
 

Creating a Customized Report in REDCap 
 

Video: How to use Data Exports, Reports, and Stats 
https://redcap.vanderbilt.edu/consortium/videoplayer.php?video=exports_reports01.mp4&title=How%2
0to%20use%20Data%20Exports,%20Reports,%20and%20Stats&referer=redcap.ctsi.ufl.edu 

 
You may create a new report by selecting the fields/variables that you want to include in the 
report. You may add as many fields to your report as you wish, and you can choose which users 
may view this report. You will also need to provide a name for your report, which will then be 
displayed on the project's left-hand menu for anyone to whom you have given access. You can 
filter the results returned in the report in a variety of ways, including using complex AND/OR 
logic. When you are finished, click the Save Report button at the bottom. The new report will 
then be added to your list of reports, after which you may immediately begin viewing them or 
exporting them. 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
Note: if you do not see “Data Exports, Reports & Stats” listed under the Applications menu, that 
means you were not given user rights to create reports. You will need to contact someone on 
the study who has User Rights so they can add the user right below to your permissions: 
 
User Rights page: 

 
 
 
 
 
 
 
 

https://redcap.vanderbilt.edu/consortium/videoplayer.php?video=exports_reports01.mp4&title=How%20to%20use%20Data%20Exports,%20Reports,%20and%20Stats&referer=redcap.ctsi.ufl.edu
https://redcap.vanderbilt.edu/consortium/videoplayer.php?video=exports_reports01.mp4&title=How%20to%20use%20Data%20Exports,%20Reports,%20and%20Stats&referer=redcap.ctsi.ufl.edu


 

Creating a Report: 
 

1)​ Click on Create New Report 
 

 
 

2)​ Provide the name of the report. This is the name that will appear on the list of reports in 
the project. The Description and the report being made public is optional. 

 
 
Step 1: Select ‘All users” or “Custom user access” to determine which users will have access to 
view this report. The default is “All users.” 
 

 
 
 
 
 

 
 
 
 



 

Step 2: Pick the fields you want to be displayed in the report. 
 
 

 
 
Step 3 (Optional): Use filters to only see certain subjects’ data or data at only one event (if 
longitudinal).  For example, if you only want to see Female subjects with a completed 
Demographics form (see below).  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

If you only want to see data from one event, highlight the event(s) you want to see: 

 

Live filters (optional) allow you to dynamically filter data in real time in the actual report. 
 
 
 
​  
 
 
 
Step 4 (optional): Order the results. 

  
 
Click on Save Report when you are finished.  You should receive the popup below: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Click on View Report to see your results. 

 
 
Once the report has been created and saved, you can easily access it by clicking on the report’s 
name under Reports. 
 

Additionally, you can go back to the Data Exports, Report, and 
Stats page and click on the report’s name there. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note: If your project is longitudinal, knowing which event or events the data in your report 
comes from will be very helpful, especially for filtering.  For example, if all of the data in the 
report comes from the event called Baseline, it would be good to select the event Baseline in 
Step 3: 

 



 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

Example of the Create New Report page: 

 


