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AUPO Altus Pilot Study 
Data Entry, Protection and Management Protocols  

2022-2023 Match Cycle 
 

To facilitate data entry during the Altus Pilot Study and reduce the possibility of transcription errors 
when using the REDCap system, the following protocol will be implemented for each program. 

1. Program personnel will receive a link and instructions to sign up for OUHSC’s Secure File Transfer 
(SFT) system. This will allow the Coordinating Center to securely send Excel-format files containing 
unique links and access codes for each program’s list of applicants, identified by SF Match ID.  

 
2. When a program has completed the SFT sign-up process, the Coordinating Center will generate 

their applicant list file in Excel format, containing SF Match IDs, data-entry links, and access codes 
(see screenshot below for an example). 

 

 
 

3. When this file is sent, program personnel will receive a message at their supplied email address 
indicating that a secure file delivery is ready. This file can be downloaded by logging in to the SFT 
system, and should be stored under a similar security policy as would apply to other confidential 
applicant materials (e.g., on an encrypted device with access restricted to key personnel with 
appropriate credentials). 

 
4. When entering data for a given applicant, program personnel will use the Excel file to  

a. Find the applicant’s SF Match ID 
b. Click on the associated link to open the REDCap interface in their web browser 
c. Input or copy-and-paste the access code into the indicated field in their web browser 
d. Proceed to enter data using the secure REDCap online interface. Note that forms may be 

submitted and revised as many times as needed, allowing data-entry personnel flexibility 
in scheduling (i.e., per-applicant or batch processing) as fits the needs and timetable of 
each program. 

 
5. To the extent permissible by existing regulations, data confidentiality agreements, and 

organizational policies, SF Match and Altus Suite data will be auto-populated for each applicant. 
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Appendix: REDCap© Data Entry Screenshots 

• Use the provided URL and enter associated return code   
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• Group 1/Early Use of Altus (no expanded questions) 
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• Group 1/Early Use of Altus (with expanded questions) 
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• Group 2/Late Use of Altus (no expanded questions) 
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• Group 2/Late Use of Altus (with expanded questions) 
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• Group 3/Ad Hoc Use of Altus (no expanded questions) 
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• Group 3/Ad Hoc Use of Altus (with expanded questions, early use of Altus option) 
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• Group 3/Ad Hoc Use of Altus (with expanded questions, late use of Altus option) 
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• Group 3/Ad Hoc Use of Altus (with expanded questions, Did not use Altus option) 
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• Save and return 
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• Entry complete 

 

 

 

 


