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1.  INTRODUCTION 

This WPD provides instruction on how to request a change to be implemented on a live study 
database. This procedure is applicable to all study databases built on the REDCap platform 
by the ECTU Data Management Team and bespoke databases built by the ECTU 
Programming Team. 

2.  INSTRUCTIONS and GUIDANCE 

2.1 Changes to a live study database must be logged on the ECTU DM&P Project Change 
Requests database held on the REDCap platform. 

 
2.2 Access to the database will be given by REDCap Administrators to the Trial Manager 

or appropriate study designee who will be responsible for making the requests.  Access 
will be provided under the ‘Project Managers’ user role. 

 
2.3 The ‘Project Managers’ user role is limited to adding a record and completing or 

amending the ‘Change Request’ page. 
 
2.4 To make a new request, the user will add a new record (via the Record Status 

Dashboard) and complete the ‘Change Request’ form by clicking the grey orb.  See 
Appendix 1 for details. 

 
2.5 The request will be logged under the ‘Project Name’ in the drop-down list.  If the study 

is not listed, this should be logged under ‘Other’.  The Data Management team will 
review and update the system every six months to include new studies or remove 
closed studies. 

 
2.6  Provide details of the change(s) required in the ‘Requested Change(s)’ section.  

Supporting documents can be added to the request to give further information if 
necessary.   

 
2.7 Provide a date the update is required by.  This is the deadline date for the change to 

be implemented on the training database to be ready for review and possible 
validation.  NOTE:  This is not the date that the change will be implemented on the live 
database.  Requested dates cannot be guaranteed by the Data Management and 
Programming Team and should be discussed with the developer if urgent. 

 
2.8 Change the form status to ‘Complete’ and save the record.   
 
2.9 Saving the record will automatically send an email notification to the designated 

database developer for the study in the Data Management Team (for REDCap 
databases) or Programming Team (for Bespoke databases).  The ECTU Data 
Management and Programming Team Leads and the Chief Operating Officer will also 
receive a notification of the request.  

 
2.10 If the study in unallocated to a specific developer or the request is logged under ‘Other’, 

the email notification will be automatically sent to the ECTU Programming Team Lead 
for further action. 

14 Aug 2024



 

ECTU WPD Identifier  ECTU_REDCap_W2 
Version No 1.0 

Effective Date   
 
 

 
The user of this document is responsible for ensuring it is the current version. 

 

ECTU Central Office WPD Template v3.0  Page 3 of 5 

 
 

 

 
2.11 The ‘Requested Change(s) section can be amended if required, however, this will not 

trigger a new notification to the database developer.  Should you wish to amend or add 
to an existing request, it is recommended that the developer is informed separately via 
email. 

 
2.12 On receipt of the notification, the database developer will complete the acceptance 

section of the ‘DM&P Management’ form on the ECTU DM&P Project Change 
Requests database for the request.  This form is not visible to those with ‘Project 
Managers’ user role. 

 
2.13 The database developer will assign one of the following statuses to the request: 
 

• Accepted – the request is accepted by the developer and will be implemented 
on the training database for testing and validation 

 

• Deferred – the request has been provisionally accepted by the developer but 
has been put on temporary hold in agreement with the requester.  The request 
will then be further reviewed and at a later date 

 

• Rejected – the request has been rejected by the developer after discussion 
with the requester.  This may occur if the change request is not feasible or is 
no longer required. 

 

• Complete – the request has been validated and is now implemented on the 
live database 

 
2.14 The database developer will liaise with the requester and other relevant designees to 

ensure the change is implemented as required. 
 
 
3.  RELEVANT DOCUMENTS AND REFERENCES  
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Appendix 1:  Add a ‘Change Request’: 

 

 
 

Appendix 1:  Accessing the ‘Change Request’ form: 
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Appendix 1:  Completing the ‘Change Request’ form: 
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