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Introduction to the DLPT

The DLPT is a macro-enabled Excel file which is designed to process data exported from trial site patient management software. It has three main functions:
· Linkage of exported data with records held in the trial database held by [INSTITUTION NAME].
· Pseudonymisation (de-identification) of exported data at site, prior to transfer to [INSTITUTION NAME]
The tool therefore allows clinical records to be linked with those of consented trial participants, while pseudonymising the data for those patients who have not consented to the trial, and whose data can therefore only be used in a de-identified format for research purposes.

Adaptation to [TRIAL NAME]

The DLPT has been adapted to [TRIAL NAME] in the following ways:








[TRIAL NAME] Data Linkage and Pseudonymisation Flow Diagram:

[INSERT DIAGRAM]


1 Using the DLPT
1.1 Downloading existing patient record IDs from REDCap
In this first step, you will be downloading a list of patients who have given consent to provide clinical data to [INSTITUTION NAME] in a fully identifiable format, including their [IDENTIFIER].
1) Log in to REDCap: [LINK]
2) Click on My Projects to view the projects you have access to:
[image: ]
3) Click on the project ‘[PROJECT NAME]’
4) On the left hand menu, click on the report ‘[REPORT NAME]’
[SCREENSHOT]

5) You will see a list of identifiers and record IDs. Click on ‘Export Data’.
[SCREENSHOT]

6) In the box that appears, select ‘CSV / Microsoft Excel (raw data)’ under ‘Choose export format’, then click ‘Export Data’. 
[image: ]

7) The following box will appear: 
[image: ]
Click on the ‘Excel csv’ icon to download the file.
Choose a suitable location to download the file to, and open it when the download is complete.


2.2 Preparing the DLPT

1) Save the DLPT xlsm file in an appropriate location (bearing in mind it will be processing identifiable patient data), and open it.
2) As the file contains macros, you may see the following warnings. Click ‘Enable Content’, click ‘Yes’ to make the file a trusted document etc.
[image: ]

[image: ]
Depending on your organisation’s security settings, you may need to create a new trusted location in which to save the file (See https://support.microsoft.com/en-us/office/add-remove-or-change-a-trusted-location-7ee1cdc2-483e-4cbb-bcb3-4e7c67147fb4 ) or request permissions from your IT support.

3) The file contains three sheets: ‘Source data’, ‘Processed data’ and ‘User’. Go to ‘User’. This is where you will paste the list of identifiers and record IDs you exported from REDCap. 

Going back to the REDCap export file, select ONLY the first two columns of data ([FIELD NAMES), without the headers, as shown below. Ctrl-C to copy.
[SCREENSHOT]
4) Back in the DLPT file, on the sheet ‘User’, paste this data as shown below:

[SCREENSHOT]

5) Go to the ‘Source data’ sheet. This is where you need to paste the clinical data exported from [DATA SOURCE]. 
Note: the top row (header) is protected – please paste the clinical data without headers from row 2. 
[SCREENSHOT]
The headers should match the data.  
6) Go back to the User tab and click ‘Run’.
When the processing is complete (this should take less than 1 minute), you will see the following pop-up:
[image: ]
Click yes to save the de-identified data as a csv file. 
7) Finally, upload the CSV file to [LOCATION], and email [EMAIL] to notify us that you have completed the upload.
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Security Warning
O Do you want to make this file a Trusted Document?

This file is on a network location. Other users who have access to this network
location may be able to tamper with this file.

What's the risk?

Do not ask me again for network files Yes
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Microsoft Excel

Do you want to save the processed data as a CSV file?

No
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Exporting "Site Record Linkage - SPFT"

Select your export settings, which includes the export format (Excel/CSV, SAS, SPSS, R, Stata) and if you wish to perform de-identification on the data set.

Choose export format

() CSV / Microsoft Excel (labels)

O ﬁ SPSS Statistical Software

O §Sas sas statistical Software

rosoft Excel (raw data)

O @ R Statistical Software

O [BEIE StataStatistical Software.

o n CDISC ODM (XML)

De-identification options (optional)

The options below allow you to limit the
amount of sensitive information that you are
exporting out of the project. Check all that
apply.

Known Identifiers:
(O Remove all tagged Identifier fields (tagged in Data
Dictionary)

O Hash the Record ID field (converts record name to an
unrecognizable value)

Free-form text:

O Remove unvalidated Text fields (ie. Text felds other
than dates, numbers, etc)

(O Remove Notes/Essay box fields.

Date and datetime fields:
O Remove all date and datetime fields
—oR—

O shift all dates by value between 0 and 0 days

{shifted amount determined by algorithm for each

record) Whatis date shifting?

Also shift all survey completion timestamps
by value between 0 and 0 days

(shifted amount determined by algorithm for each
record)

Deselect all options

- Advanced data formatting options

Set CSV delimiter character
Set the delimiter used to separate values in the CSV data file
(only valid for CSV Raw Data and CSV Labels export formats):

. (comma) - default v

Force all numbers into a specified decimal format?
You may choose to force all data values containing 2 decimal
to have a specified decimal character (comma or period/full
stop). This will be applied to all calculations and number-
validated text values in the export file.

Use fields’ native decimal format (default) v

NOTE: Your data formatting selections above will be
remembered in the future and will be pre-selected upon your
next export.

ExportData  Cancel
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+ Data export was successful!

The data export was successful, and your data is now ready to be downloaded. Click the download icon(s) below on
the right to download your data file. If exporting to a specific statistical analysis package, you will additionally need to
download the syntax file that is provided for that stats package. For more details, follow the instructions in the box

below.

. Citation Notice

language are available here).

Please cite the REDCap project when publishing manuscripts (citation information and template methods

CSV / Microsoft Excel (raw data)

‘You may download the survey results in CSV (comma-separated) format, which
can be opened in Excel. You have the choice of downloading the data either with
the full headers and answer labels or just with the answer codes (i.e. raw data).

NOTE: If you are using a version of Microsoft Excel prior to Excel 2007, due to
limitations the data will only be read to 255 columns when opened.

Click icon(s) to download:

EXCEL
Y

Raw

Close





