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Overview

REDCap (Research Electronic Data Capture) is an electronic data capture (EDC) system that is HIPAA compatible, web-based, and easy to use. REDCap was developed by Vanderbilt University and is free to use by NSH affiliated researchers. REDCap is secured by Level 2 Access, UM Firewalls, Audit Trail and Data Back-up and is a user friendly, cost-effective alternative to Microsoft Excel and Access to capture and manage research study data. 
You can think of a REDCap project as being analogous to a project database file from Microsoft Access: the terms ‘project’ and ‘database’ are essentially synonymous. Similarly, an Excel Workbook is analogous to a REDCap project, with the different instruments within a REDCap project being similar to the different tabs or sheets within an Excel workbook.
REDCap is used for:
· Research Data
· Single or Multi-site Studies
· Low to Moderate Complexity Studies
This REDCap study guide is a high-level application overview offering a structured, hands-on experience to create a basic research project.
The use of REDCap must follow the REDCap Terms of Services found on the NSH REDCap website: https://www.cdha.nshealth.ca/REDCap.

[bookmark: _Toc122435480][bookmark: _Toc123249878]Level of Support 
REDCap is available to all NSH affiliated end users at no cost. To keep the use of REDCap free to end users, we offer a self-serve model. This means that end users can take ownership in learning as much as they can through the resources built into REDCap, the trainings we offer and through testing projects themselves. Once you have tried all these resources, you are most welcome to seek help through the options below.

[bookmark: _Toc122435481][bookmark: _Toc123249879]Online Help
You may access REDCap online help any time. Look for the following links in the top bar of your starting page.
 [image: ]
[bookmark: _Toc122435482][bookmark: _Toc123249880]Additional Education and Training Resources
For additional REDCap training modules, please check this video
If you are unable to build a REDCap database by yourself or require additional training, the Research Methods Unit (RMU) can provide assistance on a fee-for-service basis. Please contact the RMU for specific assistance at RMU@nshealth.ca. 
Definitions and Helpful Terms
	REDCap
	Research Electronic Data Capture

	Data Collection Instrument
	A form or survey created for capturing data. Similar to a sheet or tab within an Excel Workbook. 

	Record
	Similar to a row in an Excel sheet. 

	Record ID
	A unique identifier for each record in your database. 

	Record Status Dashboard
	A table that lists all existing records and their status for every data collection instrument 

	Data Dictionary
	A spreadsheet containing the data entry fields for your project 

	Variable
	The name of the field or answer choice that is stored in the database 

	User
	A person who is given access to a REDCap project (e.g. can login to REDCap and go into the project.) If you are the creator of a REDCap project, you are a user on that project. Anyone else you add to the project is a user on the project. 

	Participant
	A person who completes a survey. This person does not see other participants’ survey results because they are not logging into REDCap to enter their results. 

	Survey
	Data collection instrument that can be completed by someone who is not a user on a REDCap project. 

	Project
	Similar to an Excel workbook. Contains the instruments that will capture your data. All instruments within a project are tied together. 

	Field Comment
	Users with access to data entry forms may leave one or more comments on any field on a data collection instrument by clicking on the field comment, after which the balloon icon will stay lit up to signify that comments exist for that field for this record. 

	Online Designer
	Allows you to create/modify/delete data collection instruments and fields



[bookmark: _Toc122435483][bookmark: _Toc123249881]








Logging into REDCap
[bookmark: _Toc122435484][bookmark: _Toc123249882]
Request a REDCap project 
Please submit a project initiation form, which you can access here: https://www.cdha.nshealth.ca/REDCap 
Click on the link shown below to access the form: 
[image: ]
The REDCap administrator will set up the project and user accounts when the project is initiated. Please allow up to 10 business days for your REDCap project request to be processed. If you do not receive a response after 10 business days please email: REDCap.Administrator@nshealth.ca to inquire. 

[bookmark: _Toc122435485][bookmark: _Toc123249883]Navigating from within a Project

Once you are in a REDCap project, you will notice that the screen is divided into two parts: 

1. The left-hand navigation menu, which you will always have access to when you are within a project 
2. Your workspace, which is the area on the right. This is where you will be designing your project, entering data, viewing data, etc. 
Your project itself is a series of webpages, made up of the different components of the left-hand navigation bar and your workspace. All of these pages are tied together via that unique PID. 
You can click any of the buttons on the left-hand navigation bar or on your workspace and stay within the project. The only exceptions are: 
My Projects – this button is essentially like hitting the escape key. It will take you out of your project to the page that lists all of your projects (the tab called “My Projects”) 
The REDCap logo – this button will take you out of your project to the My Projects tab 
You will notice that as you click on any of the buttons on the left-hand navigation menu or do any work in your workspace, your PID will be somewhere in the URL. You can right-click on any of the links within your project and open that page on a new tab.

[bookmark: _Toc122435486][bookmark: _Toc123249884]Project Access 
By default, a project is private. No one can access your project unless you add them as a user to the project. 
Access to individual projects is coordinated by the project owner. The REDCap administrator will add to or remove users from projects upon request of the project owner.

[bookmark: _Toc122435487][bookmark: _Toc123249885]Your Project’s unique ID 
Each project has a project ID number (PID.) When you are within a project, you can see pid=xxxx in the URL (xxxx being your project’s unique id.)

[bookmark: _Toc122435488][bookmark: _Toc123249886]Project Status 

A REDCap project can exist in one of four status categories at any given time:
 
[bookmark: _Toc122435489][bookmark: _Toc123249887]1. Development 
A project in the design, setup, and testing phase. No real data is entered. By default, a project is in Development mode when it is created.
 
[bookmark: _Toc122435490][bookmark: _Toc123249888]2. Production 
Real data is being collected. Alterations to project configuration and setup are possible but should be infrequent and minor. A project is in Production mode only when a user on the project moves it to production. This is the final step on the Project Setup page. 

[bookmark: _Toc122435491][bookmark: _Toc123249889]3. Inactive 
The project is essentially complete. Most functionality is disabled – including access to individual records – but data can still be exported. 

[bookmark: _Toc122435492][bookmark: _Toc123249890]4. Archived 
[bookmark: _Toc122435493]As for inactive projects, functionality is limited. Moreover, the project is no longer shown in the My Projects list unless the Show Archived Projects option is selected.
[bookmark: _Toc123249891]
Project Setup

You must have Project Design & Setup permissions to perform actions on the Project Setup page. In order to ensure quality, you may want to consider limiting the number of team members who have design and setup permissions.

[bookmark: _Toc122435494][bookmark: _Toc123249892]Main project settings

Select your data collection type: 

[image: ]

[bookmark: _Toc122435495][bookmark: _Toc123249893]Use Surveys in this Project 
[bookmark: _Hlk121689099]Click Enable if your project will contain surveys. (Reminder – per the Helpful Terms above, you would enable surveys if the person entering the data is someone who is not a user on the project. For instance, if a research participant is entering the data about themselves). For more information on surveys, please go here.

[bookmark: _Toc122435496][bookmark: _Toc123249894]Use Longitudinal Data Collection
Use longitudinal data collection with repeating forms: Click Enable if your project will contain instruments that will be used to collect data numerous times. For an example, you are going to collect lab results over ten visits for the same participant. Use surveys in this project: Click Enable if your project will contain surveys. For more information on surveys, please go here.

[bookmark: _Toc122435497][bookmark: _Toc123249895]Modify Project Title, Purpose, etc.
Click this icon if you would like to change your project title or purpose.
Once you are finished with your main project settings, click “I’m done!” This will serve as a visual check mark that this section is completed. Note: You can always go back and change your settings while in Development mode.

[image: ]

[bookmark: _Toc122435498][bookmark: _Toc123249896]Design your Data Collection Instruments

Online Designer: Click Online Designer to start building your data collection instrument(s). For more information on Online designer, go here. 
Data Dictionary: Alternatively, you may upload your data dictionary via an Excel csv file in order to build your data collection instruments. Note: This is considered an advanced step and should not be used unless you are an experienced user. For more information on Data Dictionary, go here. 

[bookmark: _Toc122435499][bookmark: _Toc123249897]Navigating to Online Designer
You can access the Online Designer via the Designer link on the left-hand navigation bar under Project Home and Design:
[image: ]
Alternatively, you can access Online Designers via the Setup page under “Design your data collection instruments”.
[image: ]
[bookmark: _Toc122435500][bookmark: _Toc123249898]Data Collection Instruments
The term “instrument” is synonymous with “form” in referring to a discrete page on which data is entered and viewed in fields. In this context the terms “field” and “variable” are also essentially synonymous.
REDCap provides two methods for creating and editing data collection instruments: using the online designer and via upload of a data dictionary file that is composed in CSV [^] format, typically using Microsoft Excel.
For a video introduction to Instrument Development, please see this link. It is 6 ½ minutes in length. You can access the video from the Home or My Projects tab by clicking on Training Videos. If you are in a REDCap project, look on the left-hand navigation bar under the Help & Information section at the bottom of the navigation bar.
[bookmark: _Toc122435501][bookmark: _Toc123249899]
Enable Optional Modules and Customizations
The third box on the Project Setup page lists several optional modules that you can enable for your project:
[image: ]
[bookmark: _Repeatable_Instruments][bookmark: _Toc122435502][bookmark: _Toc123249900]Repeatable Instruments
You can repeat a data collection instrument or a single predefined event dynamically and as often as you wish. This is useful when collecting data for multiple visits, concomitant medications, adverse events, or repetitive surveys (weekly, monthly, etc.) There is no need to pre-define a maximum number of repetitions, and the feature works in either classic or longitudinal projects.

Classic projects (i.e., in which the longitudinal module is not enabled) can utilize repeating instruments as a simple way of enabling longitudinal data collection. 
[bookmark: _Hlk121689706]For more information on repeatable instruments, go here.

Navigate to Project Setup, Optional Modules. Click “Enable” for repeatable instruments.

[image: ]

Note: You may repeat instruments and event in longitudinal projects.
Use the checkbox to indicate which data collection instrument may be repeated. For more information on how to use repeatable instruments, go here
[bookmark: _Toc122435503][bookmark: _Toc123249901]Auto-numbering for Records

Auto-numbering will automatically be enabled for your project, unless you are using a project template that does not have it enabled. With auto-numbering enabled, you will see this when you navigate to the Add/Edit records page:
[image: ]
This option will remove the ability for users to name new records manually and will instead auto- generate a new unique record name, which will be numerical and will increment from the highest numerical record value in the project. If no records exist, it will begin with '1'.
If you want to create your own record identification, you may disable this feature and manually assign a record identifier. 
[bookmark: _Toc122435504]Starting Record Numbering with a number other than 1
When using auto-numbering you can have your sequence begin with a number other than 1 using the following strategy:
1. With record auto-numbering disabled, create a dummy record with an identifier one less than your desired start number
2. Enable record auto-numbering
3. Create a new record – this will become your first record
4. Delete the dummy record
For example, if you want your first record to be numbered 1001, disable record auto-numbering, add a record with id=1000, enable record auto-numbering, create another new record (id=1001 will be assigned), then delete record 1000.
[bookmark: _Toc122435505]Manually Assign a Record Identifier
To manually assign the record identifier for your project, go to Project Setup and in the section ‘Enable optional modules and customizations’, click on the Disable button next to ‘Auto-numbering for records.’
When you go to Add/Edit records, you will see this (instead of the ‘Add record’ button:
[image: ]
Enter the identifier you wish to use for the record and hit ‘enter.’
Please note: the Disable button will not be clickable if you already have records in your project or if the first instrument in your project is a survey.
[bookmark: _Toc122435506][bookmark: _Toc123249902]Scheduling Module (longitudinal only)
The scheduling module can generate schedules for your project calendar that are auto-generated from project-defined events (e.g., visits, time-points). Scheduling is only available for projects using longitudinal data collection. To enable the scheduling module, your project needs to be enabled as a longitudinal project (under Step 1 on the Project Setup tab.) You can then click the enable button next to the Scheduling module in Step 3 of the Project Setup tab. For further information, see the Scheduling section of this User Guide. For further information, you can click on the question mark next to the module on the Project Setup page or search the Help & FAQ tab.
[bookmark: _Toc122435507][bookmark: _Toc123249903]Randomization Module
Randomization is a process that assigns participants/subjects by chance (rather than by choice) into specific groups, typically for clinical research and clinical trials. This is considered an advanced feature so no further instructions will be available here. For further information, you can click on the question mark next to the module on the Project Setup page or search the Help & FAQ tab.
[bookmark: _Designate_an_Email][bookmark: _Toc122435508][bookmark: _Toc123249904]
Designate an Email Field for Sending Survey Invitations
Enabled for use with Automated Survey Invitations or participant lists built via data entry form. Requires there to be a field within your project that is validated as an email field.
If you have a survey that you would like to have available via a public survey link (e.g. you don’t know the email addresses of the potential respondents) but then want to send a subsequent survey to the same respondents, this is a helpful feature. It requires you to request the respondent’s email address in the first survey. Then, when you use the ‘designate an email field’ module, you are telling REDCap that the email address captured in that initial survey is the email address that you want the subsequent surveys sent to. When participants complete the first survey, their email addresses will pre-populate the Participant Lists and will allow you to send additional surveys for the same record. E
Enabling this feature also automates the sending of survey confirmation emails (rather than relying on the survey participant to enter their email address on the survey completion screen to receive the confirmation email.)
Note: This feature should only be used if it is ok that survey responses are not anonymous.
For further information, you can click on the question mark next to the module on the Project Setup page or search the Help & FAQ tab.
[bookmark: _Toc122435509][bookmark: _Toc123249905]
Additional Customizations
There are additional features in RECap that can be customized. Select the “Additional customizations” tab and you will get a list of options:
[bookmark: _Set_a_Custom][bookmark: _Toc122435510]
Set a Custom Record Label
This tool assists you in identifying what is contained in a record (most commonly, the name of the person to whom the record belongs) when looking at a list of records (e.g. from the list of records on Add/Edit records or the Record Status Dashboard.) For instance, if you collect a person’s name in the project, you could set a custom record label to see that person’s name next to the record identifier. This will be visible via the add/edit records and record status dashboard as well as at the top of the form/survey. That way, you don’t have to open up the record to see who it belongs to.
To set a custom record label, go to the Project Setup page and under ‘Enable Optional Modules and Customizations’ click on “Additional Customizations”.
[image: Graphical user interface, text, application, email

Description automatically generated]








Tick the box and then put the variable names in square brackets that you wish to see next to the record identifier. In the above example, the variable name ‘fn’ captures the first name and the variable name ‘ln’ captures the last name.

Instead of this:
[image: Table

Description automatically generated]
You will see this:
[image: Table

Description automatically generated]

 (
Design Tip: 
You may decide to set the custom record label sometime after you have designed the project, so you may not remember 
what you called the variable that you want to see in the record label. In those cases, you can check your Codebook to 
see what name you gave the variable. You can access your Codebook via the link on the left-hand navigation bar 
(under Project home and Design).
)



[bookmark: _Toc122435511]Designate a Secondary Unique Field
A field in addition to the primary record identifier for which REDCap will ensure the uniqueness of all values. Values will also be included alongside the primary record identifier in the record selection lists.
You may designate a text field to serve as a unique constraint whose value cannot be duplicated or shared by any other record in the project. When a value is entered or imported for the secondary unique field, it will be checked in real time to ensure it is not shared by another record, and if so, it will ask the user to enter another value. This means that if a participant is completing a survey for a second time in which this feature is enabled, they will see the following pop-up box:
[image: ]
[image: ]
Note: this feature should be enabled before you start collecting real data. That is because if you are already collecting real data and there are duplicates in your project, you cannot enable this feature.
It is not possible to specify that the combination of two or more fields be unique.

[bookmark: _Toc122435512]Order the Records by Another Field
The default setup is that all records are ordered by their record name (e.g., Study ID) when displayed in the drop-down lists on your data collection instruments, but you may alternatively order the drop-down lists by the values of another field in the project (e.g., last name), if desired. If you wish to order the records by another field, you can select the field by which you wish to order records via this customization
[bookmark: _Toc122435513]
Enable the Field Comment Log or Data Resolutions Workflow (Data Queries)
The Field Comment Log (enabled by default) allows users to leave comments for any given field on a data entry form by clicking the balloon icon next to the field.
[bookmark: _PDF_Customizations][bookmark: _Toc122435514]
PDF Customizations
Downloadable PDFs of data entry forms and surveys can be customized. See the options below:
[image: ]

[bookmark: _Toc122435515]Missing Data Codes: Set up Your Missing Data Codes for This Specific Project
Fields that have a blank/missing value may be marked with a custom 'Missing Data Code' to note why the value is blank. These missing codes may be used to aid in data analysis by specifying why a field lacks a value. To enable this feature below, enter both the codes AND their labels for all the categories of missing data that you wish to use in this project. The missing codes should be coded just like the choices of a multiple-choice field with code + comma + label, in which the codes can only have letters, numbers, dots, dashes, and underscores (e.g., '-999, Not asked' or 'UNK, Unknown'). If no codes are entered, this feature will remain disabled.
[bookmark: _Toc122435516]
Enable the Data History Popup for all Data Collection Instruments
When enabled, an icon will appear next to every field on a data collection instrument. When the icon is clicked, the history of all data entered into that field for that record will be listed chronologically and will display all previous values, who changed the value at each instance, and the time it was changed.
This setting is enabled by default. If you wish to disable the feature, go to Project Setup/Enable Optional Modules and Customizations, click on the Additional Customizations and un-tick the box (you will need to scroll down to see it):
[image: ]
[bookmark: _Toc122435517]Enable the File Version History for “File Upload” Fields
The File Version History allows you to maintain previous versions of a file for a File Upload field on a form or survey. If a new version of a file needs to be uploaded for the field, instead of deleting the current file before adding the new one, you may simply upload a new file (via the 'Upload new version' link), in which all older versions will be kept and will be accessible for viewing/download in the Data History popup for the field. This feature provides the convenience of accessing older versions of the file instead of having to delete them. (Note: Older versions of a file will not be accessible anywhere else in the project except the Data History popup. 
For instance, they will not be included in the zip file of all files uploaded for a given record or for the whole project.) Also, the Data History popup must be enabled (below) in order to use the File Version History.
[bookmark: _Toc122435518]
Display the Today/Now Button for all Date and Time Fields on Forms/Surveys
If enabled, a 'Today' button will be displayed to the right of all date fields, and a 'Now' button will be displayed to the right of all time, date time, and date/ time/seconds fields. Clicking the button will automatically set the field's value with the current date or time. If you do not wish to have the Today icon appear next to your date fields, you may turn this setting off. Uncheck the box next to “Display the Today/Now button for all date and time fields on forms/surveys”. 
[image: ]



Note that this is a project-level setting – it is not possible to set this for individual fields.
[bookmark: _Toc122435519]
Require a Reason When Making Changes to Existing Records
· With this option selected, the user must enter some text as a “reason for change” each time a form is saved – except when the record is initially created. The prompt is triggered when clicking the Save button on the page. Any 'reasons' entered can then be viewed anytime afterward on the Logging page. 
Note: If the instrument does not yet have any data collected for it, then a reason will not be required (this includes importing data via the Data Import Tool). This feature is only triggered when adding, editing, or deleting data for an instrument that contains previously collected data for one or more fields on the instrument.
· [bookmark: Data_Entry_Trigger]Users may find this intrusive for longitudinal or multi-form projects as the dialog box appears even when entering new data on a form that is not the first form (i.e. when the record is created).

[bookmark: _Toc122435520]Data Entry Trigger
The Data Entry Trigger is an advanced feature. Enter a web address and whenever a data entry form or survey record is created or modified REDCap will post data to the specified URL.

[bookmark: _Toc122435521][bookmark: _Toc123249906]Setup project Bookmarks
Your project is a series of webpages, so you can technically bookmark any one of those webpages and have it appear on the left-hand navigation menu. This will allow you to get to that page with one click. So, if you find yourself navigating to a particular section of your project over and over again and it is not already on the left-hand navigation bar, you can make it a bookmark so you can get to it in one click. You can also add a bookmark to any other URL outside of REDCap.
To add a bookmark of a page within your project:
· Copy the URL of the page you wish to bookmark (click on the browser bar, select all and copy)
· Right-click on the Project Setup link on your left-hand navigation bar and open link in new tab
· Scroll down to “Set up project bookmarks (optional)” and click on “Add or edit bookmarks”
· Paste the URL into the “Link URL/Destination box”
· Enter the name of the URL into the Link Label box (for instance, Online Designer or Codebook)
· Tick the box “Opens new window”
· Click the “Add” button
Once you have created your first bookmark within your project, you can go to the bookmarks section of your navigation bar and click on the “Edit” button to get to your project bookmarks. It’s only when setting up your first one that you have to go to the Project Setup page to access Bookmarks
Notes:
· Create a bookmark by completing the information required in the table row and click Add
· Bookmarks can be re-ordered by clicking and dragging a bookmark record
· Edit buttons [image: ] appear when you hover your mouse pointer over a bookmark’s Link Label
and Link URL / Destination values
· Use the delete button (X ) to remove a bookmark
· Link Type
· REDCap Project: choose from the list of REDCap projects that you have permission to access
· Simple Link: a simple URL to, for example, an external web page
· Advanced Link: as with the Simple Link, a URL to, say, an external web page, but REDCap sends additional information (e.g. user and project info) to the target website as a means of verifying the identity of the REDCap user on that external site
· User Access: control which users of the current project can see the bookmark. Select either All users or select specific users individually by selecting Selected user.

User Rights and Permissions
In summary, the User Rights page enables you to:
 • Add and remove access to your project for other REDCap users 
• Control which Applications each user can access for your project 
• Control the record operations that each user is permitted to perform 
o Create records 
o Rename records (i.e. edit a record id) 
o Delete records
• Control the level of access each user is permitted to each specific data collection form 
o No access o Read-only access 
o Full edit access 
• Define roles – templates of permissions – to which users may be assigned

Test your project thoroughly
It is extremely important to test your project before moving it into production!

Purpose of Testing
The purpose of a database - and the function of database software - is to provide your data with structure and integrity that cannot be enforced using unstructured formats such as text files or spreadsheets.
The purpose of testing your database is to ensure that it has the structure and integrity checks that you expect and that it meets your requirements.

Adding Test Data
[image: ]Try creating a few test records and enter some data to ensure that your data collection instruments look and behave how you expect, especially branching logic and calculations. You can do this by clicking Add/Edit Records on the left-hand navigation bar.
[image: ]If you do not have auto-numbering enabled, you will enter the unique for the new record













If you have the auto-numbering feature enabled, you can click ‘add record’:
[image: ]
Enter test data into the data entry form

[bookmark: _Toc122435526][bookmark: _Toc123249911]Save Options for Data Entry
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[image: ]At the bottom of the page, you will see these options:
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[bookmark: _User_rights_and]

[bookmark: _Toc122435528]Save & Go To Next Form 
Save and Go To Next Form is a good option if there are multiple instruments within the project and you want to enter data for the same record across multiple instruments. That option will take you to the next instrument for the same record you are currently on.
[bookmark: _Toc122435529]Save & Mark Survey as Complete
Save and Mark Survey as Complete is a good option if you are entering data on behalf of a survey participant. It’s important to use this option if there are subsequent surveys in the project. That is because if you are using the Survey Queue or Automated Survey Invitations, there are cases where the completion of an instrument AS A SURVEY determines whether or not a subsequent survey invitation gets sent. If you simply mark with one of the other save options, REDCap doesn’t know that the subsequent survey invitations should be triggered. Additionally, marking the form as a completed survey will generate a confirmation (if you have that set up in Survey Settings.) If you simply mark it complete as a data entry form, the confirmation email will not get sent.

[bookmark: _Toc122435530]Save & Exit Record 
Save and Exit Record is an option you might use if you are only entering the data for one instrument for one record.
[bookmark: _Toc122435531]Save & Go To Next Record
[bookmark: _Adding_Test_Data][bookmark: _Adding_Test_Data_1][bookmark: _Toc122435532][bookmark: _Toc123249912]Save & Go To Next Record is a good option when you are entering data for multiple records and you want to stay on the same instrument. 
Adding Test Data for Surveys
If you have surveys, complete the surveys as if you were a participant by using the Public Survey Link. To access the public survey link, click on the Survey Distribution Tools link on the left-hand navigation bar and then Open Public Survey:


If you are not seeing the public survey link, that means you have either not enabled your first instrument as a survey or you have not set up your project to have surveys. You can enable surveys in your project in the first step listed on the Project Setup page. You can enable an instrument as a survey on the Online Designer page. (You can get to the Online Designer by clicking on the Designer button on the left-hand navigation bar under Project Home and Design.)
[bookmark: _Toc122435533]
Specific Things to Check When Entering Data
· For continuous fields, such as dates and numbers, that have range validations, test around the boundaries by entering the minimum and maximum values (which should succeed) and then entering values just outside the valid range (which should trigger warnings). For example, if height should be 50 - 250 cm: ensure that 50 and 250 are accepted, and that 49 and 251 trigger a warning message.
· Test that your branching logic is working properly. For more information on branching logic, go here.
· Checked that required fields are marked as such.
Once you have some test records entered, review them by going to your Record Status Dashboard; create reports and export your data and view in Excel or one of the statistical analysis packages; review your Stats.
The best way to test your project is to use it as if you were entering real production data, and it is always helpful to have colleagues (especially team members) take a look at your project to get a fresh set of eyes on it.
 (
Design Tip:
 
T
est on the type of device that your participants will 
use to
 enter
 data
Designing a data entry form for use on a phone or tablet does not require many special considerations compared 
to 
data entry on a regular computer. 
However, it is 
important to test your forms 
on
 devices 
that
 will be used in the field. That way you 
will be able
 to identify any areas 
that may require
 change
s
.
)
[bookmark: Design_Tip:_test_on_the_type_of_device_t][bookmark: _bookmark71]



One thing that can be worth considering is to use dropdown lists rather than text fields for entry of numbers. Even a lengthy dropdown list (one for weight, say, might have 20.0 kg up to 50.0 kg in 100g increments: 31 entries) might be easier for tablet users than a text box where they have to use the mobile keyboard.
Allow plenty of time for project development and testing. 
This is the best way to ensure data quality once you start collecting data and that your forms/surveys function as you have intended. If your project has a deadline by when it needs to be launched, be sure to start testing it at least two weeks in advance. This will give you time to seek out our help if you have any problems.
[bookmark: _Toc122435534][bookmark: _Toc123249913]Move project to production status

When a project is created, its default status is Development mode and any changes are deployed immediately, overwriting or deleting any existing data. This is fine because any data you are entering while in Development mode should only be test data, so it is ok if that data is damaged or deleted. Once you start collecting real data, however, it is always recommended that the project be in Production status.
Moving a project to Production status does three important things:
· It signals the data is real and important
· It makes the data recoverable in case of a data loss
· It creates a snapshot of the data dictionary so that when a database addition or edit is needed, any changes critical to the data are held until REDCap has the chance to review the impact of the change
You are strongly encouraged to test your project thoroughly before you move your project into Production.

[bookmark: _Toc122435535][bookmark: _Toc123249914]How to Move Your Project to Production Mode
Once you have ensured your project is capturing all of the fields you need and has all of the design elements you want, contact the REDCap Administrator to request that your project be moved to production mode. Please make sure you let the REDCap Administrator know if your test data should be deleted before moving to Production Mode.

[image: ]
[image: ]
[bookmark: _Check_for_Identifiers]
[bookmark: _Toc122435536]Check for Identifiers
Also note the Check for Identifiers step. It is recommended that you perform the check for identifiers to ensure that all fields that contain participant identifiers – or indeed may contain any information that could potentially be used to identify a participant – are marked as identifying fields. This helps to protect confidential data from access by users that are not permitted to view it.
Once in production, you can still make changes to your project design – it will just require a couple extra steps. You can make edits in Draft Mode, which will then need to be approved by a REDCap administrator before taking effect. Many times, these changes are approved automatically and within seconds.
[bookmark: _Toc122435537][bookmark: _Toc123249915]Advantage of Being in Production Mode
If you make any design changes to your project while in Production, REDCap will check to make sure those changes don’t damage/delete your existing data.
[bookmark: _Toc122435538][bookmark: _Toc123249916]Making Design Changes in Production
[image: ]When your project is in Production mode, any design changes require that you change the Project Status to Draft Mode. When you access Online Designer, REDCap will prompt you to enter Draft Mode. Once in draft mode, you can make changes to the design of your instruments. You will then need to submit your changes for review. Prior to submitting the changes, you are encouraged to use “View detailed summary of all drafted changes’ to clearly understand the impact of the changes.















REDCap will automatically approve your changes for all non-critical post-production changes.
Changes that would result in data damage and/or loss will require written approval by you. The REDCap Administrator will send you an email, asking for your confirmation that you do wish to make the changes.
The changes will not go into effect until you respond to the email.
[bookmark: _Toc122435539][bookmark: _Toc123249917]Project Status Change
Once your project is in production your project status will indicate Production on the left-hand navigation menu. Similarly, when you are on your My Projects page, you will notice that the icon next to your project name is changed from a wrench (for development) to a green box with a checkmark (for production.)

Online Designer
The Online Designer lists the instruments that exist in a project and provides functions for manipulating them at the instrument level (as opposed to the manipulation of items within an instrument). You can access Online Designer by clicking on the word ‘Designer’ on the left-hand navigation bar (under Project Home and Design’ or by clicking on the Online Designer button on the Project Setup page.
[image: ]













Create a New Form
1. Click Create 
2. Click Add instrument here in the position in the list where the new form is to be created (this can be changed later) 
3. Assign a name and click Create 
[image: ]4. Add variables to the form. The new form will NOT be saved until at least one variable has been add
[bookmark: _Online_Designer][bookmark: _Toc122435542][bookmark: _Toc123249920]Delete a Form
1. Click the Delete button (under Actions) for the relevant form 
2. Confirm the deletion. The form will be removed along with all of its variables 

[image: ]

[bookmark: _Toc122435543][bookmark: _Toc123249921]Reorder Forms (Move instruments)
1. Position your mouse cursor over the left-hand end of the form’s row 
2. Click and drag the row to a new position 


[bookmark: _Toc122435544][bookmark: _Toc123249922][image: ]

Caution on moving instruments
If you have surveys in your project and wish to use the public survey link, your survey needs to be the first instrument in the project, as seen in the image below: 

[image: ]

If the data entry form is first, as in the image below…
[image: ]
…your public survey link will be disabled. 
Also keep in mind branching logic, piping and calculations when moving instruments. For instance, say you plan on entering data into Data Entry Form A, positioned as the first instrument within your project, which will then be piped into Data Entry Form B, positioned as the second instrument within your project. If you move Data Entry Form B to be the first instrument and enter the data into that form first, the field into which your piping should be seen on Data Entry Form A will not have a value. 
Additionally, if you have a survey queue or auto-continue enabled, check to see how re-ordering the instruments impacts those features. 
Finally, it’s a good idea to check the Survey Settings to see if you need to adjust the wording of the survey instructions and/or confirmation emails (if you have that enabled.) To get to Survey Settings, click on Designer on the left-hand navigation bar under Project Home and Design. 
Please note that if you change the first survey (e.g. move survey B to come before Survey A), that changes the public survey link. If you had created a custom public survey link before moving the survey, that custom public survey link will no longer be valid. Any participant who clicks on the old survey link will get the message: Thank you for your interest, but you are not a participant for this survey. To solve this problem, delete the custom public survey link and then create it again.
[bookmark: _Toc122435545][bookmark: _Toc123249923]Rename a Form
REDCap will begin your project with a data collection instrument titled “My First Instrument”. You will want to change the title so that it is reflective of the data you are collecting in it. 
1. Click the Rename button (under Actions) for the form [image: ]
2. Enter the new name and click Save 

[image: ]


[bookmark: _Toc122435546][bookmark: _Toc123249924]Designing within an instrument
To begin building your data collection instrument, click on the instrument name.
 (
Design tip: add test records as you are designing your instrument.
This helps ensure that the instrument is coming along as you wish it to. Because your REDCap project is a series of webpages, 
you can have the Online Designer open on one browser tab, and then have the Add/Edit records open on another browser tab. 
Simply toggle back and forth between the two tabs to switch from design to adding test data.
)





[bookmark: _Toc122435547] (
Design Tip: Participant-Identifying Data
Think very carefully about exactly what confidential, participant-identifying data is required in your project. It is recommended that identifying information be kept separate from other project data, which can be done – in descending order of security by ensuring all identifying fields (see 
Check For Identifiers
) are on separate forms to other data, and that access to these forms is restricted to the minimum set of users
.
)


[bookmark: _Toc122435548][bookmark: _Toc123249925]
Record Identifier
As in any database, your project records must be uniquely identifiable. REDCap projects must all define a “record identifier” field as the first field on the first form 

In any changes you make to your project’s data collection forms it is essential that the record identifier field remain the first field of the first form. The record identifier field cannot be deleted; however, you may rename this field by clicking on the pencil icon.
[bookmark: _Toc122435549][bookmark: _Toc123249926]
User-generated record identifier or auto-numbered identifier
The record identifiers can be automatically sequentially- generated (auto-numbered) or user-entered. 
A good example of a user-entered identifier would be the patient’s MRN. A bad example would be a participant’s last name since there can be several individuals with the same last name (e.g. Smith, Jones, etc.).
[image: ]
[bookmark: _Toc122435550][bookmark: _Toc123249927]Add Fields to Your Data Collection Instruments (add questions to your data collection instruments)

1. Click Add Field

[image: ]
2. The Add New Field dialog opens 

[image: ]


















3. Select one of the several field types available

4. Enter your field elements (see further info below) 

5.   Click the save button 

[bookmark: _Toc122435551][bookmark: _Toc123249928]Choosing a field type
In general, it is best to select a field type that will collect data in a quantitative manner. For instance, select one of the multiple-choice field type options and provide a list of choices rather than selecting the text box or notes box field type and letting the person enter their own text. This prevents typos and ensures consistent data collection. Quantitative questions will yield graphical and statistical results. 
If collecting alpha-numeric text, add validation, when possible, to restrict the type of text entered. Validation for these data points is available in the text box field type. For more information see Text Box (Short Text)

[bookmark: _Toc122435552][bookmark: _Toc123249929]Field Elements
Once you have selected your field type, these are some of the elements available to you: 
· Field Label: This is where you would format your question or data field. 
· Field Annotation: This is primarily used for you to enter action tags and explanatory notes. These notes will    not appear on your data collection instrument or survey. 

· Variable Name: This is the name of your Field Label that is stored in the database and can be used in reports, exports and analysis. The variable names may contain letters, numbers and underscores but no spaces or special characters. If you decide to change the name of a variable prior to moving your project into production, you must change it everywhere that it is being used such as calculations, branching logic, etc. 

· Required: Indicate if your field is going to be required. The default setting for all fields is set to No. 
· Identifier: Indicate if your field is an identifier. All fields that could potentially identify a person should be marked as an identifier, regardless of who will be accessing your data. Especially for Research projects, you will want to mark identifying fields appropriately. This way, if you need to de-identify data, you can do so easily. 
· To be HIPAA-compliant there are 18 pieces of information that must be marked as Identifiers in a project. 
· Name 
· Fax number 
· Phone number 
· E-mail address 
· Account numbers 
· Social Security number 
· Medical Record number 
· Health Plan number 
· Certificate/license numbers 
· URL 
· IP address 
· Vehicle identifiers 
· Device ID 
· Biometric ID 
· Full face/identifying photo 
· Other unique identifying number, characteristic, or code 
· Postal address (geographic subdivisions smaller than state) 
· Date precision beyond year

· Custom Alignment: Select the alignment for your field. The default setting is Right/Vertical. 

· Field Note: Use this field to enter any notes, reminders or instructions for the person entering data. 
 (
Design Tip re: variable names
Variable names must be unique across your project. A best practice is to name your variables descriptively. For example, if you collect multiple dates in a project, provide each with a variable name to identify how the date relates to the project (visit date, screen date). This enables data exports (which utilize variable names) to have clear identifying information, differentiating variables from each other.
)


[bookmark: _Action_Tags][bookmark: _Toc122435553]Action Tags
Action Tags are an excellent way to customize the data entry experience for surveys and forms. They are special terms that begin with the '@' sign that can be placed inside a field's Field Annotation when adding or editing a field. Each action tag has a corresponding action that is performed for the field when displayed on data entry forms and survey pages. You can use as many as you want for a single field, but if you do use more than one tag for a field, make sure to put a space or line break between them.
Because the action tags are used as part of the Field Annotation, they are not displayed anywhere on the page. To start using Action Tags, navigate to the Online Designer in a project, and when adding or editing a field, add the tag into the Action Tag/Field Annotation text box in the Edit Field popup.
For a list and definition of all action tags see this link.
Please note that Action Tags are case-sensitive. If you choose to manually type the action tag into the Action Tag box (rather than clicking on the Action Tag link and clicking on the ‘add’ button), you’ll want to write the Action Tag in all caps. If you were to type @hidden-survey, for instance, REDCap would not recognize that syntax. It needs to be @HIDDEN-SURVEY. Likewise, if you are referencing a variable name in an action tag (like you might when using the Default action tag), you need to make sure the variable name is in all lower-case.
[bookmark: _Toc122435555] (
Design Tip: Selecting the Field Type
In order to determine which field type you want, think about the type of data you wish to collect. In general, data is 
more actionable if it can be captured quantitatively vs. qualitatively. Think of it as better to ask close-ended questions vs. 
open-ended questions.
So, think about the question you are asking and see if it can be structured in a way that is 
close ended
. For example, if you 
are creating an employee directory, you could have a field in the directory that asks who the employee’s supervisor is. Technically you could leave that as an open-ended question. But if it’s a short list of supervisors, it would be better to make 
it a multiple-choice question and list all the potential supervisors as the choices for that question.
)
[bookmark: _Toc122435554][bookmark: _Toc123249930]







Examples of Field Types
[bookmark: _Toc122435556]
Multiple choice fields additional element
Choices: Enter the pre-determined choices for the question, one per line:
[image: ]

[bookmark: _Toc122435557]Text box field elements
For Text Box fields you have this additional element: 

Validation: For the field type Text Box (Short Text) you have the opportunity to select a validation. If you would like to indicate how data in this field should be entered, use the drop down and select an option.
[bookmark: _Toc122435558]Validation Types
Date, Email, Integer, Number, Phone (North America), Postal Code (Canada), Time, Zip code (US)
[bookmark: _Toc122435559]Alphanumeric text
If you need the person entering data to enter alphanumeric text (rather than selecting from a pre-determined choice), you can select either the Text Box or Notes box as your field type. 
[bookmark: _Text_Box_(Short]If the text that will be entered is brief, select text box. If you want to allow more room for a response, select the notes box. You’ll see that the two options look different on the data entry form or survey because the Notes box is bigger. If you want the text to fit a certain format (like a date, email address, phone number, etc.) choose the Text Box field type. This will allow you to add validation, forcing the person entering data to enter data in the prescribed format.
[bookmark: _Toc122435560]Text Box (Short Text)
This field can be used to capture alphanumeric text. Use the Validation drop down whenever possible to restrict how data should be entered.
[image: ]

 (
Design tip when collecting names
When collecting a person’s name, it is best to create two separate fields: one for first name and one for last name. This helps with sorting records.
)




[bookmark: _Toc122435561]Text Box (Short Text) with a validation of Date (M-D-Y)
The below example is a text box field with range checks (minimum and maximum fields). The field is marked as required and includes a field note.
How it appears in Online Designer:
[image: ]














How it appears to person entering data:
[image: ]

[bookmark: _Toc122435562]Text Box (Short Text) with a validation of email

[bookmark: _Toc122435563][image: ]

[bookmark: _Toc122435564]Text Box (Short Text) with a validation of Number (allows decimals)

[image: ]









As a general rule, it is helpful to specify a range when using number validation.

Text Box (Short Text) with a validation of Integer (a whole number) 
This field has range checks (minimum and maximum fields), is marked as required and includes a field annotation. 
[image: ]
As a general rule, it is helpful to specify a range when using integer validation.

[bookmark: _Toc122435565]Notes Box (Paragraph Text)
This kind of field is helpful when you want to capture qualitative data and want the person entering the data to have a good bit of space in which to enter it. You’ll see that it is a bigger box than a Text Box field.
[bookmark: _Toc122435566][image: ]










Calculated Field
This field can perform real-time calculations based on the data from other fields. For an example, you could create a calculation based off of the birth date field and visit date field in order to find out how old the participant was at the time of visit.

[image: ]	
To make use of a calculated field, you must have two or more other fields created from which the calculated field will make its calculations. The fields from which the calculated field pulls must be text box fields validated as a number, integer or date.
Calculation results must be numeric, not text, Boolean or date/datetime. It is strongly recommended that you do not use "today" in calculated fields for age. This is because every time you access and save the instrument, the calculation will run. So if you calculate age as of today, a year later when you access the instrument to review or make updates, the age as of "today" will also be updated (+1 yr). A best practice is to calculate age utilizing a field collected in the course of the study (e.g. a fixed date such as screening date, enrollment date).
Build My Calc    
If you need help writing your calculations, go to this link and provide the information requested. That link is an online, interactive tutorial designed to help you build your REDCap calculation one step at a time. The framework of the calculation is provided, and you fill in the blanks. How many blanks, and what kind of information is needed will depend on the calculation you want to build. As you specify the different elements, you can see them being added to the calculation in real time at the bottom of the page.
 (
Design Tip: calculated field
When entering calculations, the syntax in your formula is very important. Note the difference between using square brackets -- used to designate REDCap variables and event names -- and round brackets or parentheses, which are used to group mathematical expressions. Variable names in the project can be used as variables in the equation, but you must place 
[ ] 
square brackets around each variable. Be sure that you follow the mathematical order of operations when constructing equations. Pay attention to open and closed quotation marks and brackets and parentheses.
)

[bookmark: _Toc122435567]Multiple Choice

[bookmark: _Toc122435568]Multiple Choice Drop Down List (Single Answer)
This field will display your answer choices as a drop-down list. This is helpful when you have a long list of choices and want to save screen space. 

When a field contains multiple answer choices, you must give each answer choice a raw value. If you do not, REDCap will automatically assign them for you.
[image: ]

[bookmark: _Toc122435569]Auto-complete for drop-down choice 
REDCap has an auto-complete feature for drop-down fields. When this is enabled, it allows the participant or data entry person to type in a couple of the characters of the answer choice and a list of matching options will appear. For an example, if I typed in Van, Vanilla would automatically appear. This is very helpful when you have a drop-down field that contains a large amount of possible answer choices.

[image: ]
[image: ]

[bookmark: _Toc122435570]Multiple Choice – Radio Buttons (Single Answer) 
This field will display your answer choices as radio buttons. This means that all the answers are visible on the screen. This option is good if your list of potential answers is short.
[image: ]

[image: ]

[bookmark: _Toc122435571]Multiple Choice Checkboxes (Multiple Answers) 
This field will display your answer choices as check boxes and will allow more than one answer. 
Note: a field note that states “Check all that apply”.
[image: ]

[bookmark: _Toc122435572]












[image: ]



Coding Suggestions for Multiple Choice questions - Unknown/Missing value
Code responses that represent an unknown type value with a number that is obviously out of normal range for any variable code or text response that makes sense or is missing. 
Example: Has the patient tested his/her blood sugar levels every day this week? 
1, Yes 
0, No 
97, Not Applicable
98, Other 
99, Unknown  
999, Missing
[bookmark: _Toc122435573]Reverse Coding 
If questions have reverse scoring, code the selections according to the value unless otherwise specified. Here is an example, where #4 is coded normally and #5 is reversed: 
4. Made me need someone to reposition me. 
0, Never true for me 
1, Rarely true for me 
2, Sometimes true for me 
3, Often true for me 
4, Very often true for me 

5. Helped me keep my muscles exercised. 
4, Never true for me 
3, Rarely true for me 
2, Sometimes true for me 
1, Often true for me 
[bookmark: _Toc122435574]0, Very often true for me
Yes – No 
This field will display Yes and No as radio button answer choices. Those are pre-populated by REDCap and cannot be altered.
[image: ]




[bookmark: _Toc122435575]









[image: ]

 (
Note:
 
T
he default setting for Yes/No questions is ‘1’ for the choice ‘yes’ and ‘0’ for the choice no. If you have other fields in your project that contain yes or no choices, you will want the choices to align the same. For instance, if you have a question with the choices yes, no, maybe, you would want the choice labels to be 1, 0, 2 to be consistent. Your statistician will thank you!
)




True – False 
[image: ]This field will display True and False as radio button answer choices.


	
[bookmark: _Toc122435576]






[image: ]

Signature (draw signature with mouse or finger) 
This field will allow the participant to add their signature digitally using their mouse or the finger (if using a tablet or touch screen device). It is sometimes called a digital signature or e-signature.
[image: ]
[image: ]
[bookmark: _Toc122435577]File Upload
This field gives the participant the ability to upload a file or image
[image: ]
[image: ]
Be sure to test how your data results look when using this field type. Even if you set a number for the labels, those are not the values assigned to the data entered. All data is on a 1-100 scale.

[bookmark: _Toc122435578]Slider Visual Analog Scale
This field gives you a scale with three answer choices. If you select “Display number value (0-100)”, it will code the answer given.
[image: ]
[image: ]

Be sure to test how your data results look when using this field type. Even if you set a number for the labels, those are not the values assigned to the data entered. All data is on a 1-100 scale.
[bookmark: _Toc122435579]
Descriptive Text (with optional Image/File Attachment)
This field will allow you to add text such as instructions or additional information. It also gives you the option to add an image as a link or as an inline image.

[image: ]
[image: ]
[image: ]
Because the content of a descriptive text field takes up the entire horizontal space, it makes a nice divider on the page. You can use that as an alternative to the ‘Begin New Section’ option, if you wish.

[bookmark: _Toc122435580]Begin New Section (with optional text):
This field is used as a section header. You can add text or leave blank.
[image: ]
As a general rule, it is helpful to provide instructional text in headers. Example: Headache Disability: The following questions try to assess how much the headaches are affecting day-to- day activity. Your answers should be based on the last three months. There are no "right”, or "wrong" answers so please put down your best guess.
Please consider the following when adding ‘Begin New Section’
· You cannot have two ‘begin new section’ field types in a row.
· You cannot have ‘begin new section’ as the last field of an instrument
· REDCap will automatically merge ‘begin new section’ with a matrix if the matrix follows the “begin new section” field.
· When building an instrument that will have a lot of section headers, add a dummy field first, so that the section headers aren’t last.
 (
Design Tip: When to add a “Begin new section” field
I
f the instrument is a survey and you want to break the survey up into several pages, you need to insert 
“Begin New Section”
,
 so that REDCap knows where to end/start a new page. Having a survey on multiple pages helps to break up the survey a
n
d prevents the participant from having to scroll down a long page to submit.
)




[bookmark: _Toc122435581]Matrix of Fields:
If you have a group of questions that all have the same answer choices, you can create a Matrix of Fields. Instead of clicking Add Field, you would click Add Matrix of Fields. You would add an optional header, your field labels and variable names, indicate which fields are required, add your answer choices and select whether these fields should be a single answer (radio button) or multiple answers (checkboxes). If you would like only one answer choice to be selected per column, enable ranking. You must also give your matrix a group name.
[image: ]
[image: ]

Enter the configuration information for your matrix:
· Matrix Header Text: a section header to appear above the matrix
· Matrix Rows: these are the fields that are incorporated within the matrix
· Matrix Column Choices: the response values and labels shared by each field in the matrix
· Answer Format: radio buttons or check boxes?
· Ranking: with a radio button matrix you may opt for ranking. Ranking ensures no two fields in the matrix can have the same selected value for a column.
· Matrix Group Name: a unique reference for the matrix
When adding a matrix field via Online Designer, you will not see the option for adding a Field Note unlike a regular field. However, you can download the data dictionary of your project and add your field note into column G, which is the column for Field Note.

[bookmark: _Toc122435582]Customizing Field Labels:
Simple HTML may be implemented in field labels. It may also be used to clarify or highlight information. Examples: <u>text</u> for underline, <i>text</i> for italicize, <div><span style='color:red;'>text</div> to color red and highlight the interviewer instructions.
[image: ]
To learn more about HTML formats, see this link. It is an interactive online survey that provides information using HTML in REDCap.

[bookmark: _Toc122435583][bookmark: _Toc123249931]Edit, Copy, Move, or Delete a Field:
Edit: To edit a field, click on the pencil icon [image: ]
Copy: To copy a field, click on the double paper icon  [image: ] 
Move: To move a field, click on the paper with pointer icon   
Delete: To delete a field, click on the red X icon [image: ]
[image: ]

[bookmark: _Toc122435584][bookmark: _Toc123249932]Stop Actions for Survey:
When an instrument is enabled as a survey, an additional option is included in the toolbar at the top of the field: the Stop Actions for Survey button, which appears as a stop sign. This feature allows you to prevent a participant from moving forward with a survey, based on how they answer a question. For instructions on how to set up Stop Actions for Surveys, please see this section of this User Guide.

[bookmark: _Add_Branching_Logic][bookmark: _Toc122435585][bookmark: _Toc123249933]Add Branching Logic:
Branching logic is used when you have a field/question that you only want to be visible when a specific answer is given to a previous question.
For an example, you might ask the below question:
[image: ]
You’ll note that one of the choices is ‘other.’ If someone makes the choice ‘other’, you might want to ask a follow-up question to find out what this other ice cream flavor is. But you only want the follow-up question to appear if the answer to the previous question is the choice “Other”. To do this, you would create the follow-up question:
[image: ]

You would then, on the follow-up question, click on the double green arrows. 
You will now see this logic builder:
[image: ]
Click on the Drag-N-Drop Logic Building option and scroll through the list of field choices until you find the choice that should trigger this question (the follow-up question) to appear. In this example, you would select ‘icecream = Other (4)’. You then click on that choice and drag the field into the box on the right. Click Save once finished.
The field now indicates that branching logic exists.
[image: ]
This means that the question “If other, please specify’ will now appear to the person entering data only if they select the answer ‘other’ to the previous question.
You can have multiple elements to your branching logic. In other words, it could be a combination of answers to many different questions that can make a field appear.
[bookmark: _Toc122435586]Testing Your Branching Logic
Determining your branching logic can sometimes be tricky, especially if there are multiple fields that contribute to the branching logic. That’s why it is very important to test out your logic to make sure it is behaving the way you want it to.
To test your branching logic, add a test record (via Add/Edit Records on the left-hand navigation bar) and see if the questions appear/are hidden the way you wish them to. If you are using branching logic on a survey, open a survey and see if the questions appear/are hidden the way you wish them to Applying branching logic to multiple questions. If the branching logic is on the first survey in your project, you can go to Survey Distribution Tools and click on Open public survey and enter test data there.
If you want to apply the same branching logic to multiple questions, it is sometimes easier and faster to use the Data Dictionary to accomplish this. Using the Data Dictionary allows you to copy and paste the branching logic into multiple fields very quickly.
To do this, you would:
1. Create the branching logic within one of the fields via Online Designer
2. Go to your Data Dictionary (when you are in Online Designer, scroll up to the top of your page to see the tab for Data Dictionary)
3. Download the current Data Dictionary
4. Save your data dictionary somewhere on your computer – be sure to note where you have saved the file
a. Be sure to keep the data dictionary in .csv format – do not convert it to an Excel workbook!
5. Open the data dictionary and find the cell that contains your branching logic
6. Copy the branching logic and paste it into the branching logic cells of the other questions for which you wish to apply it to
7. Save your data dictionary
8. Go back to the Data Dictionary page within your REDCap project
9. Click on ‘choose file’ and find the file location of your updated data dictionary
10. Click on upload file
Note: if you are making these changes while in Production mode, you will need to enter draft mode first, perform the above steps and then click on the “Submit Changes for Review” on the Data Dictionary page.
For more information on how to use the Data Dictionary, go to this section of this User Guide.
[bookmark: _Toc122435587]Caution on variable names in branching logic
While in development mode, you do have the ability to change a variable name. Please note that if that variable is used in branching logic elsewhere, REDCap will NOT automatically change the variable name in the branching logic.
[bookmark: _Toc122435588]Branching Logic across Instruments
In our example, a question is asked in survey 1 “Do you have type 2 diabetes?” This question has the variable name type2diabetes and the potential answers are yes or no. The raw value for yes is 1 and no is 0. Then there is survey 2 where the question is asked “Do you take medication for your diabetes?” The variable name is takediabetesmeds, the answers are yes or no and the raw value for yes is 1 and no is 0.
To set up branching logic so that the question “Do you take medication for your diabetes?” only appears in survey 2 when the person answers ‘yes’ to the question “Do you have type 2 diabetes?” in survey 1…
1. In Online Designer, click on Survey 2
2. Go to the field “Do you take medication for your diabetes?”
3. On that field, click on the green arrows to access the branching logic.
4. Click on the button next to Drag-N-Drop Logic Builder.
a. When you do that, you will see a drop-down box that lists all your instruments.
5. Select the instrument from which you want to base your branching logic. In our example, we want to access survey 1.
a. You will now see all the variables (questions) that are in that instrument (in our example, survey 1.)
6. You can scroll until you see the question type2diabetes = Yes (1) and type2diabetes = No (0) in the list.
7. Click on type2diabetes = Yes (1) and drag it to the box on the right
8. Click save
You now have branching logic on the question “Do you take medication for your diabetes?”. It will now only appear in survey 2 if the person answers yes to the question “Do you have type 2 diabetes?” in the first survey.
[bookmark: _Toc122435589][bookmark: _Toc123249934]Add Piping Logic
Piping gives you the ability to insert answers and place it in various places within REDCap.
For an example, in the below example there is a field that asks the participant “What kind of ice cream do you like?” Next is a field that asks the participant “How often do you eat 	ice cream?” Piping logic is included in the second question so that it will insert the answer from the first question.
Before:
[image: ]
Once the participant answers the first question, the answer is then inserted into the next question.
After:
[image: ]

To add piping, add the variable name of the field you want to pipe in. The variable name must be inserted into square brackets [ ]. Note: if the variable you want to use for piping is not adjacent, consider opening the Codebook on one tab and do your design on another tab. This way you can easily reference the variable name in the Codebook. You can use the ctrl+F function to search through the Codebook.
[image: ]
Piping can be used in many different places in REDCap such as:
· Field Label
· Field Note
· Section Header
· Matrix field column headers
· Option labels for multiple choice fields (radio, drop-down, checkbox)
· Slider field labels (i.e. text displayed above slider bar)
· Survey instructions and acknowledgement Text
· [bookmark: Note_about_Piping_in_Longitudinal_projec]Survey invitation emails sent via Participant List or Automated Invitations - both in the subject line and in the message body

[bookmark: _Toc122435590]Piping in Longitudinal Projects
If your project is longitudinal and you want to pipe in data from an event that is not the current event, you need to pre-pend to the variable the appropriate unique event name also enclosed within square brackets, e.g. [unique_event_name][variable_name]. Unique event names can be found by going to Project Setup/Define My Events. You will see an events table, and the last column shows you the Unique event name, which is automatically generated by REDCap.
Piping tutorial 
[bookmark: _Toc122435591][bookmark: _Toc123249935] To see Piping in action, you may view a live demo of Piping on a survey.

[bookmark: _Toc122435592][bookmark: _Toc123249936]Add Styling with HTML and CSS
Additional styling can be added to certain elements in your project using HTML tags with CSS styles. Examples include:
· Field labels
· Section headings and descriptive text fields
· Survey welcome and thank you messages
· Survey invitation emails
For more information for HTML and CSS, visit w3school.com.
To learn more about HTML formats, see this link. It is an interactive online survey that provides information using HTML in REDCap.

[bookmark: _Toc122435593][bookmark: _Toc123249937]Shared Library
The REDCap Shared Library is a repository of validated data collection instruments that can be downloaded and used in your REDCap projects.
To access the REDCap Shared Library your project must be in Development (not Production) mode. You can access the library via two locations:
1. The Project Setup tab – see the Design your data collections instruments section
2. The Online Designer page – there is a button to import button
You can download any instrument from the library into your REDCap project.
If your project is in production status, you can also upload data collection instruments that you have created to the Shared Library. They will then be available for download by other REDCap users around the world.
Note: Do not share copyrighted material unless you are the owner.

[bookmark: _Toc122435594][bookmark: _Toc123249938]Smart Variables
In REDCap Field Notation, variable names always point to data fields in the project. However, another type of entity exists called 'Smart Variables' that allow you to reference information other than data fields. Smart Variables are context-aware and thus adapt to many different situations in which they can know who the current user is, what event is currently being viewed, whether or not an instrument is being viewed as a survey or data entry form, etc. In this way, Smart Variables are dynamic (and thus 'smart') because they adapt to the current context in which they are used. Smart Variables are easily distinguishable from field variable names because Smart Variables will have dashes and colons whereas field variable names cannot.
Smart Variables can be used...
· On their own - e.g., [record-dag-name]
· In conjunction with field variables - e.g., [previous-event-name][weight_measurement]
· In conjunction with other Smart Variables - e.g., [previous-event-name][survey- url:prescreening_survey]

[bookmark: _Toc122435595][bookmark: _Toc123249939]Enabling Repeatable Instruments
Navigate to Project Setup, Optional Modules. Click Enable for Repeatable instruments.
[image: ]
Use the checkbox to indicate which data collection instrument may be repeated.
[image: ]

[bookmark: _Toc122435596]Data Entry for Repeating Instruments
During data entry, click “Save and Add new instance” to immediately create another instance of the instrument.
[image: ]
To add a new instance of the instrument after data entry, click the + sign from Data Collection or on the Record Home Page beside the form you want to repeat. Only Repeating instruments display the + sign.

[image: ]


[bookmark: _Toc122435597]Viewing Repeating Instrument Status Icons
The Record Status Dashboard includes a legend specifying both individual instrument status icons, as well as icons for the repeating instances of an instrument. A single dot indicates a single instrument containing data. The “stacked” icons indicate multiple instances of the instrument.
[bookmark: _Surveys][image: ]
[bookmark: _Toc122435598][bookmark: _Toc123249940]Surveys
There are three options in REDCap how you can work to design and manage surveys:
· Online Designer
· Enter questions in an instrument
· Enable instrument as a survey
· Edit survey settings
· Set survey notifications and survey login
· Project Setup
· Enable surveys for project
· Enable “designate an email field” (if applicable)
· Survey Distribution Tools
· Access survey link
· Communicate with survey participants
· Track survey responses/invitations

[bookmark: _Toc122435599][bookmark: _Toc123249941]Quick Guide to Survey Setup

You can enable a survey in three easy steps:
1. Enable “use surveys in this project” on the Project Setup tab
2. Enable instrument as a survey in Online Designer
3. Save Survey Settings

[bookmark: _Toc122435600][bookmark: _Toc123249942]Enable Surveys within the Project

If you plan to use surveys in your project, you must go to the Project Setup page and click the first option under Main project settings:
If your project is in Production mode, the Enable button will be greyed out:
You will need to click on the ‘Contact REDCap administrator button’ from within your project and request that the project be enabled for surveys.
[bookmark: _Toc122435601][bookmark: _Toc123249943]
Enable your Instrument as a Survey
Once you have enabled the “Use surveys in this project” setting under Project Setup, you will want to indicate which data collection instruments are going to be used as surveys.

[image: ]

Under Online Designer, click “Enable” next to the data collection instrument you want to use as a survey.
[image: ]

You will then automatically be brought to the page where you can setup Survey Settings. You can leave the default settings or make adjustments. But you must click the ‘save changes’ button in order for the instrument to convert to a survey. If you navigate away from the page and do not save changes, your instrument will remain a data entry form.
[bookmark: _Stop_Action]
[bookmark: _Toc122435602][bookmark: _Toc123249944]Stop Action
The Stop Survey action will prompt the survey participant to end the survey when a specific answer is given. The stop survey action is available on Drop-down List, Radio Buttons, Multiple Answers, Yes/No and True/False field types.
Once you have created one of the field types listed above and you have your data collection instrument set up as a survey, you will see a stop sign icon.
[image: ]
To add the Stop Survey logic, click on the stop sign icon. The Stop Survey logic box will appear. Select the answer choice that should prompt the survey participant to end the survey and click Save.
In this example, I want the survey participant to be prompted when they click No.

[image: ]

Notice that once the Stop Survey logic is setup, text appears next to the answer choice that will end the survey.
[image: ]

When the participant takes the survey and they answer No, they will receive the following message. The message is hard coded and cannot be changed. The participant can either choose to “End the survey now” which would take them to the Survey Acknowledgment text or they can choose “Continue survey and undo last response”.

[image: ]

[bookmark: _Toc122435603][bookmark: _Toc123249945]Enable Repeating Instruments for a Survey

A Survey can be set up as a repeating instrument. You need to complete the steps largely in order, however.
· Enable Surveys for the Project
· Build the Instrument (at the very least, name it)
· From Project Setup, Enable Repeatable Instruments. Click Modify to select the Survey(s) to be repeated
· From Online Designer, Enable the Instrument as a Survey, opening the Survey Settings page
· From Survey Settings, Survey Termination Options:
· Check the Checkbox to Enable the Survey to be Repeated
· Add optional custom text to the button
· Select the location for the Repeat button to appear
· Click Save
[image: ]

 (
Survey Design Tip
: 
Descriptive Text fields can be useful for displaying an error message of a cross-field validation check. For example:
<div class="red" style="font-weight:bold;">Diastolic bp should be less than systolic bp</div>
Used with a branching logic expression along these lines:
[systolic_bp]<>'' and [diastolic_bp]<>'' and [diastolic_bp]>=[systolic_bp]
Produces an outcome like this:
 
)[image: ]For more information about repeating instruments, visit this section of the user guide.	     				
[bookmark: _Toc122435604][bookmark: _Toc123249946]









Survey Login
You can provide improved security for your surveys with a survey login form, in which respondents will be required to enter some login credentials – their date of birth, for example – in order to begin a survey or (if the "Save & Return Later" feature is enabled) to return to a previously entered survey response.
To enable the Survey Login feature, go to Online Designer and click the Survey Login button at the top of the instrument list.
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That will open up the Survey Login settings popup:


[image: ]



Login Field # 1: Use the drop down and select a field from your project. If you would like to add another login field, click the Add another login field link.
Minimum number of fields above that are required for login: If you have more than one field that you are using as the login, indicate how many of the fields are required. For an example, you might have three fields but only two of them are required to be answered in order to log in.
Apply the survey login to all surveys in this project: Use the drop down and indicate if the survey login should be used for all surveys or if you would like to specify the surveys this will be used for. If you would like to specify which surveys this will be used for, you will need to navigate to survey settings.
Custom error message: Enter a custom error message that will be displayed if the participant experiences difficulty logging in.
Number of failed login attempts: Enter the amount of login attempts you would like to grant to the participant. If you would like them to have unlimited attempts, enter 0.
Amount of time participant will be locked out: Enter the amount of time (in minutes) you would like to have the participant locked out for. If you do not wish to lock them out, enter 0.

When the participant attempts to take the survey, this will receive this log in box:
[image: ]
If the participant does not enter the correct Login Code, they will receive this message:
[image: ]
If the participant reaches the maximum number of failed attempts you specified, they will receive this message:
[image: ]

[bookmark: _Toc122435605][bookmark: _Toc123249947]Survey Settings
Once you enable your data collection instrument as a survey, the “Survey Settings” page will appear.
You can make changes to Survey Settings at any time. To get to the Survey Settings click on the Designer link on the left-hand navigation bar under Project Home and Design.
[bookmark: _Toc122435606][bookmark: _Toc123249948]Survey Status
A survey can be Active (online) or Inactive (offline). The default setting is online.
[image: ]
For a comparison of how this differs from other survey expiration options see this section of the user guide

[bookmark: _Toc122435607][bookmark: _Toc123249949]Basic Survey Options

Survey Title: Enter a survey title. It does not have to be the same name as your form.
Survey Instructions: Enter any instructions you wish to give to the participant. The default instructions are “Please complete the survey below. Thank You!” Oftentimes it is helpful to include a contact email address if the person has questions or the deadline by when you need them to complete the survey.
[image: ]

[bookmark: _Toc122435608][bookmark: _Toc123249950]Survey Design Options

Logo: Click the Choose File icon and add a logo.
Size of survey text: Use the drop down and select Normal, Large or Very Large.
Font of survey text: Use the drop down and select the font family you would like to use.
Survey Theme: Use the drop down to select a saved survey theme, including a CMH survey theme. Otherwise, you may click Customize and change the color of your backgrounds, fonts and buttons. If you would like to use the same color choices at a later date, click the Save custom theme icon.
[image: ]
[bookmark: _Toc122435609][bookmark: _Toc123249951]
Survey Customizations

[image: ]

[bookmark: _Toc122435610]Question Numbering
REDCap will by default auto number survey questions. The exception is if you have branching logic in your survey. In that case, auto-numbering is disabled and instead your questions are custom-numbered.
[image: ]

[bookmark: _Toc122435611]Custom Numbering of Questions in a Survey
If you change the setting to custom numbering, question numbers will be removed. If you set your Survey Settings so that your questions are custom numbered, you will see a ‘Question Number’ box for each field of that survey in Online Designer:
[image: ]
You can enter your custom question number there (or leave it blank.)
[bookmark: _Toc122435612]Question Display Format

All on one page: Select this if you would like all of your questions placed on one page.
One section per page (multiple pages): Select this option if you would like to like to break your survey up into sections by your section headers (the yellow banner bars). If you select this option, you can display the page numbers at the top of the survey page and also hide the “Previous Page button”.
 (
Survey Design Tip: 
If you want to break up the content of the survey page but don’t want the participant to have to go to a new page (which is what a ‘Begin New Section’ field type will cause), use the descriptive text field instead.
For example, using html coding you could type this as your field label:
<div class="blue" style="font-weight:bold;">A descriptive text field used as a sub-heading</div>
)







[image: ]

[bookmark: _Toc122435613]Allow Participants to Download a PDF of their Responses at End of Survey

The default setting is no.
The respondent will see a PDF button on the confirmation screen (screen they see after they hit the survey submit button).
[image: ]

All fields viewable to the survey respondent on the screen, regardless of whether or not they answered the question, are included in the PDF. This means that if a HIDDEN action tag is used on a field in the survey, that field will not be visible in the PDF.
Exception: This option is not available if the Survey Auto-continue feature is enabled or if the Survey queue auto-start option is enabled.

[bookmark: _Toc122435614]Survey-specific Email Invitation Field

You may have a project with multiple surveys where different people are completing the survey for the same record. If you wish to designate which person should be sent the invitation for that specific survey, you would select that designated email field from the drop-down list.
Note: only text box fields that have been validated as an email address show up on the drop-down list.

[bookmark: _Toc122435615]For “Required” Fields, Display the red “Must Provide Value” Text on Survey Page

The default setting is Yes. If you do not wish to have the ‘must provide value’ field display on your survey, use the drop down and select No.

[bookmark: _Toc122435616]Allow Survey Respondents to View Aggregate Survey Results after Completing the Survey

The default setting is disabled. Otherwise you may choose to display Graphical Plots, Descriptive Statistics or both plots and statistics. If you enable this setting, you can choose the minimum number of responses before participants are allowed to view the aggregate data.

[bookmark: _Toc122435617]Text-to-Speech Functionality

The default settings is Disabled. When enabled, icons will be displayed next to each text that is listed on the survey. When clicked, the text will be read out loud to the participant.

[bookmark: _Toc122435618][bookmark: _Toc123249952]Survey Access

How a survey participant accesses the survey can be set in the Survey Access section of Survey Settings.
[image: ]
[bookmark: _Toc122435619]Response Limit (optional)

This setting prevents respondents from starting the survey after a set number of responses have been collected. The default is blank. You can specify if a response is only completed responses or partial/completed responses. You can also modify the stock language that is shown when the limit is reached.
For a comparison of how this differs from other survey expiration options, see this section of the User Guide.

[bookmark: _Toc122435620]Time Limit for Survey Completion

You can use this setting if you wish to limit the amount of time a respondent has to complete a survey after it was sent to them.
This only works when you have a participant list – it will not work on public survey links. It’s ideal if you want to keep a survey open but will have rotating groups of people taking it.
Note: the language displayed to the participant is not customizable.
For a comparison of how this differs from other survey expiration options, see this section of the User Guide.

[bookmark: _Toc122435621]Survey Expiration (Optional)

You may enter a date/time you would like for your survey to expire. This saves you the trouble of going to survey settings and changing the survey status to inactive (especially helpful if you want the survey to go offline when you are not at work!)
For a comparison of how this differs from other survey expiration options, see this section of the User Guide.
Allow “Save & Return Later” Option for Respondents:
You may enable this option if you would like your participants to be able to come back and finish taking their survey.
If enabled, the participant will receive a generated code they must enter in order to continue. If you want them to be able to return to the survey without needing a code, you can check that box. 
 (
NOTE: 
If you are collecting identifying information (e.g., PHI), for privacy reasons it is 
s
trongly 
recommended that you leave the option unchecked so as to enforce a return code.
)




You may also indicate if you would like your participants to be able to return and modify their completed responses.
[bookmark: _Toc122435622][bookmark: _Toc123249953]
Survey Termination Options

[image: ]
[image: ]

[bookmark: _Toc122435623]Auto-continue to Next Survey

Click this if you have more than one survey and you would like the next survey to automatically start as soon as this survey is completed. If you want the respondent to complete a subsequent survey at a later time or only if they answered questions with a specific answer, then you would not want to enable this feature. See Survey Invitations for further information.
Note: if you have auto-continue enabled and then set up a Survey Queue, auto-continue is not automatically disabled. In fact, it will trump your Survey Queue settings.

[bookmark: _Toc122435624]Redirect to a URL

If you would like the participant to be redirected to another URL after they have completed their survey, enter the full URL. For instance, if a person is registering for an event and you have a website for your event, you could enter that website here.

[bookmark: _Toc122435625]Allow Respondents to Repeat the Survey

If the instrument is enabled as a repeating instrument, you will see these options in the Survey Settings.
[image: ]
[bookmark: _Toc122435626]Survey Completion Text

Enter any text you wish to display after the participant has finished taking your survey. The default text is “Thank you for taking the survey. Have a nice day!”

[bookmark: _Toc122435627]PDF Auto-archiver

With this setting enabled, upon survey completion, a compact PDF copy of the survey response will be automatically stored in the project's File Repository, from which the archived PDFs can be downloaded at any time. The default setting for this option is ‘no’.

[bookmark: _Toc122435628]Auto-archiver + eConsent Framework

This setting not only will save the version of the completed survey to the file repository, but it will provide a summary screen to the respondent. The respondent has to review that summary screen before clicking submit.
[image: ]
It is highly recommended that you have a discussion with your local Institutional Review Board (IRB) if you wish to do e-Consent in REDCap.

[bookmark: _Toc122435629]Send Survey Confirmation Email

If you would like the participant to receive a confirmation email once they have completed the survey, use the drop down and select “Yes”. Enter the subject and the body of the message. 
You may also add an attachment to the email by clicking Choose File or automatically attach a PDF of the completed survey as an attachment. The PDF of the completed survey will show all the questions and choices in the survey – not just the questions and choices selected.
 (
Please Note: 
Email is not considered a secure form of communication. Therefore, the PDF attachment 
option is not recommended if the survey contains personal and identifying information, such as PHI.
)



If you send a confirmation email to the participant and you have the eConsent framework enabled, the participant will receive a compact version of the PDF of their survey responses. That means that they will only see the questions they answered (it will omit unanswered questions and unselected choices).
You can use html coding in the confirmation email.

[bookmark: _Survey_Inactive_Options][bookmark: _Toc122435630][bookmark: _Toc123249954]Survey Inactive Options
There are several ways a survey can be taken offline. Here is a side-by-side comparison to help you choose the one that best suits your needs:
[image: ]

• Navigate to the Project Setup tab and then to the Online Designer.
[image: ]
• Click on Survey Settings next to the survey you would like to make inactive
[image: ]
• Click on the Survey Status – change to Survey “Offline.” This will prevent users from being able to access the survey. Click “Save Changes” at the bottom of the page to save this setting.
[image: ]

[bookmark: _Toc122435631]Response Limit
The Response Limit feature allows a user to set a maximum number of responses to collect with the survey. This prevents respondents from starting the survey after a set number of responses have been collected. For example, if a survey is used as a registration form for a seminar with a 50-person capacity, survey settings could be to a limit of 50. When the 51st person opens the survey, they will be presented with a page that tells them that the survey is no longer available because the response limit has been reached.
To enable this feature on a REDCap survey, navigate to the Online Designer and click on the instrument’s Survey Settings.
[image: Navigate to the Online Designer and click on the instrument’s Survey Settings]
Scroll down until you see the “Survey Access” header. The first option is the feature for setting a response limit. In the textbox, enter the limit to set for the survey (e.g., 50). Next, choose whether to include partial and completed survey responses or just completed responses. In the screenshot below, only completed responses are included. Lastly, edit the custom text to display to the survey respondent when the response limit is reached.
[image: Scroll down until you see the “Survey Access” header. The first option is the feature for setting a response limit. ]
Once the response limit is reached, participants will see the following page when they try to access the survey. This page will display whatever custom text you have typed in the textbox above.
[bookmark: _Toc122435632][bookmark: _Toc123248962][bookmark: _Toc123249955][image: Once the response limit is reached, participants will see the following 'Survey is Closed' page when they try to access the survey.]


[bookmark: _Toc122435633]Time Limit for Survey Completion
The Time Limit feature allows a user to set the amount of time that each survey respondent must complete the survey based on when they were initially sent the survey invitation. Please note, this feature is not available when using the public survey link.
To enable this feature on a REDCap survey, navigate to the Online Designer and click on the instrument’s Survey Settings.
[image: To enable Time Limit for Survey Completion feature on a REDCap survey, navigate to the Online Designer and click on the instrument’s Survey Settings.] 
Scroll down until to the “Survey Access” header. The second option is the feature for setting a time limit for survey completion. In the textboxes, enter the number of days, hours and/or minutes (e.g., 7 days).

[image: Scroll down until to the “Survey Access” header. The second option is the feature for setting a time limit for survey completion. ]
Once the time limit is reached, participants will see the following page when they try to access the survey.
[image: Once the time limit is reached, participants will see the following 'time limit has been reached' message when they try to access the survey.]

[bookmark: _Toc122435634][bookmark: _Toc123249956]Best Practices for Survey Settings when Collecting Personal Health Information

If you are collecting PHI in your survey, set customization to allow download but do not attach completed responses to confirmation emails. If you have “save & return”, enabled, do not tick the box that allows participants to return without a return code.
[bookmark: _Toc122435635][bookmark: _Toc123249957]
How to Change an Instrument from a Survey back into a Data Entry Form

If you have designed an instrument as a survey but want to change it back to a data entry form, go to Survey Settings (Project Setup/Online Designer) and click on the Delete Survey Settings button at the bottom of the page.
[bookmark: _Toc122435636][bookmark: _Toc123249958]
reCAPTCHA

This feature allows you to utilize the Google reCAPTCHA functionality to help protect public surveys from abuse from “bots”, which are automated software programs that might enter trash data into surveys. You can enable the Google reCAPTCHA functionality on the Public Survey Link tab of Survey Distribution Tools:
[image: ]
The public survey will display the reCAPTCHA checkbox and “I’m not a robot” text on a survey page prior to allowing the participant to view the public survey:
[image: ]
This feature is not employed on any private survey links because those are unique to a record and thus would never be made publicly available like a public survey link would. Note: A survey participant will never have to pass the reCAPTCHA test more than once per day on a given device/computer.

[bookmark: _Toc122435637][bookmark: _Toc123249959]Survey Notifications
If you would like REDCap to email you or a team member every time a survey is completed, you can turn on Survey Notifications. Go to Online Designer and you will see this:
[image: ]
Click on Survey Notifications. Listed are all the surveys in the project and under each survey is a list of email addresses associated with each user that has been granted access to the project. You can select which user should receive the survey notification email.
If you have a lot of survey responses coming in at once, it can be overwhelming to receive a flurry of notification emails. If that is the case, you might want to turn off survey notifications and instead create a reverse chronological order report in your project and check that on a regular basis. For information on creating custom reports, see this section of this User Guide: Create Custom Report.
If you would like to receive notifications not simply when a survey is completed but if a particular response is marked, you can set up an alert for that. See the Alerts & Notifications section of this User Guide for instructions on how to set that up.
[bookmark: _Toc122435638][bookmark: _Toc123249960]Survey Delivery Options.  
There are many ways to deliver survey invitations. Outlined below are the delivery options and when you might want to use them. 
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Public Survey Link 
Using a public survey link is the simplest and fastest way to collect responses for your survey. Responses are collected anonymously. Three things need to be in place for you to have a public survey link: 
1. Your project must be enabled for surveys (1st step on the Project Setup page) while in Development mode. 
a. If a project is in Production, the use surveys in project’ button is disabled on the Project Setup page. The project must be moved back into Development mode in order for that setting to work. You will need to contact your REDCap administrator to move your project back into Development mode. 
2. You must have an instrument enabled as a survey within your project (set this in Online Designer) 
3. The first instrument within your project must be a survey. To access the public survey link, click on Survey Distribution Tools in the left-hand navigation menu:
[image: ]
There is the option to obtain a shorter, more easily typed link by clicking the Get shorter survey link. The link generated, when accessed, will redirect the user’s browser to the regular public survey URL.

Project status re: survey link 
Your public survey link remains the same when you move the project from Development mode to Production. If you created a short public survey link in development, it will carry through into Production
 – you won’t see it at first on the Survey Distribution Tools page but when you click on the ‘get short public survey url’ button, it will generate the same short url that you had in Development.

 Only one public survey link per REDCap project 
Please note: only the first survey in a project has a public survey link. Any subsequent surveys within the project have their own unique link. There are several ways you can disseminate the private link. This is important in tying the responses from different surveys together. If you wish to disseminate multiple surveys with public survey links for each one, just know that each survey will have to be in a separate REDCap project and the responses cannot be tied together. 

Emailing unique survey links to participants 
If you know ahead of time the email addresses of your survey respondents, you can email the survey link to those people from REDCap using Compose Survey Invitations. To use that feature, you first need to build your Participant List.


Participant List 

[image: ]
REDCap generates a survey URL that is unique to each member of the list, which enables you to track who is responding to your survey invitation – and who is not – without requiring that the survey form contain any identifying information




Participant Identifier (Optional) 

The ability to specify an identifier for each member of the participant list is optional. This means that you can choose a tracking model that best suits your project: 

1. No identifier: the Participant List shows who has responded but there is no link from the participant to a     specific response. The responses remain anonymous. 

2. With identifier: the Participant List shows who has responded and you can navigate directly to the    participant’s response. 


This setting is available only when your project is in Development. If your project is in Production mode and you wish to enable identifiers, you will need to email REDCap.Administrator@nshealth.ca and request that your project be moved back to Development mode. Once your project is in Development mode, you can enable identifiers. You would then need to move the project back to Production mode via the Project Setup page. 
You should not use participant identifiers if you want your responses to remain anonymous.

Enable Participant Identifiers
To enable participant identifiers, click the Enable button on the Participant List page:
[image: ]
Add Participants 
There are two options for populate your participant list: 
1. Click Add Participants and enter (e.g. copy-and-paste) your list of email addresses (and identifiers, if enabled), one per line: 

<email address>  email only, with no identifier
<email address>,<id>   comma-separated email,id when identifiers have been enabled

[image: ]
If you add participants with identifiers but you have not enabled identifiers, you will see this error message:

                  [image: ]

If you wish to build a participant list from a distribution list within your email client (e.g. Outlook), please see the instructions for Converting an Outlook Distribution List into a Participant List. 

2. Designate an email field from one of your data collection forms. Email data entered into this field will be used to populate the Participant List automatically

[image: ]




Note:
• Participant Identifier values must be unique
• Email addresses need not be unique. You may add your own (or a project) email address for all records, for example, if you wish to tailor each request to each specific participant and send the request email yourself

Send Survey Invitations

Clicking Compose Survey Invitations enables you to send email invitations to members of your 
participant list
[image: ]

· Indicate whether the message(s) is(are) to be sent immediately or at a specified time

• 	Select the email address that you want the message(s) to be sent from. You will have the option to select the email address of any user on the project.
· Set the message subject and body: the participant’s unique URL will automatically be appended to the message        body. You can edit any of the pre-populated text, but you must keep the unique survey link string, which will be  listed within brackets.

• 	Select the desired recipients by ticking the relevant checkbox. The Actions drop-down list gives 
Provides shortcuts to ticking:
o Check All
o Uncheck All
o Check Sent
o Check Not Sent
o Check Scheduled
o Check Not Scheduled
o Check Not Scheduled and Not Sent

        •    There is no limit to the number of times an invitations may be manually sent and re-sent to a participant.

Survey Queue
The survey queue enables your survey respondents to see a list of the surveys that you are asking them 
to complete. This can be a powerful feature because it enables you to, for example:

1. Force respondents to complete surveys in a particular order
2. Give different surveys to different respondents based on certain criteria. Age-specific 
questionnaires, for example.
3. Control when surveys become available.

To activate your survey queue, navigate to Online Designer and click the Survey Queue icon located above your data collection instruments
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Click the Activate icon for each survey you would like to set up. Under the “Display survey in the Survey Queue when…” column, use the drop down to indicate when the survey should be displayed. For an example, you might want your second survey to display after the first survey is completed.

[image: ]

If you would like to add additional logic as to when the next survey should be displayed, use the operator drop down and select AND/OR and then check the box next to “When the following logic becomes true” and finally add your logic in the formula box. See further down for tips on how to configure complex Boolean logic. 

For an example, I want my second survey to start after my first survey is completed AND the participant’s age is greater than 12. To do this, I added the variable for the participant’s age field in square brackets, the greater than sign and the number. [age] > 12

[image: ]
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They can click the Begin Survey to start the second survey. If you would like the second survey to automatically launch and do not want to force the participant to click the Begin Survey icon, you can accomplish this by going back to the Survey Queue settings and click the box underneath the Auto Start column. When the participant finishes the first survey and they are at least 13 years old, the second survey will display.

[image: ]

As with all features in REDCap, it is a good idea to test this feature before using it with real participants. 

Caution when using Survey Queue 

The auto-continue option overrides the Survey Queue. So, if you want to use Survey Queue, make sure that auto-continue is turned off for surveys in your project. Otherwise, the participant will automatically be taken to the next survey even if they do not meet the conditions specified in the Survey Queue. 

The auto-continue option is in Survey Settings for the individual survey. Survey Queue is found on the Online Designer page.
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Design tip: writing conditional logic for a Survey Queue 

Sometimes it can be tricky writing conditional logic, especially when working with checkbox fields or date ranges. What you can do is create a test report using the filter section of the custom report to figure out your logic. 

In the example below, we are essentially saying that we want to see the results where the box is checked for any of the three boards and the roster date is between 1/1/2018 and 12/31/2018.

[image: ]


You can check the results of the report to make sure you have your logic configured correctly.

Once you get it right, you can click on Advanced Logic (not it in the red box above) and click the ‘convert’ button. You will see your logic written for you in Boolean form.

[image: ]

If you want to use a datediff function to return results that satisfy the conditions for the last year, you can add the datediff function to your advanced logic. The advanced logic builder does not have the capability of constructing it. 

For the above example, our date validation is in the format of ymd. To capture results from the last year, you could add datediff([rosterdate],"today","d","ymd")<=365 to your advanced logic.

Converting an Outlook Distribution List into a Participant List

Using the Participant List in REDCap is very helpful in sending out survey invitations. One of the biggest benefits is that it 
creates a unique survey link so that a person can only complete the survey once. You can also enable reminders when 
composing your survey invitation, so that people who have not completed the survey are sent a follow-up email, reminding them to complete the survey.

To create a participant list, each participant needs to be listed on a separate line, with the email address being listed first. When viewing members of a distribution list, the information may not be listed in the format required by REDCap. To convert your distribution list so that REDCap will accept it, please follow these instructions.

Please remember that if you use a participant list, technically your participant’s responses are not considered anonymous. That is because they are tied to an email address, which is identifiable. 

These instructions are adapted from this online article
The options you see may vary slightly depending on your version of Excel or if you are using a Mac. Whichever version you are
on, you should be able to follow the prompts on your screen to accomplish the conversion. If the images shown don’t align 
with what you are seeing, and you find it confusing, try searching for a similar article online. It’s possible you can find one that 
matches what you are seeing. 
1. In Outlook, click on Contacts 
[image: ]
2. open the contact containing the specified contact group or distribution list



Automated Survey Invitations  (ASIs)

You can set up your survey invitations to be sent automatically by using Automated Invitations. Instead of adding your survey participants through the Participant List, the automated invitations can be scheduled to be sent automatically based upon specific conditions. 

To use this feature, you must first designate an email field to use for invitations to survey participants. Designate an email field to use for invitations to survey participants To use this feature, navigate to Project Setup and click Enable next to “Designate an email field to use for invitations to survey participants”.
[image: ]
Note: If you enable this feature, your survey responses will not be anonymous since the participant’s email address can be viewed on the data collection form. 

Automated Invitations
[image: ]An automated invitation can be setup by finding the "Automated Invitations" button in the survey options on the Online Designer page:
1. Go to the Data Collection Instruments page by clicking on the "Edit Instruments" link or the following:

Project Setup -> Online Designer
        2. Click on the "Automated Invitation" button to the far right of the survey you want to schedule an automated invite for.

[image: ]

In "STEP 1: Compose Message From: Use the drop down and select an email address To: This will automatically include all participants who meet your criteria. Subject: Enter an optional subject Message: Enter an optional message. Note: you may use piping and/or HTML in your survey invitations!

[image: ]

In "STEP 2: Conditions – Specify the conditions for sending the invitations You may select “When the following survey is completed” and then use the drop down and select a survey. If you would like to add additional logic as to when the next survey should be displayed, use the Boolean operator box and select AND/OR and then check the box next to “When the following logic becomes true” and then add your logic in the text box. For an example, you may want your second survey to start after your first survey is completed AND the participant’s age is greater than 12. 

To do this, I would add my variable for the participant’s age field in square brackets and then the greater than sign and the number in quotations. [age] > 12. If you would like REDCap to check the logic in real time prior to sending the message, click the box next to “Ensure logic is still true before sending invitation”. REDCap will re-evaluate the logic against the record’s data values whenever the record values are changed AFTER the invitation has been scheduled but BEFORE it has been sent to the respondent. If the logic is no longer true, the invitation will not be sent. 
In the example below the survey will only be sent to those who answered their age was above 18  and who specified the gender they had coded as "1". You can use any variable you create in your project with this logic.


[image: ]

In "STEP 3: When to send invitations AFTER conditions are met" section, specify when REDCap should send the invitation after the trigger condition has been met. Note that an invitation will still be triggered even if by the time the invitation is sent the participant data has changed such that the trigger would not be met.

Enable reminders: Choose the settings you want for automating the resending of the survey invitation. The invitation will be sent at most five times (i.e. the initial invitation and four resends).

[image: ]

Finally, in "STEP 4: Activated?" section, select the "Active" radio button in order to schedule these invitations with the specified conditions.  To cancel this automated invitation in the future, change this status to "Not Active". : To save your ASI settings, click on save. By default, the settings will remain Inactive. This is helpful during the design phase of the ASI.
[image: ]

7. After entering an email message subject and body, press the "Save" button.  The status of the responses are recorded on     the Manage Survey Participants page under the "Participant List" tab.  After participants reply to the initial screening survey, if the defined conditions are met, the second follow-up survey will be automatically scheduled.

A participant list is maintained for each survey.  To see the generated schedule of the automated invitations, select the name of the second follow-up survey from the drop-down list.
[image: ]

Note: 
· You can still send invitations manually via the participant list irrespective of the Automated Invitations settings. 
· Scheduled invitations (and reminders) may be deleted via the Survey Invitation Log. 

Automated Survey Invitation online tutorial 
Please click on this link for an interactive tutorial in Automated Survey Invitations (ASIs): https://redcap.vanderbilt.edu/surveys/?s=LKM4DPEHL4 


 (
Design tip: writing conditional logic for an Automated Survey Invitation
Sometimes it can be tricky writing conditional logic, especially when working with checkbox fields or date ranges. What you can do is create a test report using the filter section of the custom report to figure out your logic.
)
In the example below, we are essentially saying that we want to see the results where the box is checked for any of the three boards and the roster date is between 1/1/2018 and 12/31/2018.
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You can check the results of the report to make sure you have your logic configured correctly. Once you get it right, you can click on Advanced Logic (not it in the red box above) and click the ‘convert’ button. You will see your logic written for you in Boolean form.
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If you want to use a datediff function to return results that satisfy the conditions for the last year, you can add the datediff function to your advanced logic. The advanced logic builder does not have the capability of constructing it. 
For the above example, our date validation is in the format of ymd. To capture results from the last year, you could add datediff([rosterdate],"today","d","ymd")<=365 to your advanced logic. 

Conditional logic in ASI of Longitudinal Project 
If your project is longitudinal and you want to use a variable in your conditional logic that is from an event that is not the current event, you need to pre-pend to the variable the appropriate unique event name also enclosed within square brackets, e.g. [unique_event_name][variable_name]. Unique event names can be found by going to Project Setup/Define My Events. You will see an events table, and the last column shows you the Unique event name, which is automatically generated by REDCap. 


Giving device to survey participant in person 
If you want a person to complete a survey as a participant and they are in the same physical space as you, it is best to use the logout feature when handing the device over to the participant. That will prevent the participant from having access to your project. This protects the security of the data that is stored in your project. If the survey you wish the person to complete is the first survey in the project and there is a public survey link, you can go to Survey Distribution Tools and select the logout option from there:

On that record home page, click on the empty circle of the survey you want the person to complete. In this example, you’re clicking on the highlighted circle in the image above. You will see a screen like this:
[image: ]
If you click on the Survey options button on the top right, you see an option to Log out and open the survey. This means the person will now be entering their information into the instrument as a survey. They will not see the left-hand navigation bar. This protects the security of the data that is stored in your project. 
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Viewing Survey Invitations 
The Survey Invitation Log tab of the Survey Distribution Tools page can display all of the survey invitation messages sent for your project and the date and time that any future invitations are scheduled to be sent. 
Use the filter criteria to specify the criteria for the invitations you are interested in seeing. Click Apply filters to refresh the list. 
Unsent invitations (including reminders) may be deleted by clicking the red X. There is no undo, but you may always send or invitation manually.
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Testing the survey 
It is critical to test your survey to make sure it looks and behaves the way you want it to for your survey participants. See Adding test data for suggestions on how to do that.
[bookmark: _Toc122435640][bookmark: _Toc123249962]Longitudinal projects
If your project will contain instruments that will be used to collect data numerous times, you will want to enable your project as a Longitudinal Project. An example of a project that is well-suited for longitudinal design is when participants undergo certain assessments at defined time points over the duration of their participation in a study, as defined in the study protocol.
[bookmark: _Toc122435641][bookmark: _Toc123249963]Project Setup
Enabling longitudinal data collection will allow you to use the same form or survey at multiple events. For instance, you may create a demographics form which you will use at Baseline but then a questionnaire that you may want to use at V1, V2, and V3. If there is one form or survey that will be used multiple times for a participant, you would want to enable longitudinal data collection use. When you enable the longitudinal data collection, you will have a step on your project setup screen that will allow you to define your events and then designate the forms you will be using at each event.

[image: ]

[bookmark: _Toc122435642][bookmark: _Toc123249964]Design instruments
Click on “Online Designer” on the right panel, then click on “create” under Add new instrument. To begin building your data collection instrument, click on the instrument name. 


 (
Design Tip: calculated fields and branching logic in longitudinal projects
When using calculations and branching logic that reference variables in different events, be sure to include the unique event name
 
before the variable. If the unique event name is not added before the variable, the calculation/bl will not work.
)[image: ]


If you want to pipe in data from an event that is not the current event, you need to pre-pend the appropriate unique event name, also enclosed within square brackets. For example, [enrolment][first_name]. Unique event names can be found by going to Project Setup/Define My Events. You will see an events table, and the last column shows you the Unique event name, which is automatically generated by REDCap.

[bookmark: _Enabling_repeating_instruments][bookmark: _Toc122435643][bookmark: _Toc123249965]Enabling repeating instruments and events in a longitudinal project

While the repeating instruments feature allows you to repeat a given instrument as a single unit, the repeating events feature allows you to repeat an entire event of instruments together, in unison. This might be useful when multiple instruments have data correlating together, such as multiple surveys which are collected back to back for a specific time-point or visit, for example. 

[bookmark: _Toc122435644][bookmark: _Toc123249966]Note: this option assumes 1) events are already defined and 2) instruments have been designated to events[image: ]
Design your Event Grid
When your project is configured as longitudinal you can define a series of events and associate data collection forms with those events. 

An Event Grid determines how scheduling will work and how data will be created in your longitudinal project. Designing your Event Grid is comprised of two steps: 
1. Defining your events 
2. Designating (or assigning) instruments to your events 

Those two steps can be found on your Project Setup page, after you have enabled your project for longitudinal data collection.
[image: ]
These steps should only be done while the project is in Development mode (not Production.)

[bookmark: _Toc122435645][bookmark: _Toc123249967]Define My Events
To define events click Define My Events on the Project Setup page. The Define My Events page opens. [image: ]


Notes: 
• The edit button ( )facilitates editing a record 
• Use the delete button ( ) to remove an event from the schedule 
• To add an event, enter data into the text boxes then click Add newevent 
• The number of events you can define is limited only by your patience for creating them and assigning forms! 
• Days Offset is the number of days from an arbitrary baseline on which an event will be created when using the Scheduling module. If not using the Scheduling module Days Offset is just for information. 
• Days Offset can be negative 
• Offset Range is a number of days before (-) or after (+) the date set using Days Offset. There is no special significance to this range within REDCap, other than that a warning message is displayed if you move the scheduled event date to a date that is outside of the range. For example, an event is scheduled on 10th June +/-5 days. If the event is rescheduled to a date before June 5th or after June 15th a warning message is displayed that prompts the user to confirm that they accept the new out- of-range date. 
• Note the settings for Unique event name. These codes are used when importing and exporting longitudinal data.

[image: ]

[bookmark: _Toc122435646][bookmark: _Toc123249968]Designate instruments for My Events
After you have defined your events, you must designate instruments for events. Check the boxes where you want each form to appear. If you do not check a box for a form, it will not appear when you are entering data. Each form must be attached to at least one event.
To assign data collection forms to events click Designate Instruments to My Events on the Project Setup page or on the My Events page. The event setup page opens.
[image: ]

The Designate Instruments page displays a grid of events, instruments and arms. Each event has its own column, each instrument has its own row, and (if applicable) each arm has its own tab. Designating instruments to your events is a required step for your longitudinal project to work. To designate the instruments to events, click on ‘Begin Editing’ and select the instruments that are to be assigned to events by ticking the boxes. 
[image: ] 

Remember to designate instruments for each arm of the project. Each arm uses a separate series of events, but all arms use the same instruments. For more information about defining arms, see below.
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[bookmark: _Toc122435647][bookmark: _Toc123249969]Defining Arms
REDCap’s Arm functionality enables you to create alternative event schedules for different groups of participants: different randomized treatments, for example. 
Name your arms and set up the events as described for Define My Events.
[image: ]
Participant records are assigned to an Arm when they are created. It is not possible to later edit the arm to which a record is assigned, although it is straightforward to export data, delete the record and recreate it in the correct arm, and then import the record’s data. Projects where the arm is not known at the time records need to be created (a project with an enrolment phase, followed by a randomization at a later date, for example) should be set up with an arm specifically for the initial phase, as well as arms for the randomized treatment phase. Following randomization, a record can be created in the appropriate randomized arm with a record id that matches the record in the initial arm.
[bookmark: _Toc122435648][bookmark: _Toc123249970]Creating a new record: Arms
You must select the arm appropriate to your new record before creating the record in the same manner as described above.
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For longitudinal-type projects where multiple Arms are defined, each arm functions essentially as a distinct project. Record identifiers are unique only within an arm: you can have a record identified with study_id=1001 in both Arm 1 and Arm 2, for example. 
It is not possible to ensure that a record identifier is unique within the project, although REDCap does provide a warning when creating a new record with a record identifier that matches one from another arm:
[bookmark: _Toc122435649][bookmark: _Toc123248978][bookmark: _Toc123249971]			[image: ]
Records are assigned to an Arm when they are created, and it is not possible to later edit the arm to which a record is assigned. There are ways to handle the need for a record to switch to another arm, however, depending on the reason why the switch is required.

[bookmark: _Toc122435650][bookmark: _Toc123249972]Switching Arms: Correcting an incorrect arm assignment

A switch of arm can be achieved indirectly via an export-import “shuffle”: 
1.	Using the Data Export module perform the “Export all project data” task and download the data in Raw CSV format 
2.	 Locate the data row (or rows) that relate to the record to be switched to a different arm. There will be more than one row if data exists for more than one event: rows are uniquely identified by the combination of record identifier (e.g. study_id) and event reference (e.g. enrolment_arm_1). 
3. 	Delete all rows that correspond to other records 
4. 	Correct the event reference, e.g. change enrolment_arm_1to enrolment_arm_2.
5. 	Save the file in CSV format. Ensure that all dates remain in yyyy-mm-dd format and any leading zeros in numeric fields are preserved. Excel can be unhelpful here: see Note on CSVFiles. 
6. 	Use the Data Import tool to re-import the record’s data 
7. 	View the newly imported record to ensure that the data has been imported as you expect 
8. 	Delete the original record from the incorrect arm
To perform these tasks user(s) require Create Record and Delete Record permissions and permission to access the Data Export and Data Import modules. 

[bookmark: _Toc122435651][bookmark: _Toc123249973]Switching Arms: Progression through study

Projects where the arm is not known at the time a record is created should be set up with an arm specifically for the initial phase, as well as arms for any subsequent phase(s). Create the record in the initial arm, then later create a record in the appropriate subsequent arm with a record id that matches the record in the initial arm. REDCap warns you of the duplicate identifier, but in this case, you expect to see this message: you have mistyped the identifier if you don’t.
[bookmark: _Scheduling]
[bookmark: _Toc122435652][bookmark: _Toc123249974]Scheduling

The Scheduling module is optional for longitudinal projects. It works in conjunction with the events you have created to enable you to generate an event schedule for each individual project record. Typically, this is a calendar of a participant’s study visits.
[bookmark: _Toc122435653][bookmark: _Toc123249975]Enabling scheduling module
To make use of the scheduling module, you must first enable the feature on the Project Setup page under Enable optional modules and customizations:
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Once it is enabled, you will be able to access it via the Scheduling button in the left-hand menu in the Data Collection section.
[image: ]
[bookmark: _Toc122435654][bookmark: _Toc123249976]Create a schedule
Create participant schedules on the Create Schedule tab.
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Notes: 
• You can create a new record here by entering a new record identifier in the text entry box: be sure to select the correct arm if your project has multiple arms. 
• Start Date is the baseline date for the schedule: the date from which each event’s offset days is calculated. 

A “projected schedule” is generated and displayed, allowing you to adjust event dates and times (avoiding weekend visits, for example). The schedule is not saved until you click Create Schedule.
[image: ]

[bookmark: _Toc122435655][bookmark: _Toc123249977]Automatic generation of schedules

[bookmark: _Toc122435656][bookmark: _Toc123249978]View/edit schedules
[image: ]
Select the relevant record to view the associated schedule. 
[image: ]
Do not delete event records unless you really mean to! 
Schedule events across all records in your project may be viewed in a calendar format using the Calendar module.
[bookmark: _Toc122435657][bookmark: _Toc123249979]Calendar
The Calendar module integrates with REDCap’s scheduling functionality to provide a calendar-based view of participant events.
[image: ]
• Select the Day, Week or Month to view the events for that period 
• Agenda shows a list of the events for the period in date order 
• The + New button will add a new ad-hoc event to the calendar, but you cannot associate data entry forms with adhoc events.

[bookmark: _Toc122435658][bookmark: _Toc123249980]Calendar Events
• Click on an event to view and make edits to the calendar event
[image: ]
• Note the link to the data entry forms that are associated with the study event. Click the link to go to the form for data entry.
• The Event Status field has five settings:
[image: ]
The colored event status indicator changes (as shown) according to the status of the event.
REDCap ascribes no particular significance to the status of an event, which means that you can use these status flags in any way that suits you. The wording of the label does not bind you to any specific meaning.

[bookmark: _Toc122435659][bookmark: _Toc123249981]Exporting longitudinal data
With longitudinal projects you will find that your exported data contains multiple rows per project record: one row per record per event for which data is exported, as illustrated below:
[image: Graphical user interface, application, table, Excel
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It is done this way to handle situations where a field occurs on a form used in more than one event, such as follow_up_datein the illustration above. For your analyses you will often (but not always) need to manipulate the data so that it has all data for a record in a single row. Your stats package will have tools for accomplishing this kind of task (e.g. reshapein Stata, casestovarsin SPSS). 
After reshaping, the data above will appear in a manner similar to this:
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[bookmark: _Toc122435660][bookmark: _Toc123249982]Longitudinal reports
The current report builder is very limited when it comes to building report in longitudinal projects. Due to the fact that a field may be associated with multiple events, you get a result row for each record for each event, as illustrated below.
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It severely restricts the usage of limiters because report records for events not associated with the field will never contain data for the field the limiter is applied to and will therefore be excluded from the report results. 
For example, say we wanted to view data for project records with dob < 01-01-2000. If we specify a filter of dob< 01-01-2000 then data from Randomization and Follow Up events will no longer appear in the result set because there can never be a value for dob associated with those events.

[bookmark: _Toc122435661][bookmark: _Toc123249983]Importing data for longitudinal projects
Follow the Instructions for Applications/Data Import. Additionally, when importing data into a longitudinal project, you must include a column that specifies the unique event name for each record. Find the values to use on the Define My Events page from Project Setup 
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[bookmark: _Toc122435662][bookmark: _Toc123249984]Public survey links within a longitudinal project
If you have surveys in multiple arms, REDCap will generate a unique public survey link for the first survey in each arm. 
To access your public survey links, go to Survey Distribution Tools on the left-hand menu. You’ll see your Public Survey Link tab and a line of text that reads “The survey link below applies only to “x.” There is a drop-down menu next to the name of your first arm. You can click on the drop-down arrow to get the public survey link for the other arms within the project.

[bookmark: _Toc122435663][bookmark: _Toc123249985]Double Data Entry
Double data entry is a tried and tested strategy for validating data entered manually. Ideally all records would be entered twice by different data entry persons, but if this is not practical, double entry and checking of just a sample can be a worthwhile compromise.

REDCap contains specific functionality for managing double data entry, but there is a requirement that specific users are allocated to entry roles 1 and 2. This is often too restrictive for projects that have several data entry staff that might fulfil different roles at different times. 
An alternative – similar – method is for each record to be entered as normal once, then for a duplicate record to be entered as a new record but with a suffix appended to the record identifier, for example:
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Validation of the data entry is performed using the Data Comparison Tool (and source data e.g. paper CRF). Each pair of records is viewed in the tool, which highlights any instances where a field value differs between the pair. Data can be corrected and the “-duplicate” records dropped from data exports prior to analysis.

Testing the survey 
It is critical to test your survey to make sure it looks and behaves the way you want it to for your survey participants. See Adding test data for suggestions on how to do that.

[bookmark: _Codebook][bookmark: _Toc122435664][bookmark: _Toc123249986]Codebook
The Codebook is a list of your projects questions and serves as a quick reference for viewing the attributes of any given field in the project without having to download and interpret the Data Dictionary or access the Online Designer. This is particularly helpful when you are in Production mode since the only way you can access an instrument via the Online Designer is by entering into Draft Mode.
Times when it may be helpful to access the Codebook: 
• When you are writing conditional logic for an Automated Survey Invitation 
• When you are writing calculated fields 
• When you are using piping
Access the codebook view by clicking the Codebook button ( ) on the left-hand navigation bar Under Project Home and Design.
[image: ]

[bookmark: _Toc122435665][bookmark: _Toc123249987]Collapse/expand instruments in Codebook
If you have multiple instruments and many fields within your project, the Codebook page can be very long. There may be times when you want to only look at the fields for a specific instrument. To condense the page so that you are only viewing the specific instrument you wish to look at, you can use the ‘collapse’ option. 
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[bookmark: _Toc122435666][bookmark: _Toc123248995][bookmark: _Toc123249988][image: Graphical user interface, text, application, email
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[bookmark: _Data_dictionary][bookmark: _Toc122435667][bookmark: _Toc123249989]Data dictionary
Creating a Data Dictionary in REDCap 
You can create your database fields either using the Online Designer or a Microsoft Excel spreadsheet. In either case, what you’re creating is referred to as the data dictionary, a description of all the field (variable) names, field types, possible values, etc. We recommend using the Online Designer when you first begin using REDCap to get a feel for how it works, and also anytime you are making minor changes. In time, you might find it is easier to create a data dictionary in Excel, and upload this into REDCap. You don’t have to create similar variables individually as in the Online Designer – you can take advantage of using Excel’s copy/paste functionality. To learn how to create a data dictionary in Excel, a Data Dictionary demonstration file with coding examples can be downloaded from the Data Dictionary tab of any REDCap project. 

Data Dictionary Excel Spreadsheet Columns 
This section describes the function of each column in the data dictionary spreadsheet, and whether or not it is required or optional. 
Note: The term “Column” here refers to Excel spreadsheet data dictionary columns. Also, the terms “field” and “variable”, as used here, are essentially interchangeable. Both terms refer to a unique item of data to be collected and analyzed. “Field” is a database term, while “variable” is a data analysis term
[image: ]
[bookmark: _Making_changes_to]
[bookmark: _Toc122435668][bookmark: _Toc123249990]Making changes to your project with the Data Dictionary

The Data Dictionary is a helpful tool to use when making global changes to your project (for instance, changing a word that appears several times in the project) or moving blocks of fields. Why are there two methods that are essentially equivalent? There are different situations that suit the use of one method over the other:
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These are merely considerations to keep in mind: feel free to use whichever method you are most comfortable with. 

The REDCap data dictionary is a CSV file that contains the specification of all fields in your data collection forms: the form metadata. In other words, the data dictionary is your project’s code book.
[bookmark: _Toc122435669][bookmark: _Toc123249991]Download current Data Dictionary

You can access the Data Dictionary from a couple places within your project. On the left-hand navigation bar, click on Dictionary (listed under Project Home and Design):
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Or if you are on the Online Designer page, you can click on the Data Dictionary tab:
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[bookmark: _Toc122435670][bookmark: _Toc123249992]Download the Data Dictionary

Always download the current version of the data dictionary before making new updates. Changes made using the online designer or by other users will be lost if you make changes in and upload an outof-date data dictionary. 
To download the data dictionary, click on “Download the current Data Dictionary’ from the Data Dictionary tab:
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Design tip: create snapshot of instruments when in Development mode
Because any changes you make to the design of your project go into effect immediately when in Development mode, there is not an ‘un-do’ button if you change your mind. 
It is more likely that you would want to un-do a change if there are multiple people designing the project at the same time and one person is making a design change that another team member is not aware of and who doesn’t agree with the change. 
To give yourself the opportunity to revert the design of the project to a previous iteration, it is a best practice to use the ‘create snapshot of instruments’ feature. You can find that feature on the Online Designer tab:
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That feature automatically creates a data dictionary of the project at the time that you click the button. That data dictionary is saved to the Project Revision History tab. So, if you want to revert to that data dictionary, you can go to Project Revision History, download that data dictionary and then upload it back into the project. You can access the Project Revision History tab via Project Home or Project Setup:
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[bookmark: _Toc122435671][bookmark: _Toc123249993]Edit the Data Dictionary

The data dictionary is in CSV format, which is plain text with values delimited with commas. Excel is generally the tool of choice for editing CSV files, but you may use any spreadsheet program or text editor.

[bookmark: _Toc122435672]Data Dictionary in Excel
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[bookmark: _Toc122435673]Data Dictionary in Notepad
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[bookmark: _Toc122435674]Things you can and can’t do in the Data Dictionary
When editing the data dictionary there are certain things to bear in mind about what is, and what is not permitted:
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[bookmark: _Toc122435675][bookmark: _Toc123249994]Saving the Data Dictionary
After making changes in the data dictionary, ensure that it is saved in CSV format, i.e. with the file extension .csv. Files with other extensions (e.g. .xlsx, .txt) cannot be uploaded.
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[bookmark: _Toc122435676][bookmark: _Toc123249995]




Upload the Data Dictionary
Browse to the file you saved and click Upload File. REDCap will load your file and perform a number of validation checks that ensure your settings are valid, for example: 

• Check that the file is a valid CSV file containing the expected column headers 
• Ensure all required settings are present (e.g. field name, form name, field label) 
• Ensure settings are valid (e.g. no spaces in field names, choices specified in the correct format) 
• Ensure type and validation settings are consistent (e.g. you cannot have a drop-down list field with a validation   type of date)

[bookmark: _Toc122435677][bookmark: _Toc123249996]Viewing Data Dictionary history
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The Project Revision History tab gives you access to the details of each version of the data dictionary. You can download any of the data dictionary CSV files.
[bookmark: _Toc122435678][bookmark: _Toc123249997]
Other Functionality

You must have Project Design & Setup permissions to perform actions on the Other Functionality page. You can navigate to the Other Functionality tab via Project Home or Project Setup.
[image: ]
The Other Functionality tab provides some additional project tools:
[image: ]
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[bookmark: _Toc122435679][bookmark: _Toc123249998]Move to inactive Status (production only):

Prevent access to all project functionality except Data Export, File Repository, Logging and User Rights
If your project is in Production status, and you are finished using it, you may shut it down and take it offline by moving it to Inactive status. To do so, click the Move to an inactive status button on the Other Functionality tab in REDCap. Once a project is Inactive, no responses can be entered or collected.  Anyone trying to take a survey will be informed that the survey is no longer active.  An Inactive project may be brought back to Production status by clicking the Move project to production button, located on the Other Functionality tab.
Most functionality is disabled – including access to individual records – but data can still be exported.
Prevent access to all project functionality except Data Export, File Repository, Logging and User Rights

[bookmark: _Toc122435680][bookmark: _Toc123249999]Move to production status

Return the project to its pre- archival state.
Before moving a project from development mode into production mode, please ensure you have tested the project thoroughly. Once the project is in production mode, changes can still be made but must be submitted to a CTSI REDCap Administrator to be committed to the project. Please refer to the REDCap - Making Changes while in Production Guide for more information.

 • Step 1
        o Navigate to the Project Setup tab for the project. The last checklist item is “Move your project to production status.” Click on ‘Move project to production.’ 
• Step 2
[image: Graphical user interface, text, application
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· A pop-up notice will appear with the red box pre-checked to ‘Delete ALL data, calendar events, documents uploaded for records/responses, and (if applicable) survey responses’. If you have entered test data that needs to be deleted prior to moving to production, please leave this box checked. Real data should not be entered while in development mode. If you have accidentally entered real data, then you should select ‘Keep All Data saved so far.’ 
· Click on ‘Yes, Move to Production Status.’


· Step 3 
o If you have selected to delete all the data, then another warning will appear. 
o After reviewing the box, make the appropriate selection.
[image: Graphical user interface, text, application
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• Step 4
· [image: ]The system will provide a notification that the project has been moved to Production status. You may confirm the status by referring to the top-left corner of the screen:
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[bookmark: _Toc122435681][bookmark: _Toc123250000]Copy the project

Make an exact duplicate of the project configuration and forms/fields plus (optionally) all project data, reports, data quality rules and users. You will be prompted for a new project title.
Please Note: You need to have copy project permissions if you do not please email the NSHA REDCap administrators to ask how to obtain this access. Creating a project from an existing data dictionary 
1. Log into REDCap 
2. Select your required project from the ‘My Projects’ tab that you want to copy and create a new project of 
3. On the ‘Other Functionality’ tab, under ‘Copy or Back up the Project’ select the ‘Copy Project’ button.
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4.    On the ‘Make a Copy of the Project’ tab, check the following and update or select where required: 
a. 	Project Title: Change this title so you can distinguish between the project you are creating a copy     from and the new project 
b. 	Purpose of this project: Change the dropdown list selection and any other information if this option or any of the details have changed 
c. 	Also copy the following: If you want to copy all the records, or keep any of the reports, setting, reports etc., select the required tickbox to copy the information to the new project 
d. 	Select the ‘Copy Project’ button
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5. Once the changes have been made and successfully committed, taken to the ‘Project Setup’ tab and advised your project has been successfully copied. You can continue to setup your project and make any required change to the instruments on the online designer.
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[bookmark: _Toc122435682][bookmark: _Toc123250001]Delete the project (development only):
Removes the project entirely. All data will be deleted. 

Erase all data (development only): 
Clears out all data from your development project, including participant records, form data and scheduling and calendar data.
[image: ]
A pop-up window will display. Type “DELETE” in the text box and hit the ‘Delete the project’ button. 
Note: This will permanently delete the project, and you will not be able to retrieve any data or forms from this project once it has been deleted.
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NOTE: Projects are permanently removed from REDCap 30 days after they have been deleted. Until that time, REDCap Administrators can undelete the project. After 30 days, deleted projects cannot be recovered.

[bookmark: _Toc122435683][bookmark: _Toc123250002]Archive the project

Prevent access to all project functionality except Data Export, File Repository, Logging and User Rights. Also removes the project from the My Projects list, unless the Show Archived Projects option is selected.
Note: You can still access archived projects from the My Projects page by scrolling to the bottom of your projects list and selecting ‘Show Archived Projects.[image: Graphical user interface, text, application
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[bookmark: _Toc122435684][bookmark: _Toc123250003]Data

[bookmark: _Toc122435685][bookmark: _Toc123250004]Add data

For a video overview of Data Entry, see this link. It is 19 minutes in length. You can access the video from the Home or My Projects tab by clicking on Training Videos. If you are in a REDCap project, look on the left-hand navigation bar under the Help & Information section at the bottom of the navigation bar. 

What to know about data entry 
• You can use the tab key to move from one question to the next 
• Validation will force you to enter data enter a specific way 
• Branching logic will determine what questions you see 
• Required questions force you to enter an answer for those questions in order to save 
• Each entry creates a record
[bookmark: _Toc122435686][bookmark: _Toc123250005]
View data

[bookmark: _Toc122435687][bookmark: _Toc123250006]View individual record
You can view any individual record within your project by clicking on the Add/Edit records link on your left-hand navigation bar.
[image: Graphical user interface, text, application

Description automatically generated]
Select the record from the drop-down menu. You will be brought to the Record Home Page of the record you selected. For longitudinal projects, you will see the Event Grid.

Design Tip for Viewing Records 
You can add a label to a record number, so that as you are viewing a list of records in the Add/Edit records or Record Status Dashboard, you will know more information about the record rather than having to open it to see what data is in it. For instance, if the record represents a person, you can add the person’s first and last name as the custom record label. 






So instead of this:
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You will see this:
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For more information, see the Set a Custom Record Label section of this User Guide. 

[bookmark: _Toc122435688][bookmark: _Toc123250007]Search records
To search for an individual record by something other than the record identifier, you can use the Data Search section of Add/Edit Records. Only non-categorical fields appear in the list as they are most likely to contain useful identifiers.
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With each keystroke of your typing, records with saved data matching your entry are shown in a list. Click an item in the list to select that record. You will be taken directly to the event/form for the data item you selected

[bookmark: _Toc122435689][bookmark: _Toc123250008]Record status dashboard
This is a table that lists all records/responses and their status for every data collection instrument in the project. To access it, click on Record Status Dashboard on the left-hand navigation bar, in the Data Collection section. 
You may click on one of the icons in order to open the data collection instrument for a specific record. 
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A record that has been entered as a data entry form will have the circle filled with color. A record that has been entered as a survey will have the color and a checkmark in it. 

[bookmark: _Toc122435690][bookmark: _Toc123250009]Viewing Aggregate Data
See the Applications section of this User Guide re: Data Exports, Reports and Stats. You will learn how to view all of the data in your project and also how to select a sub-set of data for viewing.

[bookmark: _Toc122435691][bookmark: _Toc123250010]Printing PDFs of your Data
There are multiple ways to print PDFs of the records in your project. To customize the appearance of the PDF, please see PDF Customizations. 

[bookmark: _Toc122435692]Printing PDFs of one record across all instruments
From Add/Edit Records - Select record from drop-down menu. You are now on the Record Home Page. 
You can download either a full version (1st option listed) or compact version (2nd option listed) of the data. The first version will give you all the fields and all the responses in the instrument, regardless of whether the question was hidden due to branching logic or if it was left empty. A compact version shows only the fields that were asked and does show questions that were hidden due to branching logic. If you have multiple instruments, the PDF will contain data across all instruments.
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[bookmark: _Toc122435693]Printing PDF of one Instrument for a Record
If you wish to download a PDF of only one instrument, click on the record for that instrument. You can get to a specific instrument for a record by going to the Record Home Page via Add/Edit records (see above) or via the Record Status Dashboard.
You will then have 3 options available:
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Again, the compact version simply means that it will not show the fields that were hidden due to branching logic. 

Note about printing PDFs of blank instruments
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Note that the document produced is not suitable for use as a paper data entry form because it does not provide sufficient guidance on expected data formats and coding to the person completing the form and the data entry person. For example, even three simple fields in the screenshot below would lead to a number of questions:

1. Is Randomization Number expected to be numeric? Could it be alphanumeric? 
2. How many characters are expected for Randomization Number? 
3. What format should be used for writing dates? dd-mm-yy? mm/dd/yyyy? dd-mmm-yyyy? yyyy-mm- dd? Consistency is very important, especially for projects running in a number of countries.
4. How does the data entry person encode the response for Randomization Stratum? 1=present, 2=absent? 1=present, 0=absent? 
5. For all fields, what code can the data entry person enter if data is missing from the form? What about if data is illegible or otherwise raises some query?

[bookmark: _Toc122435694][bookmark: _Toc123250011]Change Data

[bookmark: _Toc122435695][bookmark: _Toc123250012]Edit records
To edit a data entry form, you must have the data entry right “view & edit” selected for your username on the project. That is set using the User Rights application. For instructions on editing User Rights, please see this section of this User Guide. 
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With this user right, you could then go to the record, make changes and save. If you over-write data that has been previously entered, you may view the history of the response by clicking on the ‘H’ next to the field:
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To edit a survey response, you must have the data entry right “edit survey responses” selected for your username on the project. That is set using the User Rights application. For instructions on editing User Rights, please see this section of this User Guide. 
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With this user right, you could then go to the record, click on the ‘edit response’ button. 
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You can make changes and save. If you over-write data that has been previously entered, you may view the history of the response by clicking on the ‘H’ next to the field:
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[bookmark: _Toc122435696][bookmark: _Toc123250013]Delete Records
To delete a record: 
1. Navigating to any data entry form for the record 
2. Click the Delete Record button that appears at the bottom of the form 
3. Confirm the deletion

[bookmark: _Toc122435697]Delete Record Rights
To delete records a user must have been given the necessary permission on the User Rights page. Access to this function should be restricted to a limited set of project users. If you want to grant this right to yourself, go to the User Rights page, click on your name and then the Edit User Privileges button. You can then tick the box for Delete Records.
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If you do not see that option or it is greyed out, you will need to contact the Project creator/owner and ask them to assign that right to you.

[bookmark: _Toc122435698][bookmark: _Toc123250014]Double Data Entry
Double data entry is a tried and tested strategy for validating data entered manually. Ideally all records would be entered twice by different data entry persons, but if this is not practical, double entry and checking of just a sample can be a worthwhile compromise. 
REDCap contains specific functionality for managing double data entry, but there is a requirement that specific users are allocated to entry roles 1 and 2. This is often too restrictive for projects that have several data entry staff that might fulfil different roles at different times.
 An alternative – similar – method is for each record to be entered as normal once, then for a duplicate record to be entered as a new record but with a suffix appended to the record identifier, for example:
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Validation of the data entry is performed using the Data Comparison Tool (and source data e.g. paper CRF). Each pair of records is viewed in the tool, which highlights any instances where a field value differs between the pair. Data can be corrected and the “-duplicate” records dropped from data exports prior to analysis.
[bookmark: _Toc122435699][bookmark: _Toc123250015]Applications

[bookmark: _Alerts_and_Notifications][bookmark: _Toc122435700][bookmark: _Toc123250016]Alerts and Notifications
The Alerts & Notifications feature allows you to construct alerts and send customized email notifications. These notifications may be sent to one or more recipients (a user on the project, a survey respondent or someone else) and can be triggered or scheduled when a form/survey is saved and/or based on conditional logic whenever data is saved or imported. 
When adding/editing an alert, you will need to 1) set how the alert gets triggered, 2) define when the notification should be sent (including how many times), and 3) specify the recipient, sender, message text, and other settings for the notification.
For the message, you may utilize customized options such as rich text, the piping of field variables (including Smart Variables) and uploading multiple file attachments. 
Alerts apply to both data entry forms and surveys, and they also allow for more options regarding who can be the recipient of a notification (project users, survey participants, etc.). 

[bookmark: _Toc122435701][bookmark: _Toc123250017]To create Alerts and Notifications
To create an alert, click on Alerts & Notifications in the Applications section on the left-hand navigation bar. 
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Then click on the Add New Alert button:
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You will then see the following sections for you to configure:

[bookmark: _Toc122435702]Title the alert
You can title your alert, which is helpful if you have many alerts. This is a way to distinguish one alert from another.
[bookmark: _Toc122435703][image: ]

[bookmark: _Toc122435704]Step 1 of Alert setup
If the condition for triggering the alert is simply that a record is saved, these would be your choices in Step 1:
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If the condition for triggering the alert is based on conditional logic, these are the choices you will see in Step 1
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If the condition for triggering the alert is based on data import, these are the choices you will see in Step 1:
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[bookmark: _Toc122435705]Step 2 of Alert Setup
This is the section where you tell REDCap when to send the alert and how many times to send it. 
[image: Graphical user interface, text, chat or text message

Description automatically generated]

[bookmark: _Toc122435706]Step 3 of Alert Setup

This is the section where you configure who the alert comes from, who it will go to, who to email if there are message send failures, the subject line and body of the email and upload attachments.
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Email from: This field will pre-populate with your email address. You can change it to another email address associated with your REDCap account or another user on the project. 
Email To: This can be an email address captured in a field on the project or a user on the project. If you wish the alert to go to someone who is not a user on the project, simply manually type the email address in the second box (labeled ‘or manually enter emails’). 
Email CC and Email BCC: click on the ‘show more options’ link located below Email To to see these. 
Email to send email-failure errors: put the email address of the person managing the alert. If the recipient’s email client rejects your message for some reason (e.g. the file size is too big), then this person will be notified. 
Note: if you are attaching a file(s) to the alert, it is highly recommended that you put an email address in the ‘Email to send email-failure errors’. That way, if the recipient’s email client rejects your message for some reason (e.g. the file size is too big), then someone will be notified. 

Piping in Alerts 
The box ‘Prevent piping of data for identifier fields’ is automatically checked for all alerts. This means that any field variables (e.g., [date_of_birth]) that exist in the alert's subject line or message will not have their value piped if the field has been tagged as an 'Identifier' field. In this case, it will simply replace the field variable with [*DATA REMOVED*] rather than piping the actual data into the message. 
This is a preventative measure, since an Alert is sent via email and email is not a secure form of communication. 
If you wish to pipe identifiable information into the subject line or body of the email message, you will have to un-check that box.  
[bookmark: _Toc122435707][bookmark: _Toc123250018]Optional setting in Alert

If you wish for REDCap to automatically expire your alert at a specified time, you can set that here. 
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Description automatically generated]
[bookmark: _Toc122435708]Alert listing
Once you have created your alert, an abbreviated listing will appear, showing the highlights of the alert.
[image: Graphical user interface, text, application
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[bookmark: _Toc122435709]Alert Activity

To see a summary of what activity has occurred for the alert, you can look at the Activity section of your alert on the Alerts & Notifications page, 
[image: ]
If you click on the view list link, you will see something like this: 
[image: Graphical user interface, text, application
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Please note, the record numbers are not hyperlinks. To see a detailed listing of Alerts sent, click on the View sent alerts in Notification Log link. 

[bookmark: _Toc122435710]Notification Log

The notification log is a detailed listing of what alerts have been sent. It might look something like this:
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You will note that the alert number, not the name that you gave the alert, is listed. Also, the email address in this image has been obscured but you will see the first email address of the person to whom the alert was sent to. If you wish to view other recipients of the email (other people listed in the To, CC or BCC sections), click on the View Notification icon. You will see there a copy of the Alert. 

[bookmark: _Toc122435711][bookmark: _Toc123250019]Deactivating Alert

If you wish to manually deactivate an alert, go to your Alerts & Notifications page, find the alert and click on the Options button. You can then click on the Deactivate alert option:
[image: Graphical user interface, application
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Copying Alert (Copy alert)
Sometimes you might need to set up an alert that is very similar to one you’ve already created, but with a small change. To easily copy the existing alert, you would go to the Alerts & Notifications page, find the existing alert and click on the Options button. You can then click on the Copy alert option:
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You would then edit the alert. 

[bookmark: _Toc122435712][bookmark: _Toc123250020]Editing Alert

To edit an alert, you would go to the Alerts & Notifications page, find the existing alert and click on the Edit icon:
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Calendar (for longitudinal projects only) 
[bookmark: _Hlk121432823]The calendar application can be used when the project is a longitudinal project. Please go to the Longitudinal Projects section of this User Guide for more information. You can also see the training video embedded in the application or find further information on the topic in the Help & FAQ section within REDCap itself.
[bookmark: _Data_exports,_reports][bookmark: _Toc122435713][bookmark: _Toc123250021]Data Exports, Reports and Stats
This will allow you to easily view reports of your data as well as export your data to Microsoft Excel, SAS, Stata, R or SPSS for analysis. If you wish to export your *entire* data set or view it as a report, then Report A is the best and quickest way. If you want to view or export data from only specific instruments (or events) on the fly, then Report B is the best choice.
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[bookmark: _Create_a_custom][bookmark: _Toc122435714][bookmark: _Toc123250022]Create a Custom Report
You may create your own custom reports in which you can filter the report to specific fields, records, or events using a vast array of filtering tools to make sure you get the exact data you want. Once you have created a report, you may view it as a webpage, export it out of REDCap in a specified format (Excel, SAS, Stata, SPSS, R), or view the plots and descriptive statistics for that report.

[bookmark: _Toc122435715][bookmark: _Toc123250023]Custom report: step 1
To get started, click Create New Report and enter a name for the report. This name will be listed in the Reports section of REDCap’s left-hand menu column.
Indicate who should be able to access the report:
	• All users 
• A list users specified by name 
• All users from a particular user role orroles 
• All users from a particular data access group or groups (see User Rights for more information about         user roles and data access groups).
Indicate who should have access to editing, copying or deleting the report. This feature will only be available to users on the project who have “Add/Edit/Organize Reports’ privileges. Multiple users might want to use a report in different ways and might choose to change some of the fields, filters or sorting options. This setting will allow you to restrict other users’ ability to make those changes.

[bookmark: _Toc122435716][bookmark: _Toc123250024]Custom report: step 2
[bookmark: _Toc122435717]Specify the fields to include in the report
[image: ]
Note: 
• If your list of fields is very long it can be easier to find them by clicking ABIand opting to have a text           entry box with an autocomplete dropdown.
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• You may reorder fields by dragging a field to a new position 
• Remove fields using the red X

[bookmark: _Toc122435718]Additional Report Options

[bookmark: _Toc122435719]Survey identifier field and survey timestamp field

If your project includes surveys, you have the option to tick a box so that the survey identifier field and survey timestamp fields are included in your report. 
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If you use multiple choice checkboxes in your project, you will note that each choice takes up its own column in a report or export. If you prefer to have those columns combined, tick the option to combine check box options.

[bookmark: _Toc122435720][bookmark: _Toc123250025]Custom report: step 3

[bookmark: _Toc122435721]Specify a filter for the records (optional)

You can apply straightforward filters by selecting the relevant fields and specifying an operator (e.g. “equals”) and a value to match. For complex expressions involving functions or requiring parentheses click Use advanced logic to write your filter expression. The syntax for the expression follows the same rules as for calculated fields and branching logic.

[bookmark: _Toc122435722]Live filters

Live filters can be selected on the report page for dynamically filtering data in real time. With the exception of the Record ID field, only multiple-choice fields can be used as Live Filters. 

An example of when this might be useful is if you are looking at a report of all patients who have diabetes. You could have a live filter on gender and race. So when you first view the report (with no live filters), you would see all patients with diabetes. If you wanted to know how many of them are female, you could click on the live filter for gender and select to only see females. You would then be looking at a sub-set of your data: patients with diabetes who are female. You can then click the live filter for race and select African American. That would deliver you a further sub-set of data, this one displaying only the African American female patients who have diabetes. 


[bookmark: _Toc122435723][bookmark: _Toc123250026]Custom report: step 4

Specify up to three of the report fields by which the records will be sorted
You will then click Save Report. You will be asked if you wish to View the Report, Return to My Reports & Exports or Continue Editing report. Once you click View Report, your report will be added to your report list on the left-hand navigation bar.
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Reports are also listed in their own section of the left-hand menu and are available directly from any project page
 (
Design tip: Survey Timestamps
While you do have the option in the Reports section to add a survey timestamp to a report, that timestamp is solely for the first survey in your project. If you have multiple surveys, REDCap does not automatically capture those survey completion times in the Report. Additionally, the survey timestamp is not a field on which you can sort your report. So if you need to sort your responses based on completion time, you will not be able to do that.
You can automatically capture the timestamp of subsequent survey completion times (and the initial survey completion time, should you wish to use that field to sort results) using 
action tags.
 To do that, add a validated date field as the last field in your survey. When in that field, click on action tag and add ‘TODAY’ (if your validated option is for date only) or ‘NOW’ (if your validated option is for date and time.) Also click on ‘HIDDEN-SURVEY’. What that does is instruct REDCap to capture the date behind the scenes without the survey participant having to fill it in.
 
See below for a screenshot example.
)[image: ]
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[bookmark: _Toc122435724][bookmark: _Toc123250027]Managing and using your Reports
The list of Reports & Exports displays the two built-in reports and then any that have been created for your project. The table supports the following tasks:
1. [bookmark: _Toc122435725][bookmark: _Toc123250028]View Report
Run the report and display the results in a table onscreen
2. [bookmark: _Toc122435726][bookmark: _Toc123250029]Export Data
[bookmark: _Toc122435727][bookmark: _Toc123250030]Select an export format and any de-identification options and download report data in CSV format, plus a syntax file for the stats package option
4. Edit report
Return to the edit screen to make changes to the design of the report.
5. [bookmark: _Toc122435728][bookmark: _Toc123250031]Copy report
Create a new report as a copy of the report selected. A new title must be entered, and you may then make alterations to other aspects of the new report’s setup (allowed users, fields, record filter, sort).
6. [bookmark: _Toc122435729][bookmark: _Toc123250032]Delete report
Remove the report. There is no Undo!
7. [bookmark: _Toc122435730][bookmark: _Toc123250033]Reorder report list
You can reorder the list of reports by hovering your mouse pointer over the left-hand column of the table of reports and dragging a row in the table to a new position.
[bookmark: _Toc122435731][bookmark: _Toc123249041][bookmark: _Toc123250034]You can reorder the list of reports by hovering your mouse pointer over the left-hand column of the table of reports and dragging a row in the table to a new position.
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[bookmark: _Toc122435732][bookmark: _Toc123250035]Reports and Data Exports with Repeating Instruments and Events
Two new fields will be automatically included in Reports and Data Exports if data is collected through repeating instruments or events. Each repeated instance of an instrument or event will be displayed as a new row in the report or export file. 
A Repeating Instrument will populate both columns and provide multiple rows for each instance. 
A Repeating Event will provide one row without populating the Repeat Instrument column (all of the I instruments for the event are repeated). The Repeat Instance number is an auto-numbered value (beginning with 1) that is incremented with each repeat of the instrument or event.
[image: ]

If the report contains data specifically from a repeating instrument (as opposed to a repeating event), a field named 'redcap_repeat_instrument' will additionally be included, representing the instrument name for which the row of data belongs.
[bookmark: _Export_data]
[bookmark: _Toc122435733][bookmark: _Toc123250036]Export Data
[image: ]










After clicking Export Data for a report, you must select the format for the export and any deidentification options.
[bookmark: _Toc122435734][bookmark: _Toc123250037]Export Formats
Choose how you would like to download the data. Either:

[image: ]
Use the “Raw” option if you are wanting to take a backup of your data or if you want to use the data for producing charts or to prepare a file to import back into REDCap (or indeed another system).
Remember that CSV files are NOT Excel files, and Excel may not display CSV data exactly how it is in the CSV file. See Note on CSV Files.
3. [bookmark: _Toc122435735]Statistical Software
For each stats package option (SPSS, SAS, R and Stata) REDCap will give you a raw data file in CSV format and a syntax file that will read in the data from the CSV file and apply the appropriate column formatting, variable labels and value labels.
[bookmark: _Toc122435736][bookmark: _Toc123250038]De-identification
· Known identifiers: obfuscate record identifiers and/or ensure all fields that are flagged as identifiers in the online designer or data dictionary are excluded from the export 
·  Free-form text: text entry fields with no validation (and particularly Notes-type fields) may well have identifying information entered into them. You can opt to exclude such fields from the export 
·  Date and datetime fields: can be excluded or date-shifted whereby all dates for each record are shifted by a random but consistent number of days (for example, record 1 dates all +23 days, record 2 dates all +201 days etc.)

For users whose export permissions are set to De-identified only (see User Rights) these options (with the exception of record identifier hashing) are always applied.

[bookmark: _Toc122435737][bookmark: _Toc123250039]Downloading
After the export is run and you have confirmed the citation reminder you are presented with buttons for downloading the files in the format you chose. For example, here a raw data file and Stata syntax (.do) file:
[image: ]

[bookmark: _Note_on_CSV][bookmark: _Toc122435738][bookmark: _Toc123250040]Note on CSV Files

A CSV file is simple plain text with one record per line and columns delimited with a comma – i.e. each individual value in each record is separated by a comma (CSV is an acronym for “Comma-Separated Values”). On Windows computers CSV files are set to open using Excel by default, and Excel will generally use the commas to separate the values into columns, but a CSV file is NOT an Excel file. 

Beware Excel’s not-so-helpful automatic data formatting: it can cause you to lose format information from CSV data such as leading zeros and specific date formatting.
[image: ]

It may be preferable to open your CSV file in Excel not by double-clicking on the file in the usual way, but by opening a blank Excel worksheet and using the import wizard: on the Data tab in the ribbon is the option From Text.
This method enables you to specify that you want Excel to treat some (or all) of your columns as text, thus displaying the data exactly as it appears in the source file, not using Excel’s opinion of what you want to see.

· The data in the Excel CSV Raw and stats package DATA CSV files are identical – raw, unlabelled data in CSV format – but the stats package DATA CSV files do not contain header rows (field information is included in the syntax files) 

· The Pathway Mapper files for SPSS and SAS are Windows batch files. When you have downloaded the associated syntax and data files, you can run (double-click) the pathway mapper. It will update the syntax file’s file handle/infile statement so that it includes the full file path to the location where the files are saved. 

Using the Pathway Mapper is optional (and not possible if you use Mac or Linux). You can perform the same task by manually setting the path in the syntax file, or by setting the current working directory to the appropriate location. 
· Send file? loads the export files into REDCap’s Send-It application, enabling you to send the files securely to everyone
· All exports are saved to the database and can be downloaded again using the File Repository

[bookmark: _Toc122435739][bookmark: _Toc123250041]PDFs and Other Export Options

The PDF & Other Export Options tab gives you options for downloading:
· A ZIP file containing all files uploaded to all of your project records 
· A single PDF containing all data for all forms for all of your project records Further information is available in the text on the page.
[image: ]

[bookmark: _Toc122435740][bookmark: _Toc123250042]Data Import Tool
This application is used when you have existing data that you would like to enter into your project. Detailed steps are provided on the application page. Note that you will need to download the data import template first and the then paste your data into that template.
This tool is helpful to use if you have created a condition that will then schedule an Automated Survey Invitation. 
[bookmark: _Toc122435741][bookmark: _Toc123250043]Import Template
First download an import template file (CSV format). The template contains column headings labelled with the field names from your data dictionary plus the form status indicator fields. Calculated fields are omitted from the template – you may not import data into a calculated field, but calculated fields will be updated following an import.
Your template can be formatted with records in rows or records in columns. “Records in rows” is overwhelmingly more common.

[bookmark: _Toc122435742][bookmark: _Toc123250044]Importing to Checkbox Fields
Checkbox groups are treated as separate fields named according to the field name specified plus a zero-based index. Below illustrates the import template for a checkbox field named checkboxquestion that has three checkboxes. Following import, the first checkbox will be unticked (value=0) and checkboxes two and three will be ticked (value=1).
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[bookmark: _Toc122435743][bookmark: _Toc123250045]Importing to Data and Date/Time Fields
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[bookmark: _Toc122435744][bookmark: _Toc123250046]Importing to Data Access Groups
When importing data into project that uses Data Access Groups, you must include a column that specifies the Data Access Group (DAG) for each record. Find the values to use on the Data Access Groups tab from User Rights.
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Where the user performing the import is assigned to a DAG, records are automatically assigned to the user’s DAG. Such users cannot import records to other DAGs. 
Records can also be assigned and re-assigned to a Data Access Group individually from their data entry forms following import.

[bookmark: _Toc122435745][bookmark: _Toc123250047]Calculated Fields
You may not import data into a calculated field, but calculated fields will be updated following an import. Calculated fields are omitted from the import template.
[bookmark: _Toc122435746][bookmark: _Toc123250048]Upload File
[image: ]

[bookmark: _Toc122435747][bookmark: _Toc123250049]Upload Summary
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[bookmark: _Toc122435748][bookmark: _Toc123250050]Data Comparison Tool
This application may be used for comparing two records currently in the project. It is typically used for projects using Double Data Entry.
Select a record from each of the lists below and hit the 'Compare' button. A comparison table will then be displayed showing the differences between the two records. Only the fields that have differing values are listed. If you need to correct or change the value of one of the records, you can click on the data displayed in red, and it will take you to that form for that particular record.
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Note: Data Comparison Tool and Repeating Instruments
While repeating instruments/events are fully supported when using Double Data Entry, REDCap states that the Data Comparison Tool does not *fully* support the Repeating Instruments and Events feature. Data can be compared (and even merged if using Double Data Entry), but REDCap will only allow comparison and merging of Instance #1 of a repeating instrument or repeating event. In other words, all other repeating data will be ignored on this page. Also, all non-repeating data can still be compared and merged.
[bookmark: _Logging]
[bookmark: _Toc122435749][bookmark: _Toc123250051]Logging
The Logging module is where you can view audit trail information, i.e. a log of data changes in your project. You can view and reconstruct a history of record creations, updates and deletions and review the activity of your project’s users. This will list the date and time and user or survey respondent who made changes made to the project. This includes data exports, data changes and the creating or deletion of users. Note: It does not give you the details of the changes made. 
[image: ]

Notes: 
• Note the different filter options to help you narrow the scope of log records included in the view 
• You may Download the entire logging record, just be aware that this may take some time for large or 
               very active projects.

[bookmark: _Toc122435750][bookmark: _Toc123250052]Field Comment Log
An application that lists all field comments for all records/fields. Field comments can be keyword searched and filtered.
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Notes:
• Note the different filter options to help you narrow the scope of comment records included in the view
              • You may Export entire log in CSV format
• Unfortunately, it is currently not possible to change the month/day/year date format 
• Clicking on the Record link for a field will open the associated data entry form and record

[bookmark: _File_repository][bookmark: _Toc122435751][bookmark: _Toc123250053]File Repository
This application may be used for storing and retrieving files and documents used for this project. For instance, if you have an SOP (standard operating procedure document) or any other reference document which team members might need access to, you can upload it here. 
[bookmark: _Toc122435752]User Files
The User Files menu tab is where you view all files that have been uploaded for a project.
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[bookmark: _Toc122435753][bookmark: _Toc123250054]Data Export Files

The Data Export Files menu tab gives users with Data Export permissions access to the history of data exports
[bookmark: _Toc122435754][bookmark: _Toc123250055]

Upload New File

Uploading a new file is very straightforward: select the Upload New File menu tab, select the file to upload and give it a label, then click Upload File.
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[bookmark: _Toc122435755][bookmark: _Toc123250056]Data Access Groups (DAGs)
Data Access Groups (DAGs) restrict viewing of data within a database. A typical use of DAGs is a multi-site study where users at each site should only be able to view data from their site but not any other sites. Users at each site are assigned to a group and will only be able to see records created by users within their group. Records that a group user creates are automatically assigned to that group. A user in a Data Access Group has access only to records that are also assigned to that Data Access Group. 
For example, you as the project owner create a Data Access Group called “Nashville Site”. Your collaborator from another institution has had a NSHA/Meharry REDCap account created for them by the REDCap administrator, and you assign her username to the Nashville Site group. The collaborator can view records that she creates or that you assign to Nashville Site, but not any records that are assigned to other groups, or that are unassigned to any group.
1. To create a Data Access Group, click on the DAGs tab.
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2. Enter the Group Name and select Add Group
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3. The new group will appear in the Data Access Groups table. You can add as many DAGs as required.
         [image: Table

Description automatically generated]

[bookmark: _Toc122435756][bookmark: _Toc123250057]Adding Users to DAGs

All users must first be added to the project on the User Rights page. Once the users have been added to the project, you can then assign them to a Data Access Group.
1. Navigate to the DAGs tab and click on the dropdown beside Assign User. Select the username and the appropriate Data Access Group from the next dropdown list. Then click on Assign
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2. The username will then appear within the Users in group column of the Data Access Group table.
3. Users can be assigned to multiple DAGs
[image: ]


Using the Data Import Tool to add records to a Data Access Group 
Once a Data Access Group is created on a project, REDCap creates a field named “redcap_data_access_group’ behind the scenes. To bulk add records to a data access group, go to the Data Import Tool under the Applications section of your left-hand navigation bar. Follow the directions listed on that page. Essentially, after you download the data import template, you will see a column with the header redcap_data_access_group in it. That is the column into which you will enter the DAG group name (not the unique group name or Group ID number listed on the DAG page.) Note that the DAG group name is case-sensitive. You can then enter the record numbers (one per row) that you want to assign to that DAG. You will then upload the new file (with the records and DAG name) back into REDCap on that same page. 
For more information on using the Data Import Tool, please see this section of this User Guide.

User Rights (Adding a user to your project)
If you would like to grant other users access to your project, click on User Rights on the Project Setup page or on the left-hand navigation bar.
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You will see this image in your workspace (area to the right of the left-hand navigation bar)
[image: ]

Enter the person’s REDCap username in the Assign new user to role. 
• If the person is found click on Add new user and then click on Add with custom rights. You will get this screen;
[image: ]
Or click on their name and then click on Assign to role, select the user’s role and click Assign.

[image: ]

• If the person is not found, this either means they do not have access to REDCap or they have not logged into REDCap before. You have to create a REDCap account using their email address and full name as username. Then add them to your project by entering their username e.g chris.scott.

Choose what you want the user to have access to. Select the appropriate rights and then click Add User. 

Customizing User Rights 
The Basic User Rights section is a checklist of REDCap modules that the user can access. 
In general, users should be given access only to the modules that they require, and no more. This is known as the Principle of least privilege and acts both to increase the security ofyour project and to aid usability by removing unnecessary clutter from a user’s view. 
Note the Project Expiration Date field gives you the option of permitting access for a specific period of time. Please note: this is different from an external user’s ACCOUNT expiration date. 
The Data Entry Rights allows you to limit which instruments the user can access and how they will be able to edit data. If the project has surveys enabled, there will be a column for editing survey responses. A project with only data entry form(s) will not have that column. The Principle of least privilege applies here too. 
At the bottom of the page are three buttons: 
• Save Changes 
• Cancel 
• Remove User: remove the user from your project 
For further questions about access to the NSHA REDCap installation, please see this section of this user page.

Removing a user (remove a user) 
To remove a user from your project, select their name from the User Rights list and click on Edit User Privileges. You can click on the “Remove User” button. 
Please note, if you wish to remove a user from your project and that user has been assigned to a role, you must first remove them from the role and then remove them as a user. 
An alternative to removing the user is to expire them as a user by putting the last date they should have access to the project in the expiration date field of their user rights. 
User Roles 
A role is simply a template of user rights. Users assigned to a role are granted the set of rights that the role is configured to have. 
Create a Role 
You may name and define project-level user roles (e.g., Data Manager, Data Entry, Project Manager, etc.), then assign users to the appropriate role. This feature allows you to quickly and consistently designate user privileges by their specific role in the project. 
Creating a role is similar to creating a user with custom rights: enter a name for the role (e.g. “Project Manager”, “Data Entry” etc.) and click Create role.

[image: ]
Configure the rights associated with the role and click Create role

Add a New User to a Role
Enter the user’s name or username into the “Assign new user” text box, click Assign to role and select the role to which the user should be assigned.
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Change a User’s Role 
You can change a user’s role (or assign an unassigned user to a role) by clicking on the user’s name, then clicking Assign to role and then selecting the role.
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[bookmark: _Data_imports][bookmark: _Toc122435757][bookmark: _Toc123250058]Data Imports
· Create the project and fields/questions within REDCap. 
o Note: Before importing real data, move the project to PRODUCTION status. 
· Once the project is in Production, navigate to the Data Import Tool. 
· Please review the detailed instructions on the Data Import Tool page. 
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Download the Data Import Template. 
• Save the Data Import Template locally to your computer. Begin completing the template with the data to be imported. 
o Note: Each record will need a RECORD ID before the data can be imported. 
o Save the file in the .CSV (comma delimited) format. 
To follow is an example:
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· Once the data is ready to be imported, navigate back to the Data Import Tool. Click on ‘Choose File.’ 
o Select the file then and select Upload File. 
· Review the import for any errors.
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Best Practices when importing: 
o When importing date fields, ensure all dates for the variable are in the same format. 
o Text can only be imported into Text Box (Short Text) or Notes Box (Paragraph Text) fields. 
o When importing multiple choice (Single Answer radio button or dropdown), ensure the raw value that correlates to the appropriate text selection is in the field associated with the variable name. You cannot import the text (label) values into multiple choice fields
[bookmark: _Toc122435758][bookmark: _Toc123250059]File Repository

This application may be used for storing and retrieving files and documents used for this project. For instance, if you have an SOP (standard operating procedure document) or any other reference document which team members might need access to, you can upload it here. 
The User Files menu tab is where you view all files that have been uploaded for a project.
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Notes:
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[bookmark: _Toc122435759][bookmark: _Toc123250060]E-signature and Locking Management

Record locking and e-signatures are optional features that can help you gain greater control over the status of the data in your project.
Records that are locked cannot be updated unless the lock is first removed by a user with record Lock/Unlock permissions.
Locked records can be electronically signed. A signature becomes invalid if the record is later unlocked.
The Customization Module enables configuration of your preferences for locking and e-signatures. By default, they are switched off, but you can enable locking and/or e-signatures for specific forms.[image: Graphical user interface, application, table

Description automatically generated]
The E-signature and Locking Management page gives you various views over the Lock/Sign status of your data entry forms.
[bookmark: _Toc122435760][bookmark: _Toc123249068][bookmark: _Toc123250061]		[image: Table
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[bookmark: _Toc122435761][bookmark: _Toc123250062]Data Quality

This application will allow you to execute data quality rules upon your project data to check for discrepancies in your data. Predefined data rules that are already developed for you in the application are for such things as missing values, field validation errors and outliers for numerical fields. 
A “data quality rule” is a calculation expression that must evaluate to True or False. When a rule is executed on your project data any records for which the expression evaluates False can be viewed and potentially corrected.
The Data Quality page includes detailed instructions.

Execute Rules
Execute rules one at a time using Execute, or all together using Execute All Rules.
The Clear button refreshes the view to the state before any rules have been executed.
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Discrepancies 
Rules that identify discrepancies (i.e. where your project contains data for which the calculation expression returns False) are highlighted in red.
[bookmark: _Toc122435762][bookmark: _Toc123249070][bookmark: _Toc123250063][image: Graphical user interface, application
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[bookmark: _Hlk121610326]• Navigate to the record / form that contains the discrepant value by clicking on the value 
• Clicking exclude will mark a discrepant value as not to be included as a discrepancy in future    executions of this rule.

Add a New Rule
Add a new rule by entering a description of the rule and the calculation expression. Then click Add
	[image: Graphical user interface, application
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For more information on calculation expressions see Calculated Fields. Remember that data quality rule expressions must evaluate to True or False.
Important Tip! If your expression includes a “less than” sign (<) ensure that you include a space after it (as shown above). This stops the page thinking that you’re entering a potential harmful HTML tag and stripping out the remainder of your expression! Using “Less than or equal to“(<=) is fine – this problem does not occur.

Real Time Execution
Ticking the Execute in real time option is a useful mechanism for performing cross-field validation checks during data entry. Rules where this option is ticked will be execute each time you save a data entry form that contains a field that is part of the expression.
Note that the rules are executed on data entry forms only: NOT when importing data via Data Import or API, and NOT during survey data entry.
[bookmark: _Toc122435763][bookmark: _Toc123250064]eConsent
There is an electronic consent (or eConsent) framework available in REDCap. This is typically used when consenting participants for a research study. The eConsent framework only works as a survey (not a data collection instrument.) Please see Survey Termination Options/Auto-Archiver = eConsent Framework above. 
Setting up eConsent
You will need to design the content of your eConsent form. That will be dictated by what was approved by the IRB. You will add the fields to that instrument that provide the information you want given to the participant and then have the fields that you want the participant to complete. The eConsent framework then provides the mechanics by which the participant is able to review the information they have provided before submitting and also saves an electronic version of their consent into the file repository of your project. 
1. Design your consent survey in Online Designer 
2. If you wish the consent survey to be distributed via the public survey link, the consent survey will need to be the first instrument in your project 
3. Enable the eConsent instrument as a survey by clicking ‘enable’ under the column “Enabled as survey.” 
a. If you are not seeing the Enable button, that means you do not have surveys enabled on your    PROJECT. Go to Project Setup and click on the button ‘use surveys on the project’ 
4. You will be brought to Survey Settings 
5. To set up eConsent framework, see the section called “PDF Auto-Archiver.” In that section, select the option “AutoArchiver + e-Consent Framework.” You can read more about that framework by clicking on “What is the e-Consent Framework?” hyperlink in that section. 
6. Be sure to click the Save Changes button at the bottom of that page.

Viewing eConsent Documents
As a participant submits their survey in a project that has the eConsent framework enabled on it, their signed eConsent form will go directly to your Projects File Repository. You can access the File Repository on the left-hand navigation bar under Applications. 

Editing e-Consent documents
You may need to edit a participant’s eConsent form (for instance, if they entered their name as Rob and it should be Robert. If you anticipate this might happen, tick the box for “Allow e-Consent responses to be edited by users?” (see image below.)
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Updating your e-Consent Form
As your study progresses, you may find that you want to edit the terms of the consent form. To do that, update your e-Consent survey fields and then change the e-Consent version number in the Survey Settings. This will make it very clear which version of the consent document that the participant signed. 
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‘Thank you for your interest, however, the survey is closed because the maximum number
of responses has been reached.

If the respondent loads the survey after this time has passed, it ill not allow them to begin or
continue the survey. (If al are left blank, the time limit will not be enforced.)

NOTE: Please be advised that changing the values above to a new value for Time Limit for
‘Survey Completion will cause all the link expiration times to change on this survey for your
participants who have already been sent an inviation (this excludes any participant where you
'have manually changed/overridden their link expiration ime on the Parficipant List).
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Close survey |

Thank you for your interest; however, the time limit for survey completion has been reached, so you
will not be able to begin or continue the survey.
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&7 Survey Distribution Tools

‘ @ Public Survey Link =~ 2 Participant List | Survey Invitation Log

Using a public survey link is the simplest and fastest way to collect responses for your survey.
survey link below to email it to your participants. Responses will be collected anonymously (ur
contains questions asking for identifying data from the participant). NOTE: Since this method |
link for all participants, it allows for the possibility of participants taking the survey multiple tin
necessary in some cases.

To obtain the survey link, copy the URL below and paste it into the body of an email message i
client. Your email recipient(s) can then click the link to begin taking your survey.

Public Survey URL: | https://redcap.vanderbilt.edu/surveys/?s

¥ Protect the public survey using the Google reCAPTCHA feature
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Survey options:

Data Collection i Survey Queue @ || § Survey Login o |

Instruments & Survey Notifications @

[38] Upload or download Auto Invitations + ‘
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@ My Projects
W REDCap Messenger

Project Home and Design =

#4 Project Home - £ Project Setup

& Public survey Link ~ 82 Participant List S Survey Invitation Log

Using a public survey link is the simplest and fastest way to collect responses for your survey. You may obtain the
@ Designer - @1 Dictionary - B Codebook survey link below to email it 1o your participants. Responses will be collected anonymously (unless the survey
WProjectstatus: Development contains questions asking for Identifying data from the participant). NOTE: Since this method uses a single survey

link for all participants, it allows for the possibilty of participants taking the survey multiple times, which may be
=) necessary in some cases.

o obtain the survey link, copy the URL below and paste it into the body of an email message in your own email
v respondure lient. Your email recipient(s) can then click the link to begin taking your survey.

R shboard
1B Add / Edit Records

o o tecceds o A e

Rirticoant st for

0 Protect the public survey using the Google reCAPTCHA feature [7

Show data calecton nsnanerts
(€] . . f—
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© Help &FAQ  Open public survey | < Get Short Survey Link
B Video Tutorials
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[ contact reoCap administrator | 8 Send me URL via email | > Get Embed Code |
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ol Survey Distribution Tools
& Public Survey Link &2 Participant List = &% Survey Invitation Log

The Participant List option allows you to send a customized email to anyone in your list
Itis also possible to identify an individual's survey answers, if desired, by providing an Idt
must first be enabled by clicking the 'Enable’ button in the table below). Note: All survey |
anonymous unless you 1) are using Participant Identifiers or 2) have enabled the design:

Participant List belonging to  [initial survey] "Employee Information" v

Displaying| 1-1 v |of1 &* Add participants H & Compose Survey Invitations

' entifier
Email Record
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Displaying[1-3 v |of3 | &¢Add participants \ & Compose Survey Invitations
e o Participant Identifier (optional)
mai ecord |

mycap@vumc.org MyCap admin

redcap@vanderbilt.edu REDCap admin

redcapapp@vumc.org REDCap Mobile app admin
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Alert

It appears you are attempting to provide participant identifiers for one or
more participants. However, this is not possible because identifiers are not
enabled. Please remove the identifiers for the emails listed below, and
submit your list of participants again.

REMOVE IDENTIFIER - email@email.com, Email
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Lab Visits 2
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B Create snapshot of instruments | B8 VIDEQ: How to use thit

s Online Designer will allow you to make project modifications to fields and data collection instruments very easily using only
eb browser. NOTE: While in development status, all field changes will take effect immediately in real time.
rvey options: Add new instrument:
rE F Suneytosn | | @ ese | anew instrument from scratch
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STEP3

& Filters (optional)

& Switch format: Use simple logic (choose fields from list)

You can copy and paste that logic into the box “When the following logic becomes true” in your Survey
Queue:

Activated? | Survey Title Display survey in the Survey Queue when...

“Public Registration"

“CV And Licensure”  When the following survey is completed:
Public Regisration v
Anp v
Activated

 [ihen The Tolowing Tog i becomes tr
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Enable optional modules and customizations

© Auto-numbering for records 2|
@ Scheduling module (longitudinal only) (2]
© Randomization module [2
@ Designate an email field to use for invitations to survey participants

Settings displayed to super users only
(Emble ] @ Twilio SMS and Voice Call services for surveys [2]

Choose an email field to use for your survey invitations and then click Save.
Designate an email field to use for invitations to survey participants X

You can capture email addresses for sending Inviatons fo your survey partcipants by designatng a feld
n your project fa ild s designaled for hat puTpOSe, then any records in your project hat have an email
adoress captured forthat partcular field will Nave that email adaress show up 3s te partcipants email
‘3ddress in the Partcipant List(uniess an emal address has already been entered for that partcipantin
the Partcipant Listdrectl).

Using the designated email address fiekd can be especially valuable when your frst data collection
Instrument s not enabled as a survey while 0ne Or More OMher INSYUMENs Nave been enavied as.
surveys Since email addresses can only be entered into the Participant Listdirectly for e firstdata
collecton instument the designated email fied provides another 0PPOMUNI 0 capture he email
adaress of survey participants

Please be aware that designating an emal field means that survey responses can NEVER BE
ANONYMOUS because of the fact hat the participants email address can be viewed on a data entry
form, which means tis easy 1o identiy Ihe recordresponse 1o which the email address belongs.

NOTE: Ithe participants email address has aiready been captured directlyin th Participant List then
thatemail aodress will supersede e value of the email fiid here wnen survey invitatons are sentto e
partcipant

‘email (Email Address”)

save  Cancel
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L STEP 1: Compose message |

From: | ashlee-wilson@uiowa.edu v
(select any project user to be the ‘Sender’)

[All participants who meet the conditions
defined]

Subject:  2nd Survey

To:

Compose | Preview Send test email

Thanks for taking the first survey! This is the next
survey in our series. You will receive the final one a
week after you submit this one.

Thanks again!

NOTE: The survey link will be automatically included in the email
message.

You may use HTML formatting in the email message:<b> bold, <u>
"..."> link, etc.

underline, <i> italics, <a href

# How to use Piping in the survey invitation
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~4g» STEP 2: Conditions

Specify conditions for sending invitations:
When the following survey is completed:
"Basic Info"

-

[ AnD 4]
" When the following logic becomes true:

(e.g. [age] > 30 and [gender] ="1")
do | use special functions?
)

(" Ensure logic is still true before sending invitation?

select recor

Test logic with a record:

~
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(£ STEP 3: When to send invitations AFTER conditions are met
© Send immediately

)Send on next | --selectday - 4 attime B um
~)Send after lapse of time: days hours minutes
“)Send at exact date/time: B worvim

<« OPTIONAL: Enable reminders

~J Re-send invitation as a reminder if participant has not
responded by a specified time?
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STEP 4: Activated?

Activate these automated invitations? In order for automated survey invitations
to be sent using these specified conditions, it must be set to Active. You may
‘make them Not Active (and vice versa) at any point in the future.

© Active () Not Active
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w0 Public Survey Link | @ Participant List | Survey Invitation Log

“The Participant List option allows you 1o send a customized email to anyons in your st and track who responds to your
‘survey. it is also possibie to identity an indivicual's survey answers,if desired, by providing an Identife for each partcipant this
feature must irst be enabled by ciicking the ‘Enable’ button in the tabie below). More details

Participant List beionging o “Travel nfo" - Evont 1 :
Displaying  1-3 #]of3 s | [ Compose Survey Invitations [ Exportist |
Sunvey
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sTEP3

& Filters (optional)

Advanced fiter logic; "
1" OR [boards(2)) = 1" OR [boards(6)] = "1") AND ([rosterdate] » 2018.01.01°) AND [rosterdate] < "2015-

=
& Switch format: Use simple logic (choose fields from list)
You can copy and paste that logic into the box “When the following logic becomes true” in your ASI:

@ STEP2:Conditions

Specify conditions for sending invitations:
5 When the following survey is completed:
- selects survey

o

(oaras] Toaresa =1 OR boaras]
Irosterdaze] > 2018.01.01) AND (roscerdaze) < ‘2019-01.01
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# Design your data collection instruments

Add or edit fields on your data collection instruments. This may be done by either using the

Not Online Designer (online method) or by uploading a Data Dictionary (offline method). Quick
started links: Download PDF of all instruments OR Download the current Data Dictionary.
[m donet | Goto [ Online Designer | or @8 Data Dictionary|  Explore tne s REDCp Shared Library |

Have you checked the Check For Identifiers page to ensure all identifer fields have been tagged?

[ ——
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£ survey Distribution Tools

& Public Survey Link |2t Parciipant List_ & Survey Invitation Log

Using publicsuvey lnks the simplest and fastest wayto colct responses foryour survey. You may obtan the
urvey Ik below t smai 10 your partcpants. Respanse wil e collctd anomymasly (unless the survey
contains questions asking for denting daa rom the particpan. NOTE: incethis method uses a inglesurvey
lnk fo all partcipant, t llows orthe posSy of prtcpants tskingthe survey mulipe times, which may be
necessary i some cases.

To obainthe survey Ik, copy the URL below and pase o the body o an emall message i your own email
chent. Your emai recilents) can then cick th lnk o begin taking your survey:

Publc Survey URL [ itperedcap.vanderbit eculsurveyse-7HX-IT4NG. 0y

‘Custom Public Survey URL: 111/ 20 REDCap T ranngs & x
3 Protect the public survey using the Googl reCAPTCHA feature [7

Link Actions. Link Customizations

 Open publcsurvey  GotShorSurvey ik

1fthe survey you wish them to complete i not the frst survey, navigate to th record home page for
that person va the Record Status Dashboard o Add/Edit records:

D Record Home Page

The grid below displays the form-by-form progress of data

Legenc

entered for the currently selected record. You may click on Py

the colored status icons to access that form/event. -
®unv

@ Choose action for record @con
Record ID 204 Teresa Parker

Data Collection Instrument

REDCap Training Registration (snve)
Reminder/Cancellation Survey (sune)
Registrant Info

‘Training Feedback Survey (suvey)
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BT T T r———

Toview the content of the emai invitation, cick on the envelope icon.
Best practices for collecting anonymous data via Surveys

For collecting truly
anonymous data...

+ Don't ask for any identifying data in the survey
(including name, email address)

* Only use publicsurvey link (don’t use participant
list)

* In Survey Settings, can set customization to
download of completed responses and/or
confirmation email
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Click enable if you want
alongitudinal database

When enabling
longitudinal data
collection, you will see
this as an option. You

must define your events
and then designate the
instruments at each
event.

£ ProjectHome ] Project Setup | * Other Funcionality . Project Revision History

Project status: 7 Develcoment Complated steps 0 of 8

-
-
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Tt
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Main project settings
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Design your data collection instruments

At o i fleids onyour data collction instrumsris, Tis may be don by sther using he Orlins Desiansr
(online metha)or by uploacing a Data Dictonary (ofine metha,inwhich you may use either method or
boih Quicklinks: Download PDF of gt colecton nsyumeris OR Downlozd he crren,Dats Disonary

Goto (Oniine Designer | or [ Upload Data Dictonary

You may ais0 browse fo pre-bult data coliscon instruments in e REDGap Shared Lrry
Have you checked e Check For gentlers page to ensure al Gentfer ields have been ta0ged?

Define your events and designate instruments for them
reateevents ot r-using datacolection instruments andlor selup scheduing

Goto [ Defie My Evers | or [ Desianae nstumerts o My Evers |
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44 Project Home = Project Setup | (Z Online Designer | (§] Data Dictionary B Codebook.

restesnapshot of instrumens | EBVIDEQ: How (o wse this cage:

The Oniine Designer will allow you to make project modifications to felds and data collection Instruments very easly using only your
web browser. NOTE: While n development satus, allfield changes wil take effect immediately in realtime.

Add new instrumen:
Data Collection * Cresi | anew instrument from scratch
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Define your events and designate instruments for them
Create events for re-using data collection instruments and/or set up scheduling.

Go to \ Define My Events | or | Designate Instruments for My Events
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@ Project Setup (4 Define My Events | Designate Instruments for My Events

since you have defined multiple events on the Define My Events page. you may now select which data collection instruments that
you wish to utilize for each event by using the table below. This allows you to enter data on any data collection form multiple times
for any given project record. Any and all data collection instruments can thus be used for any event defined.

Click the Segin Editing button to change the relationships below by designating which forms you wish to utlize for which events.
‘When you are finished making changes, click the Save button to finalize your changes.

| Bl upload or download instrument mappings = |

Begin Editing. -

Data Collection Instrument Event1 Event2

) @
Enrolment (suvey)

Randomisation (survey) v

Follow Up 1

Follow Up 2
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Total records: 80

Choose an existing Recruitment Source ID Arm 1:VIHSP v -~ selectrecord - v

Enter a new or existing Recruitment Source ID Arm 1:VIHSP v

Arm 2: SCOUT
Arm 3: CHIVOS
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NOTICE: Please note that Study ID "7" also exists on another arm
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Enable optional modules and customizations

[Enable | © Repeatable instruments and events [
[ Enable | @ Auto-numbering for records [2]
[Enable | @ Scheduling module (longitudinal only) |2
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(optional
x 06126/2012 | Thursday Enrolment

x 06128/2012 | Friday Randomisation
x 0700872012 | Thursday  Follow Up 1

x 07122012 Thursday Follow Up 2

Create Schedule
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Edit( ): & the date, time, status or notes for the scheduleevent
e Delete( ): réfove the schedule event. Be careful: there is no ‘Undo’!

e View( ):Open the schedule event in a dialog box. Also permits editing.
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study_id redcap_event_name
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My Projects
® REDCap Messenger

Project Home and Design -
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Optional

(=]

& Enable optional modules and customizations

[Moaity | @ Repeating instruments and events [2]
Diseble | @ Auto-numbering for records [2]
[issble] @ Scheduling module (longitudinal only) [2]
[Disable] @ Randomization module [7]
[Disable] @ Designate an email field for communications (including survey invitations and

alerts) 2]
Field currently designated: em:

& Additional customizations

Settings displayed to Administrators only:
Enzble | © Twilio SMS and Voice Call services for surveys and alerts [2]
Eneble | © SendGrid Template email services for Alerts & Notifications [2]

“Ifyou would like to participate in the study ple..

© Le2in about Data Colection Suategies for Regeating Surveys.
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Use the Online Designer..

for small changes like adding or editing a single
field

to apply specific formatting to form names

to gain familiarity with branching logic
expressions using the drag-n-drop builder
tinkering with and testing a calculation

when you feel like it

Use the Data Dictionary.

‘when you have many fields to add, edit or
remove

to utiize Excel features such as auto-fill and
‘copy/paste to quickly specify similar settings to
multiple fields

tokeep a record of the current state as a backup.
that you may want to roll backto

when you feel like it
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[# Designer - B Codebook
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# Project Home = Project Setup  [# Online Designer | [ Data Dictionary

This module will allow you to create new data collection instruments/surveys or edit existing
using the Online Designer or Upload Data Dictionary (see tabs above), in which you may ¢
Designer may help you get some initial fields/forms built quickly or to make quick edits, but
more helpful if you will be adding a large number of fields for this project.

This module may be used for making changes to the project, such as adding new fields or m
offline method called the Data Dictionary. The Data Dictionary is a specifically formatted CSV
you may construct your project fields and afterward upload the file here to commit the chan

Click the ‘Browse' or 'Choose File’ button below to select the file on your computer, and uplo
Once your file has been uploaded, changes will NOT immediately be made but will be displa:
that all the formatting in your Data Dictionary is correct before official changes are made to |
of your project’s current Data Dictionary will be created automatically during the Data Dictio
the new Data Dictionary. The snapshot can later be accessed and downloaded from the Proj

Need some help?
If you wish to view an example of how your Data Dictionary may be formatted, you may dow

demonstration file, or you may view the Data Dictionary Tutorial Video (10 min). For help set
also see the instructions listed on the Help & FAQ.

Slepi ﬁi Ili ii im ject change:
1
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| #ProjectHome = Project Setup &3 Other Functionality 4 Project Revision History

The tables below lstinformation about when major changes and revisions were made to the project, The frst table below di
when the project was created, and If the project s In production,Ists the time It was moved to production, as well as any rev
made to the project fields while n production. You may also download any of the Data Dictionaries from past revisions. The
the bottom displays general statistics with regard to the times of project changes and revisions.

Project Revision History Hide datadctionarysnapshots

Created project 0311872019 8:18am Created by rcfund (REDCap Fundamentals)

[ — ] — Snapshot by fund (REDCap Fundamentals

Development status (curre) - ] Downlooddaa ictonary
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& Enable optional modules and customizations

© Repeatable instruments [2]
© Auto-numbering for records [2]

ble | @ Scheduling module (longitudinal only) [2]

© Randomization module [2]

ble | @ Designate an email field for communications (including survey invitations and alerts) [2]

& Additional customizations

Sertings displayed to Administrators only:

© Twilio SMS and Voice Call services for surveys and alerts [2]
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2 iy ‘demographics et sudyiD
3. first_name demographics Demographicsnformation text _ First Name.
4 last_name. demographics et LastName
5 don demographics text  pateorsitn
6 sex demographics dropdown Gender 0, Female |1, Male.
7 address demographics notes  sireet,Ciy,State, 2P
8 phone_number  demographics. et phone number
5 eventdte wisit_form text DateofEvent
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Youcan...

‘Add new rows, ie. add new fields and matrix
groups

Delete rows, ie. remove fields

Change form name (although some changes to
how names are formatted — e.g. ALL CAPS — must
be done using the Online Designer)

Move fields toa different form

Re-order fields in aform

Re-order forms (but ensure that the record idfield
remains as the top row - the first field of the first
form)

You cannot...

* Add, remove, rename or rearrange columns

* Have any blank rows.

* Mix up the fields from different forms - forms’
fields must appear together in blocks of adjacent
rows.
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Project Status Management

O,

Development
(current)

& Mark project as Completed

Data Management

X Delete the project
@ Erase all data

7 Clear the Record List Cache

If you are finished with a project and wish to make it completely inaccessible, you may
mark the project as 'Completed". Doing so will take it offline and remove it from
everyone's project list, after which it can only be seen again by clicking the Show
Completed Projects link at the bottom of the My Projects page. Read more

You may completely remove this project, in which all its data will be permanently deleted
also.

You may erase all currently collected data in the project (including any survey
responses), calendar events, documents uploaded onto forms/surveys, and all archived
data export files stored in the File Repository, and any logged events that pertain to data
collection.

(Administrators only) If there appear to be records missing from the project (in reports,
record status dashboards, or elsewhere), then the Record List Cache (a secondary list of
all record names) might be out of sync and thus might need to be cleared. Clearing the
cache will cause the Record List Cache to regenerate and bring back records that appear
to be orphaned/missing in the project. (NOTE: This is normally not needed.)
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Copy or Back Up the Project

Make an exact duplicate of this project. All project fields will be copied over, and
you will be prompted to set the title and info for the new project. You may choose
to copy or not copy the existing data in the current project to the new one.

Copy the pr

S Download a backup of this project. The entire project (all records, events, arms,
B Download metadata only (ML) | o cict el R project attributes) can be downloaded as a single XML file,
which is in CDISC ODM format (ODM version 1.3.1). This XML file can be used to
B Download metadata & data (XML) ‘ create a clone of the project (including its data, optionally) on this REDCap server
T oronanother REDCap server (it can be uploaded on the Create New Project page).
Include the following in the XML file:  Because it is in CDISC ODM format, it can also be used to import the project into
User Roles another ODM-compatible system.

Reports
= NOTE: The exported XML file does *not* contain the projects logging history (audit trail), but if
Z:&izﬁ‘:ﬂ:;smmgs you wish to obtain it, you may freely download it any time at the top of the Logging page.

‘Automated Survey Invitations
(O Leave ASls enabled (unless disabled)
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Move your project to production status

Move the project to production status so that real data may be collected. Once in production,

Not started you will not be able to edit the project fields in real time anymore. However, you can make
edits in Draft Mode, which will be auto-approved or else might need to be approved by a
REDCap administrator before taking effect.

Go to | Move project to production
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Message from webpage

o DELETE ALL DATA?

Are you sure you really want to delete all existing data when the project
is moved to production? If not, click Cancel and change the setting

inside the yellow box.

Cancel
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B Add / Edit Records

You may view an existing record/response by selecting it from the drop-down lists below. To create a new record/response, click the
button below.

Total records: 349

Choose an existing Record ID - select record - v
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Move Project To Production Status? x

Are you sure you wish to leave the DEVELOPMENT stage? Ifyou proceed, the project will be moved to
PRODUCTION status 5o that real data may be collected. If you select the ‘Delete ALL data' option
below, all current collected data, alendar events, and uploaded documents will be deleted, otherwise
all il remain ntouched as the project is moved to production.

e Have you checked the Kheck For dentifers page to ensure alidentifie fields have been tagged?
Keep existing data or delete?

OKeep ALL data saved sofr.

O Delete ALL data, calendar events, documents uploaded for records/responses, survey
responses (i applicable). and any logging events pertaining to data collection.

‘Once in production, you will not be able to edit the project fields in real time anymore. However, you
‘can make edits in Draft Mode, which wil be auto-approved or else might need to be approved by a
REDCap administrator before taking effect.

YES, Move to Production Status ~ Cancel
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Merojectome = projectsetwp © Project Revision History  @Eatassisogs

What is the REDCap APIZ

‘The REDCap API is an interface that allows external applications to connect to REDCap remotely, and is used
for programmatically retrieving or modifying data o settings within REDCap. suich s performing automated
data imports/exports from a specified REDCap project. For details on the capabilties of the REDCap API and
how to use it please see the REDCap AP| documentation.

'NOTE: If you wish to obtain an API token, which wil allow you to make API requests, then someone must first
grant you API user privileges on the User Rights page, after which you will then see a link called API'on the
left-hand menu. That API page will provide instructions on how to request an API token.

Current number of tokens: 0

‘Copy or Back Up the Project

Make an exact duplicate of this project. Al project fields will
be copied over, and you will be prompted to set the title and info.
for the new project. You may choose to copy or not copy the
existing data in the current project to the new one.

Download a backup of this project. The entire project (all
records, instruments, felds, and project attributes) can be.
‘downloaded as a single XML file (CDISC ODM format). This XML
file can be used to create a clone of the project (including ts
data, optionally) on this REDCap server or on another REDCap
server (it can be uploaded on the Create New Project page).
Because itis in CDISC ODM format, it can also be used to import
the project into another ODM-compatible system.

NOTE: The exported XML fl docs *noc contin the projct ogging isor
(i o) bk you wish o oban . you may (eely downiosd %y Crme.
X the top o he Logging poge.

# Download metadata only (XML)

& Download metadata & data (ML) |
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) Make a Copy of the Project

To make an exact duplicate of the current project (Training 24 March 2017"), set the details below for the
new project you are creating, and click the button at the bottom. This will copy over all project forms and their
fields, and optionally,you may also copy the current users and any reports that have been created.

(B> preecae] Newcopied projec

Tite t0 be displeyed on project webpage.

Purpose of this project: Practice /Justfor fun v

v i e usee

Project notes (optional):
Comments cescrong t precs use
o purpose ot re Sspioped on e
Ty Progecs page

0 once:
Since your project contans one o more sesse tnthat sthough vou may change
the projec tle above fo your new Braject, ol suvey setings (ncuding he survey
nm_uhnﬂﬁu-:hh:dm_:—mn-:)
urvey e, urvey intrucbons, o other setings ate cepying the projet, you re
ek o 4 50 5 th Onne Desgner pag 4 th Suvey Setings b o ach
data collection nstrument.

“The tes of your surveys are hsted below:
« Evaluation

) All records/responses (8 records total)
# Al users and roles

@ Al reports.
Al data qualty rules
© Al project Foders
% All settings for Survey Queue and Automated Survey Invitations
Note: Automaced iniazons wil i b st 10 Not ACoe 25 I h new projcs

) All project bookmarks

ol | |
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A Project Home roject Setup| Ml Other Functionality £ Project Revision History = % Editoroject settings.

Project status: /# Development Completed steps 0 of 7

« COPY SUCCESSFUL!
Your REDCap project has been copied, and an exact duplicate was generated, which is already
loaded and ready for you here.
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Data Management

X Delete the project

7 Clear the Record List Cache

You may completely remove this project,in which all its data will be permanently deleted
also.

You may erase all currently collected data in the project (including any survey
responses), calendar events, documents uplozded onto forms/surveys, and all archived
data export files stored in the File Repository, and any logged events that pertain to data
collection.

(Administrators only) If there appear to be records missing from the project (in reports,
record status dashboards, or elsewhere), then the Record List Cache (2 secondary list of
all record names) might be out of sync and thus might need to be cleared. Clearing the
cache will cause the Record List Cache to regenerate and bring back records that appear
to be orphaned/missing in the project. (NOTE: This is normally not needed.)
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Permanently delete this project?

@ Deleting the project named "Test project - Survey".

If you wish to permanently delete this REDCap project, type the word "DELETE" in
the box below and click the button. Please ensure that this is truly what you wish to
do before continuing here.

TYPE "DELETE" BELOW

Delete the project Cancel
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£ ProjectHome ] Project Setup | * Other Functionality | Project Revision History

Whatis the REDCap API?

‘The REDCap APl is an interface that allows external applications to connectto REDCap remotely, and s used for
programmatically refrieving or modifying data or sstings within REDCap, such as performing automated data
Imports/exparts rom a specified REDCap project. For detals on the capabilties of the REDCap APl and how to use it
please see the REDCap API documentation

NOTE: Ifyou wish to obtain an API token, which will allow you to make API requests, tnen someone must st grant you
APl user privileges on the User Rights page, afier which you willfren see a lnk called APF on the left-hand menu. That
'API page will provide Instructions on how to request an AP token.

Copy o Back Up the Project

() Copy the proct Make an exact duplicate o this project. Al project felds willbe copied
over,and you wil be promptec o et he it and nfo for e new project.
You may choose o copy of ot copy he ex'stng daia n e curent project
1othe new one.

[Download a backup of this project. The entire project (all records,
14 Downioad metacata only (XML) ] - nSyiments, elas, and project anbutes) can oé downioaded as a single
XL s (COISC COM frmat. This XML S can oe Usea o craae a cone
|8 Downioad metadata & data (XML) | - ofne project (including it data, optionaily) on this REDCap server or on
anainer REDCap server (tcan be upioaded on e Create New Project
P396) Becausa 15 n CDISC ODM format fcan 50 be used o mport
e pojet o anciner ODN-compate Sy
NOTE Th epored XL dose ot ot e prof s ooing ity (uk
)ty oo 500 oy 25 wriood a6 e 05 o
e Lo pace

Project Management

[ Deleisine poject |  You may completelremove tis project, in which al s data will be permanenty deleted
also.This can only be done while te projects silin Gevelopmentor you can send a
requestio delete the project while in producton o a REDCap administator

[ Eraseaiigala | Youmay erase all urenty colieced datan the projct which ncludes al calendar

‘ovents, documents. or . survey responses (1 ). and
any logging events pertaining 1 data collecton. This can only be done while the project s
stilin development o you can send a request o delete the project while n producton 3
'REDCap administator

[ Avchive the projct || You may archive the projectifyou do not wish o use tany longer. Archiving the project
will take it offine and remove it from your st of pojects. tcan only be accessed again by
the Show. Projects link atthe botiom of e My Projects page. You will be:
able 1o un-archive the projectat any tme and bring itback online simly by accessing it
‘again and retuming o tis page.
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Enter a new or existing Record ID
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Data Search

Choose afleldto search
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Search query.
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@ Loggedines e fumd | Logoue i Record Status Dashboard (all records)
@ My Projects
® REDCap Messenger Displayed below s tabl lsting al eisin records/responses and their status
. collection Instrument (an longitudinal, for every event.You may clck any of
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[ choose action for record =

% Download PDF of record data for all instruments

% Download PDF of record data for all instruments (compact)
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" Download PDF of instrument(s)
o This survey (blank)

% This survey with saved data

% This survey with saved data (compact)




image221.tiff
Confidential

w11

Randomisation Data

Randomisation Number
Randomisation Date:

Randomisation Sratum. 0 Disease present
O Disease absent
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Data Entry Rights

NOTE: The data entry rights “only™ pertain to 3 user's
ability to view or edit data on a web page in REDCap
(e.g., data entry forms, reports). It has no effect on data
Imports or data exports.

No  Read [view]| edit
Access Only |8 survey.
Edit | responses

Presenter/Group info 6] 0 e
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Data History for variable "sesstitle” for record

Listed below is the history of all data entered for the variable "sesstitle" for Attendee ID "1". The data

history results are sorted from earliest to most recent.

Date/Time of Change user Data Changes Made
06/24/201914:12:55. mdeod!  Bestcats ever

06/27/201915:39:05 rcfund  Bestdogs ever
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Data Entry Rights

NOTE: The data entry rights “only™ pertain to a user's
ability to view or edit data on a web page in REDCap

(e.g., data entry forms, reports). It has no effect on data
Imports or data exports.

No  Read View
Access Only &
Edit

Example Survey (suney) O 0 e
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& Enable optional modules and customizations
Some options below are disabled because they may not be modified once the prc
© Repeatable instruments [2]
| Disable | @ Auto-numbering for records [?]
Enable | @ Scheduling module (longitudinal only) [7]
Enable | @ Randomization module 2]
Disable | @ Designate an email field for sending survey invitations [?
Field currently designated: attemail (“What s your e-m
Enable | @ Clinical Data Pull from estar [2]
Enable | @ Twilio SMS and Voice Call services for surveys [2]

You will see an option to add a custom record label:

Additional customizations

You may use the options below to make customizations o the project. When done. click Save to save your changes.

‘Set a Custom Record Label

u May append other data andor satic text to any record name (eg. Study ID) as th recordis displayed on your
data collection instruments, such as Inside the drop-down sts when choosing a record and at the top of the page.
after being selected. Smply provde the text you wish to display below, and place any variable names Inside square
brackets [, after which the data collected for those variabls for that record will eplace the variable n the text,

Custom Record Labet:| i oy
i ¢ (Tt el e et e o et 102 w10 0o,
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& surveyresponse s editable B

@ Response was completed on 11/28/2018 12:56pm. You have permission to et this survey response from s orgina values.
10 order to begin eting the response. you must cick the Edt Response button above. View all Contributors o this response.

Particpant D1
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Data History for variable "email” for record "5"

Listed below is the history of all data entered for the variable "email" for Study ID *5". The data history
results are sorted from earliest to most recent.
Date/Time of Change user Data Changes Made

[survey
respondent]

06/23/2019 18:08:39 refund  bruce@batman.com

06/23/2019 18:08:22 bruc@batman.com
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Settings pertaining to project records:  Explain these settings

% Create Records [*)
% Rename Records. 5]
% Delete Records e
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Title of this alert:
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STEP 1: Triggering the Alert

How will tis alert be trggered? () When a record is saved on a specificform/survey*
When arecord s saved on a specifc form/survey with conditional logic*
‘@ Using conditionallogic during a data import or data entry

Trigger the alert.
‘when the following logic becomes true:

(5. Toge Q

Ensure logic i stil true before sending notification? [7

L —— et send “very e i e 2 b





image13.tiff
Displaying: Instrument status only | Lockstatus only | ¢

Follow-
Registration Internal up  Internal Final
RecordID  Survey  form Survey form2 survey

] © © 0 @c
2 @ ¢

= © ® ® ©® ©
u @ o o

] ®@ © G

8 @ © ©

] ® © 0 e o
10 ° = ® @




image235.tiff
When to send the alert?

Send it how many times?

® Sendimmediately
© sendonnext attme | @

(© send after lapse of time:
© send atexactdatertime: |

|days | hours| | minutes

oDy Hr | B8

® Justonce
© Multpletimes: Send every | | days v after iniially being sent
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emaitocc:

Emai to send email.
falre errors:
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pram—
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s poise e

) Prevent iping ofdata
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Alert expiration: e

i alert wil be auto-deaciated a the specfied datetime above. Note: This il cause any
aiready scheduled notfication not o be sent after the expiration tme.
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@ Activity:
Q7 records were alerted (viewlist) ¥ Last sent: 06/24/2019 3:59pm
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7 alerts sent for Alert #1

BB View sent alerts in Notification Log

Record names: 1,2.3,4,5.6,7
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# Edit & Options ~

X Deactivate alert
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Data Exports, Reports, and Stats 8 VIDEO: How to use Data Exporss, Reports. and Stats
+ Create New Report | B> My Reports & Exports | (& Other Export Options

This module allows you to easily view reports of your data, inspect plots and descriptive statistics of your data, as well a5 export your data to Microsoft
Excel, SAS, Stata, R, or SPSS for analysis (if you have such privileges). If you wish to export your *entire* data set or view it as a report, then Report A is
the best and quickest way. However, if you want to view or export data from only specific instruments (or events) on the fly, then Report 8 is the best
choice. You may also create your own custom reports below (i you have such privileges) in which you can filter the report to specific fields, records, or
events using a vast array of filtering tools to make sure you get the exact data you want. Once you have created a report, you may view it as a webpage,
export it out of REDCap in a specified format (Excel, SAS, Stata, SPSS, R), o view the plots and descriptive statistics for that report.

My Reports & Exports
Report name. View/Export Options Management Options )
(uto-generated)
A All data (all records and fields) QuviewReport | [ Export Data | | L& Stats & Chars
o Selected instruments and/or events [
(all records) )
1 Color QuviewReport | [ B Export Data | | L& Stats & Chars # Edit | (D copy | [ xDelete 1448

+ Create New Report

Unique reporc name
(suco-generatec)

R1S4SLASRIL




image246.png
=
& foa2
Foa3
Fea

include in report
rocord g Recard 0~
saagant compiets Compite”
consant_suey_compite Comple”

seectateig

ENCHENE)

[T T re—r—
[y ——
[ —
[ S——




image247.png
record_id Recor 10"
email ‘Email address





image248.png
* Additional report options (optional)

) Include the survey identifier field and survey timestamp field(s)?
) Combine checkbox options into single column of only the checked-off options (will be formaited as a text field when exported
tostats packages)
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Edit Field

You may add a new project field to this data collection instrument by completing the fields below and clicking the Save
button at the bottom. When you add a new field, it will be added to the form on this page. For an overview of the

different field types available, you may view the

Field Type: | Text Box (Short Text, Number, Date/Time, ..) *

Question Number (optional)
Displayed only on the survey page

Field Label
Today's date:

tion Tags / Field Annotation (opton
SNOW @READONLY @HIDDEN-SURVEY,

Variable Name (usized in logic, calcs, snd exports)

0] Enable auto naming of
date ‘vaniable based upon its.
ONLY ecters, numbers, and Fied Laber?
underscores,
How to use

Validation?

(ouona | Datetime (¥-M-D H:M)

Maximum:

—or-
- select ontology service - v

Required?* ) No
* Promt f ied is blank
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3. Stats & Charts

View plots and summary stats for each variable in
the report. It does not enable you to define your
own summaries, such as tabulations of two
fields.

How the summary data is presented varies
according to the field type:

« Categorical fields: summarized in bar charts

* Numeric fields: summarized in scatter plots.
This can be of assistance in identifying outliers.
Click on a data point to navigate to the specific
record.

* Text fields: you see simple totals for the
number of records that have data and the
number of records where the value is missing

Full Name:

Total
| Missing

4 |5556%)

Age i Full Vears: o s

"5 e b o et S

w52 5[]
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B Exporting "All data (all records and fields)"

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
S
(0] CSV / Microsoft Excel (raw data)

CSV/ Microsoft Excel (labels)

5 [ =i

O §SaS sas statistical Software

o @ Rstatistical Software

o By esxoomom

De-identification options (optional)

The oprians below allow you to limit the amount of
sensitive information that you are exporting out of the
project. Check al that appy.

Known Identifiers:

O Remove Al dentifier Fields (tagsed in Data Dictionary)
O Hash the Record ID field (converss record name 1o an
Unrecognizable vaue)

Free-form text:

O Remove unalidacea Tex i (. Tox el s nan
e bt e
O Remore NovesEssey box felds

Date and datetime fields:
([ remove all date and aatetime fields
—or—

OlShi i dtes by vue becween 0and 364 days
had et St s st o eo rcor)
e
i il survey compldon imeszams by value
el o b
ines o Gty loren o e ecrd)

Deselectall options

Additional export options.

Export survey identifier field and survey timestamp
fields)?

|~ Advanced data formatting options.

Export blank values for gray Form Status?
Al Form Status filds with a gray status icon can be exported
either s a blank value or a5 "0" (Incomplete). Hint: Blank values
are recommended f the data will be imported back Into
REDCap, in which this preserves the gray status icons for all the.
imported records.

Expor: gray Form Status felds with value of 0" v

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

(comma) -gefeult v

You may choose to force all data values containing a deciml o
have a specified decimal character (comma or period/ful sap).
This will be applied to al calculations and number-validated
textvalues in the expor fle.

Use fields' native deciml format (default) v

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

ExportData  Cancel
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DUPLICATE VALUE! x

The current question requires that its value never duplicate the value from a

prior survey response. The value you entered (IR has

already been taken, so please enter another value. You must change this value
before you can proceed.

If it is a data entry form, the user will see this:
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1. CSVFormat A LI (3

«  Rawdata: 1 ticipant_complete consent_survey_complete
. o 2 12 2 2
Variable names in the first row; 3 m 2 0
categorical data shown as 4 1 2 0

values

112 Complete Complete
211 Complete _Incomplete
212 Complete _Incomplete

* Labelled data:

Variable labels shown in first row;
categorical data shown as
labels
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Croate New Report i My Reports & Exports 3 PDF & Other Export Options

Below are some addBonal export opsons that are available for your project Insirucions for each ype of export are provided. You
may dick the cortesponding icon on he fightto Gownload the il for each,

L. 21P file of uploaded fies (all records)

Uploaded fles for all f&cords In this project may be downloaded in a single ZIP file. This file contains any iz
fles uploaded for Fl Upioad elds/auestions on a survey or data sniy form. The ZIP fie will contain a

fokder of al the files organized by record name and variableffield name and also contains an index himi e

that serves as  table of contents for 3l e Sies. ARler downsoading the ZIP file, exract i the flesfoiders 1o
 directory on your local compatec. afer which rou may double-click he indextmi s inside to view 3 issng

of e f85 USING your WD BIOWSSI,OF Ou My vew e files directly By ooking in e Gocuments'folder

Click e icon o the fight o begin downioading the ZIP fle.

Nota: I your project has & large amount of File Upload fieldsiquestions or recordsiesponses, e resulting
2IP e may be very 1arpe in e size. Piease be patient i e e takes hme 1o download.

% PDF of data collection instruments contaming saved data (al records)

‘The data for allrecords in his project may be downloadad in a single POF file. This file contains the achual Laed
page format as you would se¢ it on he data enly page or survey andincludes al data for all records for all (%)
data collecson instuments_Ciick he icon o h right o degin downloading e fe

Note: I your project has 3 large amount of felds/guestions or recordshesponses, the resuiting POF file may
‘be vevy large both in e size and in page lengih. Please be patient f th file takes fime o downioad.
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Date values must be formatted as yyyy-mm-dd or dd/mm/yyyy T ——

Date/time values must be formatted as yyyy-mm-dd HH:MMI:SS] or dd/mr dob enrol_date_time
HH:MML:SS] 2001-10-30 2011-12-1412:30
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1 enrolment_arm_1

1 follow_up_1_arm_1
1 follow_up_2 arm_1
2 enrolment_arm_2
3 enrolment_arm_1
4 enrolment_arm_2
$ enrolment_arm_1

o | 3 I 3 e ] H |
enrol_date_time enrolment_detalls_complete allocation randomisation_date
2001-10-30 2011-12-14 12:30 2
1 2012-02-01
1994-09-15 2011-12-14 10:30 2
1995-12-06 2011-12-15 14:00 2
[}
2005-03-10 2011-12-1415:45 2
0
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Browse to your import file and click Upload.

(3 Uplaad your CSV file:
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REDCap does not import the data from the ely. First it parse e g
and displays a summary view. The summary view highlights what will [eCAAg
with each data point in your import file Black toxt = Now Data

ble below

v

Note: data can be imported into your project to create or update recor
cannot delete data using the Data Import Tool: blank Values in n imp (. coc - oscs chs vl besvervreen

not overwrite existing data values. povTow

When you have reviewed the summary page, complete the impo
commit the data to the database by clicking Import Data (Su
for longitudinal projects).
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[)Data Comparison Tool

“This page may b used for Comparing o records curtertly I i project Select  ecord fom each ofthe Ists below and hit e,
Compare*buttan. A comparison tablewilhen be displayed shawing he dferences between the two records.

Study 1D

1 Enroimany v | 2Enoimeny |

[

Diffrences were found betwen the two racords!

“The table below compares the o recorss name 1:3nd 2. Orly the flelds that have difering values are lsted below: you st
o corract o change the valu of e of the records below, srmply click on the data isplayed i red, and il take you o that
form fo hat particulr recors.

Study 1D
Label (field name) Form Name.
1 (Enrolment) 2 (Enrolment)
Dte of Bith (606) Enrolment Detils 20011030 1694-08-15

Disease State (discase_stats) Enrolment Details bad iffy
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DUPLICATE VALUE!

The current field is the secondary unique field (email), so its value must be
unique for all records and cannot be duplicated. Another record or another
event within the current record already has this same value

() You must change this value before you can

proceed.

Close
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 Field Comment Log

This page cpiays the Field Comment Lag or al acordsfaventsalds in s project You may use the conros below o perorm
Keyword searches i the cormments as well a fter the comments by record, svrt, e, o data access group. Koep n ming
hatfyou do not have user pilieges o view some data collecton nstrumerts, then commens for any el on hose
Inctruments wil not be ispiayad n 1 table. Also, fyou balang 1o 3 data actess group, hen you wll oy @ rasuls for
tecors tha belong 1 yourgroup. The e Field Comment Log s downloadatle a5 a e in ExcelCSV format.

Field Comment Log s

Result retrned: 4

[aopy fers | szt

Fiola Comments.

e sevens (111412013 8:220m)

- oz
o

= e

= I s

=™ o s oz

E— |0z e v 1025
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& UserFiles | DataExportFiles & Upload New File

Fier by fil type: action |

[# project protocol B s
e vomes rvbraasoldoc

Dt uploaded, 06/35/3013 O x
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Download ile &

o Editlabel I'd
o Removefile x

Send the file to anyone using Send-It -4

« Allfiles will be visible to and all actions can be performed by any user that is given access to the File Repository
module.
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© adding new file

Document  [CiDocuments and Seti

Project protocol
Name/Label

Upload File
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Create new groups: Add new data access groups to which users may be assigned.
& GROUP1

Assign user to a group: Users may be assigned to any data access group.
. Assignuser | -- Select User — | | (NoAssignment] +f | Assign |
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. @S Numberof Unique group name @ Group D Delete

(auto- number & grou
roup | @uto-generated) © group?
GROUP 1 0 goupl 13 x
GROUP 2 o |gowp2 14 x
GROUP 3 o |growp3 15 x
GROUP 4 o |gowps 16 x
GROUP 5 o |growps 7 x
andrewc (Andrew Cooper),
[Notassignedtoagroup] testuser0l (Test User) a
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Create new groups: Add new data access groups to which users may be assigned.

2 [Encer new group name Add Group |

Assign user to a group: Users may be assigned to any data access group.

2 Assgnuser | cesuserdt (TestUsen) o fo GROUP 1
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¢ DAG Switcher: Enable multiple Data Access Groups for users Display options: (@ Rows are DAGS

O Rows are Users
Users assigned to Data Access Groups (DAGS) can optionally be assigned to multiple *potential* DAGs, in which they may be given the privilege of
switching in and out of specific DAGS on their own whenever they wish. To assign a user to multiple DAGS, check the checkboxes below for that

User. At least two DAGS must be checked for a user in order for them to se the DAG Switcher. NOTE: This does not override a user's current DAG
assignment, as set above or on the User Rights page.

Show| 25+ |entries
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I PDF Customizations
Downloadable PDFs of data entry forms and surveys can be customized using the options below. Note: The options will be applied to

ALL instruments in the project.

1) Set custom header text to appear at top left of every PDF page (it may be left blank, if desired). Note: Only static text can be
entered; thus piping cannot be utilized here.

Confidential Default text: Confidential

2) Display or hide the REDCap logo and website URL at the bottom right of every PDF page?
@® Display REDCap logo and website URL (default)
O Hide REDCap logo/URL and instead display the following text: Powered by REDCap

3) Display or hide the Secondary Unique Field value at the top right corner of the PDF? (This option is only applicable if the Secondary
Unique Field is enabled above and is set to be displayed.)

Keep it displayed v

4) Hide Record ID from PDF header? (This will remove the record ID from the header of every PDF page.)
Keep it displayed v
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A Project Home | 7= Project Setup | & User Rights | %% Data Access Groups

This page may be used for granting users access to this project and for managing the user privileges of those users, You may also create
roles to which you may assign users (optional). User roles are useful when you will have several users with the same privileges because they
allow you to easily add many users to a role in a much faster manner than setting their user privileges individuzlly. Roles are also a nice way.
to categorize users within 2 project. In the box below you may add/assign users o create new roles, and the table at the bottom allows you
to make modifications to any existing user or role in the project, as well as view a glimpse of their user privileges.

| [ Upload or download users, roles, and assignments < | [2]

Add new users: Give them custom user rights or assign them to a role.
‘Add new user
“or—
‘Assign new user to role

Create new roles: Add new user roles to which users may be assigned.

Enter new role name + Create role

(.. Project Manag
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8 Expiration Date
(Favpicae)

Highest level privileges:

Project Design and Setup
2 user Rights
4% Data Access Groups

Other privieges:

£3 Survey Distribution Tools

8 Calendar & Scheduling

Q Add/Edit/Organize Reports
Aiso allows user to view ALL reparts (but not
necessariy all data in the reports)

ol Stats & Charts.

8 Data Import Tool

# Data Comparison Tool

B Logging

& File Repository

¢ Randomization
st s candomizstion?

8 Data Quality
st s Data Qusit?

(oM

oo0oo

[ <M<}

Dlpashboard
Randomize

Ocreate & edit rules
Oexecute rules

Settings pertaining to project records:  Explain these sstbngs

Creste Records

2 Rename Records.

[m]

Privileges for Viewing and Exporting Data

Data Viewing Rights pertan t0 a user's abilty to view or edit data on pages i the project (e, data entryforms, reports), Users.
with ‘No Access' Dats Viewing RIghts for a gen instrument will nat be sbie o View that instriment for any record, nor il they be
bl to view hilds from that Instrument o r8port. Data EXport RIS pertain 0 a User's abilty t export data rom the projecs,
whether through the Dota Exports page. APl Mobile App, o n PDFS of instruments containing record data. Note: Data Viewing
Rights and Data Export RIghs are Completely separate and do not mpact one another.

Data Viewing Rights. Data Export Rights

T S

B EBE B

e = B 82

Baseline (survey) [e] [e] ® [e] [e] [e] ®
consent [e] [e] ® [e] [e] [e] ®
Survey (zurvey) [¢) o @ [¢) [e) [e) ®
Consent Form [e] [e] ® [e] [e] [e] ®
Tempie e e ® ® © ® ® ® ©
T & © G 5 ®& ® O

Template _(zurey)

* Deidentfied means that al free-form text fields will be removed, as well as any date/time fields and Identier fields.

New User Notification

Notify user of their project access via email?
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2+ SelectRole: | - select role
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Create new roles: Add new user roles o which users may be assigned.

Enernew o name
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B Video Tutorials

@ suggest a New Feature
7 CTsi How To Guides

= Data Import Tool

This module may be used for importing data into this project from a CSV (comma delimited) file or alternatively
from an XML file in CDISC ODM format. Below are the steps you will need to follow in order to import your data
successfully into this project.

[Elcsvimport | [ CDISC ODM (XML) import

Instructions:

1.)Click the link below to download your data import template a5 a CSV (comma delimited) file. Save it locally to
your computer and then open it to begin fllng t with the data you wish to import.

' Download your Data Import Template (with records in rows)
or

5] Download your Data Import Template (with records in columns)

2)1n each column of the Data Import Templte file that you downloaded, place the data for each record that you
wish to import. Once all your data has been 2dded, save the file.

+ Be sure not to change the Variables/Field Names in the file or an error may occur.

+ Also, for all of the dropdown' or radio' fields in the project, you must make sure that the numerical
value (rather than the text value) is entered in those cell, or else it cannot be processed.

+ Any empty rows or columns In the file can be safely deleted before Importing the file. Doing this
reduces the upload processing time, especially for large projects.

3) Click the ‘Browse’ or ‘Choose File’ button below to Select the file on your computer, and upload it by clicking
the Upload File’ button.

4) Once your file has been uploaded, the data will NOT be immediately imported but il be displayed and
checked for errors to ensure that allthe data is in correct format before t is finally imported into the project.

Record format: The file o be uploaded has Its records stored as separate | Rows v
Format for date and datetime values: | MM/DD/YYYY or YYYY-MM-DD ¥
Allow blank values to overwrite existing saved values? | No, ignore blank values in the fl (default) v

Name the imported records automatically (force record auto-numbering) (2] | No, use the record name provided

jpload your CSV file:
Choose File | No fle chosen
Upload File
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@ 4 Enable the Data History widget for all data collection instruments?
If enabled, an icon will appear next to every field on a data collection instrument. When the icon is clicked, the history
of all data entered into that field for that record will be listed chronologically and will display all previous values, who
changed the value at each instance, and the time it was changed.
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© Your was uploaded ly and is ready for review.
You are now required to view the Data Display Table below to approve all the data before it is officially imported into the project. Follow the

instructions below.

Instructions for Data Review

The data you uploaded ffom the file s displayed in the Data Display Table below. Please Inspect it carefully to ensure that it s all correct. Ater
reviewing I, click the ‘Import Data’ button at the bottom of this page fo Import this data into the project

KEY for Data Display Table below

Black text = New Data

Red box = error

Orange box = warning

DATA DISPLAY TABLE

‘ IIi

me.| onscene_time | incident_close | dsposiin | ocaton

record_id | date | report | receive_time | dispatch_time | enroute_1
No
1abe
ysnois | emeency YOI ougooam  ousonaM  sszooaM  i00oopaw | HEment o
Transpore
"

When you have finished reviewing, click on ‘Import Data.”

Do you wish to import the new data (displayed above) into the project?
(Click the button below to import the data.)

Import Data
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& UserFiles | DataExportFiles & Upload New File
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« The four Actions are:
Download ile &

o Editlabel I'd
o Removefile x

Send the file to anyone using Send-It -4

« Allfiles will be visible to and all actions can be performed by any user that is given access to the File Repository
module.
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[35] Downioss the tabe beiow as Microsoft Excel (CSV)

Actions: SHOW ALL ROWS | Show tmestamp {user | Hide imestamp  user | Show locked | Show notlocked |
‘Show e-sianed | Show not e-sianed (excludes NA) | Show both locked and e-sianed |

‘Show neiher ocked nor e-sianed (excludes N/A) | Show locked but not e-sianed (excludes NAY

Al Records

Record EventName  FormName  Locked? E-signed?

1 Enrolment Enrolment Details [ view record
1 Randomisation  Randomisation a Vi rcord
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]

Fleld valdation erros (out of range)

Outlers for numerical fislds.
(numbers, integers, slders, calc fields)

[

Click view to see the records that fail thetest.

P e —

Rocord (Sotedy DAG)  Discrepantlekds whth thi values Staus ke
tege i ange =65
‘ 15, 55) ot astute
' tege_win e =17
oy i 15 ) CLLD) —
| close
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Ga)

Numi should be >= Num2

Enter descriptive name for niew rule
(2.0, Participants below age 18)

[um1] < [num2]

Ente logic for new rule
(0. lage] < 18)
How do! use specil funclions?

o

Execute
real tme
on data
entry
forms (7]
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= POF Auto-Archiver

Upon survey completion. a compact PDF copy of
the survey response will be automatically stored in

the projects Fle Repositoty. from which the
archived PDFs can be downloaded at any time.

© pisabled

© Auto-Archiver enabled

® Auto-Archiver + e-Consent Framework  Weas s the &Cansees Framesor?
(Includes end-of survey certfication & archival o PDF consent form)

‘e-Consent Framework Options: For &-Consent t s sometimes required to incluce
the consenting particpant's name (and date of bith in some cases) on the final
consent form 3¢ extra documentation of their (dentiy. Below you may select fields
used to capture that Info. You may also enter the current e-Cansent version and e-
Consent type for this form. The values for the islds below wil be automatically
Inserted into the footer of the PDF consent form that the participant will eview at
the end the survey, ater which that PDF 'harc-copy” willbe archived in the Fie

) Allow e-Consent responses to be edited by users?

Note: fyou are using a single el to caprure whole name, you may seect or ither
st name above whil leaving the aher name fed unelecied.

Oprionalfields these are no always necessaryfor e Consen:
e Consent type: eg. Pediowic

Dateof birth field: | select 3 feld v
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B Record Status Dashboard

B Add / Edit Records

You may view an exisingrecordiresponse by selecting i from the drop-down sts below, To create a new recordires
ewvalue n the text box below and hitTab o Enter,To quicklyfind a record without usin the drop-downs,the text
populate with exsting record names as you begi t type In , allowing you to select t

@ NOTICE: This project s currently I Development status. Real data should NOT be entered un the project
has been moved to Production satus.

Tota records: 1

Choose an existing Record 1D
Enter a new or existing Record ID
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Save & Stay

Save & Go To Next Form
Save & Mark Survey as Complete
Save & Exit Record

Save & Go To Next Record
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B My Projects.

W REDCap Messenger
Project Home and Design

£3J survey Distribution Tools

& Public Survey Link | 22 Participant List 5% Survey Iny

n Log

e Fiolacttiome - £ Erojes setip Using a public survey link is the simplest and fastest way to collect responses for your survey. You may obtain the.
@ Designer - @A Dictionary - E1Codebook  survey link below to emal it to your participants. Responses wil be collected anonymously (Unless the survey

WProectstows: Development contains questions asking for identifying data from the participant). NOTE: Since this method uses a single survey
link for al participants, it allows for the possibilty of participants taking the survey

patace I= necessary in some cases.

fection

ultiple times, which may be
£3 survey Distribution Tools

) To obtain the survey lnk, copy the URL balow and paste it i the body of en emal messags in your own emal
e cllent. Your emall reciplent(s) can then click the link to begin taking your survey.
D Putlic Survey URL: | itpsedcap vanderbil edusurveys/7s-WREHVYEWLE .

B Add/ Edit Records.

1 Protact the public survey using the Google reCAPTCHA feature 7]

Aemcatons & ) o

e— o LinkActions Link Customizations

@ Help & FAQ | e Open public survey > Get Short Survey Link

© Video Tutorials

[ S a i e [ Open public survey + 6 Log out | 4 Create Custom Survey Link
s —— 8 Send e URL via emai < GetEmbed Code

[/ Survey Access Code or B8 QR Code
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Move your project to production status

Move the project to production status so that real data may be collected. Once in production, you will not
be able to edit the project fields in real time anymore. However, you can make edits in Draft Mode, which

Not
will be auto-approved or else might need to be approved by a REDCap administrator before taking effect.

started
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Move Project To Production Status? x

Are you sure you wish to leave the DEVELOPMENT stage? If you proceed, the project will be moved to
PRODUCTION status so that real data may be collected. If you select the ‘Delete ALL data’ option
below, all current collected data, calendar events, and uploaded documents will be deleted, otherwise
all will remain untouched as the project is moved to production.

i Have you checked the|Check For Identifiers|page to ensure all identifier fields have been tagged?

Keep existing data or delete?
O Keep ALL data saved so far. (12 records)

O Delete ALL data in the project (including any survey responses), calendar events, documents
uploaded onto forms/surveys, and all archived data export files stored in the File Repository,
and any logged events that pertain to data collection.

Once in production, you will not be able to edit the project fields in real time anymore. However, you
can make edits in Draft Mode, which will be auto-approved or else might need to be approved by a
REDCap administrator before taking effect.

YES, Move to Production Status Cancel
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4 Project Home  =Project Setup | [# Online Designer = [§i Data Dictionary B Codebook

Create snapshot of instruments | B VIDEO: How to use this page

Last snapshot: 15/11/2022 11:34am

The Online Designer will allow you to make project modifications to fields and data collection instruments very easily using only your web
browser. NOTE: While in development status, all field changes will take effect immediately in real time.

Data Collection Instruments

Add new instrument: Survey options: Automated Survey Invitation options:
 Create | anew instrument from scratch urvey Queve || § surveyLogin | | [l Upload or download Auto Invitations = |

@ Import | a new instrument from the official REDCap Instrument Library [E 5 survey Notifications C Re-evaluate Auto Invitations

© Upload | instrument ZIP file from another project/user or external libraries

View Enabled as

Instrument name Fields WS lwey™ Instrumentactions Survey-related options
Baseline 8 9 Chooseaction = | [ @ Survey settings | [ + Automated Invitations |
consent 0 Enable | | Choose action

Survey 1 ] Choose action = | @ Survey settings | [ @ Automated Invitations |

Consent Form £ Enable | [ Choose action
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Data Collection Instruments

Add new instrument: Survey options: Automated Survey Invitation options:
 Create | anew instrument from scratch survey Queue || § surveyLogin | | [& Upload or download Auto Invitations - |

@ Import | a new instrument from the official REDCap Instrument Library [E 5 survey Notifications @ Re-evaluate Auto Invitations

© Upload | instrument ZIP file from another project/user or external libraries

View Enabled as

Instrument name Fields hof Instrument actions  Survey-related options

Survey
Baseline 8 9 Chooseaction = | [ @ Survey settings | [ + Automated Invitations
Newinstrumentname: || Ceate | Concel

consent 0 Enable Choose action

Add instrument here
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Data Collection Instruments

Add new instrument: Survey option
 Create | anew instrument from scratch survey Queue || § surveyLogin | | [& Upload or download Auto Invitations - |

@ Import | a new instrument from the official REDCap Instrument Library [E 5 survey Notifications C Re-evaluate Auto Invitations

© Upload | instrument ZIP file from another project/user or external libraries

Automated Survey Invitation option:

Instrument name. Felds 5 EN2DIECES Instrument actions  Survey-related options

Baseline 8 9 Choose action @ Survey settings || +Automated Invitations
consent o Enable # Rename

Survey i ] D cory ettings || @ Automated Invitations
Consent Form a4 ae) | | P

@ Download instrument ZIP
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This page allows you to build and customize your data collection instruments one field at a time. You may add new fields or edit
existing ones. New fields may be added by clicking the Add Field buttons. You can begin editing an existing field by dlicking on the &
Edit icon. If you decide that you do not want to keep 2 field, you can simply delete it by clicking on the % Delete icon. To reorder the
fields, simply drag and drop 2 field to 2 different position within the form below. NOTE: While in development status, all field
changes will take effect immediately in real time. Are you using Action Tags yet? If not, learn about Action Tags here.

@ Return to list of instruments

current instrument: Follow-up Preview instrument

ada el | | A Mt of Fiees
SR (F R variobie:color 2

What s your favorite color?

g ren | aaa varic ot Fes

& T (F R voroble:color_other 2 Branching logic: [color 2] =3

Other color:

| e
TR voraieses

Test

g ren | aaa varic ot Fes
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‘Add New Field

You may add a new project field to this data collection instrument by completing the fields below and clicking the Save button at the bottom. When you add a new field,itwill be added to the
form on this page. For an overview of the different field types available, you may view the £ Field Types video (4 min).

Field Type: | Text Box (short Text, Number, Date/Time, .)

e Variable Name (s n o cos.and vz
0 St ko f vl
i ton s il ot

Field Label O Use the Rich Text Editor [£]  ONYietiers pmbers andundeseres

owtouse

Validation? (cptional) | ---- None - v

=

- select ontology service - v
Required?* ® No O Yes

*promgt o s iank

Identifier? ® No O Yes
4 Doesthe fild ontandentyng fomton (e, name, SN, addess?

Custom Alignment  Right / Vertical V) v

Action Tags  Field Annotation (cotonsi i thepostonfthe idc thpage

Field Note (opicna)

Leam about ‘mal reminder ot dislayed undemeath eld
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You may add a new project field to this data collection instrument by completing the fields below and dlicking the Save button at the
bottom. When you add a new field, it will be added to the form on this page. For an overview of the different field types available,

you may view the & Field Types video (4 min).
Field Type: | Multiple Choice - Drop-down List (Single Ans) v

Question Number (sptionai)
Diplyed ol on the survey page

Field Label (0 Use the Rich Text Editor [2]

What s your favorite color?

Choices (one choice per li
fi.Red
Blue
, Green
, Yellow
9, Other

€)  Copy existing choices

[ enable auto-complete for this drop-down [2]
How do | manuallycode the choices?

Action Tags / Field Annotation (optonal)

Learn about or using Beld Annotation

Variable Name (uiize n logic elcs, and exports)
color_1 Enshie auto naming of

s beckd uoon 25
(ONLY leters numbers, and underscores.

e
I o varies

Required?* @ No Oves
= promp i s biank

Identifierz @ No O ves
Does the el contain identiying informaton (.., name, S5, adéress?

Custom Alignment | Right/ Vertical RY) v
Al the poitionofth fiedon the page

d Note (options)
Small reminder tot dispayed undernesth fld

save | Cancel
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Field Type:  Text Box (Short Text, Number, Date/Time, ..) v

Question Number optona e —
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Sign your name:
© Agg signare




image1.png
w 'lr;)va scotia

ealth
(@) innovation hub




image63.png
e ——

You may 2602 ne rjct s 1 i cobcton smentoy compieing e o nd g e Save o a1
7o b When ou 200w el b dded o o on s age.For 21 overw of e Heren Tl s

vtz ey vew e g il Togs vola i

e T —

Fisld Labet I
Plaas pioad 3 petiem o you et o cream.

Fild Annotaton (zrs) 8 s ot i T

ety it ]

e —
pture_eatng_cecram

Reaquired?” @ o Yes
donitlor? @ o Yes

e o e e e 54
Custom Algnment | i Verieal (V) +

o e st e

LRy

-
et st

save | cancel




image64.png
Please upload a picture of you eating ice cream

© Upload document
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How often do you eat ice cream?
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Link:

‘The sundae is a sweet ice cream dessert. It ypically consists of one or more scoops of ice cream topped with sauce or
‘syrup, and in some cases other toppings including sprinkles and whipped cream.
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