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The following instructions include a brief overview of the following key tasks:
1. Accessing the Best Practices project
2. Adding additional users to REDCap
3. Exporting Data from RedCap

Please see the websites below if you require additional resources on how to manage projects.
•   https://www.wchri.org/redcap 
•   https://projectredcap.org/resources/videos/ 

You may also contact redcap@ualberta.ca with any REDCap related questions you may have.

Regular face-to-face REDCap training sessions are available free of charge. You may view the 
sessions and register at https://www.wchri.org/redcap-sessions 

ACCESSING THE BEST PRACTICES PROJECT

Logging into REDCap

1. Go to https://redcap.ualberta.ca  
2. Enter your username and password.
3. Choose a verification method. Then follow the instructions provided on the screen.
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ACCESSING THE BEST PRACTICES PROJECT CONTINUED
4. You will see the FASD Best Practices Phase 3 project.

5. Clicking on the FASD Best Practices Phase 3 link will take you to the Project Home page.
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ADDING ADDITIONAL USERS TO REDCAP
Adding new users requires two steps. First, you need to request that a REDCap account be 
created for the person you would like to add to the project. Second, you need to add the new 
user to your project.

1. Adding new users who do not already have a REDCap account:
• Email redcap@ualberta.ca. Provide them with the name and the email address of the 

person you wish to add. 
• They will send you a confirmation email saying they have added the person as a REDCap 

user, and that you can go ahead and add them to your project. 
• The new user will receive a separate email with details on setting up their password.

2. Adding new users who already have a REDCap account to your project:
• Under Project Home, click User Rights.
• You will see the following screen. In the box next to “Assign to role,” type the name of the 

person you wish to add. Then choose the appropriate role: CSS (i.e., read only), Data Entry, 
Principal Investigator, Project Administrator).
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EXPORTING DATA FROM REDCAP

1. On the left hand side under Applications, click Data Exports, Reports, and Stats.
2. You may choose to export All data or Selected instruments and/or events.
3. Click Export Data 

4. A new window will appear. Choose your preferred export format - CSV/Microsoft Excel 
(raw data), CSV/Microsoft Excel (labels), or SPSS Statistical Software. Remove all identifying 
information by checking off Remove all tagged identifier fields.
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EXPORTING DATA FROM REDCAP CONTINUED

5. A new window will appear. Under click icon(s) to download, select SPSS or Data CSV.

6. Double click on the FASDBestPractices csv (Excel) or SPSS file to open and save it.


