
Special Note: You must not place Production data into your project until it is placed in Production mode!

Follow these steps before requesting to place project into Production from REDCap Administrator. Then read further to 
learn about the benefits of placing your project into Production Mode.

Before placing your project in Production & How to request for Production Mode

a. Project Title

i. Operational Support

1) Include Approved UVA IRB Study Number
2) PI names, email
3) Specify type of research (basic/bench, clinical study/trial, translational research, etc…)

ii. Research

Include UVA IRB Study Tracking # 21566 if exempt 1)
iii. Quality Improvement

b. Purpose of this project

i. Include a description of your project, including the length of time this study will remain active
c. Project Notes

1. Ensure you have appropriately defined Project Settings

Check for Identifiers1.
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Check for Identifiers1.

This Check For Identifiers Module will help you assess whether or not some fields may be identifiers, and then 
allows you to easily tag such fields as identifiers for greater data security. The list below will help you better 
understand what data elements are considered Identifiers by HIPAA:

18 HIPAA Identifiers

You will check the boxes that are identifiers and select Update Identifiers at the bottom of the page:
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You will check the boxes that are identifiers and select Update Identifiers at the bottom of the page:

Complete Main Project Settings Page2.
Ensure all information is complete on the Main project settings section depending on the type of project you have 
created (Research, Quality Improvement, or operational Support). For Research please ensure you have included 
the project title, Name of P.I., IRB number, the specific type of research, and project notes. 

Check all Project Development phases appropriate for your build3.
Select "I'm Done"
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Confirm you have granted access of any users that will need access to your project. You can do this by reaching 
out to the administrator and requesting to add your list of users. The Administrator will reach out to those users, 
or give you the instructions that you can share.

4.

Test your project Thoroughly, including access for your users5.
This is done by entering test data into your project, and having your users perform test data entry. This will help 
you find errors in logic or catch other issues prior to production. When the administrator is receives your 
Production request, they will ask you to test if they do not see any test data in the project.
Finally request to have your project moved to Production Status.6.
When you Select Move project to Production a notification will go to the administrator to approve your request. 
The Administrator will reach back out to your with any questions or concerns. Upon resolving these items your 
project will be placed in Production state. After the status is updated to production, YOU CAN NOW PLACE 
PRODUCTION DATA INTO YOUR REDCAP PROJECT!
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It is requirement for Production use of REDCap1.
Makes the REDCap system compliant2.
Eliminates risk of data loss3.
Eliminates risk of unintended changes to project design and setup4.

Final Data Dictionary is captured automatically at time Production Status is enabled for your project (project 
is locked down to enable safe data collection)

a.

As Revision are made to the Project the Data Dictionary is captured automatically and a log of the Requestor 
& Approver ID/Name are collected along with date time.

b.

Enables you to take advantage of the Project Revision History feature. This feature takes snapshots of your Data 
Dictionary at important stages such as:

5.

Benefits and Security of placing projects in Production Mode
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