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Introduction and Learning Objective

• Understand instrument-level data viewing and 
export rights

• Learn how to set up a custom data report in 
REDCap with filters

• Understand how to export data to statistical 
packages

• Know how to import data to a REDCap project
• Learn what an Application Programming 

Interface (API) is
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Instrument Level Data Viewing 
and Export Rights
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Instrument-level Data Export Rights

Options for data export rights for EACH data 
collection instrument:

→Match a user's 
Data Exports Rights 
with their Data 
Viewing Rights!

→ Granular control 
of who can export 
data from your 
project.
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Instrument-level Data Viewing and 
Export Rights

Production Project:
• When adding a new form to a project that’s been 

put into production, no users will initially have 
access to data viewing and data export rights for 
that new instrument. 

• Remember to give you AND your users rights to 
the new instrument after the production changes 
have been approved.

Where is my new instrument?

REDCap FAQ 
Troubleshooting

https://portal.redcap.yale.edu/sites/default/files/files/FormNotVisible_v1_0.pdf


S L I D E  5

Questions?
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Reports
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Data Exports, Reports, and Stats 
how-to
video
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o Good for exporting all data
o Not good for projects with 

lots of data, events

o Good for selecting subset of 
instruments and/or events

o Good for further 
refinement

Reports
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How to create custom reports
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Custom Reports
Step 1: Naming and Access
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Custom Reports 
Step 2:  Field Selection

Three ways to select fields to 
include in the report: 
• Dropdown
• By instrument
• Quick Add
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Custom Reports 
Step 2: Field Selection….options
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Custom Reports 
Step 3: Filters for Classic projects

Example 1: Classic project (non-longitudinal)
1. Data arranged by records, with one row per record.
2. Choose the field and specify the operator and value for the first filter.
3. Select And/Or for the next filter
4. Choose field and specify the operator and value for the next filter
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Custom Reports 
Step 3: Filters for Longitudinal projects

Example 2: Longitudinal project
1. Data arranged by events, with one row per event.
2. Choose the event and the field before specifying the operator and value for 

the first filter.
3. Optional: use advanced logic to set up more complex filters
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Custom Reports 
Step 3: Filters for Longitudinal projects
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Custom Reports 
Step 3: Filters for Longitudinal projects
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Custom Reports 
Step 3: Filters for Repeating forms

Repeating form:
1. Use [X-instance] Smart Variables to filter repeating data
2. Show only the last repeating instance: 

 [current-instance] = [last-instance]
3. Show only repeating instance data: [current-instance] <> ""
Example: Include only last instance of call log in the report
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Custom Reports 
Step 3: Filters for Repeating forms

Filter=[current-instance]=[last-instance] and [current-instance]<> ""

Filter=[current-instance]=[last-instance]
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Custom Reports:
Live Filters

• Dynamically filtering data in real time
• Fields that can be used for live filters: record 

id, multiple choice fields, events or data 
access group.
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Custom Reports:
Live Filters
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Custom Reports:
Live Filters
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Questions?
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Data Export
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Data Export Formats

Data can be exported to Excel, SAS, R, SPSS, 
STATA, XML.
• Options to remove identifiers from data export.
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Exporting data to statistical program

When exporting data to statistical program, REDCap 
will generate a syntax file and a CSV data file!
1. Download and save both files to a common location;
2. Follow the instructions on the data export page to add the 

location of the CSV data file to the syntax file;
3. Run the code to import the data to the statistical program
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Data Export Files

Whenever an export is created, your export is saved in 
the File Repository
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Stats and Charts
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Stats and Charts 
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Using Aggregate Functions 
in Reports
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What are Aggregate Functions
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Using Aggregate Functions in Report
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Using Aggregate Functions in Report
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QUESTIONS?



S L I D E  34

Data Import

1. Download data import template from the data 
import page.
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How to import data to project

2. Insert the data for each record that you wish to 
import into the template. Once all your data has 
been added, save the file.
 
 → All multiple-choice fields (e.g., dropdown, radio) must have the raw 

coded value (rather than the choice label)

 → Checkbox fields 
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How to import data to project

3. Delete any empty columns or rows to save 
processing time. 

4. Follow the instructions to upload the file. 
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How to import data to project

New Feature: Import as background process
• Useful for larger files but will take longer to import. 
• You will receive an email once the import is completed. 
• If errors occur, you can view them and re-download the data that failed 

to import and fix the errors. 
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How to import data to project

5.  Once the file is uploaded, the data will be displayed 
  and checked for errors before it is imported.
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Data Import:
Longitudinal Projects

Longitudinal projects
– Must include 'redcap_event_name' field in your data 

import file. A list of unique event names can be found on 
the define my event page.

– redcap_event_name can be found on the ‘Define My 
Events’ page
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Data Import:
Repeating forms

Repeating forms
– Must include ‘redcap_repeat_instrument’ and 

‘redcap_repeat_instance’ fields in the import file. 
– Repeat instrument name can be found in the codebook and 

the repeat instance is the instance number of your data. 

CSV file to be 
imported:

Codebook:
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Data Import:
Repeating forms

If importing repeating instances for a repeating 
event or repeating instrument, you may auto-
number the instances by providing a value of 
'new' for the 'redcap_repeat_instance' field in 
the dataset you are importing. 

– This is useful because it allows you to import such 
data without the need to determine how many 
instances already exist for a given repeating 
event/instance prior to the import. 
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Data Import:
Data Access Groups

Data Access Groups
When importing new record, you can assign data access groups 
to your records. Include the ‘redcap_data_access_group’ field 
with your data import. A list of data access group names can be 
found on the data access group page. 
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QUESTIONS?
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REDCap API
(Application Programming Interface)

• REDCap API is an interface that allows external 
applications to connect to REDCap remotely

• Can be used for automated data imports/exports 
from a specified REDCap project

• API Token
– Rather than using username/passwords, the REDCap API uses tokens 

as a means of secure authentication.
– A token must be included in every API request.
– Each user will have a different token for each REDCap project to which 

they have access.
– Enable API Export/Import rights before requesting API token.
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REDCap API:
API Playground

The API playground is an interface that lets you  
experiment with the REDCap API without writing code.

- You can explore all the different API 
methods and their various options to 
customize a given API request

- You may even execute a real API 
request and see the exact response that 
REDCap returns from the request

- Example codes can be downloaded 
from API documentation page
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Resources on REDCap@Yale Website

https://portal.redcap.yale.edu/resources/frequently-asked-questions

https://portal.redcap.yale.edu/resources/frequently-asked-questions
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QUESTIONS?
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Thank You!

Further Questions: Contact us at 
REDCap@yale.edu
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Extra Slides
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Other Export Options

• Export entire project as REDCap XML file 
(containing metadata & data)

• ZIP file of uploaded files (all records)
• PDF of data collection instruments containing 

saved data (all records)
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