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Delete Client Files 

To delete all data related to a client, open the Default dashboard from the Record Status Dashboard 
page. 

 

Select the Record ID for the client you want to delete. This will open a list of all of the forms completed 
for this person. 

Click the drop down box titled “Choose action for record” and then select Delete Record. 



 

Review the pop-up message and click Delete Record to confirm. 

 

 

Manage REDCAP User Access Rights 

Add a New User 

Before you can provide access to a new user, they must already have a REDCap account set up with 
Athabasca University.  

To add users to your REDCap, open the User Rights panel of the Applications menu on the left sidebar. 



 

Use the “Add new users” section at the top and enter the user’s REDCap username in either the “+Add 
with custom rights” box or the “Assign to role” box.  

Add new users with custom rights 

The first thing to note is that, for these projects, usernames in REDCap are organized by agency initials. 
For example, all Elizabeth House users have a username that ends in “.eh” and all Highbanks staff have 
usernames that end with “.hbs”. That makes it easier to find users from your organization and add them 
to your project or assign them user rights.   

 

To assign custom user rights, enter in the username in front of the “+ Add with custom rights” button 
and then click on the “+ Add with custom rights”.  



 

Once you do that, a new screen will pop up, as shown below. Here you can select what kinds of user 
access you want to provide that username. You can control access to basic privileges – such as setting up 
alerts and notifications or distributing surveys – and you can also control privileges for viewing and 
exporting data form by form. These options allow you to implement fine-grained access control.  

 

 

Once you are done, you can then click “Add user” at the bottom and also select whether user will be 
notified through email about their project access.  

 



 

 

Add new users and assign to existing roles 

Use the second option (i.e., assign a new user to an existing role) if you want to add them to the system 
with a pre-created set of user rights (for example, Case Managers, Data Guardians, Family Support 
Worker, etc.) Most often, the new users you add to your REDCap project will be assigned to existing 
roles. To do this, add username next to the “Assign to role” button and then click on the “Assign to role” 
button which will show a pull-down menu. Select the role that you want to assign that user to and then 
click “Assign”.  

 

 



Remove an Existing User 

You can manage who has access to the REDCap and remove users who should no longer have access to 
the data. 

Click on User Rights under the Applications menu on the left sidebar. 

 

Click on the username of the user whose access you wish to modify. Select Edit User Privileges 

 

 

You can edit which functions and areas the user has access to, change the expiration date of their access, 
or remove the user entirely, which will remove their access to the data system. 



 

 

Review Audit Logs 

You can review which users made changes to data, as well as who exported data and added or deleted 
users. To open the logged events, select Logging from the Applications section of the left sidebar. 

 

You can view the logged events from the past week in the table that loads. 



 

To view a different date range and filter the records further, use the functions at the top of the table. 

 

For example, if we change the date range to the past month and select only records for Person 3, we see 
different logs: 

 

 

Alerts and Notifications 

You can create email alerts and notifications based on various criteria. 



**Remember that when you create an alert, it will be set to go to a specific email address. If that email 
address is deleted, the alert or notification will not be able to be sent. If there is staff turnover or email 
address changes, be sure to check that any alerts have been modified as needed. 

Open Alerts and Notifications from the Applications section of the left sidebar. 

 

You will see any existing alerts and notifications that have been created. Below are two example alerts. 
The first is to be notified 1 day before an Interview date set on the Application Form for a client. The 
second is to be notified when it is time to delete data for a client who has left the program, set to send 
10 years after the client’s exit date from the program. 

 

To create a new email alert or notification, select “+Add New Alert”. 



 

The screenshot below shows the pop-up that appears when you click “+Add New Alert”. Complete the 
required fields to select when the alert should be triggered, and where it should be sent. The first step is 
to define what will trigger the alert. You could set the alert to be triggered if a record is saved on a 
form/survey. The alert can also be set to be triggered if conditional logic is true either when a record is 
saved or when data is imported or entered or other time-based logic. You can also pick the specific forms 
or surveys that will trigger the alert as well as how often the alert is triggered.  

 

Once you determine what action will trigger the alert, the second step is to set the alert schedule, as 
shown below. You can decide if the alert notification will be sent immediately after the action that you 
picked in step 1, or on some future date. You can also pick if the alert will be sent once or more than 
once. You can set an alert expiration date if needed.  



 

The third step in this process is to determine who will get an email notification about the alert and what 
to write in that email, as the screenshot below shows. You can decide who the alert email comes from, 
who it is sent to and what it says. You will see a checkbox next to “Prevent piping of data for identifier 
fields”. Note that piping refers to using data entered onto a form within the text of the notification. For 
example you could pipe in the client’s name so your alert would say “[client_name] is due to complete 
her annual review in 3 days”.  Here client_name is the variable with client name information. In order for 
any identifying data to be display in this way, you must uncheck the box that says ‘Prevent piping of data 
for identifier fields’. 

 



 

Click Save to save the alert settings and close the setup box. 

Sending Surveys by Email 

If you would like to send a client an email invitation to complete a form, you can follow these steps. 

Enable a Form as a Survey 

First, you must enable the form to be sent as a survey. To do this, open the Designer in the Project Home 
and Design section of the left menu bar. 



 

This will show you a list of all of the forms in your data system. To enable a form to be sent as a survey, 
click “Enable” in the “Enabled as survey” column beside the form you want to send and it will open a list 
of options for surveys, as shown below. Using these options, you can customize a range of things – e.g., 
the way your survey appears, whether it has an expiration date, whether respondents can download a 
pdf of their responses, how a survey is terminated and other customizations.  

 

 



 

 

 



 

 



 

You only need to do this step the first time. After that, it will stay enabled as a survey unless you disable 
that feature. In this example, you can see that the Application Form is already enabled to send as a 
survey.  

 

 



Disable a Form as a Survey 

To disable the survey function on a form, you will need to click the “survey settings” button for the form 
that you are interested in disabling as a survey, as shown below.  

  

 

Once you click the survey settings button, you will get the survey settings page with all the survey 
options that you saw previously. You will now need to go to the end of this page and click on the “Delete 
survey settings” button at the bottom, as shown below. There will be a pop-up asking you to confirm that 
survey settings should be deleted and once you confirm, this will disable the survey function for that 
form.  

 

 

Setting Survey Notifications 

On the main designer page, you can also enable notifications so you will know when someone has 
completed a survey sent by email. Click on Survey Notifications at the top. 



 

 

In here you can set email notifications for any form that is enabled as a survey, and notifications can be 
sent to any existing user in the system. Once you open the Survey Notifications window you will see a list 
of all of the forms that have been enabled as surveys. Here you can set which system users are notified 
of the completion of which surveys.  

 



Select the email address in the drop-down beside the person who will need to receive the notification. 
The Notifications Enabled button will turn green to indicate your settings have been saved. 

 

Once you are done, you can click “close” and your settings will be saved.  

Sending Surveys 

Once your survey has been enabled and you have set up notifications, you can begin distributing the link 
to the survey as needed. To do this, open Survey Distribution Tools in the Data Collection section of the 
left sidebar. 

 

 

Once you open Survey Distribution Tools, you can send a survey in one of two ways – either by using the 
public survey link or by sending an email to the participant list.  



Using the Public Survey Link 

REDCap generates a public survey link for the first form in your data collection instruments that is 
enabled as a survey. In your REDCap, this would be the application form. To get to the survey link for the 
application form, you would go to Survey Distribution Tools and then look at the first tab titled Public 
Survey Link. In this tab, you will see a link to the application form that you can copy using the button 
highlighted in yellow below. Once you have the link you can share it or embed it on your website to allow 
clients to access the application form.  

 

 

You can also get a QR code for the application form. Click the button for “Survey Access Code or QR 
Code”, as shown below.  



  

 

 

You can have the client scan the QR code on the screen, or you can use the Print for Respondent button 
to print this page. It gives them the option to use the QR code or to visit the website listed and enter the 
Survey Access Code. This QR code and Survey Access Code can be used for every client and do not 
expire.  



  

Send a Survey Using the Participant List 

If you want to send clients any of the other forms that have been enabled as surveys, you will need to 
use the participant list. You will open Survey Distribution Tools and then click on the second tab 
“Participant List” as highlighted below.  

 

 

Once you are in the participant list tab, you will select the survey that you want to send.  



 

Once you have selected the survey you want to send, click “Compose Survey Invitations”  

 

The following screen will pop up: 

 



 

Now you can select the participants you want to send the survey to on the right-hand side and on the 
left-hand side, you can select when the survey email will be sent, and what that email will include. Once 
you have filled in all these options, you can then click “Send Invitations” and it will send an email to 
respondents with the survey.  

Sending a Specific Client a Survey 

You can also send a specific client a survey from their record. In this case, we are sending the Flourishing 
Scale to an existing client. 

First, open the Record Status Dashboard so it displays the form/survey you wish to send. You may need 
to change the dashboard view to see the correct form and client. 



 

For the appropriate client, scroll right until you find the correct instrument, and click on the circle icon 
where the client and form intersect. 

 

When the form opens, select the Survey Options dropdown at the top of the survey. Remember, this will 
only appear if you have previously set the form to ‘Enable as survey’. 



 

Select the appropriate option, usually “Compose survey invitation”. This will open a form to compose an 
email to send the survey link. You can specify the “From” address and the Subject line and modify the 
contents of the email message as appropriate. You can also choose to send the message immediately or 
at a later date. When you are ready, click “Send Invitation”. 



 

If you set up a notification previously, you will receive the notification once the client has submitted the 
survey. 

 




