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ASOS-2 Help Guide
How to use the

Thank you for participating in the ASOS-2 
Trial. This guide will help you to get setup 
and complete your tasks as an 
investigator on REDCap.

Here are a few tips on how to navigate through the Help 
Guide:

● All underlined text indicate a hyperlink. Click on the text to 
be directed to the relevant page.

● Screenshots and red indicators guide you through the 
tasks. Look out for these indicators to see the next step:

● Follow the Help Guide while navigating through REDCap the 
first few times. This will help to memorise the tasks.

x
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About ASOS-2 and REDCap
Getting started

The ASOS-2 Trial is an 
international African, 
multicentre, cluster 
randomised trial. 

The objective of this trial is to 
determine whether increased 
postoperative surveillance 
reduces in-hospital
mortality in high-risk adult 
surgical patients in Africa. 

In order to implement the 
ASOS-2 trial, Research 
Electronic Data Capture 
(REDCap) is used to record 
patient preoperative and 
postoperative surgical details.

REDCap is a secure, web 
application designed to support 
data capture for research 
studies and operations. More 
information about REDCap can 
be found here.

As an ASOS-2 investigator, you need an account so that 
you can be assigned to your hospital and record patient 
details.

The next section will help you to get started on REDCap and 
to Create Your Account.

Tip

http://project-redcap.org/


Create your account
Getting started

If you have not registered yet, go to 
this link to get started: 
https://redcap.ansa.org.za/surveys/?
s=JKHYXM3F3L 

1

2 Enter all the required fields (i.e., must 
provide values) and submit the form.

Note: You can click on Save & Return Later if you do 
not have all the required information at hand at the 
moment.

1

2

https://redcap.ansa.org.za/surveys/?s=JKHYXM3F3L
https://redcap.ansa.org.za/surveys/?s=JKHYXM3F3L


Create your account
Getting started

You will receive a few surveys to 
complete via email, from the 
account, ansa@ansa.org.za. Please 
complete these surveys to finalize 
your registration. 

3

4 Once you have submitted all of the 
required surveys, you will receive an 
email with the subject line: REDCap 
access granted.

5 Click on the hyperlink at the bottom 
of the email, labeled Set your new 
REDCap password. 

5

4

If you did not receive an email in your inbox with 
your password reset link, check your spam folder. 
If you did not receive the email, contact us.

Did not receive an email?



Create your account
Getting started

Set your password. Your password 
must contain at least:
● 9 characters,
● one lower-case letter (a - z),
● one uppercase letter (A - Z),
● one number (0 - 9).

6

7 You are now logged in to REDCap. 
Click on My Projects to see your 
projects. 

6

7

You are working with patient data. It is 
very important that you do not share your 
account details with anyone. Keep your 
password a secret - avoid writing your 
password down for someone else to see. 
Do not save your password on a computer 
used by others.

For more details, click here to see how to 
protect your account further.

Protect your account



Create your account
Getting started

8 The first time you view this page, you 
will be asked to set your password 
recovery question. Select a question 
that you most relate to and provide the 
answer. Also, confirm the email address 
that the new password should be sent 
to when needed. Click Save.

9 Your account is successfully created. 
You are now ready to access the 
ASOS-2 projects assigned to you.

8

A password recovery question is 
essential because it will enable you to 
recover your REDCap password in 
case you forget it in the future.

Setting up your password recovery 
question will prevent you from having 
to wait on a REDCap administrator’s 
assistance to reset your password 
manually should you ever forget your 
password. It is very important that you 
remember the answer to your recovery 
question for future reference. 

Set up a password 
recovery question



In this section, you will learn to:

Manage your account
ASOS-2 Help Guide

Log in and out 

Protect your account
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Log in to REDCap
Manage your account

Go to https://redcap.ansa.org.za/ 1

2 Enter your username and password.

3 Select Log in. 

1

2

3
If you are having trouble logging in 
because you have forgotten your 
username or password, you can click 
here to reset your password. 

Trouble logging in?

https://redcap.ansa.org.za/


Log out of REDCap
Manage your account

When you are logged in to REDCap 
but wish to log out, click Log out in 
the top right of your screen.

1 1

To keep the patient data secure, always log 
out of your account whenever you step away 
from the computer. 

Log out when you leave



Reset your password
Manage your account

If you forgot your password, follow these steps:

Go to https://redcap.ansa.org.za/ as 
if you are logging in.  1

1

2

2 Click on Forgot your password?

3 Enter your username and select 
Verify username

3

If you forgot your username and cannot follow these 
steps, click here to see how to recover your username.

Forgot your username?

https://redcap.ansa.org.za/


Reset your password
Manage your account

Answer the password recovery 
question.

Note: This is the question you selected when setting 
up your account. Use the same answer you provided 
during the setup.

4
4

A success message is displayed if you 
answer the question correctly. 5

5



Reset your password
Manage your account

Check your email account for an email 
from ansa@ansa.org.za with the 
subject line: REDCap Password reset.

6

Click on the hyperlink at the bottom of 
the email, labeled Set your new 
REDCap password.

7

6

5

If you did not receive an email in your inbox with 
your password reset link, check your spam folder. 
If you did not receive the email, contact us.

Did not receive an email?

mailto:ansa@ansa.org.za


Reset your password
Manage your account

Set your password. Your password 
must contain at least:
● 9 characters,
● one lower-case letter (a - z),
● one uppercase letter (A - Z),
● one number (0 - 9).

8

9 You are now logged in to REDCap 
and your password has been 
successfully update.

Note: See Update your details if you wish to change 
your password or any other profile details while 
logged in to your account.

8

9

You are working with patient data. It is 
very important that you do not share your 
account details with anyone. Keep your 
password a secret - avoid writing your 
password down for someone else to see. 
Do not save your password on a computer 
used by others.

For more details, click here to see how to 
protect your account further.

Protect your account



Reset your password
Manage your account

If you forgot your username, follow these steps:

Send an email to Dawid van Straaten, at 
dawid@ansa.org.za, to request an account recovery.

OR
Send a Whatsapp message to +27 64 227 0600 to 
request an account recovery.

 

mailto:dawid@ansa.org.za


Update your details
Manage your account

If you wish to update your profile details such as 
your name, email address, password or your 
password recovery question follow these steps:

Log in to your account at  
https://redcap.ansa.org.za/.1

2 Select My Profile.

1

2

https://redcap.ansa.org.za/


Update your details
Manage your account

You can update your first name, last name 
and primary email address under the 
section, Basic Information. Select Save 
Basic Info if you made any edits.

3

To reset your password, select Reset 
password and follow the steps.4

To choose a different password recovery 
question, select Reset password recovery 
question and follow the steps. Remember to 
choose a memorable question and answer.

5

3

4 5



Protect your account
Manage your account

On REDCap, you are working 
with private patient data. You 
have the responsibility to 
protect your account so that the 
patient data will be kept secure.

Here are a few tips to protect your account.

Use a strong password
● Use a combination of letters, numbers and symbols to make 

your password stronger.
● Avoid using the same password that you use for other 

accounts. Create a unique password for your REDCap 
account.

● Keep your password a secret. Avoid writing your password 
down for someone else to see. Do not save it on a computers 
where others could find it.

1

Log out when you are not busy on REDCap
Log out of your account if:
● You are finished with your task on REDCap;
● You leave the computer or device you are working on; or
● Someone else needs to use the computer or device that you 

are working on.

2



Request an account for a colleague
Manage your account

It is very important that every 
investigator have their own 
account on REDCap.

Never share your account details with a colleague to 
log patient details. If your colleague is in need of 
account details, contact the administrator via the 
means provided on the right.

Send an email to Dawid van Straaten, at 
dawid@ansa.org.za, to request an account for your 
colleague.

OR
Send a Whatsapp message to +27 64 227 0600 to 
request an account for your colleague.

mailto:dawid@ansa.org.za


This section explains the tasks assigned to ASOS-2 Hospital 
Investigators and Hospital Lead Investigators.

Capture and edit data on REDCap
ASOS-2 Help Guide

Add a new CRF record

Edit an existing screening record

Add a new screening record

Edit an existing CRF record



Add a new CRF record
Capture and edit data

If a patient is eligible for the ASOS-2 pilot trial, their 
details need to be captured on a paper CRF form. 
Then, the CRF form needs to be loaded onto 
REDCap so that the information can be accessible 
online for the ASOS-2 pilot trial. To add a new CRF 
record, follow these steps:

Once you are logged in, click on My Projects 
in the taskbar to see the list of projects that 
you have access to.

1

1

Select the ASOS-2 Pilot project to create CRF 
records. 2

2

Select Add / Edit Records in the Data 
Collection section in the left panel.3

3



Add a new CRF record
Capture and edit data

Select Add new record.4
4

Enter the eligible patient’s data into the 
ASOS-2 CRF record. 

Note: You will need to enter the Patient hospital number and an 
age greater than or equal to 18 to unlock more CRF fields. 

5

5Factors to determine if the patient is 
eligible for the ASOS-2 study:

● The patient is aged 18 years or over,
● The patient is admitted to participating 

surgical centres undergoing elective 
and non-elective surgery,

● The patient did not previously 
participated in ASOS-2.

Factors for eligibility



Add a new CRF record
Capture and edit data

Once you are done, ensure that you save 
the record with the correct status:

● If all the fields are completed, save the 
form status as Complete.

● If the form has a few fields missing and still 
requires data on the postoperative 
outcomes, save the form status as 
Incomplete.

6

When saving an incomplete record, a 
pop-up message will appear warning you 
that there are missing records. Click Ignore 
and leave record to complete the form later.

7

6

7

It is important to return to the 
electronic CRF record and update 
it after the patient’s surgery so that 
the patient is surveilled regularly.
See how to edit an existing record.

Heading



Edit an existing 
CRF record

Capture and edit data

To complete or update an existing CRF 
record, follow these steps:

Once you are logged in, click on My Projects 
in the taskbar to see the list of projects that 
you have access to.

1

Select the ASOS-2 Pilot project to find and 
edit CRF records. 2

Select Add / Edit Records in the Data 
Collection section in the left panel.3

1

2

3



Edit an existing 
CRF record

Capture and edit data

Identify the incomplete record that 
you want to update in the list of 
Incomplete Records.

4
4

Update the record and ensure you 
complete as many fields as possible. 5

Once you have completed the 
electronic CRF, ensure that you save 
the record with the correct status.

6
6

5



Add a new screening record
Capture and edit data

Hospital Lead Investigators have access to an 
additional project, called ASOS-2 Screening Tool. 
Hospital Lead Investigators are responsible for using 
the screening tool to keep record of the daily eligible 
cases for ASOS-2. At the end of every week, the 
eligible patients that have been recruited in the past 
5 days at the hospital need to be recorded. Follow 
these steps to add a new screening record:

Once you are logged in, click on My Projects 
in the taskbar to see the list of projects that 
you have access to.

1

Select the ASOS-2 Screening Tool project to 
create CRF records. 2

1

2



Select Add / Edit Records in the Data 
Collection section in the left panel.3

3

Select Add new record.4 4

Add a new 
screening record

Capture and edit data

Complete the record. Ensure that you
enter the number of eligible patients for
every day of recruitment.

5

Once you are done, save the record with the 
correct form status:
● Complete if all fields are updated;
● Incomplete if there are fields missing.

6

5

6



Edit an existing 
screening record

Capture and edit data

Once you are logged in, click on My Projects 
in the taskbar to see the list of projects that 
you have access to.

1

Select the ASOS-2 Screening Tool project to 
create CRF records. 2

1

2

Select Add / Edit Records in the Data 
Collection section in the left panel.3

3

Identify the record you wish to edit.4
4



Edit an existing 
screening record

Capture and edit data

Update the record accurately.5
Once you are done, save the record with the 
correct form status:
● Complete if all fields are updated;
● Incomplete if there are fields missing.

6

5

6



Additional Resources
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Contact Us
Need help?

Email
Dawid van Straaten: dawid@ansa.org.za

Whatsapp
ASOS-2 Support: +27 64 227 0600

mailto:dawid@ansa.org.za

