How to Add New Records to Existing Forms to Project in REDCap

™

1. Once you have reached the project main page, refer to the Data Collection section on the
menu to the left.
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A Design your data collection instruments & enable your surveys

Add cr edit figlds on your data collecbon instruments (sunesy and Tarms), This may be done by
either using the On'ine Designer (online method) or by uploading a Data Dictionary (otfline
methoc), You may chen enable your instruments to be used 25 surveys In the Online Designer.
Quick lings: Download FOF of sl instruments OR Down cad the currert Daza Dictiorary

2. On the Add/Edit Records page there will be a green button with the option to “Add new

record,” click here to create a new record and review the form designs.
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NOTICE: This project Is currently in Development status, Real data should NOT be entered until the projec
has been rmcwed Lo Produclion slatus.
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3. On the Record Home Page you can access any of the forms by selecting the circles in the status
column.
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4. Once you have opened a form you can move between the forms under the Data Collection
section in the menu on the left.
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