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Data Resolution Workflow is the formal process of documenting and managing data issues 

within REDCap. If there is an issue with a data value in a REDCap project, a “query” is 

raised to a designated individual who is tasked with responding and resolving this issue.  

Procedure/Method 

Enabling Data Resolution Workflow for your REDCap Project users: 

1. Once within your REDCap project, select the “Project Setup”. 

 

2. On the “Project Setup” tab, scroll down to the “Enable optional modules and 

customisations” setup box and select “Additional customisations”. 

 

3. Scroll down in the “Additional customisations” tab to find the external module entitled 

“Enable the Field 

Comment Log or 

Data Resolution 

Workflow (Data 

Queries)?”. From 

here click on the 

“Enable” drop 

down box and 

select “Data 

Resolution Workflow”.  

 

4. The ability to raise and respond to queries is governed by the standard REDCap user 

roles. Please get in touch with the NJRO Informatics Team if you need additional 

customisation. 
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Assigning Queries to Other Users 

1. In each instrument of your REDCap Project, each variable inputted will have a grey 

balloon appear by the side of the data entry boxes. Hovering over it, it will turn yellow 

and by selecting this, you open the data resolution workflow. 

 

  

 

 

2. You can now open a query and assign this to a user to respond to, who can be 

notified of this by email if desired. Finally, a comment box is used to describe exactly 

what the problem with this data entry is.  

 

 

 

 

 

 

 

 

Responding to Queries 

1. If the individual who opened the query ticked the notify user by email box, the 

responder will receive an email containing a link sending them straight to the Data 

Resolution Workflow to respond. The user can also find a list of queries assigned to 

them through the “Resolve Issues” tab on the left hand side of REDCap:  
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2. Now that the query has been seen, the responder can go into the records and edit 

the variable(s) that need fixing. Once this has been done, they can return to the 

comment box on the ‘Resolve Issues’ tab and alert the user who raised the query 

that this is now corrected: 

 

 

Closing a Query: 

1. Once a query has been responded to and fixed, the individual who originally flagged 

the query is alerted in the ‘Resolve Issues’ tab in REDCap. They can then respond 

and close the query: 
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2. This can be checked by observing the speech bubble next to the variable that has 

been queried being changed from an exclamation point to a green tick: 

  

 

Resolution Metrics 

1. Following the opening of a query, REDCap provides helpful metrics and statistics 

surrounding the Data Resolution Workflow. This can be accessed through the ‘Data 

Quality’ section on REDCap and selecting the ‘Resolution Metrics’ tab: 

 

2. These statistics include the number of open/unresolved queries; number of 

closed/resolved queries; the average time queries remain unresolved; the average 

time for a query response and the average time for a query to be resolved.  

 

3. Visualisations are also created within the ‘Resolution Metrics’ tab, displaying the 

most queried fields and queried records. The user has the choice to display this as a 

bar chart of a pie chart: 
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