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REDCap – How to Make Changes in Production 

• Step 1 
o Navigate to the Project Setup tab for the project.   
o Click on ‘Online Designer’ under ‘Design your data collection instruments & enable your surveys.’ 

 

 
 

• Step 2 
o The system will navigate the user to the Online Designer tab.   
o Click on ‘Enter Draft Mode.’ 

 
 

 The system will provide a green Success notification that you have entered the Draft Mode. 
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• Step 4 
o Begin making any changes to the Forms/Instruments by hovering over the Form/Instrument and clicking 

on the pencil icon. 
 

 
 

• Step 5 
o Once all changes have been made.  Click on ‘Submit Changes for Review.’  This selection will 

automatically email the CTSI REDCap Administrators and notify them that project changes have been 
requested. 
 

 
 

• Step 6 
o The status of the Online Designer will change to ‘Awaiting review of project changes.’ 
o The user may review the summary of submitted changes by clicking on ‘View a detailed summary of all 

drafted changes.’ 
 

 
 

• Step 7 
o If the CTSI REDCap Administrator has any questions regarding the changes, they will reach out to the 

submitter via email. 
o Once the CTSI REDCap Administrator has committed the changes, the user will be notified via email. 


