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Setting up your account

. . helpdesk@ucc.ie
«  We will need your mobile phone o )

Ce: Tamara E star*uela Sanchez

number, e-mail address and full name i UC

to set you up on the new database that

rsity College Cork, I
ite na hO Iscoile Co

will be run on the platform REDCap.

B SettinglnitialPassword.pdf >
— SNKB

2 attachments (522 KB) © Save all to OneDrive - University College Cork = Download all

8 UCC

to join the platform, you will receive an e
o=

The account that tamara.escanuelasanchez@ucc.ie requested for you has now been created. Please note that this can take up to 24 hours to propogate through all of UCC's systems.

a UCC affiliated account. D o

Username:

« After UCCIT has processed the request

email with your username, which will be

NE: This is a login account only without a UCC email address.
You will need to set an initial password and configure some security features for your account prior to use, Please see attached document on how to do this.

Regards,
IT Services

IT Services | University College Cork | tel +353 21 490 2120 | email helpdeski@ucc.ie | web [it.ucc.ie]it.ucc.ie



Setting up your account ¢,

* Once you have your password, you will —

be able to set up the double
authentication security process. This Get back into your account

allows for the system to comply with

amame and the chary

robust security measures to protect the

data E—e—|  P|case type in your UCC affiliated account here

t LU "
\ I("\ \ \\ »
. R{CV
» Please use this link to reset your e [
| I
password
https://passwordreset.microsoftonline.com/ Kl

* Inthe next step, please type in your UCC

affiliated account.


https://passwordreset.microsoftonline.com/

Setting up your account

Please select “I've forgotten my

password” and then click “Next”.

Get back into your account

Why are you having trouble signing in?

I ® 've forgotten my password I

Mo worries, we'll help you to reset your password using the security info you've registered with us.

O 1 know my password, but still can't sign in

This might happen because you've tried to sign in with an incorrect password too many times.

If you choose this option, you'll keep your existing password and we'll unlock your account so you can sign in again.




Setting up your account

Enter the phone number that you

provided to us in the next step.

You will receive a text message with a
code, please enter this code in the next

step.

UCC

Uniwersity College Cork, Ireland
Colaiste na hllseole Corcaigh

Get back into your account

verification step 1 > choose a new password

Please choose the contact method we should use for verification:

@) Send a text to my mobile phone
number

O call my mabile phone number

DApprove a notification on my
authenticator app

) Enter a code from my
authenticator app

Cancel

In order to protect your account, we need you to enter your complete maobile
phone number (Fe==arrmes 45) below. You will then receive a text message with a

verification code which can be used to reset your password.

|[ F_nteryour phone number ]

Text




Setting up your account

UCC

Uniwversity College Cork, Ireland
Colaista na ROllecaia Corcagh

« Enter the verification code that you have
received to your phone number in a text Get back into your account

message and CliCk Next verification step 1 > choose a new password

Please choose the contact method we should use for verification:

® Send a text to my mobile phone

b We've sent a text message to your phone number containing a venfication code.
number

O call my mobile phone number

‘ Enter your verification code

o Approve a notification on my

authenticator app Try again Contact your administrator

() Enter a code from iy

authenticator app

Cancel




Setting up your account

* Please create a new password, you need to
type in the same password twice in both

boxes.

« This will be your password to access REDCap.

New passwords must be at least fourteen
characters/digits long, containing at least three of
the following four types of character

« Uppercase charactersa-z
« Lowercase charactersa-z
« Digits0-9

« Special characters ~|@#$%"N&*_-
+=" NOGH: i<,

Your password needs to be strong and secure

&«

> C 8 passwordreset.microsoftonline.com

BLC

¥ ¢ o

-

vt

Get back into your account

nstep 1

choose a new password

Il P> Please choose your password now and

type it in here. You will need this password
to access the database.




Setting up your account

« Now go to https://redcap.ucc.ie

REDCap

LogIn

process of setting up your multi factorial BUCC

Colmte na MO oute Cartasgh
\ " e Cutw irwiandd

PR— »

 Please use the blue button to start the

authentication.

Click one of the buttons below to choose how you wish to log in to REDCap.

» Please use now the blue button

to set up the double authentication g
system.

Learn more about REDCap by watching & B Roef summary video (4 min). If you would
e L0 view Other QUICK Video tutorials of REDCap In action and an overview of its
features, pleate see the TLaning ReI0UICes page

design fe « Autovalidation, calculated fiekds. file
uploading, branching/skip logic. and survey stop actions.

Diverse and flexible survey distribution options - Use & st of emal
addresses or phone numbers for your survey respondents and automatically

the purpos Yy t
t 5 required by your Institutional Revew Board

contact them with personalized messages, and track who has responded. Or
If you require assistance or have any questions about REDCap. please contact Jarry create a simphe link for an anonymMOUs Survey for mass emall malkngs. to post
Deasy. 0N 2 webgite. or print on a fiyer.

Data quality - Use fieid validation, branching/skip logic. and Missing Data

. University College Cork (UCC) Codes to Improve and protect data qualty during data entry. Open data
: = queries to automatically identify and resolve dizcrepancies and other issues
reaktime.

Custom reporting - Create custom searches for generating reports to view


https://redcap.ucc.ie/

Setting up your account

» This process only needs to be completed
once.

» Please type in your UCC affiliated
account. In the next step, please enter

:' Microsoft

your password. Sign '
ign in P Please type in your

UCC affiliated account
and click Next

*Please make sure in this step that your

browser is not already recognising another
account. This can happen with hse Q sgninoprons
accounts. If this is the case, please click on “I

want to log in with a different account”




Setting up your account

Keep your account secure

Your organization requsres you 1o set up the following methods of proving who you are.

* Inthe following step, click Next.

Microsoft Authenticator

6 Start by getting the app
On your enticat
o

« Now you are starting to set up your | —
double authentication security measure. e
» Please select
Please click on “l want to set up a “I want to set up a different

method”
different method”

« Then, please select phone from the

dropdown menu.

Choose a different method *

Please select phone as your
method and click confirm




Setting up your account

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

In the next step, please select Ireland, o
enter your phone number and click on [‘ e s ]
“Text me a code”, then click Next. Snmine 4
You will then receive a code to your ¥ Pleass select Trelaind and bype
. in you phone number. Please select
phone in a text message. Please enter S e = e

the code and click next.

Keep your account secure

ur organization requires you to set up the following methods of proving who you are.

Phone

We just sent & 6 digit code to +35 ter the code below

P Please enter the code that you have received to

1 ] your phone number here and click Next

Lwant to set.un 2 different method




Setting up your account

Please click next, and done. Now your
multi-factorial authentication process is

completed.

Please go back to https://redcap.ucc.ie

Please click on the blue button “UCC

Account login” to access REDCap.

REDCap

Log In

e UCC

Colaiste e MOMcode Corcatgh
v Colege (

"

Click one of the buttons below to choose how you wish to log in to REDCap.

P Please click the blue button

%) Local REDCap Logir

Welcome to
REOCap isa

—_— UCC Account Login

offers a vast array of tools that can be tailored to virtually any data collection strategy.

REDCap provides automated export procedures for seamiess data downloads to Excel
and commaon statistical packages (SPSS. SAS. Stata. R). as well as a bulltin project
calendar, » scheduling module. ad hoc reporting tools, and advanced festures, such
a3 branching logic. file uploading, and calculated fields

Learn more about REDCap by watching » B brief summary videg (4 min) if you would
1ike 10 view Other quick video tutorials of REDCap in action and an overview of its

features, please see the Training Resoyrces page

NOTICE: If you are collecting data for the purposes of human Subjects research, review
NG APProval of the project it required by your Institutional Resew Board

If you require or have any g about REDCap, please contact jecry
Deagy.

REDCap Features

Build online surveys and databases quickly and securely in your browser -
Create and design your project using a secure login from any device. No extra
software required. Access from anywhere, at any time.

Fast and flexible - Go from project creation to starting data collection in less
than one day. Customizations and changes are possible any time, even after
data collection has begun.

Advanced instrument design features - Auto-valdation. calculated felds. e
uploading, branching/skip logic. and survey Stop actions.

Diverse and Nexible survey distribution options - Use a st of emal
addresses or phone numbers for your survey respondents and automatically
contact them with personalized messages. and track who has responded. Or
create a yimphe Iink for an anonymous survey for mass emall mallings, to post
0N a website. or print on a flyer,

Data quality - Use field validation, branching/skip logic. and Missing Data
Codes to IMmprove and protect data quality during data entry. Open data
queries to sutomatically Identify and resolve discrepancies and other issues
reak-time.



https://redcap.ucc.ie/

Setting up your account

In the next step, please type in your first

and last name.

In the email field, please type in your
primary email account. This is important
as REDCap will send you an email with a
link to verify your account. Your UCC
affiliated account SHOULD NOT be used
at this stage.

kog ot

& Basic User Information Form

Before accessing REDCap, we
button. Once this information

ght of every page.

Usermname

first need to obtain some Dasik information about you. Piease enter ALL the fields below and then hit the Submit

s saved, you can change it any time by navigating to the Profile page. which you will find the link to at the top

—1 » Please enter your HSE e-mail or the e-mail
e \Ou provided to us when setting up the
account.

**Please DO NOT use your UCC affiliated
account here**




Setting up your account

Logout
v Account created / Verification email sent
1 1 H Your RfD(ao account has now been created. But to complete the account setup process, you will need to confirm your email address by
Next, you will receive an email to the profsindssarti st v st Ay N Pl e B
will not be able to fully access your REDCap account until the setup process has been completed. Thank you!
L Check your email accoun @hse.le

email address you have input in the

previous step

» Your account has now been created and it
needs to be verified.

Please click on the link provided to verify

Please check your e-mail inbox at this stage.
your account.

[REDCap] Verify your email address

[This message was automatically goneratod by REDCap)

To complote the process of sotting up a new primary emadl for your REDCap account with username afi@ucc le”, you will nead to confirm your email address by clicking the knk bolow. You will not be able to fully access your REDCap account
until this verification process has boon comploted Thank you!

Chick hore o confirm your omail o

> Pledse (|I(k on thls Imk to verify your account
I the link above does not work, trf cop 0

hitps. //scanner lopsec comV?d=25781= show&u hnm%M”v?f \ZF (odr.op Wee lo‘\?l ndax php%3F user vorty%IDSS2ONHUGMWIthaxuQwSY &t =Scdabeda’ca0014c7 300 7bi4dba 1056 70b9000dS
This knk is unique to you and shoukd not be forwarded 1o others




Setting up your account

v Email account verified!
Your account iS nOW Verified, please click Your emad account for REDCap has now been verified vcw.»::%:;;\;f’xmb,:'u Ng the ink below
Access REDCap.
You will then be directed to REDCap » Please click now Access REDCap
main’s page. Please click on “My projects”

to access your database. S ———

Unhvarsity College Cork (UCC)

» This is REDCap’s main ppluwlic'n
My Projects to access your project.
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