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Agenda

• Introduction to REDCap

• Requesting a REDCap account

• Enrolling Families

• Recording Contacts

• Graduation
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REDCap
Background & Access



What is REDCap?

Fit Families REDCap Data Collection Training

▪ Online data collection and management system 

▪ Administered through UW-Madison Institute for 
Clinical and Translational Research (ICTR)

▪ Used to record evaluation data for 
Fit Families Direct Education

▪ Replaces old Excel tracking sheets

▪ Each coach will have their own log-in and 
password

▪ Houses client records from your site
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REDCap Access Checklist

Request 
Account

Anyone who will 
track contacts 
will need to 
create a SMPH  
REDCap 
account.

REDCap 
Access

When your 
REDCap 
account has 
been approved, 
you will receive 
an email and 
will be able to 
log into 
REDCap.

Project Access

UWPHI 
evaluation team 
will add you to 
the Fit Families 
REDCap project. 
You will receive 
an email 
notifying you 
that you have 
access.

Complete 
Training

Review the Fit 
Families 
REDCap Data 
Collection 
Training 
materials to 
learn how to 
enter data on 
your direct ed 
contacts.

Enter Data

Use REDCap to 
enroll families in 
the program, 
track monthly 
contacts, and 
collect 
termination and  
graduation 
information.
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HIPAA 
Training

Fit Families REDCap 
Data Collection Training

HIPAA training is required to obtain a 

REDCap account:

• You will need to have proof of a completed HIPAA training 

ready to upload before you request a REDCap account

• If you have not already completed a HIPAA training 

through your own organization or don't have a record of it, 

you can complete one through UW.
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Request REDCap Account

• Complete the REDCap New User Survey using the following information:
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• Select ‘REDCap’
Which system(s) will you 

need access to?

• Enter your name and e-mail addressContact Information

• Select ‘External Collaborator’Collaborator type

• Enter your WIC site name
Name of your 

Institution/Organization

• Enter the following: “Fit Families Direct Ed Data Collection”Comments

• Enter "Sarah Linnan" and "linnan@wisc.edu"
UW Project PI/Supervisor 

Information

• Attach HIPAA Training Documentation from your organization or 
the UW-Madison HIPAA Training for External UsersHIPAA Training Proof

Detailed 
instructions 

can be found 
HERE

https://redcap.ictr.wisc.edu/surveys/?s=DWJFCLFHYL8PKJRT
https://uwphi.pophealth.wisc.edu/wp-content/uploads/sites/316/2023/09/Fit-Families-REDCap-Account-Request-Instructions.pdf


DAGs
Fit Families REDCap 
Data Collection Training

• DAG = Data Access Group

• One DAG for each Fit Families project site

• Coaches at one site will be able to see all clients for that site

• Coaches will not be able to see records from other sites

• Mentors and coaches working at more than one site will be given 
access to multiple DAGs

• If you can access more than one DAG, you will need to switch 
between them. You can only see one at a time

• Every record you create is automatically assigned to the DAG you 
are using when the record is created

• If you can access multiple DAGs, make sure you’ve selected the 
correct DAG before creating a new record!
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REDCap



Record 
Status 
Dash-
board
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• Displays the records in your DAG

• One row per enrollment



Record 
Status 
Dash-
board
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• Use the Dashboard displayed drop-down to switch to 

Active Families Only, Termed Only, and Graduated Only 

dashboard views

• Click on the          button to enroll 

• A new family

• An additional sibling with a later enrollment date

• Re-enroll a family



Record 
Status 
Dash-
board
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• Dashboard displays families enrolled at your site

• Each family is displayed in one row

• Colored circles show data entry status:

• Click on any circle to enter/view data

• Proceed from left to right to enter enrollment and contacts



Record 
Status 
Dash-
board
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• The first three events are completed at enrollment/Month 1

• Enroll Family

• Add/Update Children

• Month 1 Monthly Contact

• After enrollment, complete one monthly contact per 

calendar month.



Enrolling Families
Completed once per family per FY



Add 
New 
Record
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1. From left menu, click Record Status 

Dashboard link or Add/Edit Records link

2. Click                    button



Record Home Page

• Add new record button will create a blank record for new enrollment

• Each record has a home page that displays all events for that record

• Click on circle next to Add Family to access the Enroll Family event that 

contains the parent’s contact information and demographics
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Enroll Family

Once per enrollment*

1. Enter parent/guardian 
information

2. Indicate language in which 
contacts will be conducted 
and if an interpreter is 
needed 

3. Enter Enrollment date to 
create contact schedule

4. Turn email reminders on or 
off

5. Set form status to Complete

6. Save & Exit Form
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* If you enroll an additional sibling on a 
different date, complete a new enrollment



Add 
Children
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• After parent information is added, the Enroll Family event 

will show a colored dot to indicate its status

• Click on the dot below Add/Update Children to add the first 

child enrollee’s information

• The Add/Update Children event form will open

• All children added to a record will have the same dates for 

enrollment and contacts
Fit Families REDCap 
Data Collection Training



Add/Update First Child

Once per child per 

enrollment
1. Enter child information 

and demographics

2. Collect Enrollment 
behavioral information

3. Enter any notes, such 
as specific goals 
(You will be able to see 
these during monthly 
contacts.)

4. Select Goals

5. Set form status to 
Complete

6. Save & Exit Form 20XX 19Fit Families REDCap Data Collection Training
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Add/Update Additional Children

• Children added will appear in the Add Child(ren) and Enter Graduation 

Information list

• Click on + button next to Add/Update Children button or the 

+ Add new button to add another child, up to 3 children total per family

• If you need to enroll more than 3 children in one family with the same 

enrollment date,  contact the evaluation team at fitfamilies@med.wisc.edu
Fit Families REDCap Data Collection Training
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Month 1 
Contact
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• After you have added all children for the family, complete the 

Month 1 contact to record your first monthly contact.

• Click on the Month 1 dot to open the Month 1 Contact form

Fit Families REDCap 
Data Collection Training



Complete Month 1 Contact

Complete at first contact

1. Parent information and children’s 

enrollment notes from ‘Enroll Family’ 

event will appear at top

2. Child(ren)’s enrollment notes from 

Add/Update Children form

3. Record contact attempts (optional)

4. Enter date of contact, type, and notes

5. Use check boxes to indicate which 

children you discussed during the 

contact
2023 22Fit Families REDCap Data Collection Training
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Complete Month 1 Contact

Complete at first contact

1. Optional: add notes about NERI 

owed/distributed

2. Optional: record date and type of 

next contact

3. Mark form status as Complete

4.  Save the form!
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Recording Contacts
Monthly data entry



Monthly 
Contacts

25

• Monthly schedule displayed in table header

• Click on the dot below the month to open the contact form

• Complete one contact per calendar month

Fit Families REDCap 
Data Collection Training

2023



Monthly 
Contact
Form

26
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1. Parent information 
and enrollment 
notes appear in 
Family Contact 
Information section

2. Record contact date, 
type, and notes in 
This Month’s Contact 
section

3. Optional: track 
contact attempts

4. Optional: enter date 
and type of next 
scheduled contact

Once per month
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Monthly 
Contact
Form
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1. Previous Contacts 

section contains 

details of previous 

contact(s) and NERI 

tracking

2. Mark Complete 

3. Save the form

Once per month
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View Upcoming Contacts

• Reports Section: click Active Families: View upcoming contacts

• Contact date and type are from last recorded contact

• Next contact due is based on scheduled generated at 

enrollment

• Can use arrows  in header to sort information.



Graduation
And re-enrollment



Month 13 
Contact

Enter graduation data 
during Month 13 contact 
or within 3 months contact 
date

Fit Families REDCap 
Data Collection Training

4. Instructions appear in 

the Graduation section

5. Click on the link(s) to 
begin entering graduation 
data for each child in Add/ 
Update Children form(s)

3. Click Save & Stay

1

1. Enter Month 13 contact 
info

2. Mark Complete

2

At Month 13
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Graduate 
a Child
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• You also can graduate children from the Record Home Page

• Use the dashboard or click on the link in the Month 13 contact 

form (see previous slide) to open the Add Child(ren) and Enter 

Graduation Information form 

• Complete the steps on the next slide for each graduating child Fit Families REDCap 
Data Collection Training



Graduate 
a Child
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1. Change the 

Completion Status drop-

down to Graduated

Fit Families REDCap 
Data Collection Training

2. Complete Graduation 

behavioral information 

and BMI, if available

3. Save the form

4. Repeat steps 1-3 with any 

remaining children using 

each graduating child’s 

Add/Update Children and 

Enter Graduation 

Information form

5. Send Satisfaction Survey 

link to the parent/guardian

1

2



How do I…
Other necessary tasks



Term a 
Child
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• Each child in a family will need to be termed individually

• Open the Add Child(ren) and Enter Graduation Information 

form for the child you wish to term

• Change the Completion Status     drop-down to Termed

• Enter Termination Date and Termination Reason

• Save the form
Fit Families REDCap 
Data Collection Training

Completion Status



Update 
Contact 
Info
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• From the Record Status Dashboard, open the Add Family 

form for parent whose contact information has changed

• Update Parent/Caregiver 

Information as needed

• Save the Add Family form

Fit Families REDCap 
Data Collection Training



Add 
Goals
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• If a family wants to add a new goal, update the 
Add/Update Children form for each child

• Open the record for the child whose goals have changed

• Use the Set Goals checkboxes to indicate their current 
goals

• Update the enrollment notes with new goal(s), if desired

• Save the Add/Update Children formFit Families REDCap 
Data Collection Training



See 
Another 
Site’s 
Data
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• If you have permission to view more than one site’s data, 

you will be assigned to more than one DAG

• You can only view data from one site at a time

• To switch to another site, use the DAG Switcher tool

• Click the Switch button at the top of the screen

• Select a DAG and click Switch
Fit Families REDCap 
Data Collection Training



Transfer 
a Family
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• To transfer a family, contact the Evaluation team at 

fitfamilies@med.wisc.edu

• All information should be up-to-date for the family before 

they are transferred

• Evaluation staff will reassign the record to the new site

• All data will be retained and appear for coaches at the new 

site

• The record will be visible to the new site, but not to the site 

the family transferred from

Fit Families REDCap 
Data Collection Training
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Enroll a 
Sibling 
at a Later 
Date

Fit Families REDCap 
Data Collection Training

• To enroll a sibling from a family that is already enrolled, you 

will need to repeat the process described in the “Enrolling 

Families” section. 

• You only need to do this if the siblings have different 

enrollment dates

• All siblings in one record will have the same enrollment and 

contact dates

• Siblings with different enrollment dates should have 

separate records

• Parent information should be entered in each record

• For assistance, please contact Hilary (hjoyner@wisc.edu)
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Re-Enroll 
a Family

Fit Families REDCap 
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• To re-enroll a family, you will need to repeat the process 

described in the “Enrolling Families” section. 

• If you are re-enrolling a family during a monthly contact, you 

can leave some fields blank and return to the record to 

complete them later.

• Leave the record status drop-downs in each form set to 

“Incomplete” until you have finished copying information to 

new enrollment forms.
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Change a 
Child’s 
Information

Fit Families REDCap 
Data Collection Training

• Child Information will appear as read only if [Name]’s 

information and demographics verified? button set to Yes

• Set button to No and click Save & Stay to edit fields

• Update information, change button to Yes, and Save form
2023 41



Change
Enrollment 
or 
Graduation 
Information

Fit Families REDCap 
Data Collection Training

• Child Enrollment and Graduation Information sections will 

appear as read only if Enrollment/Graduation information 

verified button set to Yes

• Set button to No and click Save & Stay to edit fields

• Update information, change button to Yes, and Save form
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Yes = read only

No = editable



Evaluation Team

Sarah Linnan
linnan@wisc.edu

Hilary Joyner
hjoyner@wisc.edu

Erin Taber
etaber2@wisc.edu
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Email the Team
fitfamilies@med.wisc.edu
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