

Renaming/re-numbering an existing record 
1. Log into REDCap 
2. Select your required project from the ‘My Projects’ tab 
3. Under the ‘Data Collection’ menu on the left, select ‘Record Status Dashboard’  

  
 

4. On the ‘Record Status Dashboard’ screen, select the required Record/Study ID you want to 
rename from the list 
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5. On the ‘Record Home Page’, select the ‘Choose action for record’ drop down list and select 
‘rename record’. 

 
6. On the ‘Rename record’ window, enter in the new number into the text box i.e. 2 from 3.

 
 

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

 
 


