REDCap — Add users to project

** A user must have logged into REDCap at least once to be added.

Click on User Rights on the Applications menu at the left

Applications =

Project Dashboards

A Alerts & Notifications

& Multi-Language Management
Calendar

B Data Exports, Reports, and Stats
& Data Import Tool

# Data Comparison Tool

B Logging and & Email Logging
%, Field Comment Log

ol O E"& Manage Locking/E-signatures
Data Quality
& APl and E API Playground
[ REDCap Mobile App

Choose the user to add from the search results:

Add new users: Give them custom user rights or assign them to a role.

michaele + Add with custom rights
webbmi (Michaele Webb)
A\ssigr & Assign to role ¥

In the window that opens, select the permission levels needed for the user. If the person is
taking over a project, they will need, in addition to the default permissions, at least:

e Project Design and Setup
e User Rights
e Data Access Groups

e Data viewing rights: Edit survey responses
e Data export rights: Full data set

Click the “Add user” button to save the settings.

After being added, an email will be sent to the new user and the project will show up on their
list of projects in REDCap.
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