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Granting Participants Access to a MyCap Project  
Each participant using MyCap must have a record ID in the REDCap project before they can join the project in their MyCap 
App. After the participant record is created, participant’s access can be granted via a unique QR Code or URL (App Link). 
Use this chart to determine which method is best given the study’s onboarding procedure. 
 

Participant Onboarding 
Procedure 

Recommend Method 
for Joining MyCap Details 

In-person screening 
completed on study team 
device (e.g., computer, 
tablet) 

QR Code displayed at 
the end of a survey* 

The participant can scan the QR code displayed at the end of 
the survey on the study team’s device. Participants can scan 
the QR code using their personal mobile device. 

In-person screening using 
the participant’s device 
(e.g., filling out online 
intake survey) 

App Link displayed at 
the end of a survey* 
or sent via email or 
text** 

If only the participant’s personal mobile device is available for 
the intake, the app link should be displayed at the end of the 
survey so the participant can click to join the project. 

Fully remote App Link displayed at 
the end of a survey* 
or sent via email or 
text** 

The participant may not have separate devices to complete 
the survey and scan a QR Code. If they are using their phone to 
complete an intake assessment, the app link can appear after 
the survey is completed. Alternatively, it could be emailed to 
the participant, who can open the email on their device and 
click the link to join the project. 

* Enter HTML provided into Survey Settings > Survey Completion Text 

** REDCap has the capability to send SMS text messages for Alerts & Notifications by using a third-party web service named Twilio (www.twilio.com). 
To use this feature, you must have a paid Twilio.com user account since there is a cost for each phone call made and for each SMS message sent.  

 

Granting Access via App Links  
MyCap allows participants to click on a URL to join a MyCap project, even if they do not yet have the MyCap app 
installed. This allows participants to join projects without requiring the use of QR codes and helps decrease 
accessibility barriers to MyCap.  
 
App links can be sent to participants via email or text if using a third-party service like Twilio (see ** under table 
above), or a app link can also be set to appear as “Survey Completion Text” after an online survey is completed.  
 

What Happens when Participants Click on an App Link? 
If Participant has not installed 
MyCap:  

If participant has installed MyCap: If participant does not see “NEW 
PROJECT: Click to join.” Button: 

1. Participants are taken to the 
MyCap Project Launcher page. 

2. Participants can click on the 
Google Play or the Apple Store 
button to be directed to the app 
store to install the app. 

3. Once they have installed the 
app, they are redirected to the 
MyCap App home page where 
they can select a profile. 

1. On iOS, MyCap is opened once 
they click the URL. The participant 
must click “Allow Paste” when 
prompted. On Android, the 
participant is taken to the MyCap 
Project Launcher page where they 
will click “Join Project!”. 

2. Once in the app, the participant 
will select a profile.  

1. Open profile. 
2. Click “+Join Project”. 
3. Click “Join from Link”. 
4. Participant can then click “NEW 

PROJECT: Click here to join.”  



   

 

   

 

4. Participant can then click the, 
“NEW PROJECT: Click here to join” 
button to join the project.  

3. Participant can then click, “NEW 
PROJECT: Click here to join.” 
button to join the project.  

 

Granting Access via QR Codes 
The MyCap QR code contains three data elements: the participant ID, 
REDCap project ID, and an institution ID.  
 
After downloading the MyCap App, participants press Join Project > Scan 
QR Code to open the QR code scanner from the app. The participant 
then scans the QR code to join the project. 
 
Researcher teams can view each participant’s unique QR Code from the 
MyCap Participant Management page by clicking the “Invite 
Participant” column in the Participant List. 
 
 
 

Automatically Inviting Participants to Join a 
Project  
From the MyCap Participant Management page, you can access Invite Participant text that can be embedded into REDCap 
Alerts & Notifications and/or added to the Survey Completion Text to automate the distribution of this information. 
1. Go to the Participant List and click Invite Participant. 

2. From the dialogue, choose which invitation format you 
prefer for participants to join (QR Code, hyperlink, or both). 
3. Copy the generated invitation text using the Copy to 
Clipboard button. 
4. Paste the text or HTML into 1) Survey Completion Text that 
displays after a survey is completed and/or 2) an Alerts & 
Notifications message that is sent to the participant after their 
record is created.  
5. Make text edits as needed to the default instructions 
provided. 
 
When a record is created, the participant will receive their 
MyCap invitation information to join the project. 



   

 

   

 

 
 
 
  
 

 

 

 

 

Distributing the Invitation via Alerts & Notifications 
If you plan to send participants an email with the MyCap invitation, first go to the REDCap instrument used to create your 
participant’s record and add a text field with validation set to “email” if it doesn’t already exist. 
 
From the steps listed above, with the invitation text copied to your clipboard, follow these steps to automatically 
disseminate access information to participants: 
 
1. In REDCap go to Application > Alerts & Notifications. 
2. Select Add New Alert and set up your alert. 
3. In STEP 3: Message Settings, draft your message and paste the copied HTML directly into the Message. You can add to 
the text provided, if needed. 
4. Below are a few additional setup tips for STEP 3: Message Settings 
a. You will need to select the field you created to capture emails in the Email To: section. See screenshot. 

 
b. Consider adding the email address of someone on the research team as an Email BCC: so you receive a copy of all QR 
Codes that are distributed. 
 



   

 

   

 

Displaying the Invitation as Survey Completion Text 
To display MyCap invitation information at the end of a survey in your project: 
 
1. In REDCap, go to “Designer” and click “Survey Settings” on your participant intake instrument. 
2. Scroll down to the “Survey Completion Text” and paste the invitation text. You can make edits to the instructions, as 
needed. 
3. Hit save at the bottom of the screen. 
 
When a participant completes the intake survey their access information will appear on the next screen. 
 

Troubleshooting Participant Issues 

Participants can join MyCap from anywhere in the world, which means they may occasionally encounter challenges due 

to varying internet availability or other unforeseen circumstances. To help you navigate these situations, we’ve created 

this quick tip sheet for you to reference whenever participants report issues while joining your projects or completing 

tasks. 

Joining Issues   
Participants can join projects in MyCap one of two ways: by scanning a QR code or clicking on an App (URL) Link. 

Participants may run into issues joining for a few reasons. 

Error message: “Project Initialization Error. Could not connect to the server” or “Joining Project” with a loading bar that 

won’t complete. 

• What this means: The participant likely does not have internet access. While tasks can be completed offline, 
participants must be online to join a project. 

• Troubleshooting: 

 Ask participant to confirm they have internet access.   

 Ensure participant has installed the MyCap App with the purple logo. 

 Ask participant to fully close the app and try to rejoin. 

 Ask participant to delete the app, redownload MyCap, and try scanning QR code/clicking App link again. 

 Ask participant to delete the app, scan the QR code with their device’s camera, install MyCap from the MyCap 
launcher page, open MyCap and select a profile, and click the “Join Project” button. 



   

 

   

 

Error message: “You are no longer enrolled in this project. Please contact the study 

team for more information.”  

 

• What this means: This participant has been disabled in the MyCap Participant 
Management > Participant List or their record has been deleted from the 
project. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Troubleshooting: 

 To check if the participant has been disabled, navigate to MyCap Participant Management and find the 
participant’s record. In the 'Action' column, verify whether the participant is marked as disabled. If they are, you 
can re-enable them by clicking 'Enable' as needed. 

 

 

 

 

 

 

 

 

 

 To check if the participant record has been deleted, navigate to the Record Status Dashboard to see whether 
the participant is still in the list of records. If their record was unintentionally deleted, there is no way to recover 
their data or record. The only option to continue their enrollment in the study will be to add a new record. 

 

Note: If the participant joined the project before they were disabled, they will be able to join but cannot complete 

additional tasks. They will receive an error message that says, “You do not have current or upcoming activities/tasks to 

complete for this project. Please contact the project team for more information. You can send a message within MyCap.” 



   

 

   

 

Error message: “Project Initialization Error- Could not join this project, you have 

already joined this project on another/this profile.” 

• What this means: The participant has already joined your project in MyCap. 

• Troubleshooting: 

 Ask the participant to go through their list of projects in their profile to ensure 
they haven’t already joined the project.  

 If they have multiple profiles on MyCap, ask them to confirm that they haven’t 
joined the project on another profile.  

 

Note: MyCap allows multiple users/profiles, but they should always be distinct people 

such as a parent and child. Some users may get confused and create a secondary 

profile for themselves. If they have duplicate profiles, have them delete these to avoid 

further confusion.  

 

 

 

 

 

Error message: “Unable to Connect to Study - Please contact the study team and ask 

them to contact their REDCap Admin to confirm their server’s SSL Certificate”. 

• What this means: This message points to a server-side issue. The most common 
cause of this error is a misconfigured web server or expired SSL certificate. 

• Troubleshooting: 

 For the ECHO study, please reach out to the ECHO DAC Help Desk (rather 
than your local REDCap Admin) to inform them that the current SSL setup is 
preventing some participants from joining your project. 

 Note: This issue may be more prevalent among Android users compared to 
iOS, as Android has implemented stricter security measures. 

 

 

 

 

 

 

Error: Project Launcher page won’t load or appears blank 

• What this means: iOS users who are joining two projects may need to close the 

Project Launcher page prior to joining another project. This is a device-level 

setting we cannot change. 

• Troubleshooting: 

 Exit out of the Project Launcher page completely before attempting to join the second project. 



   

 

   

 

Task Completion or Synchronization Issues 
If you notice that participant data is missing or participants are reporting issues 

completing tasks, troubleshoot through the following steps: 

 

Error Message: “You do not have current or upcoming activities/tasks to complete for this 

project. Please contact the project team for more information. You can send a message 

within MyCap.” 

• What this means: This participant has been disabled from the project. 

• Troubleshooting: To check if the participant has been disabled, navigate to MyCap 
Participant Management and find the participant’s record. In the 'Action' column, 
verify whether the participant is marked as disabled. If they are, you can re-enable 
them by clicking 'Enable' as needed. 

 

 

 

 

 

 

Issue: Participants report completing tasks, but the data are missing in REDCap. 

• What this means: The participant may not have allowed the task to sync completely before closing the app, or their 
device may have been offline when the task was submitted. 

• Troubleshooting:  

 Ask the participant to reopen the project in MyCap and leave the app open for two minutes – without touching 
it or letting the screen go into dark mode – to allow for the missing data to sync to REDCap.  

 For future tasks, ensure participants know to leave the app open until they see “Responses sent successfully.” 

 Verify that there are no App Sync Issues in REDCap by navigating to MyCap Participant Management > App Sync 
Issues. If there is a sync issue, there will be more information here on the cause. 

 If data doesn’t sync after trying the step above, there is unfortunately no way to recover the lost data. The best 
option will be to have participants repeat the task. 

Forgotten Passcode  
If participants reach out to say that they have forgotten their password and are locked out of their account, they can 

follow the steps below to re-access their profile: 

 Open MyCap and from the participant’s profile, press “Forgot Passcode”. They can select to re-scan their QR 
code or use their App Link, whichever they originally used join the project. You may need to resend this 
information if they have lost it. 

 They will be prompted to set up a new six-digit. 



   

 

   

 

 Encourage participants to enable biometrics 
(device PIN/Face ID) if available on their device to 
prevent forgotten passcodes. 

 


