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Creating the survey 
1) Log in to your account using your credentials. 

 
 

2) In “My Projects” page, you will see a list of all of your projects. Click on “New Project” 
on the top of the page. 
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3) Fill in the requested information. Pick “Empty Project (blank slate)” and hit “Create 
Project”. 

 
 

4) In the “Project Setup” page, under “main project settings”, enable the use of survey in 
your project. 
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5) Click on the “Online Designer” under the “Design your data collection instruments & 
enable your surveys” section. This is the place where you can design your survey and 
add your questions. 

 
 

6) Click in the “Enable” button under “instruments” list. Instruments are forms in 
REDCap, used for collecting data. 
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7) In this page, you can find some basic survey settings, like the title that will be 

displayed to participants at the top of the survey page, survey instructions that will be 
displayed at top of survey after title, survey completion text which will be displayed 
after survey is completed as 'thank you' text or as acknowledgement text. You can 
add a logo, change font, etc. Customize this part based on your preference and hit 
“Save Changes” at the bottom of the screen. 

 
 

8) You can later modify these in the Online Designer. 
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9) Click on the “Form 1” instrument. (you can rename it as well.) Here is where you can 

add your survey questions. They are called “Field”s in REDCap. Hit “Add Field” to add 
a new question. 

 
 

10) REDCap supports a variety of question types. 
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11) In this picture you can see an example of a multiple choice drop-down list. You can 
write your question under “Field Label”, and the drop-down options under “Choices”, 
one choice per line. All questions need to be assigned a variable name. You can 
use this variable name to refer to this question later. For example, in branching logic, 
where you want to show a question if option number 3 of this multiple choice 
question is selected by the participant, this variable name comes handy (you will see 
examples later in this document). You can also set questions as required. Hit “save” 
when you are done. 

 
 

12) If you pick “Begin New Section (with optional text)” field type, you can start a new 
section in your survey. These sections can be displayed in different pages in your 
survey and the participant can move though them using “Next Page” or “Previous 
Page” in the survey. 
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Branching logic 
You can use this functionality when you want to conditionally display a question based on 
something. For example, when a specific answer is selected for another question. Let’s say 
we want to ask participants whether they have used our grant services. If yes, we want their 
satisfaction rate. If no, we want to ask for the reason. In order to do that, follow these steps: 
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1. Click the green arrows for the branching logic on the field whose display you want to 
condition. In this example, “Provide your satisfaction rate for grant facilitation 
services” question. 

 
 

2. Click on the “Show the field ONLY if” text box. 
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3. Write your condition in the text box under logic editor. Follow this format: 
 [variable name] = specific value 

 
In this example, the variable name for question “Have you used grant facilitation 
services?” is “used_grant”. And we want to show the satisfaction rate question if “yes” 
is selected which is the value of “1”. 

4. Hit “Update & Close Editor”. Then, “Save”. 
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5. You can repeat the same steps for the “Please provide the reason why you didn't use 
it.” And display it when “No” is selected for “Have you used grant facilitation 
services?” 
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Some Useful Functionalities 
Here are some of the useful functionalities that you may need: 

Adding a User to Your Project 

 If you need to grant somebody else access to your project, follow these steps: 

1. Click on “User Rights” in the left-side menu under the “Applications” section. 

 
 

2. Start typing the user’s name under “Add new users” section in the User Rights 
window. If they have a REDCap account, their name will pop up and you can add 
them. 
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3. Then click on the username listed on the table on User Rights window, and hit “Edit 
user privileges” to manage their access level. 
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Setting Notifications 

You can set notifications so that every time a response to your survey is received, you will be 
alerted. Follow these steps: 

1. Click on “Alerts & Notifications” under “Applications” section on the left-side menu. 
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2. Click on “Add New Alert”. Then you can set alert settings as you need. 
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Distributing the Survey 

If you need a public link to your survey, you can find it here: 

1. Click on “Survey Distribution Tools” under the “Data Collection” section on the left-
side menu. 

 
 

2. The window that opens will display the public link and other useful tools for 
distributing the survey. 
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Putting the Project into Production Mode 

When you are done designing and testing your project, you should put it into production 
mode. Follow these steps to do that: 

1. In the “Project Setup” page, scroll down to the “Move your project to production 
status” 

 
2. Select whether you want to keep the data entered during system testing 

(Development Mode) or delete it. 
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3. Your project is now moved to the production mode. 

 
 

4. You can still make changes to your project by going to the Online Designer page, even 
if it is in production mode. 
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Viewing/Exporting Submissions or Entering Data Manually 

1. You can find the responses to your survey by clicking on “Add/Edit Records” under 
“Data Collection” section from the left-side menu. 

 
 

2. You can select the record that you want to see from the drop-down menu. 
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3. By clicking on the green circle showing the status of the record, you can open the 
record. 

 
 

4. You can view and download the submission in the next page. 

 

 


