Steps to Create a Service Request for REDCap Access

***Note: All database users will need a UC Davis campus CAS/Kerberos account through the UC Davis Computing Account
Services website. Further, users outside of UC Davis Health will require an appropriate UC Davis Health Sponsor to submit the
request on their behalf through the UC Davis Health IT Service Catalog.

1. Open URL https://ucdh.service-now.com/itss?id=sc _home

2. Log in with your UC Davis Health AD/Citrix account and password

Sign in

https://adfs.ucdmc.ucdavis.edu

Username

Password



https://computingaccounts.ucdavis.edu/cgi-bin/services/index.cgi
https://computingaccounts.ucdavis.edu/cgi-bin/services/index.cgi
https://computingaccounts.ucdavis.edu/cgi-bin/services/index.cgi
https://ucdh.service-now.com/itss?id=sc_home
https://ucdh.service-now.com/itss?id=sc_home
https://iam.ucdavis.edu/selfservice/claimaccount?execution=e1s1

SUBMITTING REQUEST FOR YOUR OWN REDCAP ACCOUNT

3. Type “REDCap” in the search boxand press Enter.
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4. Answer “No” to the question “Do you currently have REDCap access?”

fREDCap

Select this item to request a new Study Database in REDCap and/or REDCap Access.

This request replaces the CTSC Application for Resource Use.

* Do you currently have REDCap Access?

--None -- 4 }
| Q
- None --

Yes



5. Click “here” to be routed to Request REDCap Access catalog item.

|

* Do you curiently have REDCap Access?

fEDCap

Select this item to request a new Study Database in REDCap and/or REDCap Access.

This request replaces the CTSC Application for Resource Use.

L

Attention

(2]

Please click here to Request REDCap Access



6. Click “Add to Cart”.

Home 2 ServiceCatalog 2 AccessRequests ¥ Academic » Gradu ol of Medicine ¥ Search

REDCap (Research Electronic Data Capture)

REDCap (Research Electronic Data Capture)

- Add to Cart
REDCap (Research Electronic Data Capture) is a secure web application for building and managing online databases for research. ot

REDCap (Research Electronic Data Capture) is a secure web application for building
Access Request and managing online databases for research.



Click “VView Cart”.

> Search

Home » Service Catalog ¥ AccessRe > Academic ¥ Graduate School of Medicine

REDCap (Research Electronic Data Capture)

Your item has been added to your Cart. To make changes to the items in your cart, click View Cart

REDCap (Research Electronic Data Capture)

REDCap (Research Electronic Data Capture) is a secure web application for building and managing online databases for research.

REDCap (Research Electronic Data Capture) is a secure web application for building

Access Request and managing online databases for research.
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Add to Cart



8. Assign an approver. Provide the necessary details. Click “Checkout” when done.
**Note** The approver of the request will be your department
supervisor or manager.

(Please note that the approvers’ names are pre-populated.)
WHEN SUBMITTING ON BEHALFOF OTHERS, PLEASE SCROLLDOWNTO

STEP # 10.
You are ordering items for yourself. JELERGE
Your Cart
Product Quantity
Anoes Bagueet REDCap (Research Electronic Data Capture)
REDCap (Research Electronic Data Capture) is a secure web application for building and managing online
databases for research.
* Please select an Approver * Detailed Description of Cart Request

* Brief Cart Title (ex. Access for John Doe)

Continue Shopping Save as Bundle Clear Cart Checkout

My Saved Bundles

You have no saved hundles

9. If yourrequestisapproved, you will receive a notification with instructions on how to log in to REDCap. If your request is
rejected, you may not have claimed your Kerberos ID and will receive a notification with instructions on how to do so.



SUBMITTING ON BEHALF OF OTHER EMPLOYEES (single request or bundle):

10. If submitting on behalf of other employees, please click “Change This”.

Home » ServiceCatalog » AccessRequests » Academic » Graduate School of Medicine > Search

REDCap (Research Electronic Data Capture)

You are ordering items for yourself. [RsELERNT

REDCap (Research Electronic Data Capture)

REDCap (Research Electronic Data Capture) is a secure web application for building and managing online databases for research.

REDCap (Research Electronic Data Capture) is a secure web application for building
Access Request and managing online databases for research.

- Add to Cart
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11. Choose as appropriate.

Home ¥ ServiceCatalog ¥ AccessRequests P Academic » Graduate School of Medicine Search

REDCap (Research Electronic Data Capture)

For whom would you like to place this order?

(O This orderis for me
(O This order is for someone other than me

(O  This order is for multiple people

Cancel

12. If ordering for multiple people:

How would you like to create the new list?

) Build up the list by selecting individuals to be added

)  Upload afile containing all of the people on the list

Cancel



11. Build up the list by selecting individuals to be added:

To add someone to the list, select a person from below:

To remove someone from the list, click on the Remove icon.

When you are finished adding people to the list, enter a name for the list and click on the Save button.

Name Title Department Email Remove

Cancel

12. Upload a file containing all users’ information on the list:

User List Upload

Stepl

Please select the most appropriate category for the type of people that will be represented
in this batch:

® Existing Users already established in ServiceNow

Step 2
Next, upload the spreadsheet containing all of the relevant information for records of the type selected above.
For a model spreadsheet in the proper format containing the appropriate columns for your upload, please click existing.xlsx.

Use the button below to browse for the file that you would like to import. Import files must be in .csv (Comma-separated values) format and the first row must contain the names of the columns.

Choose File | No file chosen

13. Provide necessary details then “Checkout”.



