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This guide is to be read and used in conjunction with the COMPASS
study protocol available at our Project Hub:
http://eurosurg.org/compass-study-hub/.
Save your progress at frequent intervals on REDCap as REDCap does
not automatically save any entered data.

Section 1: Getting Started
1. All registered collaborators will receive an email granting access to the
REDCap system. Follow the instructions on the email. Contact your Local
Lead if you have not received this at the start of the project.
2. Click on the email link to login the first time. You will be prompted to
change your password (Figure 1). Follow the instructions to set up a new
password.
Ensure that only you have access to these login details to ensure data
security. Please also set a security question so you can quickly recover
your account if you forget your password.

Figure 1
3. Completing the password reset will lead you to the Project Homepage
(Figure 2). All subsequent logins will lead you to this page. From this
screen select My Projects.

Figure 2

4. Select COMPASS under My Projects (Figure 3)

Figure 3
5. This will lead you to the COMPASS study homepage (Figure 4). This
page will allow you to perform data entry and data export.

Figure 4
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Section 2: Entering Data for New Patients
1. Each patient requires the creation of a new record on REDCap.
2. On the left column of the COMPASS Homepage, users can find the Data
Collection section (Figure 5) and click Add/Edit Records.

Figure 5
3. This will lead you to the page showed in Figure 6.

Figure 6
4. Select Add new record for each new patient in your centre (Figure 6). A
REDCap study ID will be automatically generated for each patient. This is
displayed as the Record ID.

TIP:
As per the COMPASS protocol, it will not be possible to store patient
identification numbers (hospital numbers) on REDCap. Hence, a unique
‘Record ID’ will be generated as explained in Step 4. To keep track, you
can keep a local cross-reference of hospital number and REDCap IDs on
a secure, encrypted spreadsheet on a hospital, password-protected
computer (See Figure A)

Figure A

5. Once Add new record has been clicked. This will take you to the first data
collection page shown in Figure 7.

Figure 7
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6. Use this form to enter the patient data you have collected for the study.
Please note that different variables have different data formats (i.e. date as
dd/mm/yyyy OR age as a numerical number).
TIP: Ensure that the data you are entering corresponds to the correct
Record ID
The form has three separate pages for:
- ‘pre-operative data’,
- ‘intra-operative data’
- ‘post-operative data’.
Please complete all pages.
7. When the pre-operative data form is complete, you may save the data on
the form by clicking the buttons at the bottom of each data collection form
(Figure 8).
The Save Record button saves all the data entered so far and returns to
the main menu. The Save and Continue button saves the data entered so
far, refreshes the page and allows the user to continue data input.

Figure 8
Save your progress at frequent intervals on REDCap as REDCap
does not automatically save any entered data.
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Section 3: Returning to Pre-Existing Patients
1. You may want to return to a patient at a later date to complete their forms.
You can return to their forms by selecting Add/Edit Records under the
Data Collection tab.
Each saved patient form can be previewed on the dropdown menu
(Incomplete and Complete Records). To open their forms, click on the
relevant record ID listed in this dropdown menu. (Figure 9).
Make sure you keep a secure list to correlate the patient data with the
REDCap record ID.

Figure 9

tion 4: Declaring and Checking Data Completeness
1. You must ensure that for each patient, all fields are complete in all data
collection forms.
2. When all the data fields are complete within a data collection form, mark
your form as complete by selecting Complete in the Form status field.
(Figure 10).
REDCap allows you to mark a form as complete even though your
data fields are not filled up. Please ensure that all your data fields are
complete before marking it as ‘complete’.

Figure 10
3. As you complete each section of the data collection form for each patient,
REDCap will inform you which sections are incomplete (red dot) and which
sections are complete (green dot) (Figure 11).

Figure 11

Section 5: Locking Data
1. Locking data indicates that the data from that patient is final and accurate
to the COMPASS Data Analysis Team.
It is important to lock all data for patients before the deadline.
2. Only records which are complete (i.e. having green circles on the Record
Status Dashboard) may be locked.
3. To lock data, click Lock Record on the relevant Data Collection form
(Figure 12)

Figure 12
4. Unlocking data is possible but will create a log on your team’s profile and
therefore is not recommended.

Section 6: FAQs
http://eurosurg.org/faq-redcap/

