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REDCap Logging in



Logging in

• Please access https://redcap.ucc.ie/

• Use the blue button to log in.

• Use your affiliated account and 

password to access REDCap.

https://redcap.ucc.ie/


Redcap: Submitting 

individual 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

• Please now use the app provide. Enter the patient’s MRN or patient identifier number and click on 

“Create code”. The app will create an encrypted code that will be automatically copied into your 

clipboard.



Adding a new case

• Please now use the app provide. Enter the patient’s MRN or patient identifier number and click on 

“Create code”. The app will create an encrypted code that will be automatically copied into your 

clipboard.



Adding a new case

• Please paste the code into the box “Enter a new or existing PNMHnumber”. Please make sure 

“Arm 1: Patient Record” is selected.



Adding a new case

• A new case will be generated. Please select which form you want to fill in.



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, please use the “M” button 

marked in blue for each relevant 

question and select the reason.  



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 records. Click on “Add / Edit Records”. At this stage, when you put 

the MRN number on the app provided, the app will generate the same code that it created the 

first time. Paste that code into the “Enter a new or existing PNMHnumber” and the existing case 

will appear in a dropdown menu.



Searching for an existing case

• This will open all of the available forms for that particular patient. Please double check that you 

are entering data for the correct patient by checking the code.



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. To view a form for an individual, please 

click on the relevant button.



Searching for an existing case

• The different colours show the status of the form.



Redcap: Submitting group 

work



Submitting group work

• To enter information on your group work, please click on “Add Edit Record” and change the 

dropdown to “Arm 2: Group work”. Then add a name to your group (e.g.: social skills march / 

psychoeducation) 

• Please submit this information 

at the end of every group.

Please do not use a patient 
code to name your group, 
use your own reference (e.g. 
“Online antenatal class 
March” etc.)



Submitting group work

• Please use the “group work attendance” form to record the amount of people attending each 

session of the group.



Submitting group work

• To find your group, please go to Add/Edit Record and type in the name of your group. Please 

remember to switch the Arm tab to “Group work”

Please do not use a patient 
code to name your group, 
use your own reference (e.g. 
“Online antenatal class 
March” etc.)



Submitting group work

• Please use the “group work attendance” form to record the amount of people that has 

attended the group session. This form needs to be filled in after every session of the group and 

it only captures date and number of attendees.



Submitting group work

• To view all of the data from the groups. Please go back to “Record Status Dashboard” and click 

on “Arm 2: Group work”.



Redcap: Submitting 

referrals



Submitting referrals

• To enter information about referrals please click on “Add Edit Record” in the left side menu.



Submitting referrals

• Please change the dropdown to “Arm 3: Referrals”. Then add the month year and unit (e.g.: 

January 2024 CUMH) to the “Enter new or existing PNMHnumber box”.

• Please do not use a patient code here.

• Please submit this information 

at the end of every month.



Submitting referrals

• Please select “Referrals” and fill in the form. Please click Save and Exit when completed.



Submitting referrals

• To view all of the referrals forms. Please go back to “Record Status Dashboard” and click on 

“Arm 3: Referrals” tab.



Redcap: Recording triages



• To enter information about referrals please click on “Add Edit Record” in the left side menu.

Submitting triages



Submitting triages

• Please change the dropdown to “Arm 3: Referrals”. 

• Add the patient code that you will obtain by using the coding app into the “enter a new or 

existing PNMH Number” box

• Click enter



Submitting triages

• Please select the form “Triage” and fill in the data for the triaged patient.

• If the patient is discharged at triage, no more information is necessary.

• If the patient is accepted after triage, please fill in a “Frist Visit” form for that patient on the day 

of her first appointment.



Redcap: Using your data – 

reports and dashboards



Using reports

• To view your data, reports can be generated for you. These will display the data on tabular format, 

and you can choose which variables to display. To access them, look for the Reports list on the left 

hand side menu, this list will only display the reports that you have access to. Select the report 

that you would like to view. 



Using reports

• The report will look like this (dummy data for demonstration only).



Using Stats and Charts

• To view your variables in a graphic way (stats and charts), please click on Stats and Charts.



Redcap: exporting data



Exporting data

• To export your data, click on “Data exports, Reports and Stats”



Exporting data

• You can export All data or data from a particular Report. In this window, you will only see the 

reports you have access to.



Exporting data

• You can download your data in different formats, select the one that works for you and follow the 

instructions. 



GET IN TOUCH

EMAIL ADDRESS
npec@ucc.ie

tamara.escanuelasanchez@ucc.ie

joye.mckernan@ucc.ie

PHONE NUMBER

+353 (0)21 420 5053

LOCATION

5th Floor, Dept. of Obs & Gynae, Cork University 

Maternity Hospital, Wilton, Cork

mailto:npec@ucc.ie
mailto:tamara.escanuelasanchez@ucc.ie
mailto:joye.mckernan@ucc.ie


THANK YOU
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