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1.0 Procedure Description

This Standard Operation Procedure (SOP) highlights options for WE-SPARK
REDCap Users to back up their projects and data.

2.0 Persons Affected

Applies to all REDCap Users.
3.0 Procedures

While the technical environment is backed up at the system level by UWindsor
Information Technology Services (ITS) for the purpose of disaster recovery, it is
incumbent on the REDCap Project Manager to retain a local copy of their project as
a precaution against file corruption or user error. There are several ways to back up
your REDCap project.

3.1 Data Dictionary Method

REDCap data dictionaries contain all the metadata associated with the data
collection instruments in an individual project. They do not contain record
data. Users can access their data dictionary from the “Dictionary” option
under “Project Home and Design” in the left-hand menu. It can also be
accessed through the “Data Dictionary Tab” at the top of the “Project Home
and Design” menu.

Once in the Data Dictionary page, there is an option to download the current
data dictionary under “Steps for making project changes”. Click “Download
the current Data Dictionary”. This will by default download a .csv file
containing all the project fields contained in the data collection instruments.
This file can then be used to upload into a new REDCap project to restore it
via the “Upload your Data Dictionary file” option on this page.
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INSTITUTE accepts no responsibility for use of this material by any person or organization not associated with WE-SPARK HEALTH
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3.2 Data Export Method

The Data Export Module allows users to export project data into Microsoft
Excel, SAS, Stata, R, or SPSS. Users can specify which data they pull from
the project as well. Users must have the appropriate user data export rights
within a project to pull data from each data collection instrument. If you are
unable to export data, consult the owner of your project.

If your project contains identifier fields, for the purposes of backing up your
data, you should export the full data set. Once project data with identifying
information is exported from REDCap, it is on the user to ensure that data is
stored appropriately in a secure location.

Users can complete a full data export by accessing the “Data Exports,
Reports and Stats” module in the left-hand applications menu. They can then
download all project data by selecting “Export Data”. Users will then specify
the file format that they would like to store the data in. If users are exporting
data to protect against corrupted files or user error, it is recommended to
export in Excel CSV format. This file can be used with the data import
template in the “Data Import Tool” module to restore project data.
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Exporting "All data (all records and fields)"

Select your export settings, which includes the export format (Excel/C3V, SA5, SPE5, R, Stata) and if you wish to perform de-identification on the data set.

00se export forma

CSV f Microsoft Excel (raw data)

x CSV f Microsoft Excel (labels)
b 2.1 SPSS Statistical Software
§Sas sas statistical Software

R Statistical Software

@ Stata Statistical Software

(o] h CDISC ODM (XML)

De-identification options (optional)

The options below allow you to limit the amount of
=sensitive information that you are exportng out of the
project. Check all that apply.

Known Identifiers:

) Remove All Identifier Fish

unecognizable valug)

Free-form text:

Date and datetime fields:

[ Remove 2l date and datstime fields

—OR—

[0 shift all dates bry value between 0 and 364 days

fshilied ined by sigorithi for each recard)
What is date shifting?

Alzo shift all survey completion timestamps by value
between 0and 364 days
{shifted amount determined by atgorithm for each
record)

Deselect 2l opdions

Additional export options

Export survey identifier figld and survey
timeszamp field(s)?

Advanced data formatting options

Export blank values for gray Form Status?

Al Form Status fields with a gray status icon can be exported
either a= a blank value or as "0" {Incomplete). Hint: Blank
walues are recommendad if the data will be imported back into
REDCap, in which this preserves the gray status icons for all the
importad records.

Expart gray Form Status fislds with value of ‘07 W

Set C5V delimiter character
Set the delimiter used to separate values in the C5V data file
{enly valid for C5V Raw Data and C5V Labels export formats):

. (comma) - gefault W

Force all numbers into a specified decimal format?
You may choose to force all data values containing a decimal to
have 2 specified decimal character (comma or period/full stop).
This will be applied to all calculations and number-validated
text values in the export file.

Use fislds' native decimal format (default) A
MWOTE: Your data formatting selections above will be

remembsred in the future and will be pre-selected upon your
next export.

Export Data Cancel

3.3 XML Backup Method (Metadata AND Data Backup - Recommended)

The simplest method to backup both project metadata and data is via the
REDCap XML backup method. An eXtenisble Markup Language (XML) file is
a markup language and file format for storing, transmitting, and constructing
arbitrary data. REDCap XML backups will store an entire project and its
settings within one .xml file.

However, the .xml file is not utilizable in the same way that excel files
are. This method is only recommended if you want to restore your
project specifically in REDCap.
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Users can download their REDCap XML backup via the “Other Export
Options in the “Data Exports, Reports and Stats” module. Users can then
select the “REDCap XML” button. This will bring up a menu to specify their
XML backup. This can also be accessed through the “Other Functionality
Tab” in the “Project Home and Design Menu”. There is an option to
download metadata only or both metadata & data on this page.
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# Project Home - £= Project Setup
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The entire project (all records, events, anms, instruments, fislds, and project attributes) can be

Data Callection (=)

£J Survey Distribution Teols
B Record Status Dazhboard
B Add / Edit Records
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downiloaded as 2 single XML file, which is in CDISC ODM format (ODM version 1.3.1). This XML file can
be used to create a clone of the project (including its dats. optionally) on this REDCap server oron
another REDCap senver (it can be upleaded on the Creste New Project pagel. Because it is in CDISC
ODM format, it can also be used to impart the project into anather ODM-compatible system.

[ PDF of data collection instruments containing saved data {all records)

POF
The data for all records in this project may be downloaded in a single PDF file. This file contains the i
e = actual page format as you would see it on the data entry page or survey and indudes all data for all —
Froject Deshboards records for all data collection instruments. Click the icon to the right to begin downloading the file. ot
A plerts & Motificatons Also, you may optionally diick the Compact optien to download & POF that excludes fields that have no PiliE
data saved and excludes unselected muitiple cheice options. (Note: Section headers and descriptive L+
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#R Calendar

B+ Data Exports, Reports, and Stats
-8 Data Import Tool

# Data Comparizon Tool

Bl Logging and &% Email Logging

By Field Comment Log

fields will still be includad}

MNote: If your profect hos o large ameunt of fieldsfquestions or records/respanses, the resulting POF file may
be wvery lorge both in file size ond in page length. Please be patiant if the file takes time to downlood.

@ NOTICE: When downloading a PDF file containing data for all records, a copy of that
downloadad POF will be archived and storad in the File Repositony.
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Users can then use the XML file to restore a project and it's data by creating a
new project in the main menu. Select “New Project” and for “Project creation
options” select “Upload a REDCap project XML file”. Upload the XML file and
your project will now appear restored with all of your data and data collection
instruments in REDCap.

‘“EDC&D’ Home EIMyProjeflc +MNewProject @ HelpLFAQ ETrsiningVideos ®Send: WMMessenger ¥ Control Carter gy "% @ Prof

+ Create a new REDCap Project

You may begin the creation of a new REDCap project on your onn by complsting the form below and ciicking the Create Project bution
&t the bottom.

Project title:

Project's purpese: —SelectOne— W
How w IF b used?

Assign project to a Project Folder? [

eeeliniacnisniantionals

Project creation option: ) Empsy project (blank slte)
i@ Upload 2 REDCap project ¥ML file (CDISC ODM format) E

[1Setece XML file: [ Choose File | Mofile chosen

O Use 2 templats (choose one below)

o |
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4. \When to Backup your Project and Data

It is up to the discretion of the project team to decide when to back up project data. It is
recommended that users backup their projects and data atleast once per week during the
data collection phase. This helps prevent data loss in the event of a disaster or user error.

5. Production Status Snapshots

For the WE-SPARK Health Instance of REDCap, “Production Status” signifies that a project
has been completed, thoroughly tested and is ready for the collection of real participant data.

When a project is approved to move into production status, a snapshot is created of the
current data dictionary and saved to the project. Subsequent changes can be made to the
project in “Draft Mode” and then submitted for approval by an administrator. If approved, this
will create a new snapshot of the data dictionary including those changes. This allows users
to download previous data dictionaries if they wish to revert their projects back to a previous
version, and may be useful for users. This does not save participant data, rather only
data dictionaries.

These snapshots can be found under the “Project Revision History” tab in the “Project Home
and Design” menu when a project is in production status.

DISCLAIMER: This material has been prepared solely for internal use at WE-SPARK HEALTH INSTITUTE. WE-SPARK HEALTH INSTITUTE accepts no
responsibility for use of this material by any person or organization not associated with WE-SPARK HEALTH INSTITUTE. No part of this document may be
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*EDCapﬂ Test Centre  #0 +s

& Logead in as klago | Log out

My Projects or %X Control Center M Project Home | ?=Project Setup = &8 Other Functionalityl] 4 Project Revision History | [0 Edit project seminzz
B REDCap Messenger
& Contact REDCap administrator

The tables below list information about when major changes and revisions were made o the project. The first table below displays when the

& View project as user: | - select s user — ¥ project was created, and if the project is in preducion, it lists the time it was moved to production, as well as any revisions made to the

P = project fields while in production. You may alsa download any of the Data Dictionaries from past revisions, The table at the bowwom displays
general statistics with regard to the times of project changes and revisions. To perform a comparison of any revision or snapshot, dick the

& Project Home = Project Setup icons/buttons on the lefi-hand side of the table.

(# Designer - [ Dictionary - B Codebook

- - Project Revision History @ Hide

Data Collection = Created project 07-08-2022 11:58 - Created by klago (Kyle Lago)

£2 Survey Distribution Toals % ‘ Maved to production 21-11-2022 11:08 EI Download data dictionary  Moved to production by kiago (Kyle Lago)

Requested by klago
Approved automatically

g T:ZDE‘;jta;us Dzshboard %‘ Production revision 1 (current.  21-11-2022 11:10 [38] Downioad data dictionary 250)
A I T Records _

Show data collection instruments

Applicati Project Revision Statistics
pplications =

[ Project Dashboards Time since project creation 85.1 days
A Alerts & Notifications Time in development 75.0 days
& Multi-Language Management Time in production 10,0 days
B Calendar

E: Data Exports, Reports, and Stats

4 Data Import Tool

# Data Comparison Tool

B Logging and &8 Email Logging

® Field Comment Log

& File Repository

& UserRights and %8® DAGs

@ Customize & Manage Locking/E-signatures
23 Randomization

B Dats Quality

AR o P AR o

Time since last revision 10.0 days

Average / median time between revision 0.0 days / 0.0 days
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