
Redcap: Submitting cases



Adding a new case

• To add a new case, click on “Add Record” on the left hand side menu and then click on the green 

button.



Adding a new case

• Select which form you would like to fill in by clicking on the circle corresponding to it. 



Completing the form
• You will then be able to fill in the form.

• If you need to leave us a comment, 

please use the button marked in green

that appears in every question.

• If the you do not have an answer for a 

question because the data is missing, 

please use the “M” button marked in 

blue for each relevant question and 

select -999, Missing data.  



Submitting the form
• At the end of the form, you will be able to mark the form as “Incomplete”, “Unverified” or “Complete”

• To exit the form, please click “Save and exit form”



Searching for an existing case

• You can view or edit an existing record by searching for it in the dropdown menu, or you can 

create a new record by entering a new or existing patient number or alternatively you can use the 

function “Record Status Dashboard”



Searching for an existing case

• To see your whole list of cases and instruments, click on “Record status dashboard” on the left 

hand side menu.



Searching for an existing case

• The “Record Status Dashboard” shows a list of 

all the cases entered and, in the case of this 

form, displays the local reference number 

(LRF) for the case (which have been named 

test 1, 2, 3 etc. for this training) and the date 

of the clinical event (DCE). To view a form for 

an individual, please click on the relevant 

button (e.g., to see Test 1 I would click on the 

green circle marked with a red square)



Searching for an existing case

• The different colours show the status of the form.


