
 
 
To import data into the new extraction form please follow these instructions: 
 
Structuring your import spreadsheets 
1) You will need to import individual spreadsheets for 

• Design tab data fields 
• Arms 
• Outcomes 
• Outcome Details tab data fields 

2) On each spreadsheet you will need to include the publication information column headers, 
exactly as written in quotes below. This will allow SRDR to accurately match the study 
records on your spreadsheets to the study records already added to your SRDR project. 
• "PubMed ID" 

o Note: If two or more study records share the same PubMed ID, then you MUST 
NOT enter a PubMed ID data value under this column for either study record. 
Doing so will cause the data in the bottom-most of the study records sharing a 
PubMed ID to overwrite the first. You will need to then either: enter the Internal ID 
for each study under an Internal ID column (if they are different) OR enter the 
Author and Titles of the studies under the "Author" and "Title" columns, 
respectively, making sure that the two studies have unique titles (For example, 
adding a different numeral next to the title of each study) 

o Note: For study records on your spreadsheet that have unique PubMed IDs (not 
shared by another study record on the spreadsheet), you do not have to enter data 
under the Author and Title column headers. 

• “Title" 
o Note: You must ensure that the data entered under the Author column for each 

study record on your spreadsheet, matches exactly what was entered for the 
corresponding study record that was already entered into your SRDR Project. 

• “Author" 
o Note: Same Rules apply as with “Title” column header. 
o Note: If you enter data under the “Title" column header for any study record on your 

spreadsheet, you must also enter data under the “Author” column. These two 
columns do not work separately. 

3) On the import spreadsheets for the Design tab and the Outcome tab, the columns for actual 
study data should be arranged in the order you want the questions to appear on the tabs. 
• Please Note: None of the column headers for your actual study data should overlap in 

your spreadsheet, nor should any column header match the title of a Publication 
Information column header on your spreadsheet. (See Template for importing Data into 
Deign tab example)  
 

It is optional to add the following publication information column headers to your spreadsheet. 
If this data was already retrieved from PubMed by the SRDR the first time you added these study 
records to your project, then the data will be conserved in consecutive updates to each study 
record and also across extraction forms.  

• “Journal”, “Year”, “Volume”, “Issue”, “Abstract" 
 
Inclusion of a "Key Question" Column Header is also optional, but is recommended if you want to 
specify which KQs in an extraction form assigned to multiple key questions in your SRDR project, 
a particular study record on your import spreadsheet is answering. Otherwise, the study record 
will be assigned to all the key questions in an extraction form. 
 
4) Please arrange the Arms and Outcomes for each study record on your spreadsheets for the 

Arms tab and Outcomes tab as shown in the template examples for each. 
 



 
 
Creating a new extraction form and importing the study data from your spreadsheets into it 
1) Go to the Project Info section of your SRDR project and add a new key question to your 

project (you will be able to change the title of the key question at any time) 
2) Click Save 
3) Click Continue to Extraction Forms 
4) Click Add Extraction form 
5) Give the Extraction form a Title and assign it to the key question you just added to your 

project 
6) Click Continue to Retrospectively Import Data 
7) Data form import spreadsheets can only be imported one-at a-time. As a result, for each 

import spreadsheet you created in the previous steps: First select the Extraction Form you 
just created from the drop down. Then, select the appropriate tab of the extraction form 
corresponding to the data on the spreadsheet. Next, click browse to select the file for the 
spreadsheet on your computer to upload to the Data Import tool. Finally, click upload.  

8) You will receive a confirmation banner that your file is processing 
9) Once the data in your spreadsheet has been imported into your project you will receive 

confirmation of a successful upload by email. If there were any errors in the upload they will 
also be recorded in this email. 

10) Refresh your SRDR Project before reviewing the study data that was imported into your 
project. 

 
 

Special Considerations when Importing Data from MS Excel 

 
In developing the process for importing data from MS Excel, we identified certain 

considerations that will need to be made when importing data into SRDR. These considerations 
would facilitate high levels of accuracy, completeness, and fidelity. The considerations include: 

●     The questions in the column headings in MS Excel should map exactly to questions 
(or items) in data extraction forms in SRDR. As such, the MS Excel sheets should be 
designed so as to enable such mapping. 
●     For multiple-choice type questions, the text entered into the individual study-specific 
cells in the MS Excel spreadsheets should be exact matches with the answer options in 
data extraction forms in SRDR. 
●     Information that is to be imported into SRDR should be provided only in the visible 
MS Excel layer (i.e., within the cells) rather than being visible only upon clicking in or 
hovering over an individual cell. In other words, no special cell formats or cell comments 
should be used to convey additional information about the cell. 

 
 
  
	


