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Uploading data onto REDCap 
Research Electronic Database Capture (REDCap) is a secure web application allowing 
secure online data collection.  

Accessing the website 
1. Go to http://redcap.slms.ucl.ac.uk/  

 Enter your log-in details. These have already been emailed to you.  

  

 

 

 

If you have difficulty logging in, please contact seashelstudy@gmail.com  
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2. Select the ‘My Projects’ tab. 

 

 

3. Select the appropriate project (‘Prognostic factors for outcomes of idiopathic Sudden 
onset Sensorineural Hearing Loss: The SeaSHeL national prospective cohort study’)  
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4. Click on the Project Home Tab. This will take you to the homepage for the SeaSHeL 
project which should look like this:  

 

 

 

 

 

 

 

 

 

 

 

 

 

Entering a new record 
1. On the left hand of your homepage look click ‘Add/Edit Records’ 
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2. Select ‘Add new record’ 

 

 

 

 

 

 

 

 

 

 

 

 

3. This is what your screen should look like: 

 

4. Take note of the patient’s REDCap Record ID and record this onto the document 
‘Participant Recruitment Log’ (Document #4) along with the patient’s hospital number. 
This will be the patient’s REDCap ID for the duration of the study, and is therefore crucial for 
entering follow-up data for the patient. 
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5. Click the grey button next to “General Information”   

 

 

6. A data entry form will appear 

 

 

7. Enter the data as prompted. Please complete all fields. The fields correspond to the 
questions on the paper form for data collection. 
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8. At the end of the form there will be option to select the form status. Select ‘Complete’. 

 

 

 

9. Click “Save & Go to Next form’ 

 

 

 

 

10. Enter data into the page ‘Patients first presentation to ENT’. The fields correspond to the 
questions on the paper form for data collection.  

11. At the end of this page there will be option to select the form status. Select ‘Complete’. 



 
V1.1 
30/10/2019  
IRAS 258494 

12. Click the down arrow and select on “Save & Exit form’ 

 
13. If you try to save the form but have missed fields, your screen will look like this:  

 

 

Accessing a pre-existing record to enter follow-up data (6-16 weeks 
after onset) 
 

1. Find the REDCap ID associated with the participant you wish to enter data for by referring  
to your ‘Participant Recruitment Log’. 

2. Log into REDCap.   

3. Select the ‘My Projects’ tab. 

Take note of the fields missing data entries.

Click ‘Okay’ and enter data for the missing values.

If you select the ‘Ignore’ options, the data you have entered will be saved but 
you will not be prompted to enter the missing values again. 
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4. Select the project ‘Prognostic factors for outcomes of idiopathic Sudden onset 
Sensorineural Hearing Loss: The SeaSHeL national prospective cohort study’)  

5. Go to ‘Add/Edit Records’ and select the participant’s REDCap ID number from the drop-
down menu.  

 

6. Click the grey button next to ‘Follow-up 6-16 weeks after onset’.   

 

 

7. Enter data into the page ‘Follow-up 6-16 weeks after onset’. The fields correspond to the 
questions on the paper form for data collection.  

8. At the end of this page there will be option to select the form status. Select ‘Complete’. 

9. Select ‘Save & Go To Next Form’ 
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10. You will now be taken to the QoL Questionnaire. You do not need to enter any data on 
this form. Just select “No” for the question “Were Quality of Life (QoL) questionnaires used 
for this patient and enter your name in the box ‘Name of data collector’  

11. Select ‘Complete’ and then ‘Save & Go To Next Form’ 

12. Repeat the same step for the page ‘QOL questionnaires - Follow-up’ 

13. Select ‘Save & Exit Form’  

Monitoring data entry 
You may oversee all the records you have entered for your participants and whether or not 
sections are complete by accessing your ‘Record Status Dashboard’: 

 

You may monitor your data completion.

Please note: ‘QOL Questionnaires’ will 
show up as ‘Complete’ (green) or 
‘Unverified’ (yellow) depending on what you 
click for ‘Form status’. 

We recommend selecting ‘Unverified’ until 
you have entered both the initial visit and 
follow-up visit questionnaires. Once you 
have entered both you may change it to 
‘Complete’. This will facilitate keeping track 
of which participants are complete.


