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eConsenting Using REDCap – Instructions 
 
Introduction 
 

This guide describes how you can use REDCap to administer electronic Informed Consents. Each  
consent is implemented in REDCap using the survey functionality.  The survey functionality 
presents the pages of the traditional paper consent, including the IRB stamp, to a potential 
research subject, then uses REDCap to present the questions and signature fields that appear 
on the paper consent. Once an individual agrees to participate, electronically signs the 
informed consent, then hits submit,  a PDF of the completed consent can be automatically 
generated and saved to a REDCap form to preserve the exact consent text along with the 
research subject’s responses. 
 
You can view an example of such an eConsent here: 
https://redcap.ctsi.ufl.edu/redcap/surveys/?s=F8YYC9AC7D 
 
You can also use the eConsent project template when creating a new REDCap project, that you 
would then modify for your project needs, such as uploading your project-specific Informed 
Consent and adding additional data fields to collect the subject’s responses that are relevant to 
your study’s ICF.  
 

 
 

 
 
You can use the process described below to make a stand alone consent or make the consent 
the first step in a larger project that includes data collection forms and other surveys. 
 

https://redcap.ctsi.ufl.edu/redcap/surveys/?s=F8YYC9AC7D
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Requirements 
 

Once you obtain IRB approval to do eConsenting, to make an eConsent, you’ll need to create 
two REDCap forms: 1) The eConsent (enabled as a survey), and 2) a traditional case report form 
that will store the signed, downloaded copy of the eConsent after it has been submitted by the 
subject.  
 
You will also need an electronic PDF of the IRB-approved and stamped informed consent form, 
which can be obtained in myIRB under Stamped Documents. 
 

Instructions for Creating the eConsent form: 
 

1) Obtain an electronic PDF version of the stamped, IRB-approved Informed Consent, which 
can be found in myIRB under Stamped Documents, and save it to your computer. 

2) Open the PDF file of the Informed Consent on your computer and save it as a JPEG or PNG 
file (this will make each page of the Informed Consent its own separate image). Save these 
JPEG or PNG files to your computer with the current date in the title of the file. 

3) In your REDCap survey form, using the “Descriptive Text (with optional 
Image/Video/Audio/File attachment)” fields type, upload each individual page of the 
Informed Consent with the display type as an ‘Inline image.’   

4) Add a ‘Descriptive Text’ field type between each page of the ICF that lets the users know to 
click on ‘Next Page’ in the survey to view the full ICF documents.  

5) Add a ‘Begin New Section’ field type between each page of the ICF and the instructional 
‘Descriptive Text’ fields so that each page of the ICF is it’s own page in the survey. 
 

Note: If the Informed Consent is 20 pages long, you’ll need to create 20 Descriptive Text 
fields since each Descriptive Text field can only accommodate one JPEG or PNG upload. 
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Each page of the Informed Consent, when uploaded to the ‘Descriptive Text’ fields, will look 
something like this: 
 

 
 

6) Add instructions to click on Next Page using a “Descriptive Text” field type. Do this for every 
page of the ICF. This is so the potential subjects know to go to the next page in the survey. 

 

 



 
 

eConsent in REDCap – How-To Guide  January 9, 2018 4 

Once added, these “Descriptive Text” fields should like similar to this: 
 

 
 

7) Once all pages have been uploaded, create a blank “Begin New Section (with optional text)” 
field between each page of the Informed Consent so that each page of the Informed 
Consent will be on a separate page of the survey. 

 

 
 

8) After uploading the pages of the ICF, add another “Descriptive Text” field right after the 
images and upload the PDF copy of the Informed Consent that you got from myIRB for the 
potential participant to download before agreeing to consent, with the display type being 
‘Link.’ 
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9) Optional: To allow the participant to email a copy of the Informed Consent to themselves 
(instead of downloading it to their computer/device as shown above), add a “Text Box” field 
type (validated as an ‘Email’) to capture the subject’s email address.  
 

Note: If you collect the participant’s email address as part of the eConsent process, the 
participant’s email address will be stored in the system permanently unless you go in and 
manully delete it from the eCosent form. They will also be able to download a copy of the 
signed consent form once they submit the eConsent without having to store their email 
address in the system. 
 

 
 

If emailing them a copy of the ICF, make sure you specify that in the ‘Field Note’ that 
“Your email address will not be used for any other purpose.” 

 
10) Create a “Signature” field type to capture the participant’s signature. 
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11)  Add any additional data fields to the consent form in REDCap that you want to capture 
from the participant, such as their agreement to be in the study, their first and last name, 
the consent date and time, their email address (for emailing a copy of the consent form), 
etc.  Make sure you mark each field as ‘Required’ so they cannot submit the eConsent 
form without filling in all required data fields. 
 

Note: You can add branching logic to the additional data fields so that they do not appear if 
the subject does not agree to be in the study. 
 
Note: If your study is deemed more than ‘low-risk’ by the IRB, you will need to add fields to 
collect the consenter’s name and signature. 

 

 
 

a) Make the ICF a repeating form in case you need to reconsent the subject. 
b) Go to Enable optional modules and customizations on the Project Setup page. 
c) Click on Enable next to “Repeatable Instruments.” 

 

 
 

d) Make the consent form a repeating instrument: 
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Survey Settings for the eConsent Form: 
 

Once the eConsent form is built, enable it as a survey on the ‘Online Designer’ page and then 
configure your survey settings by clicking on ‘Survey Settings’ on the ‘Online Designer’ page:  
 

1) Under Survey Customizations, select the following: 
a. Question Display Format – ‘One section per page (multiple pages).’ 
b. Allow participants to download a PDF copy of their responses at the 

end of the survey – ‘Yes.’ 
 

 
 

2) Under Survey Access, select:  
a. ‘Yes’ for ‘Allow “Save & Return Later” option for respondents?’  
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3) Optional: Under Survey Termination Options, select: 
a. “Yes” for “Send confirmation email (optional)?”  
b. Fill out the ‘From’ (your email address), ‘Subject line,’ and any text 

you want include in the email. 
c. Attach the stamped PDF copy of the ICF where it says ‘Attachment.’  

i. This will send the subject a copy of the ICF via email if they 
provided an email address on the consent form.  

d. Click on ‘Save Changes’ when finished. 
e. If you decide to use the Send Confiramtion email option, please see 

the section called “Instructions for Setting Up the Confirmation Email 
with the PDF of the ICF” to complete the setup.  

 
 
Create a Data Entry Form to Store the Signed Consents 

 

1) Add another Data Collection Instrument that will store a copy of the signed ICF(s).  This 
MUST be done for versioning purposes.  Uploading a PDF copy of the signed consent is 
the ONLY way the IRB can verify which version of the consent was signed. Once you 
replace the consent form with a different version, it will look like the subject signed the 
version that was just added unless you save a copy of the original. 
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2) On this Data Collection Instrument for storing the consents, create a few fields using the 
“File Upload (for users to upload files)” field type. Create more than one of these fields 
so that you can store more than one consent, just in case you need to re-consent the 
subject at a later date, either with the same ICF or a different version of the ICF.  

 
3) To use the Save Survey PDF to a Field external module (a fee-based extension, 

discussed late in this guide), these fields MUST have variable names that are the same 
but with different numerical endings, such as signed_consent_1, signed_consent_2, 
signed_consent_3, etc. The field base names (i.e., signed_consent) can be called 
whatever you want. If you’re not using the automated uploading of PDFs module, you 
can name these fields whatever you want but you will have to do the uploading process 
manually. 
 
Save Survey PDF to a Field:  
This module generates a PDF of a survey upon completion and saves it to a REDCap file 
upload field. It is configured at the project level with source instrument/target field 
pairs. In the event of save errors, the PDF is sent to a backup email address. Standard 
configuration for this customized piece of software is a one-time fee of $85. 
 
Once these File Upload fields are added, the form should look something like this: 
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(Optional) Instructions for Setting Up the Confirmation Email with the PDF of 
the ICF:  
 

1) Go to the Project Setup page. 
2) Under ‘Enable optional modules and customizations,’ click on ‘Enable’ next to 

“Designate an email field to use for invitations to survey participants.”  
 

 
 

3) Select the field that you created to collect the subject’s email and click on ‘Save.’ 

 
4) This will email the subject a PDF copy of the unsigned Informed Consent to the 

email address they provided on the eConsent form.  
Note: this will save a copy of the subject’s email addresss in the database. This is 
PHI. 

 

Instructions for Receiving an Email When an eConsent Has Been Submitted: 
 

1) From the Project Setup page, click on ‘Online Designer.’ 
 

 
 

2) Click on ‘Survey Notifications.’ 
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3) Select the email address(es) of those who should be notified when an eConsent has 
been submitted and then click on ‘Close.’ 
 

 
 

Instructions for Setting up Save Survey PDF to a Field Module to Automatically Upload 
the Signed Copy of the eConsent into the Subject’s Record: 
 

1) To enable this module, contact the REDCap Support Team (http://j.mp/2k77B3j). A fee 
of $85 will be billed to the project. Otherwise, you will need to manually download and 
save a copy of the signed ICF and save it in the subject’s record. 

2) Once the module has been enabled, configure it using the steps listed below. 
3) Click on External Modules under the Applications menu. 

 

 
4) Configure the module: 1) enter the email address of the person who should receive 

notification if a PDF fails to save; 2) Select the form name (i.e., econsent_form) that 
contains the eConsent next to “Name of survey instrument tha should be saved to the 
upload field;” 3) Select the first file upload field on the form that is saving the eConsents 
(i.e., signed_consent_1) next to “Field where PDFs of the survey names above should be 
saved;” 4) Click on Save. 
 

http://j.mp/2k77B3j
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If the subject signs more than one consent form, the second signed consent form will 
automatically get saved into the second Signed Consents field you created, thus keeping a copy 
of the first consent that was signed and the second consent that was signed, and so on. 
 
Note: the Save Survey PDF to Field only works if the eCosent is distributed as a survey.  For non-
survey responses, a manual download of the ICF PDF and subsequent PDF upload into the 
record must be done to comply with IRB rules on versioning. 
 

Test Your Project Thoroughly 
 

Once you’re finished building the consent, have configured the survey settings, enabled the 
Save Survey PDF to Field Module, and have enabled survey notifications, test out the eConsent 
form and make sure you receive the Survey Confirmation email and the automatic uploading of 
the signed ICF into test records in the project. 
 
The quickest way to do this is to go ‘Manage Survey Participants’ (under Data Collection) and 
then click on ‘Open Public Survey.’  

 

 



 
 

eConsent in REDCap – How-To Guide  January 9, 2018 13 

Fill out the eConsent as you would if you were a subject and submit it.  
 
To make sure the signed ICF PDF saves to the signed consent field (if using the module), go to 
the record you just created by submitting the eConsent and view the Saved Consents form. You 
can do this by going to Add / Edit Records and finding the record ID with the highest number or 
by going to the Record Status Dashboard and finding the record ID with the highest number. 

 
You can tell if the PDF has been saved by seeing if there is an uploaded file now appearing on 
the Saved Consents form. The date and time the file was uploaded is automatically appended 
to the file name. 
 

 
 
Printing Out the Latest Signed Consent Form Each Year to Submit to the IRB: 
 
If your REDCap project uses the auto-numbering feature and you are not re-naming the records 
to a unique identifier specific to your study, such as an acrostic, follow the steps below:  
 

1) Click on Add / Edit Records under Data Collection.  
 

 
 

2) Click on the dropdown menu next to “Choose an existing Record ID.” 
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3) Select the record with the highest numerical Record ID. 
 

Note: If there are 19 records in your project, Record ID ‘19’ is the latest signed consent 
form. 

 

 
 

4) Inside that record with the highest Record ID, go to the form where you are saving the 
uploaded copies of the signed, stamped, versioned Informed Consent (i.e., ‘Saved 
Consents’). 

5) Click on the attachment of the uploaded consent to download the Informed Consent to 
your computer.  
 

 
 

6) Print the downloaded consent to give to the IRB and then delete the download from 
your computer. 

 

If your REDCap project does not use the auto-numbering feature or you are re-naming the 
records to a unique identifier specific to your study, such as an acrostic, you can find the latest 
created record by using the Logging feature. 
 

1) Click on ‘Logging’ under the Applications menu 
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2) Select “Record created (only)” for the Filter by event dropdown menu. 
 

 
 

3) The most recently created record will appear at the top of the Logging grid. You can find 
this record’s Record ID under the “List of Data Changes OR Fields Exported” column. 

 

 
 

4) Go to Add / Edit Records and select that Record ID from the dropdown list next to 
‘Choose an existitng Record ID.’ 

5) Follow steps 4, 5 and 6 in the previous section to download the uploaded copy of the 
signed Informed Consent.  

 
Printing Out All Consent Forms for the IRB or Another Oversight Group: 
 
Unfortunately, there’s not an easy way to print just the consent forms for each subject if your 
project contains other data collection forms. You would either need to go into each record and 
download the ICF (Add / Edit Records  Choose an existing Record ID  Saved Consents form 
 Click on link to download; or download a PDF file of ALL the project’s data collection forms 
and delete the forms that are not the ICF. 
 

To download ALL the data collection forms: 
 

1) Click on Data Exports, Reports and Stats. 
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2) Go to the Other Export Options page. 

 
 

3) Click on the PDF icon next to “PDF of data collection instruments containing saved 
data (all records).” 

 
 

4) Open the downloaded file in Adobe and delete all pages that are not the ICFs. 

 
Re-Consenting Subjects Using a Revised Consent Form and/or Updating the 
Consent Form 
 

If a subject needs to sign a revised consent form or the consent form needs to be replaced with 
a newer version, you’ll need to replace the ICF in the existing project or create a new project 
that contains the revised/updated consent form.   
 
If you create a new project, just follow the same steps outlined above.  
 
To replace the existitng ICF in your current project, follow the steps below. 
 

1) Make sure all records have an uploaded PDF of the signed eConsent.  Once you change 
the ICF in the project, all existing records will have this new IFC showing up on the 
eConsent page.  This is why the automated saving of the signed ICFs is crucial. 

2) Obtain an electronic PDF version of the new/revised stamped, IRB-approved Informed 
Consent, which can be found in myIRB under Stamped Documents, and save it to your 
computer. 

3) Open the PDF file of the Informed Consent on your computer and save it as a JPEG or 
PNG file (this will make each page of the Informed Consent its own separate image). 
Save these JPEG or PNG files to your computer with the current date in the title of the 
file. 

4) Click on Online Designer on the Project Setup page. 
5) Click on Enter Draft Mode. 
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6) Click on the form that contains the Informed Consent: 

 
 

7) Go to the field that contains the first page of the ICF and click on Edit (pencil icon in top 
left corner) 

 
 

8) Click on Remove next to the file upload name and then replace it with the new first page 
of the ICF. 

9) Do this for EVERY field that contains the images of the ICF. Each ‘page’ of the eCosent 
will need to be replaced. 
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10) You will also need to replace the copy of the ICF for the subject’s to download with the 
new/revised ICF.   

 
 

 
Once all the changes have been made, go back to the Online Designer page and click on Submit 
Changes for Review. Since these changes will not affect existing data, the changes should take 
affect immediately. 
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This is where the repeating eConsent form comes into play. 
 

1) Find the subject’s record in REDCap who needs to be reconsented via Add / Edit Records 
or the Record Status Dashboard.  

 
 

2) Click on the plus sign next to the eConsent Form to add another instance of the consent 
form. 

3) Click on Save & Stay under the form saving options. 

 
 

4) Click on Log out + Open Survey under Survey options 

 
 

5) After subject submits the revised (or same) consent form, a copy of the second consent 
will be saved in the second File Upload field on the form that is saving the consents. 
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Questions? Email the REDCap Support Team at: http://j.mp/2k77B3j 

http://j.mp/2k77B3j
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