Making Changes to a Project in Production - How-To Guide

***\Warning: altering a database that is in Production can cause data loss. Major changes to your
project should be done BEFORE submitting your project for Production. Hence, making changes
to a project that is in Production should only be done as a last resort. ***

If a Production database must be modified, follow these rules to protect your data:

(1) Do not change existing variable names (e.g. demo_date, labs_calcium, survey_firstname), or
data stored for those variables will be lost. To restore data that has been lost in this way, revert to
the previous/original variable name(s).

(2) Do not change existing form names (e.g. Demographics, Labs, Survey) via a data dictionary
upload or form completeness data will be lost. Form names may be changed within the Online
Designer without data loss.

(3) Do not modify the codes (numbers before the answer choices) and/or answer choices for
existing Multiple Choice — Drop-down List (Only One Answer), Multiple Choice — Radio
Buttons (Only One Answer), or Checkboxes (Check All That Apply) fields or existing data will
be lost and/or disassociated.

Example:
(old values) 1, Married (new/changed values) 1, Married
2, Single 2, Single
3, Divorced 3, Separated
4, Separated 4, Divorced

Because the new value of “Divorced” is now ‘4,” any previous subject data that was
entered as “4, Separated” will now be given the value of “4, Divorced” because REDCap
only looks at the codes (1, 2, 3, 4, etc.) and not the answers after the codes.

Example: (changing from a Yes — No field type to a Multiple Choice — Drop-down list (Only
One Answer) or Multiple Choice — Radio Buttons (Only One Answer) field type)

(old values:) 0, No (new/changed values) 1, Yes
1, Yes 2, No
77, NA

Because the new value of “No” is now ‘2,” any previous “0, No” answers will now be
disassociated because “0, No” no longer exists (see example above). To retain the data
for the subject’s with “No” as the answer to this question/variable, one has to recode
“No” as ‘0.” Or, for each subject that had “No” as the answer, one has to re-enter the data
for each of these subjects. Those with “Yes” answers do not need to be re-entered.

(4) Itis only acceptable to add choices (answers) to Multiple Choice — Drop-down List (Only
One Answer), Multiple Choice — Radio Buttons (Only One Answer), or Checkboxes (Check All
That Apply) fields.
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(5) Changing from a Text Box (Short Text) or Notes Box (Paragraph Text) to any other type of
field will result in a loss of your existing data in those fields.

(6) Any changes to the structure of the database, such as modifying or adding events or adding
forms to events in a longitudinal project, enabling surveys, can only be done by the REDCap
Administrators. Please submit a request at:
https://redcap.ctsi.ufl.edu/redcap/surveys/?s=DUPrXGmx3L if these types of changes need to be

made.

Steps for Making Changes to a Project in Production

Download a copy of the Current Data Dictionary and a copy of the project’s existing data via
a data export (‘Data Exports, Reports, and Stats’).

. Select ‘Online Designer’ on the Project Setup page (Figure 1).

. Click on Enter Draft Mode (Figure 2).

. Click on the form(s) that need changes made and make the changes just as you would while
in Development mode (Figure 3).

. After making all of the changes, go back to the Online Designer page and click on “Submit
Changes for Review” (Figure 4).

. If you want to view all of your changes before you submit them click on “View detailed
summary of all drafted changes.” If you want to remove the changes you made, click on
“Remove all drafted changes” (Figure 4).

If the changes will not affect existing data in any way, the changes will be automatically
applied once you submit them.

. Otherwise, the REDCap Team will receive a copy of your changes and contact you about
them. If you want to know why the changes did not get automatically approved by REDCap,

click on “Why weren’t my changes made automatically?” (Figure 5).

Making Production Changes Help & FAQs Page:

https://redcap.ctsi.ufl.edu/redcap/index.php?action=help#ss70
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Figure 1:

M = Project Setup W Other Functionality £0) Project Revision History ¥ Edit oroject settings

Project status: & Production Completed steps 2 of 7
I Main project settings
Disable | @ Use surveys in this project? 7] 23 VIDEQ: How to create and manage a survey
Complete!

Enable | @& Use longitudinal data collection with defined events?

Modify project title, purpose, etc. |

Design your data collection instruments & enable your surveys

-
_y Add or edit fields on your data collection instruments (survey and forms). This may be done by
In progress either using the Online Designer (online method) or by uploading a Data Dicticnary (offline
method). You may then enable your instruments to be used as surveys in the Online Designer.
I'm done! Quick links: Download PDF of all instruments OR Download the current Data Dictionary OR

Download Data Dictionary with drafted changes

ﬁ £ Online Designer | or | [3] Data Dictionary

You may also browse for pre-built data collection instruments in the | REDCap Shared Library |

Hawve you checked the Check For Identifiers page to ensure all identifier fields have been tagged?

Figure 2:

A Project Home  := Project Setup S Online Designer | [ Data Dictionary

MNOTE: The project is currently in PRODUCTION status, and thus changes cannot be made in real time to the project as when in
Development status. However, changes to the project may be drafted in DRAFT MODE, after which such changes will be reviewed
and approved by a REDCap administrater. Once those changes are approved, you will then receive an email confirmation
informing you that those changes have taken effect on your production project.

Would you like to enter DRAFT MODE to begin drafting changes to the project?

—* Enter Draft Mode

Figure 3:

Add new instrumeant:

Data Collect BTl bl @& Create | @ new Instrumeant fram scratch
IMSLrumeant Survey Login |
Instrumean a N
Add new lMielda/gquestions o |
the instrument or mod fy o Upload | instrument ZIP file from anochy

0 oot | a new Instrument from the offi

INSCrUMent Mare Fields '*QE'E' Enabled a qctrument actions

Sy

&= pDomographics . h__ 25 = L] Choose actlon |
Test 3 = Enabie | Choose action |
Bazaline Data dh—_ 18 "'_ Enable | Choose acticr |
MMonth 1 Data 22 1 Ernabla | Choose action |
Month 2 Data 19 - Enable | Choose action |
mionth 3 Data 27 = Enable | Choome action |
Coampletion Data 5 —_ Ernable | Choose action |
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Figure 4:

A Project Home  :=Project Setup | = Online Designer | [& Data Dictionary

Since t ect is currently in PRODUCTION, changes will not be made in real time. Tell me mare

Fields to be added: 0 / Total resulting field count: 126
Fields to be deleted: 0 / Existing field count: 126

Remove all drafted changes _), View detailed summary of all drafted changes *——
__* Remove 2ll drafted changes

Submit Changes for Review

Figure 5:

(+) Awaiting review of project changes

Your drafted changes to the project were submitted and will first be reviewed and approved by a REDCap administrator. When
the changes have been approved, you will receive an email notification stating that those changes have taken effect on your
production project.

If you have any questions regarding this, please contact REDCap Support (CTSI-REDCAP-SUPPORT-L@LISTS.UFL.EDU).

Why weren't my changes made automatically? *
_L, While your changes are pending, you may still view a detailed summary of all drafted changes. *—

View of the detailed summary of drafted changes:

Instructions:

Based on the drafted version of the project fashioned by the project users, the project fields that are to be added, deleted, or
modified are displayed in the table below so that all changes to the project may be scrutinized before these changes are committed
permanently, You will need to determine if any problems exist in the new drafted version of the project that might need to be
addressed bafore proceeding, 1T evarything looks go, and you wish 1o go ahead with the changes, click the Cammit Changes at the
bottam of the page, Ta reject the changes made, click the Reject Changes button, which will place the project back in Draft Mode Tor
the users ta continue modifying oF correcting any errers,

DPatails regarding all changes made in Draft Mode;
» Records in project: 3
* Figlds to be addad: O
* Figlds to be modifled: 1
« Total potentlally critical issues: 2
- Doloted fislds that contaln data: 2
- Potentially critical issues in modified fields that contain data: O
+ Total fleld count BEFORE the changes below are committed: 126
+ Tatal fleld caunt AFTER the changes below are committed: 115

Flelds to be ADDED; none
Forms to be ADDED: none

+ email "Madication"

* By Gym (Walght Training)”

* agrobics "Acrobics”

* gal “Eat Out (Dinnar/Lunsh)”

= drink "Brink {Alcoholic Beverages)™

+ specify_mood "Specify the patient's mosd"
» meds "Is pationt taking any of the following maedications? {check all that apply)”
* cirr_etiology "Cirmosis Etiology” {1 records affected)

KEY for Comparizon Table below

+ cirr_etiology_other "Specly other” White call = no changg
= pender "Gender”
+ test_complete "Camplete? (1 records affected) Yellow cell = fiald changed (Black text = new value, Gray text
current value)
Forms to be DELETED:
* (@S0 "Tomt" Green cell = new praject field
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