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Database Access 

BALLOON will be using an online database for data collection located here 

https://redcap.ctr.cardiff.ac.uk/redcap/  

Research nurses will be given access to the database on receipt of – 

• GCP certificate 

• Current CV 

• Signed delegation log 

• Signed training log 

Logging onto REDCap 

Enter the username and password. 

 

 

Testing 

https://redcap.ctr.cardiff.ac.uk/redcap/
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You will be given access to the BALLOON database and the BALLOON testing database. 
Once the testing is done, access will be removed from the testing database to avoid any 
real data input. 

Adding A New Participant 

Once logged in, you can then add a new trial participant as follows – 

 

 

You can check other records or add a new record, click add new record 
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Data Entry 

Once the participant has been entered into the system, data entry of the forms can 
begin by clicking the coloured button on the relevant one from the list. 
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At the top of every form, you will need to confirm the Participant ID for all forms apart 
from ADDPID which will be displayed automatically. 

 

The database will automatically assign a number ID, please match that number in the 
Confirm Participant ID box. 

 

Once you input BALLOON ID from the web randomisation on the ADDPID form, it will 
automatically be completed for the rest of the forms. 
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When completing forms, all questions must be answered. If the database detects 
anomalies, these will be highlighted in red. When all questions have been answered, 
you will have several options: ‘Save and exit form’, ‘Save and go to the next form’ and 
‘Save and stay’. Please make sure you save your form regularly to not lose any progress. 
Click ‘Complete’ at the bottom of the page when ask ‘Completed?’  and save the form to 
finish. Please note this will mark the form as completed and any amendments will 
trigger an audit log. In case you need to make several changes, please make the 
changes individually then save the form so that a pop-up message appears. All changes 
need justification so do not make several changes at the same time. 

After clicking ‘Save and exit’ or ‘Save and go to the next form’ you might be shown a list 
of errors that the database has detected. This might include any questions that have not 
been answered. 

 

The form will still be saved but you will be unable to mark the form as complete until 
these errors have been addressed.  



Guidance Sheet 6c:DATA  

ENTRY GUIDANCE REDCAP 

 

    

 

Page 6 of 16 
BALLOON Guidance Sheet 6c  DATA ENTRY GUIDANCE REDCAP 
V1.0 dated 13/02/2025 

If you want to address the errors at the present moment, select ‘Okay’ to remain on the 
form. If you leave the record, go to Add/Edit records, choose an existing Participant ID 
and click on the ID number you want to edit. 

Forms will be listed as incomplete, unverified or complete as data entry is carried out, 
see below. 

 

 

Multiple Entry Forms 

Three forms – LRTI Verification form, Con Meds and Adverse Event Monitoring, can be 
completed multiple times. To complete more than one, click on ‘Add new instance’. 
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Viewing Participants - Record Status Dashboard 

The Record Status Dashboard displays a table listing all existing records/responses and 
their status for every record. You may click any of the coloured buttons in the table to 
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open a new tab/window in your browser to view that record. You will only be able to view 
records that belong to your site. 

 

Calendar 

Month 1,2,3,4,5,6,7,8,9,10,11 and 12 will be triggered from the date of randomisation 
and will be scheduled as events. 

You can view your upcoming events on the Project Home Page. 
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It will display the date, participant ID and timeline (Baseline, Month 1, 
2,3,4,5,6,7,8,9,10,11,12 follow up). You can also view it on the calendar under 
applications. 

 

 
Alternatively, you can view a participants’ upcoming calendar event for the next 7 days 
by selection the participant and clicking on the upcoming calendar event. 
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Data Queries 

Data queries will be raised via REDCap by leaving a comment. Only the data manager 
can open and close queries and verify data. To respond to a query, press on the balloon 
icon. 

 

The data resolution workflow will pop up to leave your comment. 
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Users with access to data entry forms may respond to one or more comments on any 
field on a data collection instrument, after which the balloon icon will change as shown 
below. 
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All field comments for all records/fields can also be viewed, keyword searched, and 
filtered on the Resolved issues page in this project, under the applications section. 

https://redcap.ctr.cardiff.ac.uk/redcap/redcap_v13.7.5/DataQuality/field_comment_log.php?pid=324
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The data resolution dashboard will display the record ID, field queried, days open, first 
update and last update. It will also display the user who responded to the query. You 
can filter the queries by selection the filters for open/unresolved issues, open 
unresponded or open responded. 
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Trial Allocation Pack 

There are 3 important variable labels in this form, the BALLOON ID, the Pack ID 
allocated and the date of randomisation on web randomisation. The BALLOON ID and 
Pack ID allocated are the only identifiers connecting the participant in the web 
randomisation to REDCap as those systems are not linked. The date of randomisation 
on the web randomisation will be used to determine the treatment duration. 
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Spray A and Spray B need to be weighted at first dispensing. 

 

Follow-up Month 3,6,9,12 

These forms correspond to the home/clinic visit and are divided into Part 1 and Part 2; 
you will need to complete both. They are long forms and frequent saving is advised. 
Allow plenty of time for their completion. 

Month 6 and month 12 also have an extra section to collect weight, length and head 
circumference as well as blood samples and lung function for selected sites only. 

When completing Part 1 of these forms, you will need to collect the weight of the old 
sprays along with the new sprays. You will also need to collect the number of doses 
missed. The information about the doses missed can be found on the app. 
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There’s a possibility parents have only return 1 of the 2 sprays for disposing. In this case, 
for the question ‘Did the parents return the spray?’ answer yes. This will prompt the 
question ‘If yes, were the returned sprays disposed?’, answering yes will follow up with 
‘if yes, number of sprays disposed by the research team’, then you will have the option 
of selecting 1 spray or 2 sprays. 

LRTI Verification form 

If the parents have reported their child has breathing symptoms via the app, please 
complete the LRTI form on REDCap. 

 

 


