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Introduction​ ​  

The Utah Syringe Exchange Network (USEN), in cooperation with the Utah 
Department of Health, utilizes the browser-based Research Electronic Data Capture 
(REDCap) software in order to collect pertinent data on syringe exchange programs 
and their participants. There are three REDCap projects with surveys or data entry 
forms to collect data:  

▪​ USEN – Required Reporting Forms (2 surveys) 
o​ Agency Enrollment 
o​ Quarterly Log 

▪​ SEP Client Intake (1 form) 
▪​ SEP Daily Log (1 form) 

As mentioned, there are two ways to collect data in REDCap, through surveys and 
forms. The Utah Syringe Exchange Network (USEN) REDCap projects utilize both of 
these types of data collection instruments.  

▪​ Surveys do not require users to log in to REDCap to enter data as they are 
initiated by an outside entity. In this case, the Department of Health will send 
surveys to agencies participating in syringe exchange. However, users will not 
have access to the data that is entered into the survey.   

▪​ For data entry forms, data is entered by REDCap project users—individuals 
must log into the project in order to enter data. Users are able to see the data 
they collect and also generate statistics and reports within REDCap.  

To access REDCap, go to https://redcap.health.utah.gov/redcap/index.php and log in 
using your username and password. Select the My Projects tab in order to see the 
projects available to you. 
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Figure 1: My Projects Tab 

 

 

 

 

Page 2 



USEN – Required Reporting Forms​ ​ 

This project contains the Agency Enrollment and the Quarterly Log forms. Both of these 
forms exist as surveys which means that users do not have to have REDCap logins to 
fill out information for them.  

Agency Enrollment 

The Agency Enrollment survey can be accessed by sending an email request to: 
syringeexchange@utah.gov . The purpose of this form is to notify the Department of 
Health of an agency’s intentions to begin operating a syringe exchange program at 
least 15 days prior to the start of operations, as required by R386-900. It asks for 
information about the agency and proposed SEP including: 

▪​ Proposed start date of Syringe Exchange Program (SEP) 
▪​ Basic agency information including location and contact information 
▪​ Services the agency currently provides to target population 
▪​ Agency description 
▪​ Description of proposed SEP including estimated numbers to be served 
▪​ Safety protocol for needlestick prevention 
▪​ Sharps disposal plan 

You will receive an email from the Department of Health within 7 business days after 
completing this form, indicating whether or not your agency has been approved as an 
SEP. If you have not heard from the Department within this time period, please email 
SyringeExchange@utah.gov to inquire about your agency's status. 
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Figure 2: Agency Enrollment Survey 

 

 

Quarterly Log 

This form is required under R386-900. It asks for aggregate information about the 
agency and its clients including: 

▪​ Approximate number of individuals/exchange encounters 
▪​ Approximate number of syringes collected 
▪​ Total number of syringes collected 
▪​ Total number of individuals referred to services (by type) 
▪​ Total number of individuals who received educational materials (by type) 

This survey is automatically sent out each quarter. A paper version can be downloaded 
from the Department’s website: http://health.utah.gov/epi/prevention/  . Agencies 
providing syringe exchange services must return this form to the Department each 
quarter.  
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Figure 3: Quarterly Log Survey 
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SEP Client Intake 

The SEP Client Intake project is set up as a data entry form. This means that users will 
need to have access to REDCap and log in to the Utah Department of Health’s REDCap 
instance in order to enter data. This form is optional, but recommended.   
Figure 4: Add/Edit Records Option 

After logging in to REDCap and selecting the 
SEP Client Intake project, users can enter data by 
selecting the Add/Edit Records option on the 
left-hand side of the screen.  

Users will enter either a new or existing 
Participant Card Code (PCC) in order to create 
or access a record. The PCC is a unique identifier 
for the individuals accessing syringe exchange 
services. It allows the SEP to keep track of the 
number of clients utilizing their services while 
also maintaining client confidentiality. 

 

The Add/Edit Records field will bring up 
already existing PCC’s as you type and will not let you create a new record for an 
already existing PCC—you can only edit the record and add new entries to it.  

This screen will also show you what Data Access Group (DAG) you belong to within 
REDCap. This should reflect the name or acronym of your organization. If it does not, 
contact the Syringe Exchange Coordinator before entering data. DAGs divide REDCap 
so that the records your agency enters can only be seen by those within your agency.   
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Figure 6: Add/Edit Records Screen 

 

The next screen shows you the Event Grid for the project. This project is longitudinal, 
allowing users to collect data for individuals who access services at multiple timepoints. 
In order to start the record, simply click on the bubble that is closest to the left that has 
no data entered (gray). For this record, that would be the first bubble, the Initial 
Interview. 

Figure 7: Event Grid 
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Clicking this will take you to the form where you can enter information on the client 
who received services. For the Agency Information section, the Agency ID is a uniform 
ID provided to your agency by the Health Department. Make sure to use the same ID 
each time you enter information into this form.  

Figure 8: Form - Agency Information 
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Figure 9: Form - Client Demographics 

 

Some fields only appear when you select certain answers. For instance, if you select 
“Other” as an individual’s current living status, a short textbox will appear for you to 
describe what that status is. 

Figure 10: Form - Other Current Living Status 
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Figure 11: Form - Client Risk Factor Assessment 

 

When you have finished entering data and marked your form as complete, click Save 
Record and your entry will be saved and you will be taken back to the Event Grid 
screen. It will show you that you have successfully added a record. The color of the 
bubble tells you whether the data entered for that particular event was marked as 
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Complete (green), Incomplete (red), Unverified (yellow), or if there is no data yet 
entered (gray).  

Figure 12: Form - Record Entered 

 

To enter more data on this same client, simply click the next gray button and repeat the 
process over again. To enter information on a new patient, select Add/Edit Records on 
the left hand side of the screen and go through the steps from the beginning.  
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SEP Daily Log 

The SEP Daily Log project is set up as a data entry form. This means that users will 
need to have access to REDCap and log in to the Utah Department of Health’s REDCap 
instance in order to enter data. This form is optional, but recommended.   

After logging in to REDCap and selecting the SEP Daily Log project, users can enter 
data by selecting the Add/Edit Records option on the left-hand side of the screen (refer 
to Figure 4).  

This screen will show what Data Access Group (DAG) you belong to within REDCap. 
This should reflect the name or acronym of your organization. If it does not, contact the 
Syringe Exchange Coordinator before entering data. DAGs divide REDCap so that the 
records your agency enters can only be seen by those within your agency.   

Figure 13: Log - Data Access Group 

 

This project differs from the SEP Client Intake project in that users don’t enter in a 
participant ID code to create a record. Instead, a unique Record ID is automatically 
generated when users click Add new record. Users can also select previously entered 
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records from the drop down menu in order to view or edit them. This is not a 
longitudinal project so there is not an Event Grid to enter repeat events. 

After a user selects Add new record, they are taken to the form where they can enter 
information on the client who received services. For the Agency Information section, the 
Agency ID is a uniform ID provided to your agency by the Health Department. Make 
sure to use the same ID each time you enter information into this form.  

Figure 14: Log - Agency Information 

 

For the next section, none of the values are required to be entered in order to save the 
form. However, users should enter as much information about the encounter with that 
unique participant as they can, especially the PCC.  
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Figure 15: Log - Syringe Exchange Log 
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Some fields only appear when you select certain answers. For instance, if you select 
“Other” as an individual’s Referral Code, a short textbox will appear for you to 
describe what referral was for. 

Figure 16: Log - Other Referral 

 

 
When you have finished entering data and marked your form as Complete, click Save 
Record and your entry will be saved. 
 
Figure 17: Log - Form Status 

 

You will be taken back to the Add/Edit Records screen and it will show that you have 
successfully added a record. You’ll notice that next to the Record IDs in parentheses are 
the date the entry was created and the PCC of the entry to make finding specific records 
easier.  

Figure 18: Log - Record Successfully Added 
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Unlike the paper version of the log, which is a table where multiple observations can be 
entered, the data form in REDCap is for individual observations only due to the 
structure of REDCap. In order to enter all of the information from a paper copy of the 
Daily Log, you will need to make multiple entries in REDCap. However, this allows 
users to generate reports that can give useful information on the services their agency is 
providing.  

 

Users can access the Data Exports, Reports, and 
Stats tab on the left-hand side of their screen in 
order to view automatically generated reports 
and statistics. They can also create custom made 
reports with specific variables that provide 
information relevant to the program.  

REDCap provides a video that gives more 
information on how to create custom reports to 
suit individual program needs.  
 

 
 

Figure 20: Reports & Stats 
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Syringe Exchange Information 

For more information on Syringe Exchange Programs in Utah, please visit: 
http://health.utah.gov/epi/prevention/     

For more information on the formal rule regarding syringe exchange in Utah, please 
visit: http://www.rules.utah.gov/publicat/code/r386/r386-900.htm  

 

REDCap Resources 

▪​ REDCap Training Videos from the University of Utah  
o​ You don’t have to have a University REDCap login to view these, simply 

scroll down to view the video 
o​ Brief Overview of REDCap and Data Entry Overview are particularly useful 
o​ https://redcap01.brisc.utah.edu/ccts/redcap/index.php?action=training 

▪​ REDCap FAQ:  
o​ http://www.utsouthwestern.edu/edumedia/edufiles/research/center_translati

onal_medicine/redcap-faq.pdf  
 

 

​  
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