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@® WHAT IS REDCAP?

Web-based
software used
to create and

manage research
databases and
participant
surveys.

Developed as a
tool to help
researchers
collect and
manage data
effectively and
responsibly.




@ REDCAP HISTORY

2004: Created at Vanderbilt
2006: Global consortium
2011: University of Chicago

2011: CRI Created

2012: REDCap at UChicagl

CENTER FOR

RESEARCH
INFORMATICS

Worldwide:
6,361 institutions
151 countries
1.7M projects
2.4M users
UChicago:
13,469 projects
9,972 users

Map of REDCap Consortium Partners
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@ SEMINARS TOPICS

e Creating a Project

e Adding and Editing Fields

e Optional Modules and Customizations
e Testing your Project

e Moving to Production

Using Surveys

e Creating Surveys
e Sending and Tracking Surveys
e Survey Features

Applications & Tools

e Data Import Tool

e Data Exports

e Smart Devices

e User Rights and DAGs
e Help Resources
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@® WHAT ARE THE ADVANTAGES?

Accessible

e web-based access (on and off campus)
e access for multi-site collaborations
Customizable

e fast and flexible to design
e modifications at anytime
Accurate

e ensures consistent and accurate data entry
e data quality checks to look for errors

Secure

e user authentication against BSDAD or UCHAD
e nightly backups, weekly vulnerability scans
reel!

I

e includes training, design guidance, troubleshooting



@® HOW TO FIND REDCAP

cri.uchicago.edu
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NEW USERS:

Log in with either your BSDAD or UCHAD account {use only one account). If you do not have either account, a sponsor may request an
account for you by filling out the CRI Collaborator Account Request Form. Please follow up with our CRI Help Desk on this request. Also,
CNET accounts DO NOT allow access to REDCap.

EXTERNAL ACCOUNTS:

To request accounts for external collaborators from other institutions, fill out the CRI Collaborator Account Reguest Form. Please follow
up with our CRI Help Desk on this request.

ADDING A USER TO A PROJECT:

Please do not add the user's email address to the project's User Rights page, as this will not work. The user first needs to log into
REDCap to register their account. You can then add them to your project's User Rights page at that point. Contact the CRI REDCap
Administrator for further help.

SUSPENDED ACCESS:

If REDCap states your account is suspended upon log in, contact the CRI REDCap Administrator to have your access unsuspended.
Access is suspended after one year of no login activity.

PASSWORD HELP:

If you need password help, contact the appropriate help desk below and ask for a password reset for either your BSDAD, UCHAD, or CRI
collaborator account:

BSDAD/UCHAD Accounts  [CRI Collaborator Accounts
CBIS Service Desk ICRI Help Desk
help@bsd.uchicago.edu access@rt.cri.uchicago.edu
773-702-3456 [773-834-8475

Please log in with your user name and password. If you are having trouble logging in, please contact University of Chicago REDCap

Support.
) Username:

Password:




® LOGGING INTO REDCAP
REDCap

LogIn
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’ MEWEST FEATURES: REDCap was upgraded on 8/10/21 to version LTS 11.1.7. Details of the newest features and improvements can be found here.

COVID RESOURCES: We want to encourage and support your use of REDCap for COVID-19 related research, tracking, and menitoring, Visit our resources page for more
information.

ELECTRONIC CONSENT: Use of Electronic Consent (e-consent) has been approved by the BSD Office of Clinical Research. Visit our e-consent page for more information.

REQUESTING HELP: If you need help with REDCap functionality, contact the UChicago REDCap Administrator. Please do not use REDCap Messenger to request help, as
those messages will not be forwarded to the REDCap help ticketing system.

NEW USERS: Log in with either your BSDAD or UCHAD account (use only one account). CNetlD accounts DO MOT allow access to REDCap.

EXTERNAL ACCOUNTS: To request accounts for users from external collaborating institutions, fill out the BSDIS Collaborator Account Request Form. The BSDIS Help Desk
will follow up on this request.
H E I— P F U L GRANTING USER PROJECT ACCESS: Please do not add the user's email address to your project's User Rights page. as this will not work. The user first needs te log into

REDCap to set up their profile. You will then be able to grant them access via your project's User Rights page.

I N FO ! SUSPENDED ACCESS: If REDCap states your account is suspended upon log in, contact the UChicago REDCap Administrator to have your access unsuspended. Access is
auto-suspended after one year of no login activity.

PASSWORD HELP: Passwords cannot be reset in REDCap. Please contact the following help desks depending on your account type:

» BSDAD or UCHAD accounts- visit the UCMIT Password Reset Self-Service site. If you need further help, email UCMIT at ucmitservicedesk@uchicagomedicine.org or call
773-702-3456.

» t.cri or t-9 accounts - visit the B5DIS Password Resst Self-5ervice site (choose the BSDAD domain). If you need further help, email BSDIS at bedis@bsd.uchicago.edu or

~ call 773-834-4000.

Pleasze log in with your user name and password. If you are having trouble logging in, please contact SEE HELP SECTION ABOWE.

BS DAD 3 Username:
or Password:
UCHAD =




@ ACCESS EXPLAINED
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PROJECT
A

PROJECT
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® HOME PAGE
Training Videos Navigational Bar

[‘ﬁEDcap Home [E MyProjects = New Project @ Help & FAQ] E Training Videos |2 Send-it W Messenger

Logged in as

Welcome to REDCap!

REDCap is @ mature, secure web application for building and managing online
surveys and databases. Using REDCap's stream-lined process for rapidly
developing projects, you may create and design projects using 1) the online
method from your web browser using the Online Designer; and/or 2) the offline
method by constructing a "data dictionary' template file in Microsoft Excel, which
can be later uploaded into REDCap. Both surveys and databases (or a mixture of
the two) can be built using these methods.

REDCap provides automated export procedures for seamless data downloads to
Excel and common statistical packages (SPSS, SAS, Stata, R), as well as a built-in
project calendar, a scheduling module, ad hoc reporting tools, and advanced
features, such as branching logic, file uploading, and calculated fields.

Learn more about REDCap by watching a § brief summary video (4 min). If you
would like to view other quick video tutorials of REDCap in action and an
overview of its features, please see the Training Resources page.

Please note that any publication that results from a project utilizing REDCap
should cite grant support (NIH CTSA UL1 TRO0D430).

NOTICE: If you are collecting data for the purpeses of human subjects research,
review and approval of the project is required by your Institutional Review
Board.

If you require assistance or have any questions about REDCap, please contact
University of Chicago REDCap Support.

REDCap Features

Build online surveys and databases quickly
and securely - Create and design your project
rapidly using secure web authentication from
your browser. No extra software is required.

Fast and flexible - Conception to production-
level survey/database in less than one day.

Export data to common data analysis
packages - Export your data to Microsoft Excel,
PDF, SAS, Stata, R, or SPSS for analysis.

Ad Hoc Reporting - Create customn gueries for
generating reports to view or download.

Scheduling - Utilize a built-in project calendar
and scheduling module for organizing your
events and appeointments.

Easily manage a contact list of survey
respondents or create a simple survey link -
Build a list of email contacts, create custom email
invitations, and track who responds, or you may
also create a single survey link to email out or
post on a website.

t.cri.redcapl 2 My Profile  GeLog out]



@ TRAINING VIDEOS

*EDcap Home [E My Projects =+ New Project @ Help & FAQ

B Training Videos @& Send-lt Wl Messenger %3 Control Center

B REDCap Training Videos

Just Getting Started?

Explore these overviews of fundamental concepts and features.

loggedinas g
Jaceecdn & My Profile B Log out

Title

Description

Watch
Video

Brief Overview

A quick summary of what REDCap is and what it can do.

o

4 minutes

Detailed Overview

This video provides an overview of basic functions and features within a REDCap project. It

will serve as a starting point for learning about the basic concepts of REDCap. what REDCap
projects are, how to create them, and how to use them.

14 minutes

Data Entry Overview

A focused exploration of basic data entry workflow. Suitable for training data entry staff.

%

o

19 minutes

Building a Project

Learn how to build and modify data collection instruments.

Title

Description

Watch
Video

Introduction to
Instrument Development

An introduction to the Online Designer and Data Dictionary methods of instrument
development.

o

& minutes

Online Designer

This online tool is the quickest and most intuitive method for making instrument
modifications.

5 minutes




@ CREATE A PROJECT

&EDcap Home [E My Projects] + New Project @ Help & FAQ HEiTraining Videos &&Send-it Wl Messenger :_D‘gr%:g;:::,l & My Profile @ Log out

=4 Create a new REDCap Project

You may begin the creation of a new REDCap project on your own by completing the form below and clicking the Create Project
button at the bottom.

Project title:

Purpose of this project:

— Select One — ﬂ
How will it be used?

Project notes (optional):
Comments describing the project’s us
or purpose that are displayed on the
My Projects page.

' Create an empty project (blank slate)
) Upload a REDCap project XML file (CDISC ODM format) |?
() Use a template {choose one below)

Start project from scratch
or begin with a template?

Template title (sorted by title




@ PROJECT SETUP STEPS
*EDcap Training Project

& Loggedin as t.eriredcapl | Logout

E My Projects 4 Project Home | :=Project Setup | B Other Functionality @ £0 Project Revision History

4 Project Home or = Project Setup

B REDCap Messenger Project status: / Development [ Completed steps 1 of 7 ]
Project status: Development

y Main project settings
Data Collection & Edit instruments |—|
Enable | & Use surveys in this project? [2] 2 VIDEQ: How to create and manage a survey

Record Status Dashboard

- View data collection status of all records

|5 Add / Edit Records
- Create new records or editfview existing ones Mudify project title, purpose, etc. I

Complete!

Enable | @ Use longitudinal data collection with defined events? [2]

Show data collection instruments

Design your data collection instruments
Applications =

Add or edit fields on your data collection instruments. This may be dene by either using the
Online Designer {online method) or by uploading a Data Dictionary (offline method). Quick
links: Download PDF of all instruments OR Download the current Data Dictionary

iy Data Exports, Reports, and Stats

' Field Comment Log = i ) L 7
FHle Repository I'm done! Goto | 2 Online Demgner] or | [x] pata Dll:tmnaryl Explore the | @ REDCap Shared Library |

£ User Rights
(&) How To: Advanced Coding

@ How To: Calculations Learn how to use

(o) How To: Survey Wizard

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

(&) How To: Adding Users Enable optional modules and customizations
[ UChicago REDCap Website Enable | @ Repeatable instruments [?|
Help & Information (=] Optional Disable | @& Auto-numbering for records [?]
© Help & FAQ I'm done! Enable | @ Scheduling module (longitudinal only) [2]
5 Video Tutorials Enable | @ Randomization module
[* Suggest a New Feature Enable | @ Designate an email field for sending survey invitations [?|

Contact REDCap administrator Additional customizations ]




@ STEP 1: MAIN PROJECT SETTINGS

|
>

v

Complete!

Main project settings

Enable | @ Use surveys in this project? |2 &l VIDEO: How to create and manage a surve:

Enable | @ Use longitudinal data collection with defined events? |2

Moadify project title, purpose, etc.

T'm done! |

'm done! |

T done! |

T'm done! |

T'm done! |

Design your data collection instruments

Add or edit fields on your data collection instruments. This may be dene by either using the
Online Designer (online method) or by uploading a Data Dictionary {offline method). Quick
links: Download PDF of all instruments OR Downlead the current Data Dictionary

Goto | 5 Online Designer| or | [%] Data Du:tionary| Explore the | [REDCap Shared Library |

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

Learn how to use [DEEmarry B [ @ Action Tags

Enable optional dules and izations

enable | @ Repeatable instruments [2

Disable | & Auto-numbering for records [2

Enable | (@ Scheduling module {longitudinal only) [2
Enable | (@ Randomization module [

Enzble | (@ Designate an email field for sending survey invitations |2

Additional customizations |

Set up project bookmarks (optional)

You may create custom bookmarks to webpages that exist inside or outside of REDCap. These
bookmarks will be seen as links on the left-hand project menu and can be accessed at any time
by users who are given privileges to do so. Every project bookmark has custom settings that
allow one to control its appearance and behavior.

Go to | Add or edit bookmarks

User Rights and Permissions

You may grant other users access to this project or edit the user privileges of current users on
this project by navigating to the User Rights page. Additionally, if you wish to limit user access
to certain records/responses for this project, you may want to use Data Access Groups, in
which only users within a given Data Access Group can access records created by users within
that group.

Goto | User Righlsl or | Data Access Groups

Test your project thoroughly

Itis important to test the essential components of your project before moving it into
praduction. Try creating a few test records and entering some data for each to ensure that
yaur data collection instruments look and behave how you expect, especially branching logic
and calculations. Then review your test data by creating reports and exporting your data to
view in Excel or a statistical analysis package. if you have surveys, complete the surveys as if
you were a participant by using the Public Survey Link or Participant List by sending a survey
invitation to yourself, If other project modules will be used regularly, test thern out a bit toa.
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 (espedially team members) take a look at your project to
get a fresh set of eyes looking at it.

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 will be auto-approved or else might need to be approved by a
REDCap administrator before taking effect.

Go to | Mave project to production

Modify project title,
purpose, etc.

Enable surveys
Enable longitudinal data
collection




@ STEP 2: DATA COLLECTION INSTRUMENTS

Vv

Complete!

Main project settings

Enable | @ Use surveys in this project? 2 3 VIDEQ: How to cregte and manage @ sur

Enable | @ Use longitudinal data collection with defined events? [2 .

Madify project title, purpose, etc.

v

Design your data collection instruments .

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

Complete! Online Designer (online method) or by uploading a Data Dictionary (offline method). Quick
links: Download PDF of all instruments OR Download the current Data Dictionary
Goto | = Online Designer | or | [%] Data Dictionary Explore the | {8 REDCap Shared Library .
Have you checked the Check For Identifiers page to ensure all identifier fields have been tagged?
Learn how to use ) &2 [ ]
Enable optional dules and izations
Enable | @ Repeatable instruments [2
Disable | & Auto-numbering for records [2
I'm donel | Enable | i@ Scheduling module (longitudinal only) [2/
Enable | (@ Randomization module [7
Enable | (@ Designate an email field for sending survey invitations [?|
Additional customizations |
Set up project bookmarks (optional)
You may create custom bookmarks to webpages that exist inside or outside of REDCap. These
bookmarks will be seen as links on the left-hand project menu and can be accessed at any time
by users who are given privileges to do so. Every project bookmark has custom setrings that
I'm done! | allow one to control its appearance and behavior.
Go to | Add or edit bookmarks
User Rights and Permissions
You may grant ather users access to this project or edit the user privileges of current users on
this project by navigating to the User Rights page. Additionally, if you wish to limit user access
to certain records/responses for this project, you may want to use Data Access Groups, in
I'm one! | which only users within a given Data Access Group can access records created by users within
that group.
Go to | User Rights | or | Data Access Groups
Test your project thoroughly
Itis important to test the essential components of your project before moving it into
production. Try creating a few test records and entering some data for each to ensure that
your data collection instruments look and behave how you expect, especially branching logic
and calculations. Then review your test data by creating reports and exporting your data to
f'm done! | view in Excel or a statistical analysis package. If you have surveys, complete the surveys as if

you were a participant by using the Public Survey Link or Partidpant List by sending a survey
invitation to yourself, If other project moedules will be used regularly, test them out a bit too.
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 looking at it

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 will be aute-approved or else might need to be approved by a
REDCap administrator before taking effect.

Go to | Move project to production

Online Designer
Data Dictionary*
Shared Library (Global)

Special Features™

e Smart Variables
* Piping
* Action Tags

* (covered in next seminar)



@ ONLINE DESIGNER

4 Project Home := Project Setup [ = Online Designer ] [=F Data Dictionary

B Create snapshot of instruments | %2 VIDEO: How to use this page

Last S E-pS"‘D:Z never

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.

Add new instrument:
Data Collection 4 Create a new instrument from scratch
Instruments % Import | a new instrument from the official REDCap Shared Library &

i+ Upload | instrument ZIP file from another project/user or external libraries &)

Instrument name Fields 1"35";:'[ Instrument actions
My First Instrument 1 5 | choose action

[ %+ Add instrument here |]




@ RECORD IDENTIFIER

4 Project Home @ := Project Setup =

Online Designer | [ Data Dictionary

B Create snapshot of instruments |

22 VIDEQ: How to use this page

Last E"IE-FIS'"DTZ Mever

Ready to add fields

You may now begin adding fields to your data collection instrument below using the Online Designer. Alternatively, you may
build your fields in the Data Dictionary (offline method) by clicking its tab above.

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

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 buttens. You can begin editing an existing field by clicking on the .~
Edit icon. If you decide that you do not want to keep a field, you can simply delete it by clicking on the 3 Delete icon. To reorder
the fields, simply drag and drop a field to a 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: My First Instrument

Preview instrument

e Variabie: record_id

Record ID

]
fu
A
A
ol

Add Field Add Matrix of Fields




@ FIELD TYPES

ﬁ,) Varighle: record_id

Record ID

MOTE: The field above is the record |D field and thus cannot be deleted or moved. It can only be edited.

Add Field | | Add Matrix of Fields |
)

Add New Field

You may add a new project field to this data collegon instrument by completing the fields below and clicking the Save button at the
bottom. When you add a new field, it will be addedq to the form on this page. For an overview of the different field types available, you
may view the 33 Field Types video (4 min).

FE T
Text Box (Short Text, Number, Date/Time, _..)

Motes Box (Paragraph Text)

Calculated Field

Multiple Choice - Drop-down List (Single Answer)

Multiple Choice - Radio Buttons (Single Answer)

Checkboxes (Multiple Answers)

Yes - No

True - False

Signature {draw signature with mouse or finger)

File Upload (for users to upload files)

Slider / Visual Analog Scale

Descrptive Text (with optional Image/Video/Audio/File Attachment)
Begin New Section (with optional text)




@ FIELD DESIGN

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, 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: Text Box (Short Text, Number, Date/Time, ...}

[ Field Label

What is your birthdate?

[) Use the Rich Text Editor ?1

Variable Name |
dob

How to use } Field Embedding

Action Tags / Field Annotation (optional)

Learn about [:] or using Field Annotation

Validation? (optional) | Date (M-D-Y) v
Minimum:
Maximum:
-or-
-- select ontology service -- v

Required?* O No ® Yes
* Prompt if field is blank

Identifier? O No @ Yes

Does the field contain identifying information (

Custom Alignment | Right / Vertical (RV) ~

Align the position of the field on the page

Field Note (optional)  MM/DD/YYYY

Small reminder text displayed undemneath field

Save Cancel



@® MATRIX OF FIELDS

e Variable: record_id

Record ID

Add Field |[ Add Matrix of Fields |]

How often do you eat the following flavors of ice cream?

Newver Rarely Sometimes Often Always

Chocolate

resget
Strawberry

rezat
Vanilla

reset
Butter Pecan

reset

Mint Chocolate Chip

reset



@® EDIT/COPY/MOVE/DELETE FIELDS

Current instrument: My First Instrument

e Varioble: record_id

Record ID

NOTE: The field above is the record |D field and thus cannot be deleted or mowved. It can only be edited.

Add Field Add Matrix of Fields

&Y 4 3 | varigble: first_name

First Name

Add Field Add Matrix of Fields

pencil = edit
documents = copy

green arrows = branching logic
document w/arrows = move
red x = delete

Preview instrument




@ BRANCHING LOGIC

ﬁ./\ EJ . E'I" x Variable: fav_ice_cream

) Chocolate
O strawberry
Cvanilla

) Other

What is your favorite ice cream?

reset

Add Field Add Matrix of Fields |

» ] i

& T E“ x Varighie: fav_ice_cream_other

If other, ple specify:

Add Field | Add Matrix of Fields

i*»: Drag-N-Drop Logic Builder

Show the field ONLY if...

Field choices from other fields '® ALL below are true
(drag a choice below to box on right) _ANY below are true
record_id = (define criteria) = fav_ice_cream = Other (4) 3§
first_name = (define critena) ~
fav_ice_cream = Chocolate (1) Drag
fav_ice_cream = Strawberry (2) ;:]dp
fav_ice_cream = Vanilla (3)
fav_ice_cream = Other (4) =
my_first_instrument_complete = Incomplete
(o) v

Clear logic



@ STEP 3: OPTIONAL MODULES & CUSTOMIZATIONS

v

Complete!

v

Complete!

Main project settings

Enable | (@ Use surveys in this project? [2 4% VIDEQ: How to create and manage a surv

Enable | @ Use longitudinal data collection with defined events? [2

Modify project title, purpose, etc.

Design your data collection instruments

Add or edit fields on your data collection instruments. This may be done by either using the
Online Designer (online method) or by uploading a Data Dictionary {offline methed). Quick
links: Download PDF of all instruments OR Download the current Data Dictionary

Goto | % Online Designer | or | [#] Data Dictionary | Explore the | @ REDCap Shared Library |

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

Learn how to use [CEIERRETS EITTE

v

dul

Enable optienal and customizations

Enable | (@ Repeatable instruments |7

Complete! Disable | & Auto-numbering for records |?
2 Scheduling module (longitudinal only) [2
Enable | (@ Randomization module |2
= Designate an email field for sending survey invitations |2
Additional customizations
Set up project bookmarks {optional)
You may create custom bookmarks to webpages that existinside or outside of REDCap. These
bookmarks will be seen as links on the left-hand project menu and can be accessed at any time
by users who are given privileges to do so. Every project bookmark has custom setrings that
I'm dane! | allow one to control its appearance and behavior,
Go to | Add or edit bookmarks
User Rights and Permissions
You may grant other users access to this project or edit the user privileges of current users on
this project by navigating to the User Rights page. Additionally, if you wish to limit user access
to certain records/responses for this project, you may want to use Data Access Groups, in
rm dane! | which only users within a given Data Access Group can access records created by users within
that group.
Goto | User Rights ‘ or | Data Access Groups
Test your project thoroughly
Itis important to test the essential components of your project before moving it into
production. Try creating a few test records and entering some data for each to ensure that
your data collection instruments lock and behave how you expect, espedially branching logic
and calculations. Then review your test data by creating reports and exporting your data to
Fm dane! | view in Excel or a statistical analysis package. If you have surveys, complete the surveys as if

you were a participant by using the Public Survey Link or Participant List by sending a survey
invitation to yourself, If other project modules will be used regularly, test them out a bit too.
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 (espedally team members) take a look at your project to
get a fresh set of eyes looking at it.

Maove your project to preduction 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 will be auto-approved or else might need to be approved by a
REDCap administrator before taking effect.

Goto e

Repeatable Instruments™
Auto-numbering IDs
Scheduling (Longitudinal)*
Randomization™

Designate an email for
survey invitations*

* (covered in next seminar




@ STEP 4: PROJECT BOOKMARKS (OPTIONAL)

v

Complete!

Vv

Complete!

v

Complete!

Main project settings

Enable | @ Use surveys in this project? [2 4% VIDEQ: How to create and manage & sury

Enable | @ Use longitudinal data collection with defined events? [7

Modify project tide, purpose, etc.

Design your data collection instruments

Add or edit fields on your data collection instruments. This may be done by either using the
Online Designer (online method) or by uploading a Dara Dictionary (offline method). Quick
links: Download PDF of all instruments OR Download the current Data Dictionary

Go to | = Online Designer ‘ or @ Data Dictionary | Explore the | @ REDCap Shared Library |

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

Learn how to use [CEREREETS EIITH

dul

Enable optional and izations
Enable | @ Repeatable instruments [2

Disable | @ Auto-numbering for records [2

Enable | @ Scheduling module {longitudinal only) 2
Enable | (@ Randomization module [7

Enable | (@ Designate an email field for sending survey invitations |2

Additional customizations ‘

v

Complete!

Set up project bookmarks (optional)

You may create custom bookmarks to webpages that exist inside or cutside of REDCap. These
bookmarks will be seen as links on the left-hand project menu and can be accessed at any time
by users who are given privileges to do so. Every project bookmark has custom settings that
allow one to control its appearance and behavior.

Go to | Add or edit bookmarks

I'm dane! |

r'm done! |

User Rights and Permissions

You may grant other users access to this project or edit the user privileges of current users on
this project by navigating to the User Rights page. Additionally, if you wish to limit user access
o certain records/responses for this project, you may want to use Data Access Groups, in
which only users within a given Data Access Group can access records created by users within
that group.

Go o | User nghtsl or | Data Access Groups

Test your project thoroughly

Itis important to test the essential components of your project before moving it into
production. Try creating a few test records and entering some data for each to ensure that
your data collection instruments look and behave how you expect, especially branching logic
and calculations. Then review your test data by creating reports and exporting your data to
view in Excel or a statistical analysis package. If you have surveys, complete the surveys as if
you were a participant by using the Public Survey Link or Participant List by sending a survey
invitation to yourself. If other project modules will be used regularly, test them out a bit too.
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 [espedially team members) take a look at your project to
get a fresh set of eyes locking at it.

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 will be auto-approved or else might need to be approved by a
REDCap administrator before taking effect.

Go to | Move project to production

Custom bookmarks
Appear in Applications
menu on the left
Accessible by all project

users

Example:
 Department website
 External website

* Other projects




@ STEP 5: USER RIGHTS

Main project settings
Enable | @ Use surveys in this project? [2 43 VIDEQ: How to create and manage & sury e
Compies able | @ Use longitudinal data collection with defined events? 2| S e r I g S - a u S e rS
Modify project tide, purpose, etc.
o []
; Design your data collection instruments W I t ‘ ' l St O m l | S e r r I t S
Add or edit fields on your data collection instruments. This may be done by either using the

Complete! Online Designer (online method) or by uploading a Data Dictionary (offline method). Quick
links: Download PDF of all instruments OR Download the current Data Dictionary

Gotwo | 3 Online Deslgner| or @Data chtlanary| Explore the | [ REDCap Shared Library | D a t a A C C e S S G ro u p S - fo r
Have you checked the Check For Identifiers page to ensure all identifier fields have been tagged?
- L] L]
multi-site studies

Learn how to use [CEERAETS EXTEE

Enable opti I dules and izations
Enable | (@ Repeatable instruments [2

Complete! Disable

@& Auto-numbering for records |?

Enable | @ Scheduling module {longitudinal only) [2
Enable | (@ Randomization module [7

Enable | (@ Designate an email field for sending survey invitations |2

Additional customizations |

; Set up project bookmarks (optional)
You may create customn bookmarks to webpages that exist inside or outside of REDCap. These
Complete! bookmarks will be seen as links on the left-hand project menu and can be accessed at any time

by users who are given privileges to do so. Every project bookmark has custom settings that
allow one to control its appearance and behavior.

Go to | Add or edit bookmarks

y ) User Rights and Permissions
v You may grant ather users access to this project or edit the user privileges of current users on
Complete! this project by navigating to the User Rights page. Additionally, if you wish to limit user access

to certain records/responses for this project, you may want to use Data Access Groups, in
which only users within a given Data Access Group can access records created by users within
that group.

Goto | User Rights | or | Data Access Groups

Test your project thoroughly

Itis important to test the essential components of your project before moving it into
production. Try creating a few test records and entering some data for each to ensure that
your data collection instruments look and behave how you expect, espedially branching logic
and calculations. Then review your test data by creating reports and exporting your data to

rm dane | wview in Excel or a statistical analysis package. If you have surveys, complete the surveys as if
you were a participant by using the Public Survey Link or Participant List by sending a survey
invitation to yourself. If other project modules will be used regularly, test them out a bit too.
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 looking atit.

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 will be auto-approved or else might need to be approved by a
REDCap administrator before taking effect.

Go to | Move project to production



@ STEP 5: ADDING USERS

@ Project Setup | & User Rights | g% Data Access Groups

This page may be used for granting users access to this project and for managing the user privileges ofthose 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
individually. Roles are also a nice way to categoarize users within a project. In the box below you may add/assign users or 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.

Basic Rights

Add

(C] Expiration Date

Add with custom rights |

Hghes! ievel pivieges

) Project Design and Saly
o (22 Assign to role | ¢ g P
— & UserRights

Create new roles: Add new user roles to which users may be assigned. gh Dts Access Groups

Privieges for data exports (nckoding POFs and AFt exports
reports, and stals

[z Create role |

e.g., Project Manager, Data Entry Person ¥ Data Exports

NoO Access

® De-identfed”

Identter felds

Don’t add email address! mhee Full Dota St
If not found, either:

dh Stats & Chans v

 user hasyettologin
* ortheiraccess is suspended | :
due to inactivity & Dot ot o

Data Companson Tool

Other pivieges

Logging

File Reposfory v

Remove a8 tagged

Data Entry Rights

Form 1 SetUp As A

Survey

Formatting Fun

New User Notification

Notify user of their project access via email?

https://cri.uchicago.edu/wp-content/uploads/2015/12/REDCap-User-Rights-Best-Practices.pdf

ol AP AF1 Expont

ah REDCap 4517 AP import

Add user

Cancel



@ STEP 6: TEST YOUR PROJECT

Vv

Complete!

v

Complete!

v

Complete!

v

Complete!

v

Complete!

Main project settings

Enable | @ Use surveys in this project? [2 &3 VIDEQ: How to create and manage a sur

Enable | @ Use longitudinal data collection with defined events? [2

Modify project title, purpose, etc.

Design your data collection instruments

Add or edit fields on your data collection instruments. This may be done by either using the
Online Designer (online method) or by upleading a Data Dictionary (offline method). Quick
links: Download PDF of all instruments OR Download the current Data Dictionary

Gorto | Z: Online Designer ‘ or @ Data Dictionary | Explore the | [ REDCap Shared Library |

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

Learn how to use > J & Action Tags |

Enable optienal dules and izations

Enable | @ Repeatable instruments [z

Disable | @ Auto-numbering for records [2

Enable | @ Scheduling module (longitudinal only) [2
Enable | @ Randomization module |2

Enable | (@ Designate an email field for sending survey invitations |2

Additional customizations ‘

Set up project bookmarks (optional)

You may create custom bookmarks to webpages that exist inside or cutside of REDCap. These
bookmarks will be seen as links on the left-hand project menu and can be accessed at any time
by users who are given privileges to do so. Every project bookmark has custom settings that
allow one to control its appearance and behavior.

Go to | Add or edit bookmarks

User Rights and Permissions

You may grant other users access to this project or edit the user privileges of current users on
this project by navigating to the User Rights page. Additionally, if you wish to limit user access
to certain records/responses for this project, you may want to use Data Access Groups, in
which only users within a given Data Access Group can access records created by users within
that group.

Goto | User Rightsl or | Data Access Groups

(

Complete!

Test your project theroughly ‘

It is important to test the essential components of your project before moving it into
production. Try creating a few test records and entering some data for each to ensure that
your data collection instruments look and behave how you expect, especially branching logic
and calculations. Then review your test data by creating reports and exporting your data to
view in Excel or a statistical analysis package. If you have surveys, complete the surveys as if
you were a participant by using the Public Survey Link or Participant List by sending a survey
invitation to yourself, If other project modules will be used regularly, test them out a bit too.
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 (especdially team members) take a look at your project to

get a fresh set of eyes locking at it. )

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 will be auto-approved or else might need to be approved by a
REDCap administrator before taking effect.

Goto | Move project to production

Enter test records
Test branching logic
Test calculations

Create reports

Export test data

Have colleagues review
project as well




@ STEP 7: MOVE TO PRODUCTION

| Main project settings
Enable | @ Use surveys in this project? [2 &3 VIDEQ: How to create and manage a sur
Complete!

Enable | @ Use longitudinal data collection with defined events? [2

= e Request test data deletion
W e Wait for confirmation emai

Add or edit fields on your data collection instruments. This may be done by either using the
Complete! Online Designer (online method) or by uploading a Data Dictionary (offline method). Quick
links: Download PDF of all instruments OR Download the current Data Dictionary

(] []
T from Administrator before
Have you checked the Check For Identifiers page to ensure all identifier fields have been tagged?
|l N | d |
collecting real data!

Learn how to use > J & Action Tags |

y | Enable opti I dules and izations
Enable | @ Repeatable instruments [z

Complete! Disable | @ Auto-numbering for records [2

Enable | @ Scheduling module (longitudinal only) [2
Enable | @ Randomization module |2

Enable | (@ Designate an email field for sending survey invitations |2

Additional customizations ‘

| Set up project bookmarks (optional)
You may create custom bookmarks to webpages that exist inside or cutside of REDCap. These
Complete! bookmarks will be seen as links on the left-hand project menu and can be accessed at any time

by users who are given privileges to do so. Every project bookmark has custom settings that
allow one to control its appearance and behavior.

Go to | Add or edit bookmarks

| User Rights and Permissions
You may grant other users access to this project or edit the user privileges of current users on
Complete! this project by navigating to the User Rights page. Additionally, if you wish to limit user access
to certain records/responses for this project, you may want to use Data Access Groups, in
which only users within a given Data Access Group can access records created by users within
that group.

Goto | User Rightsl or | Data Access Groups

| Test your project thoeroughly
Itis important to test the essential components of your project before moving it into
Complete! production. Try creating a few test records and entering some data for each to ensure that

your data collection instruments look and behave how you expect, especially branching logic
and calculations. Then review your test data by creating reports and exporting your data to
view in Excel or a statistical analysis package. If you have surveys, complete the surveys as if
you were a participant by using the Public Survey Link or Participant List by sending a survey
invitation to yourself, If other project modules will be used regularly, test them out a bit too.
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 (especdially team members) take a look at your project to
get a fresh set of eyes locking at it.

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 will be auto-approved or else might need to be approved by a
REDCap administrator before taking effect.

Goto | Move project to production




@ PROJECT TIMELINE AND MODES

*Final
Protocol

Inactive
Mode
1 Production * View and
analyze data
Mode e NO DATA ENTRY

Development
Mode

e Build and test a * Enter and \_ Y,
project —p> review data
e TEST DATA e REAL DATA .
Archived
N\ J - J Mode

e Update project

e Projectis closed

e DATA ANALYSIS
FINALIZED

setup \_ J

e REAL DATA

L CONTINUES y

*if IRB approval required



Longitudinal Data
Collection




@ WHAT IS CLASSIC DATA COLLECTION?

Data Collection Instrument

Demographics
Baseline Data
Month 1 Data
Month 2 Data

Month 3 Data

Data Collection Instruments
Collected Once Over Time

Completion Data



@ WHAT IS LONGITUDINAL DATA COLLECTION?

Data Collection Instruments

Repeatable Over Time (Events)

Visit  Visit Visit Final
Data Collection Instrument Baseline 1 2 3 Visit
(1) 2) (3) {4) (5)

Demographics Y

Baseline Data o

Monthly Data v 4 o o
Completion Data o



@ CLASSIC VS LONGITUDINAL DATA COLLECTION

CLASSIC

Only uses instruments.
Doesn’t use events.
Create an instrument for
each time point.

Data Collection Instrument

Demographics
Baseline Data
Month 1 Data
Month 2 Data
Month 3 Data

Completion Data

LONGITUDINAL

Uses instruments.

Uses events.

Repeat instruments using
events.

Visit | Visit | Visit | Final
Data Collection Instrument Baseline 1 2 3 Visit
(1) {2 (F (4 (5}
Demographics o
Baseline Data o
Monthly Data

Completion Data




@® HOW TO ENABLE LONGITUDINAL DATA COLLECTION

# Project Home | = Project Setup Wl Other Functionality = (D Project Revision History ¥ Edit project settings
Project status: / Development Completed steps 7 of 8
Main project settings
Enable | @ Use surveys in this project? |? 22 VIDED: How to create and manage a survey 1

Complete!

Disable | & Use longitudinal data collection with defined events? |2 ( enable

Modify project title, purpose, efc. settin g

l Design your data collection instruments

Add or edit fields on your data collection instruments. This may be done by either using the
Complete! Online Designer {online method) or by uploading a Data Dictionary (offline method). Quick
links: Download PDF of all instruments OR Download the current Data Dictionary

Go to | |5 Online De5igner| or | %] Data Dictionary

You may also browse for pre-built data collection instruments in the | REDCap Shared Library

Hawve you checked the Check For |dentifiers page to ensure all identifier fields have been tagged?

Define your events and designate instruments for them

Create events for re-using data collection instruments andsor set up scheduling.

Complete! -
Go to | Define My Events | O | Designate Instruments for My Events




@® HOW TO ENABLE LONGITUDINAL DATA COLLECTION

O Project Setup | £3 Define My Events | {3 Designate Instruments for My Events

This application allows you to define "events’ for your project that allow for the utilization of data collection forms multiple times
for any given project record (often used when collecting longitudinal data). An "event’ may be a temporal event in the course of
your project, such as a participant visit or a task to be performed. After events have been defined, you will need to designate the
data collection instruments that you wish to utilize for any or all events, thus allowing you to use a form for multiple events for the
same project record. You may group your events into "arms’, in which you may have one or more arms/groups for your project.
Each arm can have as many events as you wish. You may use the table below to create new events and/or arms, or maodify existing
ones. (One arm and one event will be initially defined as the default for all projects.)

STEP #1:

To add new events below, provide an Event Name for that event, and then click the Add new event. Once events have been added,
you can easily change their order by dragging and dropping the event using the up-down arrow icon on the far left for a given row in
the table.

STEP #2:
Once you have defined your events on this page. you may navigate to the Designate Instruments for My Events page, where you
may select which data collection instruments that you wish to utilize for each event you defined.

@ Upload or download arms/events

Arm 1: Arm 1 +Add New Arm

Arm name: Arm 1 Rename Arm 1

( Event # Event Name \ Custom Ew_:nt Label & Unique event name (&)
(optional) [auto-generated)

o R 1 Baseline baselime_arm_1

o * 2 Visit 1 visit_ 1_arm_1

& * 3 Visit 2 visit_2_arm_1

& R 4 Visit 3 visit_3_arm_1

o R 5 Final Visit final_visit_arm_1

| Add new event

\ Descriptive name for this event J Custom Event Label {optional)
Example: [visit_date], [weight] kg




@® HOW TO ENABLE LONGITUDINAL DATA COLLECTION

O Project Setup =% Define My Events | {3 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 Begin Editing button to change the relationships below by designating which forms you wish to utilize for which events.
When you are finished making changes, click the Sgve button to finalize your changes.

(=] Upload or download instrument mappings
Gegl’n Editing | \

Data Collection Instrument Baseline Visit1 Visit2 Visit3 Final Visit
1] (2} ] 4] (5]

Demographics
Lab values L v L

\Exit Interview o )




@ DISPLAY AND REPORTING DIFFERENCES

Classic Project:

A
study_id
100
200
300

LR

study_id

288

588888

data
data
data

B C D E F G H | 1 K L M
[screening form fields}———————> (monthl form fields}———————> [month2 form fields}————————> [month3 form fields}—————>

data data data data data data data data data data data

data data data data data data data data data data data

data data data data data data data data data data data

[ J [ J [ J

Longitudinal Project:
[

B C (3] F G H | J
redcap_event_name (screening form fields}—————=> [monthly form fields)}—— > (study completion for
SCreening data data data
monthl data data data
month2 data data data
month3 data data data
completion data data data data
sCreening data data data
monthl data data data
month2 data data data
SCreening data data data
monthl data data data

11 (300



@ REPEATING INSTRUMENTS

J Enable optional modules and customizations €éna b I e
Enable | @ Repeatable instruments {2} <€ SEttlng
Complete! ; y : >l
Disable | & Auto-numbering for records |?| h ere

Enable = @ Scheduling module (longitudinal only) 2|

Enable | @ Randomization module [?|
Enable (@ Designate an email field to use for invitations to survey participants 2]

Additional customizationsJ

Repeatable instruments x

¥ Watch in-depth video (33 minutes] View text on separate page ™

REDCap has the ability to repeat a data collection instrument or an entire event of instruments an unlimited number of
times without having to specify the amount needed. This is sometimes called one-to-many data collection, in which a
project can have one or more repeating parts. For example, if each record in a hypothetical project represents a person,




@ REPEATING INSTRUMENTS

Classic

Projects

Repeat
Forms

Longitudinal
Projects

Repeat
Forms
and
Events

Survey

Projects

Repeat
Surveys




Creating Surveys




@ WHAT IS A SURVEY?

A RED Cap sur Vey iS d Screening Survey s
“ p u b I iC’, Ve rS i O n Of a Please complete the survey below.

Thank you!

(form) instrument that -~

is completed by a e 5
study participant » =
without having to log

into REDCap.

£ Screening Survey

That same instrument © Adding new Record ID 1

Record ID 1

can also be used by s )
the study teamasa . m =

data entry form when = e

logged into REDCap.

If locked, no user will be able to edit this record on this form until someone with Lock/Unlock D | Lock



@ CREATING AND ENABLING A SURVEY

ﬂ Enable the survey feature (Project Setup tab).

Main project settings

Enable | & Use surveys in this project? |? 2% VIDEQ: How to create and manage & survey

Enable | @ Use longitudinal data collection with defined events? [2

m done! | Modify project title, purpose, etc. |

@ Create the instrument first.

Add new instrument:

Survey options: |
H - & Create | @ new instrument from scratch
Data Collection G i | P s | & Erizlis |
Instruments
4, Survey Motifications |

urvey Login |

§ Impart | a new instrument from the official REDCap Shared Library &)

ft Upload | instrument ZIP file from another project/user or external libraries &)

3 View Enabled as - ] -
Instrument name Fields o survey Instrument actions  Survey-related options
Screening 3 s Enable | Choose action = |

@ Enable the instrument as a survey.

: Add new instrument:
Survey options:
+ Create | a new instrument from scratch

Data Collection

1= Survey Queue | [ SurveyLogin
Instruments @ Import | 2 new instrument from the official REDCap Shared Library &
[, Survey Notifications |
— & Upload |instrument ZIP file from anether projectfuser or external libraries &)
Instrument name Fields \Ei[e}l.; Ensafrh&éiyas Instrument actions  Survey-related options

Screening 3 ","'_, /] Choose action = | | @ Survey settings | | +Automated Invitations




@ SURVEY SETTINGS

Survey Status

Basic Survey Options:

T Survey Title

Survey Instructions
{Displayed at top of survey after title)

\—j Survey Active ﬂ

_
It offline, respondents will not be able take the survey.

l Sleep Study Survey ]
itle ©o be displayed 1o partcipants at the top of the survey page

£ R

Please complete the survey below.

Thank you!

\ J

[ HTML |

&

|

I
(il

B 7 U =x||A-%-|=
o 53 (@ @@
47 How to use Piping here




@ SURVEY DESIGN OPTIONS

Survey Design Options:

i Logo Add mew logo:
(Optional: display an image above the survey title) Browse...
(Irm dges wider than 600 pixels will be downsized to fit page
D If using a logo, hide survey title on survey page?
~ Use enhanced radio buttons and standard radios and checkboxes ﬂ Show example
checkboxes?

{Includes Yes/No and TruesFalse fields)

/], Size of survey text Large ﬂ
Font of survey text Open Sans ﬂ
X: survey theme [ University of Chicago ﬂ Customize ]
Survey design preview (sample survey): Expand

This is the survey title

Your survey instructions will go here. The instructions can tell your survey participant about the purpo:
as well as what to expect once they have completed the survey. Below is a listing of various question ty

be displayed on your survey.

This is a section header to divide the survey page into sections.




@ SURVEY CUSTOMIZATIONS

3

Survey Customizations:

Question Numbering

|7} Question Display Format

{One page or multiple pages?)

L Allow participants to download a PDF of

their responses at end of survey?

Display a button for the participant to download a
PDF file of their responses for the survey they just
completed.

[4] Survey-specific email invitation field

Designate an email field for sending survey

invitations for this survey only 2|

) For 'Required’ fields, display the red 'must

provide value' text on the survey page?

ill; Allow survey respondents to view aggregate

survey results after completing the survey?

After completing the sunvey, particpants can view ALL responses in
aggregate graphical format and/or as descriptive statistics. Also, the
individual respondant’s answers will be highlightad in the results.

(P Text-To-Speech functionality

{Allows text on survey page to be read audibly to
participants.}

When enabled, icons will be displayed next to all text on
the survey page, and when clicked, the text will be read
out loud to the participant (must have computer
speakers turned on).

Custom numbered ﬂ

play correctly if using auto numbering if some guestions have
branching logic employed. Question auto numbering has been automatically disabled because
some of your survey questions use branching logic.

V]

All on one page

Noﬂ

This option will not be available if the Survey Auto-continue or Survey Queue auto-start option
is enabled. Also, if a field utilizes the @HIDDEN action tag, it will not be displayed in the PDF.

-- select a field - |V

Mote: This option will override the project-level email invitation field (if enabled on the Project
Setup page) and will also override any email address originally entered into the Participant List.
Also, if this field has no value and the project-level email field is enabled, then the project-level
email field's value will be used instead.

Yes ﬂ

If 'Ma’, then it will NOT display the following text beneath all ‘Required’ fields: * must provide

walue
Disabled v
Disabled ﬂ

NOTICE: All text that is spoken is sent to a service hosted at Vanderbilt University that utilizes
the IEM Watson Text-to-5peech AP service. Be advised that if the survey utilizes piping, for
privacy concerns, data piped from Identifier fields will *not* be sent to the service with the rest
of the text but will instead be redacted.

Administrators: How to disable this feature



@ SURVEY ACCESS

Survey Access:

i
o]
LR
m

&5 Response Limit (optional) [
(Maximum number of responses to collect.
Prevents respondents from starting the survey
gfter a set number of responses have been
collected.) 2|

m
fl
A
a
3
o
f
E
\
5
Y
fi
i
]
',
o
il
a
=

Willinclude | partial and completed responses ﬂ

Custom text to display to respondent on survey when limit is reached:

Thank you for your interest; however, the survey is closed because the maximum
number of responses has been reached.

'+ Time Limit for Survey Completion (optional)
(The amount of time that each respondent has to

FGTPFETE the survey bas_Ed_ﬂn_When they w_ere If the respondent loads the survey after this time has passed, it will not allow them to begin or
initially sent the survey invitation. Note: This continue the survey. (If all are left blank, the time limit will not be enforced.)

feature excludes public survey links.)

days hours minutes ]

] Survey Expiration (optional) BE)
ime after which the survey will become
{T _ fi 4 The time must be for the time zone America’Chicago, in which the current time is
inactive.) 2] 11/15/2019 15:53.
' Allow 'Save & Return Later’ option for Mo ﬂ
respondents?

{Allow respondents to leave the survey and return L] Allow respondents to return without needing a return code [

later.) [2] L] Allow respondents to return and modify completed responses [



@ SURVEY TERMINATION OPTIONS

Survey Termination Options:

[ [ (Optional) Auto-continue to next EUWE}IF]P(IJtDmEItI-Ea”}' start the next survey instrument after finishing this survey [E]

— OTHERWISE —

[-:IZI:- Redirect to a URL

(Redirect to a W'E'bpage wher SUrvey is comp.feted} ] Provide a full URL, e.g. httpZ/Awww_example.com/mypage.html

# How to use Piping here

® survey Completion Text
(Displayed after survey is completed as ‘thank you'
text or as acknowledgement text)

Thank you for taking the survey.

Have a nice day!

b = =
B J U=|A--(==

& Ca B @ G| =
47 How to use Piping here

=t PDF Auto-Archiver (® Disabled
- Upon survey completion, o compact PDF copy of () Enabled
the survey response will be automatically stored
in the project’s File Repository. from which the
archived PDFs can be downloaded at any time.

send confirmation email (optional)? Mo ﬂ
(Email the respondent when they complete the
survey)

11

HTmL |



@ EDITING SURVEY SETTINGS

To edit your survey settings, click on Survey
Settings under Survey-related options.

# Project Home | :=Project Setup £ Online Designer | |gf Data Dictionary

B Create snapshot of instruments 42 VIDEO: How to use this page

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.

) Add new instrument:
Survey options:
Data Collection + Create | a new instrument from scratch

Instruments

1= Survey Queue | [ Survey Login |

@ Impart | a new instrument from the official REDCap Shared Library 4
[:7; survey Notifications |

& Upload | instrument ZIP file from another projectfuser or external libraries &)

Ficlds View Enabled as

Instrument name PDF survey

Instrument actions | Survey-related options

Screening 4 - ] Choose action | | | & Survey settings ||+ Aufomated Invitations




@ USER RIGHTS FOR MANAGING SURVEYS

Basic Rights !

(JJ Expiration Date
(if applicabls)

Highest level privileges:

£ User Rights

o Data Access Groups

P o Project Design and Setup E

M
¥

reports, and stats:
lig Data Exports

[i|] Add/Edit Reports

iy Stats & Charts

Privileges for data exports (including PDFs and AP| exports),

() No Access
) De-Identified®

) Remove all tagged
Identifier fields

®) Fyll Data Set

¥

& Data Import Tool

i= Logging
File Repository

= Data Quality
What is Data Quality?

m Data Comparison Too

[] aP1 Export
[] aP1 Import/Update

To allow a study team
member to manage surveys
(add participants, send
emails, etc), assign them the
user right:

Manage Survey Participants



@ USER RIGHTS FOR EDITING SURVEYS

Data Entry Rights

NOTE: The data entry rights *only™* pertain to a user's

OTE:The dota enty rigts “on* et t 2 us To allow a study team

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

~— member to edit survey

Access Only B
Edit

— ===| responses or delete
oy O O @] ¥
]

Monthly Survey (survey) | () .

oo e surveys, assign them

) i (@ izt
Lsuney)

_¥”_J the user right called:

Edit Survey Responses



@ TESTING IS CRITICAL!

* Send yourself the survey just as you would sent it to
your participants.

* Make sure all the settings and format are correct.

* Export the test data to preview your data analysis,
and modify the survey questions if needed.

* Once testing is complete, request the project be
moved to production.

* DO NOT SEND SURVEY EMAILS UNTIL PROJECT
HAS BEEN MOVED TO PRODUCTION!




Sending Surveys




@ PUBLIC SURVEY LINK VS PARTICIPANT LIST

PUBLIC SURVEY LINK PARTICIPANT LIST

Participant emails unknown Participants emails known
beforehand. beforehand.

Participants all use the same Each participant receives unique,
survey link. one time use link.

Emails sent via Outlook, not Emails sent through REDCap to
within REDCap. participant email address.

Great for listservs or posting on Can track who has or
flyers or websites. has not responded.




@ PUBLIC SURVEY LINK

The Public Survey Link is the simplest and fastest way to distribute
a survey. The link can be published on a webpage, social media
platforms, flyers, or sent in an email to a large group.

[ @ Public Survey Link ] 2 Participant List J Survey Invitation Log

Using a public survey link is the simplest and fastest way to collect responses for your survey. You may obtain the survey link below
to email it to vour paricipants. Responses will be collected anonymaously (unless the survey 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
possibility of participants taking the survey multiple times, which may be necessary in s0me Cases.

To obtain the survey link, copy the URL below and paste it into the body of an email message in your own email client. Your email
recipient(s) can then click the link to begin taking your survey. Get shorer survey link or Get embed code fo place link on a
webpage.

Public Survey URL: | hitpsfredcap.uchicago edu/surveysf?s=nMJDfL4Zcq U Copy to clipboard |

@ Open public survey | | ] Send me URL via email .4 Survey Access Code or & QR Code |




@ PARTICIPANT LIST

The Participant List allows for emailing the survey to your
participants. It helps keep track of responses and non-responses.

& 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 and track who responds to your survey.
It is also possible to identify an individual's survey answers, if desired, by providing an |dentifier for each participant (this feature
must first be enabled by clicking the 'Enable’ button in the table below). Unless an Identifier is used, all survey responses collected

are considered anonymous. More details

Participant List belonging to  [initial survey] "Pre Screening Survey™ = ol participarss |

Displaying | 1- 10 [+ ] of 10 A% Add participants | [ Compose Survey Invitations [35] Export list |
. g : : . Invitation Invitation

Email Parlicipant Identifier (optional) Disable | JLink Scheduled? Sent? Responded?

arodrigu1@bsd. uchicago.edu Alex Rodriguez = - S | 4 remove

braumann@bsd uchicago.edu (1D 2) Bonnie Trumann L - e ! remove

braumanni@ci.uchicago.edu (1D 3) Brenda Stam - - S (v remove



@ PARTICIPANT IDENTIFIERS

* To keep the survey anonymous, don’t enable the
Participant Identifier feature.

* To make the survey non-anonymous, enable the
Participant Identifier feature.

* The Participant Identifier may be the participant's name,
an ID number, or whatever you would like.

* |tis not the same as the project’s main primary identifier
(Record Number, Record ID, Study ID, MRN).

* The Participant Identifier is can be exported along with

the data.
Participant List belonging fo  [initial survey] “Advanced Features Demo”| v | Remove all partidpants
Displaying of 2 A4 Add participants || [] Compose Survey Invitations Lﬁ_i Export list
Survey
Email Participant |dentifier (optional) | Diszble |§ Responded? SL”;;?;EE? In;:ﬁtti?nn Link c‘::?:i d
QR Code
jimtaylor@yahoo_com Jim Taylor - = Ei'_

putnamtri@gmail com ID 4930-72 _ e ol




@ ADDING PARTICIPANTS TO PARTICIPANT LIST

There are different ways of adding participants’
email addresses to the Participant List:

@ For few participants, manually type in.
€@ For many participants, cut-and-paste in.

Add Emails to Participant List

Copy and paste your list of participant email addresses, one per line. If you are importing
Identifiers for any participant, separate them by commas following the guidelines below.

jimtaylor@yahoo.com
putnamtr@agmail.com

Each participant starting on a new line

Field Order: Email, Participant Identifier (optional)

Example #1: john williams{@hotmail com
Example #2: jimtaylori@yahoo.com, Jim Taylor
Example #3: putnamir@gmail com, ID 4930-72

Add participants Cancel



@® COMPOSE SURVEY INVITATIONS

[]1 Send a Survey Invitation to Participants »
[Z] Info
Survey title: Advanced Features Demo Participant List
(those who have not responded completely)

L When should the emails be sent? Actions: | - checkiuncheck participants — hd
) @ Email {2 selected) Participant Identifier Scheduled? Sent? Respond
® Immediately
.:::. At specified time: jimtayler@yahoo.com Jim Taylor

The time must be for the time zone AmericalChicago, in which the current time is putnamir@gmail.com 1D 4930-72

01/26/2017 12:52.
« Enable reminders

[ Re-send invitation as a reminder if participant has not responded by a
specified time?

Specify when emails should be sent.

e” Compose message Enable reminders for non-responses.
From: | jacevedo@bsd.uchicago.edu V] Compose the email message.
To: [All participants selected from Participant Lisf] Select part|C|pantS from the I|St
Subject:

Send the invitations.

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

Y'ou may use HTML formatting in the email message: <b> bold, <u> underline,
=i italics, =a href="._"= link, etc.

4 How to use Piping in the survey invitation

9 Send Invitations Cancel



@ SURVEY INVITATION MESSAGE AND LINK

A section for the unique survey link will be
appended to the end of your email message:

your message —

survey link =

Survey

jacevedo@bsd.uchicago.edu

Tue 7/9/2019 12:40 PM
Acevedo, Julissa [CRI]

Please take this survey.

You may open the survey in your web browser by clicking the link below:
Diabetes Survey

If the link above does not work, try copying the link below into your web browser.
https:firedcap.uchicago.edu/surveys/?s=SAMPLE LINK

This link is unique to you and should not be forwarded to others.

NOTE: You may modify or remove any text you wish above but
make sure you include either [survey-link] or [survey-url] in the text
or else the participant will not have a way to take the survey.



@ NON-RESPONSE REMINDERS

€@ Survey reminders can only be setup while
composing survey invitations.

@ They cannot be setup after invitations have
been sent.

€ They can be sent on specific days of the week,
or every X days, or at an exact date/time.

@ Up to 2-5 reminders can be scheduled.

« Enable reminders

Re-send invitation as a reminder if participant has not responded by a
specified time? (Times below refer to AFTER original invitation time. )

(O Send every |- selectday - | at ime 6
) send every days hours minutes

I.-"\.I . . [

./ Send at exact dateftime: |_*|U

Recurrence: |Send only once




Tracking Surveys



@ SURVEY NOTIFICATIONS

@ Go to Online Designer and click on Survey
Notifications.

Add new instrument:

Data Collection % Create |a new instrument from scratch

= Survey Login |

Instruments — @ Import | a new instrument from the official REDCap Shared Library &)
[~ Survey Motifications | —_— ] R
= v Upload .I instrument ZIP file from another project/user or extemnal libraries &)
. “iew Enabled as . ’
Ingtrument name Fields POF survey Instrument action:  Survey-related options
Screening Survey 25 1 ] Cheose action | & Survey settings | |+ Automated Invitations |
Month1 Survey 18 v -] Choose action = | & Survey setfings | | +Automated Invitations |
Completion Survey 5 ",i -] Choose action | & Survey setfings | | +Automated Invitations |

©® Select the survey and select the email address.

[ Email notifications for survey responses x

[T you or other users wish to be notified via email every fime a paricipant completes a survey, select the users to be notified
under each survey listed below by selecting their email address in the user's drop-down list, which may contain each user's
primary, secondary, or tertiary email address for their REDCap account. To remove 3 user as a recipient for the survey

motifications, change their email drop-down option to 'not selected’, after which they will no longer receive notification emails
for that survey.

. . Motifications
i =] Recipient email address
Screening Survey P Enabled

[ e — | o

jacevedo (Julissa Acevedo)




@ TRACKING SURVEYS VIA THE PARTICIPANT LIST

Surveys responses can be tracked on the
Participant List according to:

@ Complete — participant submitted the survey
@ Incomplete — participant started but hasn’t
submitted the survey
No Action — participant has not started the survey

Participant List belonging o | [initial survey] "Advanced Features Demo™ ﬂ Remove al partidpants
Displaying of 3 L@ Add participants || [ Compose Survey Invitations |3€] Export list
ﬁ SUWE’&I’
. - . - - Invitaticn Invitation . Access
Email Participant [dentifier (optional) | Dissble | Responded? ccheduled?  Sent? Link R
QR Code
jacevedog@bsd. uchicago.edu (1D 1) JA15E0-8 i & ~¢_._‘,
jimtaylor@yahoo.com Jim Taylor (= "
putnamtr@agmail.com (10 2) ID 4930-72 )] - =5 E{'_ i
H




@ TRACKING SURVEYS VIA THE SURVEY INVITATION LOG

* The Survey Invitation Log lists survey invitations
that have already been sent or have been scheduled
to be sent to survey participants.

* You may even view the invitation email itself by
clicking the icon in the 'View Email' column.

/ Survey Invitation Log = — e End time: | 01/26/2017 1512 (MID/Y H:M)
- . . ) View past invitations Dizplay | All invitation types V|and |AII rezponse statuses W
(in ascending order by time sent) :
Display | &1l surveys V|
View future invitations |:|
Dizplay invitation reminders?
Displaying | 1 - 1 w [of 1 s
Apply filters |  Resat [3€] Download log (as seen below)
Invitation send time EE; Participant Email Participant ldentifier Survey SE;_T:F Responded? Errors {if any)

& D1/262017 2:46pm jacevedo@bsad.uchicago.edu JA1930-B Advanced Features Demo ED



@ PARTIAL RESPONSES

For Partial Responses, you can use Compose Survey
Invitations from the Participant List to send them a
reminder email.

Participant List belonging o [initial survey] “Advanced Features Demo”| v | Remove ol particpants |

Displaying |1 - 3 w|of3 L& Add participants [ [“] Compose Survey Invitations I @ Export list |

Suneey
Invitation  Inwitatiom . Access
Scheduled?  Sent? Code and
R Code

Email Participant |dentifier (optional} | Disable | Responded?

jacevedo@bsd.uchicago.edu (1D 1) JA15980-B () - | & Y
jimtaylor@yahoo.com Jim Taylor - () E—i'_ _v remove

Eg.“'

putmamtr@agrmail.com ID 4930-72 - =5 B remove

If participants don’t remember their Save-and-Return
code, you can retrieve it from their survey record.

o Survey response is editable | Editresponse | | = Survey options |

{2/ Response is only partial and is not complete. Response was added on 01/26/2017 2:55pm by JA1980-B. You have permission

to edit this survey response from its original values. In order to begin editing the response, you must click the Edit Response button
above. 2 people (the survey respondent and 1 user) have contributed to this partial survey response.

Return Code for participant to continue survey. | X7RDL28A ]

Study 1D 2




@ EDITING RESPONSES

© User must have Edit Survey Responses user rights.
© To edit a response, open record and click Edit
Response at top of survey.

o~ Survey response is editable [ Edit response ] = Survey options |

() Response is only partial and is not complete. Response was added on 01/26/2017 2:55pm by JA1980-B. You have permission

to edit this survey response from its original values. In order to begin editing the response, you must click the Edit Response button
above. 2 people (the survey respondent and 1 user) have contributed to this partial survey response.

Return Code for participant to continue survey.  X7RDLZ2A

Study 1D 2

€ Make the changes, and save the record.

o~ Survey response is editable (now editing) | = Survey options |

(Z/ Response is only partial and is not complete. Response was added on 01/26/2017 2:55pm by JA1980-B. You have permission

to edit this survey response from its original values. 2 people (the survey respondent and 1 user) have contributed to this partial
SUrvey response.

Study 1D 2

Save and Continue

Return Code for participant to continue survey: X7RDL22A (

Save and Mark Response as Complete




@ SURVEY TIMESTAMPS

Survey responses get timestamped when the
survey’s Submit button is clicked on by the
participant.

Timestamps appear on the Add/Edit record
selector.

Complete Responses (0) - select response -- t
1
|| 2-2014-08-06 12:07pm |
¢ )

As well as the survey record.

o~ Survey response is editable | Editresponse | | = Survey options |

() Response is only partial and is not complete'ﬂespnnse was added on 01/26/2017 2:55pm l:j,.r JA1980-B. You have permission
to edit this survey response from its oniginal values. In order to Degin edinng the response, you must click the Edit Response button

above. 2 people (the survey respondent and 1 user) have contributed to this partial survey response.

Return Code for participant to continue survey. | X7RDOLB8A

Study 1D 2




Survey Features




@ SURVEY STOP ACTION

Stop Actions prompt the participant to end the
survey when certain field choices are selected.
Only selection fields have this option.

Click the Stop Sign icon and select the stop choice.

& -u'l_‘rﬂ

Varighle: birth

Yies
Has the patient giverNgirth before? NG
Meset
Set up Stop Actions for this Survey Question ®

&l Stop Actions (for survey questions only):

The survey participant will be prompted to end the survey when ANY choices checked
below are selected for this question on the survey. Stop Actions will not be enabled
on the form when viewing in REDCap as an authenticated user, but only become
enabled when a participant views this data collection instrument as a survey

Has the patient given birth before?
Select All | Deselect All

¥l No

Save Close



@ SURVEY WIZARD

The Survey Wizard is located under the
Applications menu. This survey is designed to help
you work through the steps of setting up and
selecting the right distribution model of survey.

Applications

REDCap

Ii"g, Data Exports, Reports, and Stats
«» Data Import Tool
|| Data Comparison Tool Survey Wizard: The Basics V1
|=| Logging

Field Comment Log

F”E REpDSItD r'}" Once you've completed the process and clicked the "Submit” button you will have the opportunity to download a PDF of your
E}\ User R'Ights and fj"—' DAGS responses and the instructions.

% Record Locking Customization

This survey is designed to help you work through the steps of setting up and selecting the right distribution model of survey.

Please note: this survey was developed on REDCap version 7.3.6. Some features might not be available in all versions.

Determining if the survey function is required for your project

%L E-signature and Locking Mgmt
= Data Quality
=i APl and =E API Playground

By selecting the response below that best answers the question: "Who will be entering data directly into the
REDCap project?"” you can determine if enabling the survey feature is required for your project

) Everyone who will enter data will have username and password access [example: participant answers paper survey or

R REDCEP Mobile .AFI'FI' _ via phone and someone on study team enters the data]
. ) Not everyone who will enter data into REDCap will have usemame and password access [example: participant gets
47 p P (-2E [PETHTE T
85_> External Modules mailed a link or text and directly enters their own data; personnel without database access will be assisting by entering
i participant data via link]
| How To: Advanced Coding reset

| Howy To: Calculations

Model-Specific Information

l e How To: Survey Wizard
le HOW To: ing Users
&) UChicago REDCap Website

To view/save a PDF of the instructions provided in this survey, click on "Submit’ below and then on
the confirmation screen, click on the Download button.

Submit |




@ MULTIPLE SURVEYS

Create multiple surveys in the same project.

{i Project Home [ Project Setup 7 Online Designer | = Data Dictionary

$3 VIDECQ: How to use this page

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

Add new instrument:

Survey oplions: inst i fr ich
Data Collection {= Survey Queue || § Survey Login | pheine _ms rument from scrate . )
Instruments : : % Import | a new instrument from the official REDCap Shared Library &)
[ Survey Motifications | — ) B
= / &+ Upload _| instrument ZIP file from another project/user or external libraries &)
mstn.lment name N Fields SEd (Bl aEs Ingtrument actions  Survey-related options
PDF SUrvey ¥
Screening Survey 25 ‘T‘_ ] Choose action | & Survey settings | | +Automated Invitations |
Month 1 Survey 138 7_; ] Chonse action | & Survey seffings | | +Automated Invitations |
Month 2 Survey 158 t [} Choose action | & Survey seffings | | +Automated Invitations |
Month 3 Survey 18 7___. ] Choose action | & Survey setfings | | +Automated Invitations |
\ Completion Survey j 5 ‘T‘_ ] Choose action | & Survey setfings | | +Automated Invitations |



@® LONGITUDINAL SURVEYS

Instead of creating the same survey as multiple
instruments, the survey can be made repeatable.
ﬂ Setup the survey instruments.

Add new instrument:
e & Create |a new instrument from scratch
= - reate
Data Collection := Survey Queue | | § Survey Login | —
Instruments — — ¢ Import |a new instrument from the official REDCap Shared Librarv &4/
[-7, Survey Notifications | —_—

&t Upload |instrument ZIP file from another project/user or external libraries &)

Instrument name Fields /iew Enabled as

PDF survey Instrument actions  Survey-related options

Screening Survey 25 “""_ -] Choose action | & Survey setfings | | + Automated Invitations |
Monthly Survey 18 '_": ] Choose action | & Survey settings | | + Automated Invitations |
Completion Survey 3 ""‘"_ ] Choose action |

& Survey setings | | + Automated Invitafions |

@ Enable the longitudinal feature.

{i* Project Home | [[] Project Setup  * Other Functionality + Project Revision History < Edit project :

Project status: .7 Development Completed steps 6 of 8

Main project settings

Dissbl | (@ Use longitudinal data collection with repeating forms? |?

Dable | () Use surveys in this prmect? ?

‘_m':f WIDEQ: How to create and manaqe a survey

I'm done! | Modify project title, purpose, etc. |




@® LONGITUDINAL SURVEYS

Setup the events.

Arm 1: Screening +Add New Arm
Arm name: Screening

Uni t I
Event # Event Name nique event name (&)

(auto-generated)
e x 1 Sc reening scresning_arm_1
o R 2 Month 1 manth_1_arm_1
e x 3 Month 2 maonth_2 amn_1
o R 4 Month 3 manth_2_arm_1
e x 5 \ Completion ‘ completion_arm_1

Add new event

Descriptive name for this event

Assign the surveys to the events.

Month Month Month

Data Collection Instrument  Screening 1 2 3 Completion
(1) () (3 (4) (5)

Screening Survey (survey w

Monthly Survey (survey) "4 W W

Completion Survey (survey) 7




@® AUTOMATED SURVEY INVITATIONS

ASls are similar to composing email invitations, but
instead the invites are sent automatically when:

* An earlier survey is completed -or-

* A condition is met

{3t Project Home U Project Setup 7 Online Designer | @ Data Dictionary

$2 VIDEQ: How to use this page

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

Add new instrument:
Survey options: e —_— - puss
3 T = . + Create |a new instrument from scratc
Data Collection i= Survey Queue || § Survey Login | ————

Instruments — ¢ Import | a new instrument from the official REDCap Shared Library )
[, Survey Notifications | —_—

@ Upload |instrument ZIF file from another project/user or extemnal librares &)

Instrument name Fields ?S‘g En:ul::!‘re;jfas Instrument actions  Survey-related options

Screening Survey 25 '1 ] Choose action | & Survey sefings || +Auwtomated Invitations |
Month1 Survey 18 E [ ] Choose action | & Survey setings || + Automated Invitations
Completion Survey 5 ‘1 ] Choose action | & Survey settings I + Automated Invitations




@ SURVEY QUEUES

The Survey Queue is a survey packaging option.
It allows for chaining together multiple surveys like
a to-do list (using optional logic too).

(i Project Home ] Project Setup 7 Online Designer | @ Data Dictionary

$2 VIDEQ: How to use this page

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

Add new instrument:
Survey oplions:

Data Collection 4 Create |a new instrument from scratch

i= Survey Queue | |7 Survey Login | ; ) ;
Instruments — 8 Import |a new instrument from the official REDCap Shared Library &3/
[ Survey Notifications | — : ) o
= &t Upload | instrument ZIP file from another project/user or external libraries &)

Instrument name Fields g;? Ensaul:Le;jfas Instrument actions  Survey-related options
Screening Survey 25 "1 ] Choose action | & Survey seffings | | + Automated Invitations |
Month1 Survey 138 I @ Chonse action | % Survey settings | | # Automated Invitations |
Completion Survey 5 - ] Chense action | % Survey settings | | # Automated Invitations |




@ SURVEY LOGINS

The Survey Login requires participants to log into
the survey before viewing it and completing it.

(i Project Home  [}] Project Setup 7 Online Designer | [ Data Dictionary

32 VIDEC: How to use this page

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

Add new instrument:
Survey oplions:

= - @ Create |a new instrument from scratch
Data Collection i= Survey Queue || 7 Survey Login _* Create |

Instruments — 0 Import |a new instrument from the official REDCap Shared Library &4
[, Survey Notifications | —_—

&t Upload |instrument ZIF file from another project/user or external libraries &)

Instrument name Fields ‘I‘f;;" EnsauI:;Le;jyas Instrument actions  Survey-related options

Screening Survey 25 "1 ] Choose action | & Survey seftings | | +Automated Invitations |
Month1 Survey 18 Z [~ Choose action = | & Survey settings || + Automated Invitations |
Completion Survey 5 "1 ] Choose action | & Survey seffings | |+ Automated Invitations |




@® INACTIVATE A SURVEY
© At Online Designer, click on Survey Settings.

{i» Project Home | [;] Project Setup 7 Online Designer | [wf Data Dictionary

£ VIDEO: How to use this page

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

Add new instrument:

Survey options: i
% Create |a new instrument from scratch

Data Collection i= Survey Queue || § Survey Login |
Instruments D Import |a new instrument from the official REDCap Shared Library 42

. Survey Notifications =
= = | i+ Upload |instrument ZIF file from another project/user or extemnal libraries &)

View Enabled as

Instrument name Fields PDF survey Instrument actions  Survey-related options

2017 Survey 208 -q' [} Choose action | & Survey settings +Automated Invitations |

© At Survey Status, set to Survey Offline.

(i Project Home  [;] Project Setup 7 Online Designer Modify survey settings

[

ou may edit the survey’s basic information by modifying the fields below and clicking the Save Changes button.

& Modify survey settings for data collection instrument "2017 Survey” Cancel

Survey Status @ | Survey Offiine v |

It oftling, respondents will not be able take the survey.



@® MARK PROJECT AS COMPLETED

Go to Other Functionality tab, and either:

* Move to Analysis/Cleanup — data collection
over, project is accessible

* Mark project as Completed — entire study is
over, project is hidden

A Project Home = i=Project Setup | E3 Other Functionality | £ Project Revision History £ Edit project settings

Project Status Management

© - ©

Development Production
(current)

[ Move to Analysis/Cleanup status = ] Mave the project to Analysis/Cleanup status if data collection is complete. This will

disable most project functionality, although all collected data will remain intact.
Once in Analysis/Cleanup status, the project can be moved back to production
status at any time.

LY BV RS T e e el Moved to preduction too soon? You may move the project back to development

status, if needed. (Administrators Only)

[ ] If you are finished with a project and wish to make it completely inaccessible, you
may mark the project as 'Completed’. Doing se 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 bettom of the My Projects page. Read more




Additional Features




@ RECORD STATUS DASHBOARD

ﬂEDCa P ECE Pilot Study

; Jacevede | Logaus E] Record Status Dashboard (all records)
B My Projects or £ Control Center
#& Project Home or = Project Setup Dizplayed below is 2 table Iisting al| exizting records/responzes and their status for every data
M REDCap Meszenger cellection instrument (and if longitwdinal, for every eventl You may click any of the colored buttons in
Prajec: stamus Production the table to open & new tab/window in wour browsar o view that record on that particular data Legend for status icons:
collection instrument. Please note that if your form-lewel user privileges are restricted for certain dats @ Incomplete () Incomplete (no data saved) [7]
= codlection instruments, you will only be able to view those instruments, and i you belong to 2 Data Umverified (0 Partial Survey Responze

Access Group, you will only be able to view records that belong to your group. @ Completz @ Completed Survey Response

L& Dashboard displayed: | [Defsult dashboard] ¥ # Create custom dashboard
Applizatiens = Displaying record | Page 1 of 1: "1 through 29" ¥ | of 27 records ALL(27] ¥ | records per page
%5 Calendar
hg Dat= Exports, Reportz, and Stats Displaying: Instrument status only | Lock status only | All staous types
= Data Import Tool
;u Data Comparison Tool Admin Survey Session 1 Survey Sesslon 2T Survey Sesslon 2 C
[=| Logging poet
Field Comment Log ECE | Cansent Modules | Theories af | Madule | Speakr | Theories of | Module | Speakr| Inae tion | Theoriesaf | Madule | Speakr | Exp
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& Logged in &= jacevedo | Log out

E My Projects or & Control Center

# Project Home or (= Project Setup
B REDCap Messenger

Project status: Development
Data Collection # Edit insruments |

5.5 Survey Distribution Tools

- Get a public survey link or build a participant
list for inviting respondents

Record Status Dashboard

- View data collection status of all records

|2 Add / Edit Records

- Create new records or edit/view existing ones

Show data collection instruments

Applications

|n__,§, Data Exports, Reports, and Stats
|2 Data Import Tool
- rison Tool

|=| Logging
ent Log

| File Repository

& UserRights and gl DAGs

£% Record Locking Customization
@ E-signature and Locking Mgmt
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mj| APl and =j| API Playground
4 REDCap Mobile App

% External Modules

[& How To: Advanced Coding
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© Help & FAQ
B Video Tutorials
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28 Contact REDCap administrator

@ PROJECT CHANGE LOG

Training Project

]—‘ Logging @ Download entire logging record to Microsoft Excel {C5V)

This module lists all changes made to this project, including data exports, data changes, and the creation or deletion of users.

Filter by event: All event types (excluding page views)ﬂ
Filter by user name: All users ﬂ
Filter by record: All recordsﬂ

Filter by time range from to

Displaying events (by most recent): 1-100 (Page 1 of 4) ﬂ

List of Data Changes
OR Fields Exported

07/10/2019 6:55pm jacevedo Manage/Design  Modify project settings
07/10/2019 6:55pm jacevedo Updated Record  test_complete ='2'

Time / Date Username Action

1002
07/10/2019 6:54pm jacevedo Updated Record  test_complete ='2'
1001
07/10/2019 6:54pm jacevedo Deleted Record  record_id = '999"
999
06/10/2019 4:33pm [survey Created Response mon ='1",
respondent] 1004 tue="1",
wed ="1,
thu="1,
fri="1",

record_id = 1004,
test_complete =0

06/10/2019 4:32pm jacevedo Manage/Design  Modify survey info

06/10/2019 4:32pm [survey Created Response mon ='1",
respondent] 1003 tue="1",
wed ="1",
thu="1,
fri="1",

record_id = '1003",
test_complete = '0"
06/10/2019 4:24pm jacevedo Manage/Design  Modify survey info

068/10/2019 4:23pm [survey Updated mon ='2"
respondent] Response
1002
06/10/2019 4:22pm [survey Created Response mon ='1",
respondent] 1002 tue="1",

wed ="1",



DATA DICTIONARY CODEBOOK

() Print page | [ Data Dictionary Codebook
# Variable / Field Name :;;Ld;::el Geld Attributes (Field Type. Validation. Choices, Calculations, etc.) )
Instrument: SCreening (screening)
& 1 study_id Study ID text
& 2 date_enrolled Section Header: Consent information text (date_ymd)
T Date subject signed consent
YYYY-MM-DD
& 3 patient_document Upload the patient’s consent form file
¥
p 4 first_name Section Header: Contact information text, Identifier
T First Name
& 5 last_name Last Name text, Identifier
T
& 6 address Street, City, State, ZIP notes, |dentifier
¥
& 7 telephone Phone number text (phone), Identifier
¥ Include Area Code
& 3 email E-mail text (email), Identifier
¥
P ] dob Section Header: Demographics text (date_ymd), Identifier
T Date of birth
& 10 age Age (years) calc
¥ Calculation: rounddown(datediff([dob], today’,'y"))
& 1 ethnicity Ethnicity radio
ks 0 | Hispanic or Latino
1 | NOT Hispanic or Latino
2 | Unknown / Not Reported
Custom alignment: LH
& 12 race Race dropdown
T 0 [ American Indian/Alaska Native
1 | Asian
2 | Native Hawaiian or Other Pacific Islander
3 | Black or African American
4 | white
5 | More Than One Race
‘ 6 | Unknown / Not Reported Yy




@ RICH TEXT EDITOR

Previously...

Edit Field

You may add a new project field to this data collection instrument by completing

bottom. When you add a new field, it will be added to the form on this page. For.

you may view the B Field Types video (4 min}.

Field Type: Multiple Choice - Radio Buttons (Single Answﬂ

Question Number (optional)
Displayed only on the survey page

Field Label [T] Use the Rich Text Editor [?

| encourage my child to look forward to the meal.

<i=<font color="green"=Animo a mi hijo(a) para que este emocionada para
la comida.</font></i=

<i=<font color="blue">]'encourage mon enfant 3 attendre avec impatience
le repas.</font=</i>

HTML

needed

Edit Field

You may add a new project field to this data collection instrument by completing
bottom. When you add a new field, it will be added to the form on this page. For
you may view the B Field Types video (4 min).

Field Type: Multiple Choice - Radio Buttons (Single AnS‘-’uﬂ

Question Number (optional)
Displayed only on the survey page

Field Label [+ Use the Rich Text Editor [?
Paragraph B 7 &£ E = = = o3
S =E=HE A-HE-H o I
I encourage my child to look forward to the meal. ~

Animo a mi hijo(a) para que este emocionada para la
comida.

Jencourage mon enfant & attendre avec impatience le

repas. h

no

HTML
needed




@ MISSING DATA CODES

Project Setup > Enable optional modules > Additional Customizations

Additional customizations

' Missing Data Codes: Set up your missing data codes for this 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, Mot asked’ or "UNK, Unknown'). if no codes are entered, this feature
will remain disabled.

Read more detailed instructions.

Missing Data Codes choose Add code from standardized list of missing

d d i I i R
NI, No information ( and add ata <o ﬁ{bptmr:a ::Oggesums}
E:I NI o rmation
codes

INV Invalid

UNK Unknown

MASK Mot asked

ASKU Asked but unknown

EfEJEfE)E

MAYV  Tempararilv unavailable



® PIPING

What is your favorite ice cream? Chaocalate
Yanilla
Strawberry
reset
How much do you love ice cream? Hate it Indifferent | love
Click bar above and then Qirsg) to =&t responss
e L_|_| T ﬁ' R Variable: slider
Hate it Indifferent | love [ice_cream]!
How much do you Imrce cream?
Click bar sbove and then drag to set responss
reset
VWhat is your favorite ice cream? @ Chocolate
) Vanilla
) strawberry
reset
How much do you love Chocolate ice cream? Hate it Indifferent | love Chocolate!
Click bar above and the arag 1o set responss




@ ACTION TAGS

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 3 Field Types video (4 min}.

Field Type: | Yes - Mo ﬂ
uestion Number (oprional .
EiEplay‘ed e sur'.'i',.ll:;l:uage : Variable Name (utilized in logic, calcs, and exports)
- Enable auto naming of
. quahfy varable based upon its
Field Label OMLY letters, numbers, and underscores Field Label?

Did participant qualify for study?
P P qualify Y LoV AT [%] Smart Variables | .~ Piping

Required?* ® nNo (ves
* Prompt if field is blank

Identifier? ® No () ves

. . Does the field contain identifying information (e.g.. name, SSN, address)?
Choices (not modifiable) fing (= )

1. Yes Custom Alignment Right / Vertical (RV) ﬂ
0. No Align the position of the field on the page

Field Note [optional)
Action Tags/ Field notation {optional) Small reminder text displayed undarmeath field

@HIDDEN-SURVEY

P ¢ oo PR AL

tags
list




@ SMART VARIABLES

Edit Field x

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

..............................................

Field Type: Descriptive Text (with optional Image/video/

Question Number (optional)

Displayed only on the survey page Variable Mame (utilized in logic, calcs, and exports)
da E‘ Enable auto naming of
. =4 variable based wpon its
Field Label OMLY letters, numbers, and underscores Field Label?

This record was entered byl [record-dag-label]

LR AT [¥] Smart Variables | . Piping

Optional file attachment, image, audio, or video:

D Embed an external video (provide video URL) [7]

Action Tags / Field Annotation (optional) Bg "ttpE:.F:F;,-It_:-utu :-E.cc-ms'l.fatch?\;:E'l cCUWMupz(,
hittps/fvimeo.com/B2730281,

hittp:ffexample.com/movie. mp$
Learn about [fEFYaiLBE=AY or using Feld Annotaticn

Display format of video: O Inline @ Inside popup



@ FIELD EMBEDDING

Edit Field

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

Field Type: | Descriptive Text (with optional Image/Video/s ¥

#| Use the Rich Text Editor |2

Field Label
Paragraph v B I & === 9 c
22 & = By AvLev Qo L
Record 1D 3
Sponsored Research Proposals
2012 2013 2014 2015 2016

Federal Grants
MNon-federal Grants

Research Agreements/Contracts

Food question

Per day

How often did you eat spicy foods last year?
Per week

number of servings
Per month

Do not know / Prefer not to answer mEs T



@ ALERTS & NOTIFICATIONS

hEDca plD Demo Project PID 633

& Logged in as jacevedo | Log out A Alerts & Notifications
My Projects or £ Control Center

B REDCap Messenger The Alerts & Notifications feature allows you to construct alerts and send customized notifications. These notifications may be sent to one or more recipients

L ) 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
& View project as user: | - selecta user - v 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
Project Home and Design - 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. Learn more

# Project Home - #=Project Setup
[ Designer - B8 Dictionary - B Codebook A My Alerts B Notification Log
£ Project status: Development

[3€] Upload or download Alerts I

Data Collection =

22 Record Status Dashboard + Add New Alert C Re-evaluate Alerts [JShow deactivated alerts
- View data collection status of all records
B Add/ Edit Records
- Create new records or edit/view existing ones
o f WAL Al 4 Edit £ Options ~ Unique Alert ID: A-1525
Applications &% Email Preview v

ER Dopioct Dbl oo From: jacevedo@bsd.uchicago.edu

A Alerts & Notifications

B Data Exports, Reports, and Stats
8 Data Import Tool

# Data Comparison Tool

H Logging @ Activity: (O No alerts sent yet
%, Field Comment Log
% File Repository

W When the instrument "Demographics [Any Event]" is saved and has a Complete

status. To: jacevedo@bsd.uchicago.edu

e* Send immediately Subject: Notification of Completed Form

Send one time (only once per record - i.e., never re-trigger) Please review.




REDCap

& Logged in a5 jacevedo | Log out

B My Projects or £ Control Center
@ Project Home or := Project Setup
B REDCap Messenger

Project status: Development

Data Collection # Edit instruments |(—|

S2= Survey Distribution Tools
- Get a public survey link or build a participant
list for inviting respondents
Record Status Dashboard
- View data collection status of all records

= Add/ Edit Records

- Create new records or editfview existing ones

Show data collection instruments

Applications =]

Calendar

|[,§, Data Exports, Reports, and Stats
|k Data Import Tool

[ Data Comparison Tool

1=/ Logging

@ E-signature and Locking Mgmt
[z Data Quality

=i APl and =j| API Playground
R REDCap Mobile App

¥ External Modules

&) How To: Advanced Coding

[&) How To: Calculations

(&) How To: Survey Wizard

& How To: Adding Users

[&) UChicago REDCap Website

Reports Q. Search ®Organize JEdit [—|

1} Test Report
Help & Information |=|

© Help & FAQ
B Video Tutorials
[* Suggest a New Feature

@ FILE REPOSITORY

Training Project

~ File Repository

This page may be used for storing and retrieving files and documents used for this project. You may upload files here to save for
retrieval later, or you may download previously uploaded files in the file list below. Whenever a data export is performed, the

resulting data and syniax files are stored here also.

g UserFiles = | . Data Export Files

@ IRB Protocol current
Filze name: IRB49857479 Protocol.docx
Date uploaded: 07/27/2010
File size: 9.7 KB

@ Consent Form
File name: Consent_Form_IRB490857479.docx
Date uploaded: 07/27/2010
File size: 9.7 KB

& Upload New File

Filter by file type:

Action
&
W X
)



@® MESSENGER

*EDcap Home [E MyProjects = New Project @ Help & FAQ H Training Videos ESend-It[ M Messenger ]

M ngenr
€33€ ge Welcome to REDCap!
Motifications REDCap is a mature, secure web application for building and managing online
! surveys and databases. Using REDCap's stream-lined process for rapidly
Conversations = developing projects, you may create and design projects using 1) the online

method from your web browser using the Online Designer; and/or 2) the offline
method by constructing a "data dictionary’ template file in Microsoft Excel, which
can be later uploaded into REDCap. Both surveys and databases (or a mixture of
the two) can be built using these methods.

: User Access?

REDCap provides automated export procedures for seamless data downloads to
Excel and common statistical packages (SPSS, SAS, Stata, R), as well as a built-in
project calendar, a scheduling module, ad hoc reporting tools, and advanced
features, such as branching logic, file uploading, and calculated fields.

Learn more about REDCap by watching a & brief summary video (4 min). If you

would like to view other quick video tutorials of REDCap in action and an
overview of its features, please see the Training Resources page.

Please note that any publication that results from a project utilizing REDCap
should cite grant support (NIH CTSA UL1 TROD0430).

WOTICE: If you are collecting data for the purposes of human subjects research,
review and approval of the project is required by your Institutional Review
Board.

If you require assistance or have any questions about REDCap, please contact
REDCap Support.




Data Import Tool



@ DATA COLLECTION TYPES

Data Collection & Edit instruments
[=] Record Status Dashboard online
- View data collection status of all records
=, Add / Edit Remrds( data
- Create new records or edit’view existing ones

Show data collection imstruments e nt ry

Applications

(7] Calendar
ig Data Exports, Reports, and Stats
= Data Import Tool (
I___| Data Comparison Tool
= Logging

Field Comment Log

File Repository

User Rights and g% DAGs

Record Locking Customization
L E-signature and Locking Mgmt

‘=# Data Quality

=i APl and =i API Playground

4 REDCap Mobile App

L UChicago Advanced Features

e UChicago Support Website

(]

E [
e B



@ DATA IMPORT TOOL

= 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.

) NOTICE:
This project is currently in Development status. Real data should NOT be entered until the project has been

moved to Production status.

[&] csv import CDISC ODM (XML) import

Instructions:

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

@ Download your Data Import Template (with records in rows)
OR
@ Download your Data Import Template (with records in columns)

2.) In each column of the Data Import Template file that you downloaded, place the data for each record that you
wish to import. Once all your data has been added, 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 cells, 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 will be displayed and

checked for errors to ensure that all the data is in correct format before it is finally imported into the project.

Record format: The file to be uploaded has its records stored as separate | Rows ﬂ
Format for date and datetime values: MM/DD/YYYY or YWY—MM—DDﬂ

Allow blank values to overwrite existing saved values? | No, ignore blank values in the file (default) M

[x] Upload your €SV file:

Upload File

Browse...




@ STEPS FOR DATA IMPORT TOOL

DOWNLOAD TRANSFER UPLOAD

your data to
he D
the Data the Data the Data

Import Import

Import
Template

AN
a I

A B

Template Template

Choices (one choice per line A B
1 StudyID Gender % 0 FemaI{E P ) % 1 |study_id gender
2 |[100 male ' 2 100 1
3 (101 female 1. Male 3 (101 o
4 102 F 4 (102 o
5 103 M 5 (103 1
& 104 f & |104 o
7 105 ! 7 |105 1



@ CAUTION!

0 Don’t change the variable names on the
template. They must match the project's variable
names.

@ For all discrete fields, upload the numerical value
(rather than the label value).

9 Empty rows or columns should be deleted before
importing the file to reduce the processing time.

@ For large files, it's recommended you import a

few variables at a time. The entire template
doesn’t need to be imported all at once. A



Data Exports,

Reports, and Stats



REDCap

& lLogged in as jacevedo | Log out

Hes

E My Projects or &8 Control Center
@& Project Home or = Project Setup

B REDCap Messenger

Project status: Development
Data Collection

&= survey Distribution Tools

- Get a public survey link or build a participant

list for inviting respondents

Record Status Dashboard

- View data collection status of all records

£ Add/ Edit Records

- Create new records or edit/view existing ones

Show data collection instruments

Applications

# Edit instruments

i,'g, Data Exports, Reports, and Stats
dtd [Mpo
[ Data Comparison Tool
1=/ Logging

Field Comment Log

File Repository
£ UserRights and g3 DAGs
£ Record Locking Customization
. E-signature and Locking Mgmt
'z Data Quality
=i APl and =f| API Playground
A REDCap Mabile App
% External Modules
[ How To: Advanced Coding
[ How To: Calculations
[l How To: survey Wizard
[ How To: Adding Users
[ UChicago REDCap Website

Help & Information

© Help & FAQ
Hl Video Tutorials
[ Suggest a New Feature

2% Contact REDCap administrator

@ DATA EXPORTS, REPORTS, AND STATS

Training Project

Data Exports, Reports, and Stats 42 VIDEQ: How to use Data Exports, Reports, and Stats

" Create New Report IE@ 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 as export!
data to Microsoft Excel, SAS, Stata, R, or SPSS for analysis (if you have such privileges). If you wish to export your *entire* data se
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 B is the best choice. You may also create your own custom reports below (if 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), or view the plots and descriptive statistics for that report.

My Reports & Exports

Report name View/Export Options Management Options GEITEE L
[auto-generated)

A All data (all records and fields) o] iew Report | W Export Data | ill Stats & Charts

E Selected instruments (zll records) [ Make custom selections |

+ Create New Report |




@ DATA EXPORTS, REPORTS, AND STATS

REDCap

& Logged in as jacevedo | Log out
E My Projects or £ Control Center
# Project Home or (= Project Setup

B REDCap Messenger

Project status: Dewvelopment

Data Collection # Edit instruments

Record Status Dashboard

- Viiew data collection status of all records

Z# Add/ Edit Records

- Create new records or editfview existing ones

Show data collection instruments

Applications

Calendar
In_,j, Data Exports, Reports, and Stats
lid Data Import Tool
[} Data Comparison Tool
{=| Logging
Field Comment Log
| File Repository
£ User Rights and g} DAGs
5% Record Locking Customization
% E-signature and Locking Mgmt
e Data Quality
=i APl and =§ API Playground
4 REDCap Mobile App
% External Modules
[&) How To: Advanced Coding
[&) How To: Calculations
[& How To: Survey Wizard
[&) How To: Adding Users
[&) UChicago REDCap Website

Name of Report: List of Participants Who Like Chocolate Ice Cream

Description (optionaly

Expand

STEP 1

4 User Access: Choose who can
@ View Access: Choose who si
-0OR- O

@ All users will have access

[ Edit Access: Choose

®Allusers - OR -

STEP 2
Fields to i % Quick Add | lected instrument: | — choose instrument —| |
Field 1 record_id "Record ID" - |ce Cream Survey x

Field first_name "First Name”

ditional report options (optional)

Combine checkbox options into single column of only the checked-off options (will be forma
to stats packages)

as a text field when exported

STEP 3 " Create New Report If,j, My Reports & Exgrts | | & Other Export Options | [i] View Report: List of Participants Who

& Filters (optional)

Filter 1 favice, Number of results returned: 3 [lls Stats & Charts | ¥ Export Report |I (= Print Page | | # Edit Report
Total number of records queried: 5 | |

AND V|

Filter 2 - select

List of Participants Who Like Chocolate Ice Cream

w Switch format: Use advanced

Live Filters (optional)
Record ID First Name

m Organize

el

Reports Q. Search

11 List of Participants Who Like
Chocolate Ice Cream

Help & Information

@ Help & FAQ
B Video Tutorials
[@ Suggest a New Feature

record_id first_name
Live Filter 1 - select
ive Filter sele: 2 Mary
Live Filter 2 - select.
2 John
Live Filter 3 - select
3 Sue
STEP4
21 Order the Results (optional)
First by record_id "Record ID" ﬂ =] | Ascending order [V
Then by 7'| Ascending order ﬂ
Then by 7'| Ascending order ﬂ



@ REPORT FOLDERS

= Report Folders ®

Report Folders are a way to organize your reports by putting them into groups. You may create new folders below and then assign reports to
them on the right. A report can be assigned to multiple folders at the same time. To reorder your folders, you can drag and drop them in the
left-hand table. Mote: All users in this project will be able to see the folders so long as they have "Wiew Access' to at least one report in the

folder.
STEP 1: Create Folders STEP 2: Assign Your Reports To Folders
My Report Folders m My Reports ﬂ (| Hide reports already assigned
My Reports & X [] select reports below to add to this folder
] MedRec
(] Third breast cancer
[ second breast cancer
L] pathList
L1 wvelos Report
Reports  Q Search | meOrganize | #Edit (| [] MRN and Name
11 MedRec V1
2} Third breast cancer ¥
31 Second breast cancer
4} Pathlist &
5} Velos Report (] DMHTN

8} MRM and Mame
7T DMHTM
= My Reports
1) Age
Z) Race
2 Time



@ REPORT SEARCH AND ACCESS

Reports ‘ —

11 Physician_info

2} # of bronchs_completed
31 # of bronchs_refused

4) #0f bronchs_ineligible

51 Abridge.weekly_report

&} # of bronchs scheduled
7} Rebecca 5-13-11

gl # of screenings

31 All Local site ID's

100 Incomplete.tests.redraw

STEP 1

report

£ User Access: Choose who can edit and view this report <

= [of of S

@& View Access: Choose who sees this report on their left-hand project menu |?

@ All users -0R- (O Custom user access (Choose specific users, roles, or data access ETCUPS W

[# Edit Access: Choose who can edit, copy, or delete this report (requires user to have "Add/Edit/Organize Reports' privileges)

@ All users -0OR- (O Custom user access (Choose specific users, roles, or data access groups who will have access)



@ EXPORT OPTIONS

export

Exporting "All data (all records and fields)" .
options

Select your export settings, which includes the export format (Excel/CSV, SAS, SPS5, R, Stata) and if you wish to perform de-identification on

l Choose export format De-identification options (optional) Additional export options
T T T S O T T TTE [ Export survey identifier field and survey
8 x CSY / Microsoft Excel (raw data) amount of sensitive information that you are timestamp field(s)?
- exporting out of the project. Check all that

apply. Advanced data formatting options

@] x CSV / Microsoft Excel (labels) Known Identifiers: S R
: elimiter character

L] remaove all tagged ldentifier fields (tagged in Data Set the delimiter used to separate values in the CSV data file

0 Dictianary) (only valid for CSV Raw Data and CSV Labels export formats):
~ S Hash the Record ID field {converts record name to an
SPSS Statistical Software unrecognizable value) , (comma) - default| V|

Free-form text: Force all numbers into a specified decimal format?
~ S f [ Remove unvalidated Text fields (i.e. Tex: fields other You may choose to force all data values containing a decimal
Ssas S tEm e than dates, numbers, etc) to have a specified decimal character {comma or period/full

Remove Notes/Essay box fields stop). This will be applied to all calculations and number-

- e validated text values in the export file.
ate a atetime fields:
] isti A - >
. @ R Statistical Software [ Remove all date and datetime fields Use fields' native decimal format (default) J

— OR__ MOTE: Your data formatting selections above will be
~ [ shift all dates by value between 0 and 364 days remembered in the future and will be pre-selected upon your
L m Stata Statistical Software [shifted amount determined by algorithm for each next export.

record) What is date shifting?

Also shift all survey completion timestamps
by value between 0 and 364 days
CDISC ODM (XML) (shifted amount determined by algorithm for each
ODM record)

Deselect all options

Export Data Cancel



@ STATS AND CHARTS

Gender  Refresh Piot | [view ss Bar Chart /|

Total
Count
(N)

30 |o@ow)| 2

Missing | Unique

Countsffrequency: Male (19, 63.3%), Female (11, 36.7%), Other (D, 0.0%)

Male
Female

Other

10

20

Gender Refresh Plot | [Tt v

Total
Count
(N)

30 | D(0.0%) 2

Missing | Unique

Countsffrequency: Male (19, 63.3%), Female (11, 36.7%), Other (0, 0.0%)

height < 150

DISPLAY OPTIONS

Optional: Select a record to overlay onto the plots below

— select record —
Viewing options: | Show plots & stats| | Show plots only| [Show stats only|
Height Refresh Piot
Total Percentile
Count | Missing | Unigue| Min | Max | Mean | 5tDev| Sum 0.50
(N) 0.05 | 0.0 | 0.25 Median 0.75 | 0.90 | 0.95
10 | D({0.0%) i 120.00 | 1458.00 | 135.70| 10.13 | 1,357.00 | 121.35 | 122.70 | 127.25 | 137.00 | 144.50 | 145.30 | 146.65
Lowest values: 120, 123, 125, 134, 134
Highest values: 14D, 143, 145, 145, 1458
L]
4 ]
® L]
° L]
°
Py L)
110 120 120 140 130
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@ SMART DEVICES

REDCap is compatible with:

e Tablets and smart phone (iOS and Android)
e imply go to https://redcap.uchicago.edu/




® MOBILE APP

Use for offline data collection

(where there is no/poor internet connectivity)

REDCap App Store Google play



@® MOBILE APP - PROCESS

Create Collect Sync Data
Project Data (App to

(REDCap) (App) REDCap)

Download Download Update
App Project Project

(Device) (App) (App)




REDCap

1in as jacevedo

Log out

My Projects or & Control Center
B REDCap Messenger

Project Home and Design (=]

A Project Home - #=Project Setup
[# Designer - @3 Dictionary - B Codebook

£ Project status: Development

Data Collection (+]
Applications =

A Alerts & Notifications

Calendar

E: Data Exports, Reports, and Stats

& Data Import Tool

Z Data Comparison Tool

B Logging

%, Field Comment Log

= File Repository

& User Rights and #&% DAGs

@ Customize & Manage Locking/E-signatures

Data Quality

REDCap Mobile App

Lternal Vioaule

g

& How To: Advanced Coding
& How To: Calculations

& How To: Survey Wizard

@® MOBILE APP - SETUP

Demo Project

[T REDCap Mobile App

[] set Up Project | Dashboard = ]= All App Activity App Data Dumps App Logs

[ IH VIDEO: Mobile App Overview B VIDEO: Mobile App Project Setup  #H VIDEO: Installing the Mobile App ]

What is the REDCap Mobile App?

The REDCap Mobile App is an app that can be installed on an Android or iOS tablet or mobile device
so that data may then be collected in an offline fashion on that device. At some point later on, it may
then be synced back to this project on the REDCap server. The app is most useful when data
collection will be performed where there is no Internet service (e.g., no WiFi or cellular service) or
where there is unreliable Internet service.

Once a user in this project is given 'REDCap Mobile App' privileges, they can navigate to the mobile
app page on the left-hand menu and use it to set up this project inside the mobile app on their
device. Once the mobile project is set up on the device, the user can collect data (which is stored
locally on the device), and then at some point, sync that data back to this project on the REDCap
server.

STEP 1: Download the app on your device

Download on the

s App Store

You must first download the REDCap Mobile App on your iOS, Android, or BlueStacks (Android
emulator) device by clicking the appropriate icon below, or alternatively, if you are not currently
on a mobile device, you can search the App Store or Google Play Store for 'REDCap' on your
mobile device to find the app there to download. The app is available for the following
platforms: i0S 6.0 or later (iPhone 4 and up, iPad 2 and up) and Android 4.3 or later (phones
and tablets).

GETIT ON
P> Google play

[ Email me links to ’
download the app




@® MOBILE APP - IPHONE

sseco Verizon F 09:37 ¥ 90% - ss®00 Verizon 7 09:40 T 89% -
ReDCap = ¢ REDCap =

Tuarri o
speech

My Projects Mobile Test
First Instrument
Set Up Mobile Project Show instrument controls
Record ID 1
Change My Password GPS test

Longitude
°

About the REDCap Mobile App Gps test latitude

Frequently Asked Questions

First Name [

Translate the Interface (Translate)

Last Name |

Weight (readonly

Signature test

Add Signature




@® MOBILE APP - IPAD

iPad & 11:01 AM 4| |PeT ff Ay pa-\i‘::-
Gonrecteg EDCa
Logout REDCap T || < i P 2
Mobile App b AT

Tum on @
speech

longitudinal test

Enroliment
Demographics
Set Up Mobile Project m
Change My Password m
Study ID 1
Consent Information
Upload test1 i
About the REDCap Mabile App
Date subject signed 2017-04-18
Frequently Asked Qui consent
Translate the Inter
Dropdown field yes l
Report a Bug Purpose i
Radio field Q ves
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User Rights



@ USER RIGHTS

# Project Home = Project Setup = [ User Rights g 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

individually. Roles are also a nice way to categorize users within a project. In the box below you may add/assign users or 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.

Add new users: Give them custom user rights or assign them to a role.

oo Add with custom rights |

& 1) Assign to role |

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

Create role |
(e.g., Project Manager, Data Entry Person
Project Data
Role name Username or users assigned to a role L EE A Design User Dar
(ke rale mame o adit ) AF te Seiom . Access
ACINCE rOle name 1o edit (click username to edit or assien to rolel W1 I asSIg and Rights
olel LISEer) Gruup:
Setup

jacevede (Julissa Acevedo)

o o - Ful



@ USER ROLES

A Project Home = Project Setup & User Rights :i& 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
individually. Roles are also a nice way to categorize users within a project. In the box below you may add/assign users or 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.

Add new users: Give them custom user rights or assign them to a role.

e Add with custom rights I

oo |42 Assign to role I

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

EX Create role |

(e.g., Project Manager, Data Entry Person)

f \ Expiration Project Data
FOIE hame Username or users assigned to a role (click Design  User Access  Data Export
'ﬂ'igtf role name to edit (click username to edit or assign to role) expiration to and Rights Tool
ole) edit) setup Groups
Project Manager jacevedo (Julissa Acevedo) v 4 " 4 v Full Data Set
t.cri.redcap2 (Jane Doe) .
Cata Entry ) s b 4 b 4 b 4 De-ldentified

t.cri.redcap3 (Sam Lee)




@ DATA ACCESS GROUPS

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

individually. Roles are also a nice way to categorize users within a project. In the box below you may add/assign users or 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.

Add new users: Give them custom user rights or assign them to a role.

ae Add with custom rights I
data
fo 145 Assign to role I access
Create new roles: Add new user roles to which users may be assigned. gl‘OU pS

2% Create role

(e.g., Project Manager, Data Entry Person)

. Project
Expiration .
!lole name Username or users assigned to a role F['click tEE }:c.c?ss Group Design  User
‘lc,\li;lf role name to edit (click username to edit or assign to role) expirationto ~ (click DAG 10 assign and Rights
el edit) o Setup
Project Manager jacevedo (Julissa Acevedo) v v
t.cri.redcap2 (Jane Doe) Rush
Data Entry - X X

t.cri.redcap3 (Sam Lee) Advocate

Data
Access
Groups

4

-

Data Export
Tool

Full Data Set

De-ldentified



Help Resources




@ HELP RESOURCES IN YOUR PROJECT

hEDCa p® Demo Project

Logeed in as jacevedo | Logout

My Projects or £¥ Control Center A Project Home | i=Project Setup Other Functionality = &) Project Revision History =~ #Editproje
B REDCap Messenger

Project Home and Design + Project status: / Development Completed steps 0 of 7
Data Collection [+]

Main project settings
Applicati -
e —— = Disable | & Use surveys in this project? H VIDEC: How to create and manage a survey

A Alerts & Notifications Enable | @ Use longitudinal data collection with defined events?

Calendar

E; gata lEXPDrt5+ Relports, and Stats F— Modify project title, purpose, etc. I
ata Import Too

# Data Comparison Tool

- lemers / Design your data collection instruments & enable your surveys

®, Field Comment Log Add or edit fields on your data collection instruments (survey and forms). This may be done by
% File Repository either using the Online Designer (online method) or by uploading a Data Dictionary (offline

& User Rights and 8 DAGs method). You may then enable your instruments to be used as surveys in the Online Designer.
& Customize & Manage Locking/E-signatures Quick links: Download PDF of all instruments OR Download the current Data Dictionary

Data Quality I'm done!
E APl and E API Playground

s REDCap Mobile App Have you checked the Check For Identifiers page to ensure all identifier fields have been tagged?
Exctarnal Modylac

Learn howto use g
& How To: Advanced Coding -

& How To: Calculations

Go to |[# Online DesignerJ or | @8 Data Dictionary‘ Explore the | s REDCap Shared Library |

& How To: Survey Wizard & Enable optional modules and customizations
& How To: Adding Users Enable | @ Repeatable instruments
& UChicago REDCap Website Optiona Enable | @ Auto-numbering for records

Help & Information = — Enable | @ Scheduling module (longitudinal only)

© Help & A Enable | @ Randomization module
e
p— 50 Tut-:?rlia g Enable | @ Designate an email field for sending survey invitations

[ Suggest a New Feature

[ e redcap @rt.cri.uchicago.edu




@ HELP RESOURCES — CRI WEBSITE
http://cri.uchicago.edu/redcap/

Request Resources Contact Us FAQ Technical Help CRI Careers

CENTER FOR

RESEARCH Services ~ Research Education ~ About ~ Q
INFORMATICS

f{EDCap

Research Electronic Data Capture

The CRI is proud to offer REDCap, a self-managed, secure, web-based solution designed to support data collection
strategies for research studies.

( QUICK LINKS\ ( NEWS \

® About REDCap JUN )
® Where to Start 24 Announcing REDCap
® Accounts & Passwords Office Hours
® Training
® Reguest Help Want to discuss if REDCap is night for your
® Grant & Cite Language study or project?
~ ® News Archive ‘ Want another set of eyes to look over your
project design?

Need technical help with field or form
LOG IN TO REDCAP problem?




@ HELP RESOURCES — CRI WEBSITE

http://cri.uchicago.edu/redcap-training/

Request Resources Contact Us FAQ Technical Help CRI Careers

vy f

CENTER FOR
RESEARCH

f e Research Education v About Q
INFORMATICS

REDCAP TRAINING
- with the CRI

The CRI offers an array of online resources to help you use

NEED ADDITIONAL HELP?
REDCap better.

If you need technical help with any of REDCap's features, please

Here you'll find: contact REDCap Support. But if you have more involve

ed questions

on designing your project, or are not sure if REDCap is right for

training videos your study, the CRI's REDCap Administrator w

fill gladly s
training manuals zoom call with you, free of charge.
advanced features

quick tips
: ! SCHEDULE CALL
frequently asked questions




REDCa

Research Electronic Data Capture

P

Nl CENTER FOR

&) RESEARCH
bzl INFORMATICS

wiiicd | HE UNIVERSITY OF
T yCHICAGO MEDICINE &
&# BIOLOGICAL SCIENCES

redcap@rt.cri.uchicago.edu

cri.uchicago.edu/redcap




