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Overview 

In a REDCap project, RCG will create a Participant Information instrument. This instrument is designed to 

use participant data from the Clinical Database. Use this process to import the participant data from the 

Clinical Database into REDCap. Additional study specific instructions may be given. 

RCG will give specific access to necessary reports for this process.  

Extracting the Report from the Clinical Database 
Go to Access Study Data and select your study name. Under reports, select REDCap Participant Import. 

Click Extract Report at the bottom of the page. 

 

 

Preparing the Report for REDCap Upload 
Open the Clinical Database file. This can be found at the top of your Downloads folder when sorted by 

date. Delete the top 9 rows in the Clinical Database file. Save it as a csv for upload. 

 

Data Import Tool Settings 
Go to the study project in REDCap (edc.pbrc.edu). Click the Data Import Tool on the left sidebar (if you 

do not have access, contact RCG). Ensure that the upload settings are as shown at the bottom of the 

page. Select the saved csv file. Click the Upload File button.  
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Uploading and Reviewing Data  
The next screen will show any possible errors within the data. There should not be any at this stage of 

the project because all this data has been previously reviewed. Click the Import Data button at the 

bottom of the screen.  
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A success message will appear after hitting Import Data again.  

  


