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REDCap – How to Use the Data Dictionary (within a project) 

This guide will assist with merging multiple forms (instruments) within one project into one single form (instrument). 

• Step 1  
o Navigate to the Project setup tab and select ‘Data Dictionary.’ 

 
 
 

• Step 2 
o Download the Data Dictionary and save it to your computer as a .csv file. 
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• Step 3 
o In the “Form Name” column, the current list reflects the names of the different forms. 
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o To move all the variables from the various forms to one form, edit this column to reflect the form name 
you want to retain.   
 In this example, we want to retain the ‘test’ form and move all the variables from the other 

forms to the ‘test’ form.  
 

Before 

 
 
After 

 
 

o Save the changes to your computer as a .csv file. 
 

• Step 4 
o Return to the Data Dictionary tab and select “Choose File.”  Select the revised .csv file and then click on 

“Upload File.” 

 
 

• Step 5 
o The system will return a notification of your changes.  If the changes are acceptable, click on “Commit 

Changes.” 
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    If the changes were committed, a Successful message will then appear. 
 
 

• Step 6 
o Navigate to the Online Designer.  Review and confirm the variables moved to the appropriate 

instrument. 

 
 
 

 


