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1 Introduction 

The Jackson Heart Study (JHS) Data Management System (DMS) for Visit 4 data collection was 
developed using REDCap (Research Electronic Data Capture). REDCap is a secure web application for 
building and managing online surveys and databases. The REDCap server hosting data for JHS Visit 4 is 
maintained by the JHS Coordinating Center at the University of Mississippi Medical Center. The JHS 
REDCap database can be accessed at the following URL: http://jhsredcap.umsmed.edu/. Access to the 
REDCap database is controlled via individual user accounts. This manual describes information 
pertaining to data entry and data management tasks of the JHS DMS. 

2 Data Entry Guide 

2.1 Log into REDCap 

Open a web browser and enter the following URL in the address line: http://jhsredcap.umsmed.edu/. 
Enter your UMMC username and password to log into the REDCap (Exhibit 1). After you have logged into 
the REDCap the first time, the REDCap Administrator will then assign permissions to the JHS projects 
that you are authorized to access.  

Exhibit 1 

 

2.2 Access JHS Projects 

To access JHS projects, click on the My Projects tab at the top of the screen to see a list of projects that 
you are authorized to access. Then, click on the link to the project for which you will be entering the data.  

There are two main JHS projects: “JHS VISIT 4” and “Food Frequency Questionnaire” (Exhibit 2). The 
project “JHS VISIT 4” contains all JHS VISIT 4 data collection forms, except for the food frequency 
questionnaire, which is a separate project. Additional projects for ancillary studies are added as they 
become activated.  

Note: you will see only the projects for which you have authorization. 

http://jhsredcap.umsmed.edu/
http://jhsredcap.umsmed.edu/
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Exhibit 2 

 

2.3 Data Entry 

All REDCap projects have the general layout as shown in Exhibit 3. On the left is the menu and on the 
right is the workspace. The project title appears at the top. 

Exhibit 3 

 

  

Project Title 

Menu Work Space 
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The main area used for data entry is the menu’s Data Collection section: Record Status Dashboard and 
Add /Edit Records (Exhibit 4).  

Exhibit 4 

 
The Record Status Dashboard displays the records that have already been created (Exhibit 5). Each 
record or row on the Dashboard corresponds to a different participant in the study. The “Subjid” is a 
unique ID assigned to each participant in the JHS. This Dashboard page is used to open existing records, 
by clicking the “Subjid” or the colored Form Status buttons. 

Exhibit 5 

Form Status Button 
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Records may also be opened by clicking “Add / Edit Records”. Either select records from the dropdown 
menu or use the search box to find a Subjid (Exhibit 6). 

Note: all JHS participant ID’s have been pre-populated in the DMS. Do not create any new record.  

Exhibit 6 

 

An example of the Record Home Page for a selected Subjid is shown in Exhibit 7. Participant ID (Subjid) 
is located at the top of the screen once a participant is selected. The table below the Participant ID 
displays the form-by-form progress of data entered for the selected participant. Click on the Form Status 
button next to each form to access individual forms. 

Exhibit 7 

 

  

Dropdow
  

Form Status button 

Participant 
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Click on the Form Status button for the Anthropometry Form to retrieve it for data entry (Exhibit 8).  

Use the [Tab] key or mouse clicks to navigate between fields on a form. If you press [Enter], you will save 
the form, and exit the current screen.  

Required Field 

All fields labeled as ‘* must provide a value’ must be completed in order to save a form. If an item is 
unknown or missing, use the dropdown menu to select or enter designated values for ‘Don’t know’, 
‘Missing’ or ‘Refused’ as appropriate. Do not leave any item blank (empty). 

Exhibit 8 

 

Validation 

Formatting Some text fields require a specific type of formatting. This is called validation. Validation is a 
way to ensure that data are saved in a consistent format. REDCap will automatically re-format certain 
data. If a wrong format was entered, REDCap will display an alert.  

Range Checks Some numeric fields have range validation. If anything entered was outside of the 
expected range, REDCap will display an alert (Exhibit 9).  

Note: Whenever there is a range validation, values outside the expected minimum and maximum can be 
saved. This value is displayed in bold and highlighted in red to illustrate that it falls outside the expected 
range, which was pre-defined for the field. 
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Exhibit 9 

 

Calculated Fields 

The calculated fields complete automatically when you have entered the other data used in their pre-
defined equation. These fields look like text boxes, but they have red font that cannot be changed.  

Multiple Choice 

Multiple choice fields are commonly used on data collection instruments. Depending on how the project 
was created, you might be able to type a word or phrase into the field to select your answer from a long 
list. You might also have checkboxes, where more than one answer can be selected. 

Branching Logic 

Branching logic or skip logic hides or reveals questions based on how other questions are answered. 
Follow the built-in prompts and read through the instrument’s instructions to complete the form. 

Note: Changing the answer to a question that determines the branching logic may affect answers to 
subsequent questions. In this case, REDCap displays a warning asking whether to erase all answers to 
other questions, which have already been answered previously. It is crucial to read through all such 
warnings and understand them fully before proceeding. If you are not sure what to do, choose to leave 
the field and data alone, and contact your supervisor for guidance. 

Comment Log 

The Field Comment Log is used to enter comments or caveats concerning specific fields (Exhibit 10). To 
create your comment, click the speech bubble next to the field in the record you are working on. Enter 
your comment and click “Save.” You will notice that the speech bubble icon is now lit, indicating that a 
comment exists for that field. 
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Exhibit 10 

 

To view the collective comments for all records, click the Field Comment Log module in the left-side 
toolbar (Exhibit 11). Comments are linked to their corresponding records, along with the user who made 
the comment, and the date/time at which the comment was made.  

Note: If there are any comments for the entire visit, that information can be entered in the Comments 
form. 

Exhibit 11 

 



10  

Manual 11 Data Management System V1 (10/21/2020)     Page 10 of 14 

2.4 Form Status 

After completing all items on a form, change the form status to complete, before saving the form. If you 
were not able to complete all items on a form due to participant refusal, rescheduled visit or other 
reasons, leave the form status as incomplete. Change the form status to unverified if a form is completed 
but awaiting review (Exhibit 12).  

Exhibit 12 

 

2.5 Saving Data and Exiting a Form 

If you navigate off the form without pressing [Enter] or clicking on one of the five save options (Exhibit 13), 
your work will be lost. 

Note: There is no auto-save in REDCap. So save early in the process and save often.  
 
Save options:  

1. Save & Stay – save the form and remains on the same form 

2. Save & Go To Next Form – save the form and go to the next form on the list  

3. Save & Exit Form – save the form and return to the record home page of the same participant 

4. Save & Go To Next Record – save the form and go to the record home page of the next 
participant 

5. Save & Exit Record – save the form and return to the record selection page 

Cancel option: 

Return to the record home page without saving the changes made.  
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Exhibit 13 

2.6 Logging 

All data modifications made to the databases are logged. To view the data history, click on the H (History) 
button located next to each data field (Exhibit 14). An example of the data history is shown in Exhibit 15.  

Exhibit 14 
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Exhibit 15  

 

2.7 Quality Control Samples 

For quality control purposes, a random sample of participants is selected to have anthropometry 
performed twice by two different technicians. A second Anthropometry Form (“QC”) is completed if a 
participant is selected as a quality control sample. Whether or not a participant is a quality control sample 
is indicated at the end of the Subjid string (Yes/No) (Exhibit 16). 

Note: A third Anthropometry Form is completed only if the differences between the first two measures 
were larger than the pre-specified amounts.  

Exhibit 16 

   

Participant selected 
f  QC 
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3 Data Management  

3.1 Export Data from REDCap 

1. Click on the “Data Exports, Reports, and the Stats” Tab in the application section.  

 
2. Click on Export Data and select option SAS Statistical Software.  
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3. When exporting data to SAS, REDCap will generate 3 files: Pathway Mapper file (.bat), SAS 
program file and data file. Download and save all 3 files to the folder 
\StudyData\Visit4\Redcap\JHS SAS V4\1-Data\Raw data. There should not be other program or 
data files from previous export in this folder. 

4. First, double click on the pathway mapper file, which will run quickly and invisibly. This step will 
add codes to the SAS program file about the location of the data file. 

5. Then, open the SAS program file and run the codes to import the data to SAS. The SAS program 
will automatically read in all data and add variable labels and formats. This step creates a 
temporary dataset (“REDCAP”) in the work library. 

 

3.2 Create Visit 4 Raw Datasets and Analysis Datasets 

1. Run the SAS program ‘Raw data sets program’ (\StudyData\Visit4\Redcap\JHS SAS V4\2-
programs) to create raw datasets for each data collection form that includes identifiers, open 
ended responses in \StudyData\Visit4\Redcap\JHS SAS V4\1- Data\Raw data folder. 

2. Run the SAS program ‘Analysis program’ (\StudyData\Visit4\Redcap\JHS SAS V4\2-
program”). This program drops all the identifiers from the raw dataset and creates all the 
individual analysis datasets in \StudyData\Visit4\Redcap\JHS SAS V4\1- Data\Analysis data 
folder. 
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