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Creating the survey

1) Logintoyour account using your credentials.

REDCap

Log In
Please log in with your user name and passwaord. If you are having trouble logging in, try clicking the "Forgot your password” link below.
Username:

Password:

LogIn ‘ Forgot your password?

REDCap is a secure web platform for building and managing online databases and

surveys. REDCap's streamlined process for rapidly creating and designing projects Build online surveys and datab quickly and ly in your browser -

offers a vast array of tools that can be tailored to virtually any data collection strategy. Create and design your project using a secure login from any device. No extra
software required. Access from anywhere, at any time.

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 Fast and flexible - Go from project creation to starting data collection in less
calendar, a scheduling module, ad hoc reporting tools, and advanced features, such than one day. Customizations and changes are possible any time, even after
as branching logic, file uploading. and calculated fields. data collection has begun.

Learn more about REDCap by watching a B brief summary video (4 min). If you would Advanced instrument design features - Auto-validation, calculated fields, file
like to view other quick video tutorials of REDCap in action and an overview of its uploading, branching/skip logic. and survey stop actions.

features, please see the Training Resources page.

Diverse and flexible survey distribution options - Use 3 list of email
NOTICE: If you are collecting data for the purposes of human subjects research, review addresses or phone numbers for your survey respondents and automatically
and approval of the project is required by your Institutional Review Board. contact them with personalized messages. and track who has respended. Or
create a simple link for an anonymous survey for mass email mailings, to post

If you require assistance or have any questions about REDCap. please contact on a website, or print on a flyer.

REDCap Administrator (123-456-7890).

Data quality - Use field validation, branching/skip logic, and Missing Data
Codes to improve and protect data quality during data entry. Open data
queries to automatically identify and resolve discrepancies and other issues
real-time.

Custom reporting - Create custom searches for generating reports to view
aggregate data. |dentify trends with built-in basic statistics and charts.

Export data to common analysis packages - Export your data as a PDF or as
CSV data for easy analysis in SAS, Stata, R, SPSS, or Microsoft Excel.

Secure file storage and sharing - Upload and share any type of file with
anyone in the world through the File Repository feature or Send-It tool. Also

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.

Y Home E)MyProjects | + NewProject | @ Help & FAQ EBTraining Videos @Send-it BBMessanger % Control Center Loggedinas @ profile [ Log out
mirt3t

Listed below are the REDCap projects to which you currently have access. Click the project title to open the project. Read more To review which
users still have access to your projects, visit the User Access Dashboard.

My Projects 83 Collapse Al Filter projects by title x|[a]
Project Ticle PID  Records Fields Instruments Type Status
Research Satisfaction Survey-TEST =] 19 9 45 1 survey L]
REDCap Registration Form =] 34 0 20 1 survey L[] Vd

/anderbile University - Coakie poliq




3) Fill in the requested information. Pick “Empty Project (blank slate)” and hit “Create

Project”.

* Cho

Project title:

Project's purpose:

How will it be used?

Project notes {optional):
Description of the project's use or purpose

(dispiayed on the My Projects page)

Project creation option:

hED(:E‘p’E Home [ My Projects + New Project @ Help & FAQ B Training videos S send-t B Messenger g Control Center

=+ 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.

Research Satisfaction Survey-ver1

Operational Support v

This is a test project for research satisfaction Eurvsj

® Empty project (blank slate)

() Upload a REDCap project XML file (CDISC ODM format) [2]
(O Use atemplate {choose one below)

a project template

Template description

n instrument to capture b.

Cancel ‘

]

REDCap 15.0.17 - © 2025 Vanderbilt University - Cookie policy

Logged in as
mir131

O Profile

[ Log out

4) Inthe “Project Setup” page, under “main project settings”, enable the use of survey in

your project.

REDCap

@ Logzed inasmint31 | Logout

My Projects or 8 Control Center
W REDCap Messenger
& Contact REDCap administrator

Project Home and Design

A Project Home - ¥ Project Setup
& Designer - @ Dictionary - B Codebook

Not
WFroject status: Development started
Data Collection = Cre|
B8 Record Status Dashboard
-View data collection status of all records
B Add/Edit Records
Show daa coliscsion instrumert
Not
Applications = started
B8 Project Dashboards ot
A Alerts & Notifications D
@ WultiLanguage Management
88 Calendar
B Data Exports, Reports, and Stats
8 Data Import Tool
# Data Comparison Tool
B Logging
#® Field Comment Log Opticnal
% File Repository e

User Rights and 2 DAGs
Data Quality
[ REDCap Mobile App

External Modules

Help & Information

@ Help & FAQ

B3 Video Tutorials

Q Learn Advanced Design Features
[® Suggesta New Feature

Research Satisfaction Survey-ver1 oo 3

A Project Home

Project status: # Development

i=Project Setup % Other Functionality = Project Revision History

Completed steps 0 0f 7

Main project settings

Enable Jse surveys in this project? (2

Enable | @ Use longitudmal data colection with defined events:

1B VIDEQ: How to creste and manage a survey

Enanle | @ Use the MyCap participant-facing mobile app? ) Learn more about MyCap

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 method). Quick links: Download PDF of all
instruments OR Download the current Data Dictionary

Goto |5 Online Designer | or g8 DataDictionary |  Explore the [ s REDCap Instrumen Library |

Have you checked the Check For Identifiers page to ensure all iden

er fields have been tagged?

Learn how to use ([ERENTITETS @ Action Tags JENCETRU el V5 Special Functions

& Enable optional modules and customizations

Enable | @ Repeating instruments (7]

Disable | @ Auto-numbering for records

Enable | @ Scheduling module (longitudinal only)

Enable | @ Randomization module

Enaie | @ Designate an email field for communications (including survey invitations and alerts)

Enable | @ Twilio SMS and Voice Call services for surveys and alerts
Enable | @ Mosio SMS services for surveys and alerts 2]

enable | @ SendGrid Template email services for Alerts & Notifications [z]

Additional customizations |

A set up project bookmarks (optional)

You may create custom bookmarks to webpages that exist inside or outside of REDCap. These bockmarks will

3




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.

‘REDCap’

& Logged inasmir131 | Logout

My Projects or %¥ Control Center

W REDCap Messenger

= Contact REDCap administrater

Project Home and Design =
# Project Home - #= Project Setup

[ Designer - [ Dictionary - B Codebook

W Project status: Development

Not
started

Data Collection =l ¥m done! |

£2 Survey Distribution Tools

t a public sury
inviting res;

B8 Record Status Dashboard
- View data collection status of all records

B Add/ Edit Records

- Create new records or edit/view exising ones

nk or build a participant list for

s

Not

started
Show data collection instruments

¥m done! |

# Project Home

Project status: & Development

Research Satisfaction Survey-ver1  ro =

7=Project Setup = X3 Other Functionality = £ Project Revision History

Completed steps 0 of 7

Main project settings

Disable | @ Use surveys in this project B VIDEO: How to create and manage a survey

Enable | @ Use longitudinal data collection with defined events? [7]
Ensble | @ Use the MyCap participant-facing mobile app?  [J Learn more about MyCap

Modify project title, purpose, etc.

# Design your data collection instruments & enable your surveys

Add or edit fields on your data collection instruments (survey and forms). This may be done by either using the
Online Designer (online method) or by uploading a Data Dictionary (offline method). You may then enable your
instruments to be used as surveys in the Online Designer. Quick links: Download POF of all instruments OR
Download the current Data Dictionary

Applications =

[E2 Project Dashboards

A Alerts & Notifications

@ Multi-Language Management
B8 Calendar

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

# Data Comparison Tool

B Logging

®, Field Comment Log

& File Repository

& User Rights and 4% DAGs
Data Quality

[0 REDCap Mobile App

Optional

¥m dene! |

External Modules

Help & Information =

@ Help & FAQ
B Vvideo Tutorials

r W DataDictionary| ~ Explore the | REDCap Instrument Library |

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

Learn how to use ([EIEIEET @ Action Tags ME At lc et ¥= Special Functions

& Enable optional modules and customizations

Encble | @ Repeating instruments (2

Disable | @ Auto-numbering for records

Enable | @ Scheduling module (longitudinal only) [2]
Enable | @ Randomization module [2]
Enable | @ Designate an email field for communications (including survey invitations and alerts)

Enable | @ Twilio SMS and Voice Call services for surveys and alerts [2]

Enable | @ Mosio SMS services for surveys and alerts
Ensble | © sendGrid Template email services for Alerts & Notifications [2]

Additional customizations ‘

A Set up project bookmarks (optional)

6) Click in the “Enable” button under “instruments” list. Instruments are forms in
REDCap, used for collecting data.

Research Satisfaction Survey-ver1  ru «

REDCap

@ Loggedin es mint31 | Logout
) My Projects or € Contral Centar
W REDCap Messenger

8 Contact REDCap administrator

# Project Home

69 \IDEQ: How w0 use this page
Project Home and Design E

& Project Home - 12 Project Setup NOTE: While In develop

Project Setup (4 Online Designer [ Data Dictionary B Codebook

8 Create snapshat of insruments.

The Online Designer will allow you to make project modifications to fields and data collection instruments very easily using only your web browser.

(2 Designer - [ Dictionary - B Cadebook

WProject sisius. Development

Data Collection Instruments
Data Coliection (=

£9 survey Distmbuton Tooks B g

status, all field

+ Create | & new instrument from scratch

iges will take effect in real time.
Form optians: Survey options:
0 POF Snapshors | & exComrsera || 8 Survey Quene = ||| # Auin imi
W Form Display Logic = | | @ survey Log B Survey Notifications

B Record Status Dashboard

Instrument name

Form 1

Applications E

I Project Dashboards

A Alerts & Notifications

@ Multi Language Management
B Calendar

- 0atz Exports. Reports, and Stats
8 Data Import Tool

# Data Comparison Tool

B Logging

®y Field Comment Log.

B File Repository

& User Rights 4t DAGS

8 Data Quality

[ REDCap Mobile App

Externsl Modules.

Help & Information -

@ Help & FAQ
B video Tutorials

the official REDCap
inscrument ZIP file from another projecy/user or exemallbrries

@ POF (a1l instruments)

5 Descriptive Popups

Enabled as
Fields PDF 20e0® insrument acsions - Survey releced oprions




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.

*EDcap@’ Research Satisfaction Survey-ver1 ruw

@ Logged inasmir131 | Logout
My Projects or % Control Center # Project Home  7=Project Setup  (# Online Designer | + Set Up My Survey
M REDCap Messenger

— Cont e EE e R IS You may utilize any data collection instrument as a survey by enabling the instrument on this page. Data may still be collected on the

Project Home and Design = instrument via normal data entry on the form, but enabling it as a survey allows for the additional option of collecting data via survey by
o respondents.
#& Project Home - 7= Project Setup
(4 Designer - Dictionary - E Codebook
@ E a v 8 + Set up my survey for data collection instrument "Form 1" Cancel
us- Development S—
Data Collection = Survey Status © |survey Active v 7 offline, respondents will not be able take the survey.
£2 Survey Distribution Tools Custom text to display on survey page when offline: | Add offline message ‘
a public survey link or build a participant list for I
es
B8 Record Status Dashboard Basic Survey Options:
- View data collection status of all records
& {A_dd " BEgzaE > Survey Title Research Satisfaction Survey|

Create new records or editiviey
Title to be displayed to participants at the top of the survey page
Show

Survey Instructions

Applications = (Dispiayed at top of survey after title) Open Sans ~  Paragraph v 10pt v B I Y &
Project Dashboards
A Alerts & Notifications A v &

@ Multi-Language Management

m
<
I

88 Calendar = =

[B: Data Exports, Reports, and Stats

8 Data Import Tool @ <o

# Data Comparison Tool

B Logging Please complete the survey below.
% Field Comment Log Thank you!

& File Repository
& User Rights and 4% DAGs
Data Quality .

REDCap Mobile Aj
E P AP & How to use Piping here

External Modules =EViewLogs =]

Survey Design Options:
Help & Information = =2 &nap

@ Help & FAQ ++ Width of survey on page Fixed width (default) v

Video Tutorials Set o custom width as a percentage of the
B8 . . s e . e of Note: The percentase pare width settines are fullv dependent on the participant's screen size. This settine will not

8) You can later modify these in the Online Designer.

) Research Satisfaction Sul -vert
REDCap L5
e o e [

L ——
= Contart AEDGap

mitrater

[P p————— [T pree
Proect Home s Design =

e Onlne i v . uaing only v
W Frcject b - 1S Projec Selun o whie . g 2 colectior
& Dese ivicnonsry - B conebook

ener froen the offcial REDCap aumen ibrary

et T S fs arocher propectuser or saa e

[T— F | P aciars Survey reasd apcians

e R

p— =
188 Project Dasnosards

& lerts & Notdications

8 Mt Langusge wanagoman:
1 Calendar

B Data Cxparts, Reports, and Stats
& Data import Taal

# Data Companeon Too!

B Loggg

W Fild Commment Log

= e Repontory

3 tser sighes anc A pace

8 Deta Qualy

[ ReDEas Mabile 2pp




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.

“ E D c a pﬂ Research Satisfaction Survey-ver1 o 3

@ Logged inasmir131 | Logout
= My Projects or £ Control Center # Project Home = Project Setup = (# Online Desig; [JE Data Dicti y HCodeb

B8 REDCap Messenger
BB VIDEC: How to use this psge ‘ 0 Create snapshot of instruments Last snapshot newer

& Contact REDCap administrator

I Project Home and Design =
This module will allow you to create new data collection instruments/surveys or edit existing ones. Changes may be made by either
# Project Home - 7= Project Setup using the Online Designer or Upload Data Dictionary (see tabs above), in which you may use either method or both. The Online @ Learn how to us
[ Designer - [ Dictionary - B Codebook Designer may help you get some initial fields/forms built quickly or to make quick edits, but using the Data Dicticnary file may be
B Project status: Development more helpful if you will be adding a large number of fields for this project.
I Data Collection =l This page allows you to build and customize your data cellection instruments one field at a time. You may add new fields or edit
s A — existing ones. New fields may be added by clicking the Add Field buttons. You can begin editing an existing field by clicking on the
= ct:(vey m' oy I,CT c:)i R # Edit icon. If you decide that you do not want to keep a field, you can simply delete it by clicking on the [ Delete icon. To reorder ~x Special Fun
- Get a public survey link or build a participant list for
m.,minpg rﬁwn:::‘s permer the fields, simply use the «f icon to drag and drop 2 field to a different position within the form below (you may also click this icon
B Record Status Dashboard to see extended move options). Checking the checkbox in the right upper corner of each field will add the field to the multi-field
— View data collection status of all records selection, allowing you to quickly modify several fields at once. NOTE: While in development status, all field changes will take effect © How to embed
B Add / Edit Records immediately in real time. field elsewhere
- Create new records or edit/view existing ones
Learn how to custom
Show data collection instruments: yeur instrument or sy
Return to Survey settings by using Field Embedf
IAppll:.uun: =
Project Dashboards i
A Alerts & Notifications Current instrument: Form 1 @ How to modify
é . - - multiple fields
ulti-Language Manageme: together
& Calendar & Fieid Name: record id * This field will NOT be displayed on the survey page. T "
- * You should NOT use identifiers (e.g.. MRN, 55N) for the record ID field. 0 copy, move, or del
B Data Exports, Reports, and Stats multiple fields at the
4 Data Import Tool Record ID time, held the Cirl or
# Data Comparison Tool icdati key an your keyboard|
S Validation type: None click the field to reveq
B Logging NOTE: The field above is the record ID field and thus cannot be deleted or moved. It can only be edited # Quick-modify fiel
®, Field Comment Log feature.
& File Repository
‘Add Field id Matrix of Fields Import from Field Bank i
User Rights and st DAGs I X z=llo = = Shows O Overlaid @

Data Quality
[T REDCap Mobile App

@ Field Navigator|

I External Modules
You can quickly move|
(and select a field) by
the "Go to field' widgg
@ Help & FAQ (keyboard shorteut: (@
B Video Tutorials or

I Help & Information

[

10) REDCap supports a variety of question types.

Add New Field

‘You may add a new project fiekd 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
i For of available, you may view the B Field Types video

Field Type: __ select a Type of Field — v 8 Codebook
—— Select a Type of Field -—
Text Box (Short Text. Number. Date/Time. )
Notes Box (Paragraph Text)
Calculated Field
Multiple Choice - Drop-down List (Single Answer)
Muitiple Choice - Radio Buttons (Single Answer)
Checkboxes (Multiple Answers)
Yes-No
True - False

Signature (draw signature with mouse of finger)
File Upioad (for users 1o upload fies)

Shder / Visual Analog Scale

Descriptive Text (with optional Image/Videc/Audio/File Attachment)
Begin New Section (with optional text)




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.

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 B Field Types video.

Field Type: Multiple Choice - Drop-down List (Single Answer) v B Codebook

E:I;::ln:.! r;"r'ﬂ::r,[;?[;:f:n Variable Name (utilized in logic, calcs, and exports)
department

Field Label [ Use the Rich Text Editor [2] ONLY letters, numbers, and underscores

What is your department? How to use [ Field Embedding

Required?* (O No @) Yes
* Prompt i field i blank

Identifier? ® No O Yes

Does the fisld contain identfying information (e.g., name, SSN, address)?

Custom Alignment  Right/ Vertical (Rv) v
Align the position of the field on the page

Field Note (optional)

Small reminder text displayed undemeath field
Choices (ene choice per line) 1= Use the Choices Editor |b] Copy existing choices
1, Arts.

2, Engineering

3, Sdence

[ Enable auto-complete for this drop-down [?]
How do | manually code the choices?
Action Tags / Field Annotation (aptional)

Learn about {@faGRERS] or using Field Annotation

Save Cancel

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.



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 B8 Field Types video.

Field Type: Begin New Section (with optional text)

v

Field Label [7] Use the Rich Text Ex

Grant Facilitation Questions

B Codebook

ditor [2]

Save Cancel

Grant Facilitation Questions

Current instrument: Form 1 @ How
multipl
togeth

j‘ Field Name: record_id * This field will NOT be displayed on the survey page.
*You should NOT use identifiers (e.g., MRN, S5N) for the record 1D field. To copy,
multiple]
Record ID time, ho
k
Walidation type: None Cﬁzkc;:lg
MNOTE: The field above is the record 1D field and thus cannot be deleted or moved. It can only be edited. }' Quick
feature.
Add Field Add Matrix of Fields Import from Field Bank Shove c
S P @ W@ [ ]FeldName department O
What is your department?
* must provide value h @ Field
You can
{and =eld
the '"Go 4
S @®+D New section title (keyboar

or K]

Add Field Add Matrix of Fields

Import from Field Bank

S @& @ [ ] Fed Name: sat_grant

Provide your satisfaction rate for grant facilitation
services

* must provide value

0y

Change the slider above to st a response

reset

Add Field Add Matrix of Fields

Import from Field Bank

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:



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.

P b YW [ ]Fe0Name used_grant O

Have you used grant facilitation services? OvYes ONo

* must provide value reset

Edit Branching Logic

Provide your satisfaction rate for grant facilitation

Add Field Add Matrix of Fields: | Import from Field Bank

& WM [ ] Feld Name: sat_grant D

services
* must provide value Change the slider above to set a response
reset
Add Field | | Add Matrix of Fields | | Import from Field Bank
# P @b @[] Feid Name: reason O
Please provide the reason why you didn't use it.
Expand

Add Field Add Matrix of Fields | | Import from Fleld Bank

2. Click onthe “Show the field ONLY if” text box.

b Add/Edit Branching Logic x

Branching Logic may be employed when fields/questions need to be hidden under certain conditions. If branching logic is defined, the field
will only be visible if the conditions provided are true (i.e. show the field only if...). You may specify those conditions in the text box below
for the Advanced Branching Logic Syntax or by choosing the Drag-N-Drop Logic Builder method, which allows you to build your logic in a
much easier fashion by simply dragging over the options you want. You may switch back and forth between each method i you wish, but
please be aware that since the advanced logic allows for greater complexity, it may not be able to be switched over to the Drag-N-Drop
method if it becomes too complex.

Choose method below for the following field: sat_grant - Provide your satisfaction rate for grant ...

@ Advanced Branching Logic Syntax How to use (3 Branching Logic

Show the field ONLY if...

Clear logic
Test logic with a record: |- selecta record -

—OR—

O Drag-N-Drop Logic Builder

Save Cancel




3. Write your condition in the text box under logic editor. Follow this format:
[variable name] = specific value

Logic Editor ®

Use the text box below to compose your logic, calculation, action tags, etc. If you need more space, click the Fullscreen
Mode button to enlarge the text box. When you are finished, click the "Update’ button to minimize the Editor

window. Learn how to use [TEanty I G or open the [@ Codeboak

[used_grant]=1]

¥ Valid (The determination of validity may not be 100% accurate in all contexts.)

Q TIP: Your logic and calculations may contain comments, which are not evaluated but only serve as annotations to help
document or explain what the calc/logic is doing. Comments must be on their own lines and start with # {double forward slash)
or # (hash sign), optionally preceded by whitespace characters (spaces, tabs). You may not append a comment to a line that is
part of the logic or calc expression. View example

% Fullscreen Mode + Update & Close Editor X Cancel

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”.

10



P Add/Edit Branching Logic *®

Branching Logic may be employed when fields/questions need to be hidden under certain conditions. If branching logic is defined, the field
will only be visible if the conditions pravided are true (i.e. show the field only if...). You may specify those conditions in the text box below
far the Advanced Branching Logic Syntax or by chaosing the Drag-N-Drop Logic Builder methad, which allows you to build your logic in a
much easier fashion by simply dragging over the options you want. You may switch back and forth between each method if you wish, but
please be aware that since the advanced logic allows for greater complexity, it may not be able to be switched over to the Drag-N-Drop
method if it becomes too complex.

Choose method below for the following field: sat_grant - Provide your satisfaction rate for grant ...

@® Advanced Branching Logic Syntax How to use [ Branching Logic

Show the field ONLY if...

[used_grant]=1

Clearlogic
Test logic with a record: |- select a record — v

— OR—

O Drag-N-Drop Logic Builder

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?”

SO T

Grant Facilitation Questions

Add Field | | Add Matrix of Fields | | Impart from Field Bank

SP@®LYD [ 1 Feld Name: used_grant O
Have you used grant facilitation services? Oves ONo
* must provide value reset

| Add Field | | Add Matrix of Fields | | Impart from Field Bank

S P M [ ]FedNome: sat_grantl Branching logic [used_grant}=1 I O
Provide your satisfaction rate for grant facilitation 0O
services —
* must provide value Change the slider above to set a response
reset
| Add Field | | Add Matrix of Fields | | Impart from Field Bank

& P @& @ [ ]FeidNome: reason I Branching logic: [used_grant}=0 I O
Please provide the reason why you didn’t use it.

Expand

Add Field | | Add Matrix of Fields | | Impart from Field Bank

11



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.

[ Designer - [@E Dictionary - B Codebook

W Project status: Development
Data Collection [=]

£ Survey Distribution Tools

ta public survey link or build a particpant list for
iting respondents

BB Record Status Dashboard

- View data collection status of all records

B Add / Edit Records

- Create new records or editf/view existing ones

Show data collection instruments
Applications =

Project Dashboards

A Alerts & Notifications

@& Multi-Language Management
B Calendar

[B: Data Exports, Reports, and Stats
8 Data Import Teol

# Data Comparison Tool

@ Return to list of instruments = BSVEER =

Current instrument: Form 1

>
& Field Name: record_id

* This field will NOT be displayed on the survey page.

& Editu\'con. If you decide th;t you do not‘want toukeep a field, you can simply deleteult by click?ng on the ET] Delet; icon. 'F:') reorder
the fields, simply use the +* icon to drag and drop a field to a different position within the form below (you may also click this icon
to see extended move options). Checking the checkbox in the right upper corner of each field will add the field to the multi-field

selection, allowing you to quickly modify several fields at once. NOTE: While in development status, all field changes will take effect
immediately in real time.

* You should NOT use identifiers (e.g., MRN, S5N) for the record 1D field

Record ID
Validation wype: None

NOTE: The field

above is the record ID field and thus c ot be deleted or moved.

t can only be edited

Add Field Add Matrix of Fields Import from Field Bank

B Logging 7P ® % ¥ T [ ]FeldName department O
®, Field Comment Log What is your department?
MR * must provide valus v
ndl 428 DAGs
mECirav Add Field | | Add Matrix of Fields | | Import from Field Eank
[TJ REDCap Mobile App —_
ST
External Modules =Viewlogs [=| Grant Facilitation Questions
Help & Information = Add Field | | Add Matrix of Fields | | Import from Field Eank
© Help & FAQ P @b YT [ ]edName used grant m|
8 video Tutorials Have you used grant facilitation services? Oves ONo
@ Learn Advanced Design Features S mIE e S
[ Suggest a New Feature
Add Field | | Add Matrix of Fields | | Import from Field Bank
= Contact REDCap administrator
& P Wb W@ [ ]FeidName: sat_grant  Branching lagic [used_grand=1 O
Provide your satisfaction rate for grant facilitation
services
TR T Change the slider above to set a response
reset

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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hEDCap® Research Satisfaction Survey-ver1l o 3

@ Logged inasmir131 | Logout

My Projects or % Control Center # Project Home 7= Project Setup = & User Rights | 4 Data Access Groups
W REDCap Messenger

SRiCon =R DM nisatoy 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

Project Home and Design = 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
# Project Home - 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
[# Designer - [ Dictionary - B Codebook to make modifications to any existing user or role in the project. as well as view a glimpse of their user privileges.

W Project status: Development

Project Setup

Data Collection = fapmey d or download users, roles, and assignments ~

£2 Survey Distribution Tools

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

inviting respandents hanng + Add with custom rights

B8 Record Status. Dashboard T —
- View data collection status of all records
B Add/ Edit Records new L 0

- Create new records or edit/view existing ones

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

23 Assigntorole «

Show data collection instruments Create new roles: Add new user roles to which users may be assigned.

+ Create role

Applications =

2 Project Dashboards
A Alerts & Notifications
@ Multi-Language Management

&8 Calendar Role name Username or users assigned to a role R o PD:',J;‘: User Data DataViewing  Data Ex
B Data Exports, Reports, and Stats {click role name to edit role) (click username to edit or assign to rale) "‘;EIPE‘;“” S:::p Rights. 2:::: Rights Righ
& Data Import Tool

# Data Comparison Tool — mir131 (Mercedeh Irani) nevel v v v 1View &Edit 1 Full Dat
B Logging

@ Field Comment Log

& File Repository

& User Rights and 48 DAGs
Data Quality

[T REDCap Mobile App

External Modules = Viewlogs (-]

Help & Information =

@ Help & FAQ
B Video Tutorials

3. Then click on the username listed on the table on User Rights window, and hit “Edit
user privileges” to manage their access level.

Project Home and Design || roles to which you may assign users {optional). User roles are useful when you will have several users ileges 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 alsa a nice way
# Project Home - 7= Project Setup to categorize users within a project. In the box below you may add/assign users or create new rales, and the table at the bottom allows you
& Designer - [ Dictionary - B Codebook to make modifications to any existing user or role in the project. as well as view a glimpse of their user privileges.

WProject status: Development

Data Collection = [] Upload or download users, roles, and assignments ~ \ [z

&2 Survey Distribution Tools
- Gat a public survey link or build 2 participant list for
inviting respondents dd n

BB Record Status Dashboard
- View data collection status of all records

B Add/ Edit Records

- Create new records or editiview existing ones

Add new users: Give them custom user rights or assign them 10 a role.

+ Add with custom rights

e s Assigntorole ¥

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

+ Create role

Show data collection instruments

Applications =

B8 Project Dashboards
A Alerts & Notifications
@ Multi-Language Management

S Project
& Calendar Role name Username or users assigneg o Bpiation  BET foate Data Viewing  Data EA
[B: Data Exports, Reports, and Stats {click role name to edit role) {click username to edit User actions: s::!:F Rights Gm‘:’;’ Rights igh

-8 Data Import ool 2, Edit user privileges
# Data Comparison Tool - mir131 (Mercedeh Ira nij v v v 1View &Edic 1 Full Da
B Logzing 25 Assign to role =

® Field Comment Log "X, Remove from project

& File Repository

A& User Rights and 42 DAGs
Data Quality

(T REDCap Mobile App

External Modules View Logs [

Help & Information =

@ Help & FAQ

B video Tutorials

Q@ Learn Advanced Design Features
(@ Suggest a New Feature

ontact REDCap adm

The REDCap Consortium | Citing REDCap

Javascript;
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2~ Editing existing user "mir131" ®

Basic Privileges Privileges for Viewing and Exporting Data

. Data Viewing Rights pertain to a user's ability to view or edit data on pages in the project (e.g., data entry forms, reports). Users with
B9 Expiration Date (M/oY) "No Access' Data Viewing Rights for a given instrument will not be able to view that instrument for any récord, nor will they be able to
o view fields from that instrument on a report. Data Export Rights pertain to a user's ability to export data from the project, whether
through the Data Exports page, API, Mobile App, or in PDFs of instruments containing record data. Note: Data Viewing Rights and
Data Export Rights are completely separate and do notimpact one another.

(if applicable)

Highest level privileges:

Project Design and Setup Data Viewing Rights Data Export Rights
. 3 No Read View  Edit No De- Remove  Full
& User Rights O No Access Access  Only  &Edit  survey Access  Identified* Al Data
Read Onl (Hidden) respanses Identifier  Set
o} y P =
@® Full Access 1elos

| Form 1 (survey) o) o @ a o o o @®

2a2 Data Access Groups

* De-dentified means that all free-form text fields will be removed ell as any date/time fields and Identifier fields,

Other privileges:

£3 survey Distribution Tools

A Alerts & Notifications

B Calendar

Q, Add/Edit/Organize Reports
e e
sl Stats & Charts

& Data Import Tool

# Data Comparison Tool

[<EEE < <M< W<

B Logging

&8 Email Logging

& File Repository

8 Data Quality Create & edit rules
Withat is Data Quality? Execute rules

£ API [ API Export
What s the REDCap API? O apil Import/Update

Settings pertaining to the REDCap Mabile App:

[J REDCap Mobile App

Save Changes Cancel Remove user

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.

h E D ca pﬂ Research Satisfaction Survey-ver1 ¢

@ Loggedinas mirt31 | Logour

My Projects or % Control Center # Project Home | 7= Project Setup | &8 Other Functionality = &) Project Revision Histary

W REDCap Messenger

= Contact REDCap administrator Project status: / Development Completed steps 0 of 7
Project Home and Design el

Main project settings

& Project Home - 7= Project Setup

3 )
[ Designer - [ Dictionary - B Codebook — | Disable | @ Use surveys in this project? [2] /B VIDEO: How to create and manage asurvey
W Project starws: Development oo | Enable | @ Use longitudinal data collection with defined events? [2]
Use the MyCap participant-facing mobile app? (] Learn more sbout MyCa
Data Collection B [Enasic | @ yCap particip 5 pp? () Learn more aboue WyCap

&3 survey Distribution Tools  Modify project title, purpose, etc.

~Get a publicsurvey ink or build a partcipant st for
itng rezpondents
BB Record Status Dashboard # Design your data collection instruments & enable your surveys

~Visw data collection scatus of all records

ot Add or edit fields on your data collection instruments (survey and forms). This may be done by either using the
ecords

A B REIS oo Not Online Designer (online method) or by uploading a Data Dictionary (offline method). You may then enable your
started instruments to be used as surveys in the Online Designer. Quick links: Download PDF of all instruments OR
‘Show data collection instruments Download the current Data Dictionary
— (¥mdonet
Applications = Goto \ & Online Deslgner‘ or \ @3 pata D\mnnaly‘ Explore the | d REDCap Instrument Library |

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

Learn how 1o use [N Xt = Special Functions

B Calendar
B Data Exports, Reports, and Stats & Enable optional modules and
8 Data Import Tool [Enabie | @ Repeating instruments [2]
; f:;ii‘;’"pa”m Toel Optional Disable | @ Auto-numbering for records [2]
2 Field Comment Log == ensble | @ Scheduling module (longitudinal only) [2]
B File Repository [Enable | @ Randomization module [2]
User Rights and 2 DAGs [ Enable | @ Designate an email field for communications (including survey invitations and alerts) [2]
Data Quality | Enable | @ Twilio SMS and Voice Call services for surveys and alerts [7]
[ REDCap Mobile App [ Enable | © Mosio SMS services for surveys and alerts [3]

| Enable | @ SendGrid Template email services for Alerts & Notifications [2]
| Additional customizations

M ser un project bookmarks (optional)

External Modules

Help & Information =l

@ Help & FAQ
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2. Click on “Add New Alert”. Then you can set alert settings as you need.

hEDC a p‘” Research Satisfaction Survey-ver1 so

& Logged in as mir131 | Logout A Alerts & Notifications
My Projects or % Control Center
W REDCap Messenger The Alerts & Notifications feature allows you to construct alerts and send customized notifications. These notifications may be sent to one or more recipient

and can be triggered or scheduled when a form/survey is saved and/or based on conditional logic whenever data is saved or imported. When adding/editing|
an alert. you will need to 1) set how the alert gets triggered, 2) define when the notification should be sent (including how many times), and 3) specify the
recipient, sender, message text, and other settings for the notification. For the message, you may utilize customized options such as rich text, the piping of
field variables (including Smart Variables), and uploading multiple file attachments. Learn more

& Contact REDCap administrator

]

[ Project Home and Design

& Project Home - roject Setup
[# Designer - [ Dictionary - B Codebook

A& My Alerts EB Notification Log
W Project status: Development

I Data Collection

[

‘ EUp\Dad or download Alerts = I lE

£ Survey Distribution Tools
- Get a public survey link or build a participant list for
inviting respondents

B8 Record Status Dashboard

- View data collection status of all records

B Add / Edit Records

- Create new records or edit/view xisting ones

+ Add New Alert C' Re-evaluate Alerts [J show 0 deactivated alert(s

Show data collection instruments

[l

[ Applications

Project Dashboards

A plerts & Notifications

@ Multi-Language Management
B Calendar

[B: Data Exports, Reports, and Stats
4 Data Import Tool

# Data Comparison Tool

B Logging

@ Field Comment Log

& File Repository

& User Rights and s DAGs
Data Quality

[T REDCap Mobile App

[ External Modules

[ Help & Information =

@ Help & FAQ
B Video Tutorials

— R

ions not to be sent after the expiration time.

R —

STEP 3: Message Settings
Alert Type: ® =email £ 5MS Text Message X, voice Call & sendGrid Template
Email From:
mir131@uregina.ca ~

* must provide value

Email To:

* must provide value

+ Show more options Or manually enter emails: | research.ethics@uregina.ca

Subject

* must provide value

REDCap regstration request

Message:

*+ must provide value

Open Sans ~  Paragraph ¥ 10pt ~ B J U & A v & v

EEE@E- - FSHEEDIQL S o

m
¢
.
i
N
ii

Prevent piping of data

for Identifier fields [2] A new submission has been received for REDCap registration form.

In the subject or message, you may use EUNN [#] Smart Variables

le:
Hi [first_name]! Please complete this sur rvey-link:followup_surv

@ Learn about Data Collection Strategies for Repeating Surveys

Example of a repeating survey u
Flease complete your daily survey: [

ing recurring alerts:
rvey-link:daily_repeating_survey][new-instance
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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.

‘hEDCap‘” Research Satisfaction Survey-ver1 oo =

@ Loggedinasmirt31 | Logout

B My Projects or % Control Center # Project Home roject Setup | %X Other Functionality £ Project Revision History
B REDCap Messenger
® Contact REDCap administrator Project status: J Development Completed steps 0 of 7

Project Home and Design =] . . .
Main project settings
# Project Home - IZ Project Setup -
(& Designer - [ Dictionary - Bl Codebook Dissble | @ Use surveys in this project

l"“z‘d Enable | @ Use longitudinal data collection with defined events?
starte _—

8 VIDEQ: How to create and manage a survey

WProject status: Development

Enable | @ Use the MyCap participant-facing mobile app? (] Learn more about MyCap
Data Collection = —

tm donet |

£2 [survey Distribution Tools Modify project title, purpose, etc.

Gata public survey link or build 3 particpant It for

inviting respondents.

'Record Status Dashboart # Design your data collection instruments & enable your surveys
View data collection staus o allrecords
B Add / Edit Records

Add or edit fields on your data collection instruments (survey and forms). This may be done by either using the
Not Online Designer (online method) or by uploading a Data Dictionary (offline method). You may then enable your
started instruments to be used as surveys in the Online Designer. Quick links: Download PDF of all instruments GR
Download the current Data Dictionary,

Show dats collecs

m donel |
Applications = Goto | @4 Online Designer | or | @ pata Dictionary | Explore the (s REDCap Instrument Library |
8 Project Dashboards
Have you checked the Checle For Identifiers page to ensure all identifier fields have been tagged?
A Alerts & Notifications
& Calendar
[B- Data Exports, Reports, and Stats & Enable optional modules and customizations

& Data Import Tool
# Data Comparison Tool

Enable | @ Repeating instruments
Optional Disable | @ Auto-numbering for records 2]

B Logging
#y Fiald Comment Log v donl] Enable | @ Scheduling module (longitudinal only
% File Repository Enable | @ Randomization module [2]
User Rights and st DAGS Enable | @ Designate an email field for communications (including survey invitations and alerts) [2]
Data Quality Enable | @ Twilio SMS and Voice Call services for surveys and alerts [7]
() REDCap Mobile App enable | @ Mosio SMS services for surveys and alerts [2]

Enable | @ SendGrid Template email services for Alerts & Notifications

External Modules

e Logs (]

Additional customizations |

Help & Information

© Help & FAQ

W Set up project bookmarks (optional)

2. The window that opens will display the public link and other useful tools for
distributing the survey.

&EDcapﬁ’ Research Satisfaction Survey-ver1 »w

@ Logged inas mirt31 | Log out £J survey Distribution Tools
My Projects or ¥ Control Center
M REDCap Messenger

@ Public survey Link | && Participant List  Z% Survey Invitation Log
= Contact REDCap administrator

Project Home and Design [=]" " 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 your participants. Responses will be collected anenymously (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 some cases.

4 Project Home roject Setup
& Designer - [ Dictionary - B Codeboak
W Project status: Development

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)

Data Collection I=1 _can then click the link to begin taking your survey.
Survey Distribution Tools :
e e Public Survey URL: | htps://redcap.uregina.ca/surveys/is=TPLHJH3CEKXPAPHN |
inviting respongents
B Record Status Dashboard
~View data col s of al T : i P
N Link Actions Link Customizations
B Add / Edit Records
Create new records or edit/view existing ones O —

Show data collecsion instrume; e — e —
Applications = e Open public survey + [ Log out | & Create Custom Survey Link |
[ Project Dashboards = send me URL via email ‘ /> Get Embed Code |
A Alerts & Notifications =
@ Multi-Language Management & Survey Access Code or 3 QR Code |
8 Calendar

B> Data Exports, Reports, and Stats
45 Data Import Tool
# Data Comparison Tool
B Logging
® Field Comment Log
@ File Repository
User Rights and 48k DAGs
Data Quality
[) REDCap Mobile App

External Modules

Help & Information =

@ Help & FAQ
B video Tutorials
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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”

External Modules = Viewlogs [ Ensble | © sendGrid Template email services for Alerts & Notifications [2]

Additional customizations |
Help & Information = E—

@ Help & FAQ . .
Set up project bookmarks (optional
B Video Tutorials n P proj (opf )
@ Learn Advanced Design Features You may cre_ate custom bookmarks t? webpages that exist inside or ouiside_of REDCap. These bcolfmarks will
[ Suggest a New Feature Optional 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

Im done! | behavior.
B Contact REDCap administrator —_ ehavior.

Go to | Add or edit bookmarks

A& User Rights and Permissions

You may grant cther users access to this project or edit the user privileges of current users on this project by

Optional 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
Im done! | access records created by users within that group.

Go to | User Rights ‘ or | Data Access Groups

Test your project thoroughly

It is important to test the essential components of your project before moving it into production. Try creating a

Not few test records and entering some data for each to ensure that your data collection instruments look and
started 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
Im done! | 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 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
Not able to edit the project fields in real time anymaore. However, you can make edits in Draft Mode, which will be
started auto-approved or else might need to be approved by a REDCap administrator before taking effect.

Go 10 | Move project to production

2. Select whether you want to keep the data entered during system testing
(Development Mode) or delete it.
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Move Project To Production Status? ®

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

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

Keep existing data or delete?
(@] Keep ALL data saved so far. (2 records)
@ Delete ALL data in the project (including any survey respos documents
uploaded onto forms/surveys, and all archived data export files stored in the File Repository.
and any logged events that pertain to data collection.

Please select one of the options above before maoving to production.

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

YES, Move to Production Status Cancel

@ redcap.uregina.ca
DELETE ALL DATA?

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

inside the yellow box.




3. Your projectis now moved to the production mode.

hEDcapﬂ Research Satisfaction Survey-ver1 »u =

@& Logged inasmiri31 | Logout

My Projects or %X Control Center # Project Home Project Setup =~ %% Other Functionality = £ Project Revision History
M REDCap Messenger
& Contact REDCap administrator Project status: [ Production Completed steps 2 of 7

Project Home and Design =
Main project settings
#& Project Home - = Project Setup

Some options below are d
- B Codebook

use they may not be modified once the

in production status.

Complete! Disable | @ Use surveys in this project? [2] B VIDEO: How to create and manage a survey

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

Data Collection

Enable | @ Use the MyCap participant-facing mobile app? [J Learn more about MyCap
4. Survey Distribution Tools

BB Record Status Dashboard Modify project title, purpose, etc.
B Add / Edit Records

Show data collection instruments

 Design your data collection instruments & enable your surveys

-
Applications = i Add or edit fields on your data collection instruments (survey and forms). This may be done by either using the
In prog: Online Designer (online method) or by uploading a Data Dictionary (offline method). You may then enable your
B Project Dashboards instruments to be used as surveys in the Online Designer. Quick links: Download PDF of all instruments OR
A Alerts & Notifications Im done! | Download the current Data Dictionary
; 2’:::"1;::'3‘1559 enagement Goto | 4 Online Designer | or | i3 Data D\'ctiunaryl

[B: Data Exports, Reports, and Stats

Lo v 10 v CTEETEEISTEY # FeaEmsaing
-8 Data Import Tool

# Data Comparison Tool

B Logzing . & Enable optional modules and customizations

®, Field Comment Log ny Some options below are d cause th y not be medified once the p; is in production status.

& File Repository In pro Ensble | @ Repeating instruments

& User Rights and 48k DAGs | Disa @ Auto-numbering for records

Data Quality — Enable | @ Scheduling module (longitudinal only)

[ REDCap Mobile App Ersble | @ Randomization medule [2]
External Modules Ensble | @ Designate an email field for communications (including survey invitations and alerts) 2]

Enzble | @ Twilio SMS and Voice Call services for surveys and alerts [2]

Help & Information = Enable | @ Mosio SMS services for surveys and alerts [7]

e Help & FAQ Enable | @ SendGrid Template email services for Alerts & Notification:

8 Video Tutorials
@ Learn Advanced Design Features
[® Suggesta New Feature

Additional customizations |

M set up project bookmarks (optional)

4. You can still make changes to your project by going to the Online Designer page, even
ifitis in production mode.

&EDcap@ Research Satisfaction Survey-verl  rw ¢
@ Logged inasmirl31 | Logout

. q pa— 2 onli " et
My Projects or %% Control Center A Project Home | ’=Project Setup | (£ Online Designer | [Jg Data Dictionary  E Codebook N
B REDCap Messenger

& Contact REDCap administrator NOTE: The project is currently in PRODUCTION status, and thus changes cannot be made in real time to the project as when in

s ) | Devetopment status. However, changes to the project may be drafted in DRAFT MODE. after which such changes will be reviewed
= | and approved by a REDCap administrator. Once those changes are approved, you will then receive an email confirmation
& Project Home - roject Setup informing you that those changes have taken effect on your production project.

& Designer - i Dictionary - B Codebook Would you like to enter DRAFT MODE to hegin drafting changes to the project?
Project status: Production

Enter Draft Mode |
Data Colection E—

£2 Survey Distribution Tools
BB Record Status Dashboard
B Add/ Edit Records The Online Designer will allow you to make project ions to fields and data collect easily using only your web browser. In
order to make any modifications to your instruments listed below, you must first move the project into Draft Mode by clicking the ‘Enter Draft Mode'
button above. However, whether in Draft Mode or not, you are allowed to download the PDF or madify survey settings for any instruments below.

@ Share your instruments with others via the REDCap Shared Library 8 VIDEO: How to use this page

Show data callection instrumenss

Applications =]

5 Project Dashboards Data Collection Instruments Form options: Survey options:

8 Alerts & Notfieations @ PO Snapshors | 125 e Conmen | [ siavey Qrictel | s e lrwwaior
@ Multi-Language Management ® Form Display Logic ~ | | # survey Login | | & Survey Notifications |

£ Calendar

@ POF @l nstrumants) |
[B- Data Exports, Reports, and Stats

4§ Data Import Tool

# Data Comparison Tool

B Logging

# Field Comment Log Form 1 5 ] Choose action ~ |

& File Repository .
User Rights and 4sf DAGs

Data Quality

[T REDCap Mobile App.

£ Descriptive Popups |
Instrument name

Enabled as
Fields PDF E2Dd % nsrumentactions  Survey relared options

Survey secings | [ +Automated Invitations |~

External Modules

few Logs (]

Help & Information

@ Help & FAQ

B Video Tutorials

Q Learn Advanced Design Features
[ Suggest a New Feature
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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.

@ Logged inasmirt31 | Logout

B REDCap Messenger
& Contact REDCap administrator Project status:

Project Home and Design =]

A Project Home - ?= Project Setup ¢

[ Designer - @3 Dictionary - B Codebook

Completel
W Froject status: Production

Data Collection =

£ Survey Distribution Tools

Show data collection instruments

=Y
Applications = y

In prog

[ Project Dashboards
A Alerts & Notifications Im done! |
@ Multi-Language Management

B Calendar

[B» Data Exports, Reports, and Stats

4 Data Import Tool

# Data Comparison Tool

B Logging

% Field Comment Log a
& File Repository &>
User Rights and 4% DAGs
Data Quality

[T REDCap Mobile App [1m donet |

In prog

External Modules

Help & Information =

@ Help & FAQ

B8 Video Tutorials

@ Learn Advanced Design Features
[® Suggest a New Feature

https://redcap.uregina.ca/redcap_v15.0.17/Datakntry/record_home.php?pid=36

*EDcapﬂ Research Satisfaction Survey-ver1l s

My Projects or %% Control Center # Project Home | 7= Project Setup = ¥ Other Functionality = 0 Project Revision History

Production Completed steps 2 of 7

Main project settings

Some options below are disabl

because they may not be modified once the pr

production status
Disable | @ Use surveys in this project?

B VIDEO: How to create and manage 2 survey

Enable | @ Use longitudinal data collection with defined events? [2|
Ensble | @ Use the MyCap participant-facing mobile app? [J Learn more about MyCap

Modify project title, purpose, etc.

# Design your data collection instruments & enable your surveys

Add or edit fields on your data collection instruments (survey and forms). This may be done by either using the
Online Designer (online method) or by uploading a Data Dictionary (offline method). You may then enable your
instruments to be used as surveys in the Online Designer. Quick links: Download PDF of all instruments OR
Download the current Data Dictionary OR Download Data Dictionary with drafted changes

Goto | @ Online Designer | or |8 Data D\'ctiunaryl Explore the | s REDCap Instrument Library |

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

Learn how o use (ST BT  Fied Embedding

& Enable optional modules and customizations

Some options below are disal

because they may not be modified once the p

v duction status
Enable \ @ Repeating instruments [2

Disable | @ Auto-numbering for records

Ensbie | @ Scheduling medule (longitudinal only)

Enable | @ Randomization module [7]

Enable | @ Designate an email field for communications (including survey invitations and alerts) =]

Enable | @ Twilio SMS and Voice Call services for surveys and alerts [?]
Enable | @ Mosio SMS services for surveys and alerts [2]
Enzble | @ SendGrid Template email services for Alerts & Notifications

Additional customizations

2. You can select the record that you want to see from the drop-down menu.

= Contact REDCap administrator

&EDcap@ Research Satisfaction Survey-ver1 o
@ Logged inas mirt31 | Logout B Add / Edit Records
Project Control Cente
e You may view an existing recordfresponse by selecting it from the drop-down lists below. To create a new record/response, click the button
B REDCap Messenger pabon

Project Home and Design Gl

Total records: 1
A Project Home - ¥= Project Setup
4 Designer - @3 Dictionary - [Bl Codebook Choose an existing Record ID

— select record - v

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

# Data Comparison Tool

B Logging

®, Field Comment Log

& File Repository

& User Rights and 4k DAGs

Data Quality

() REDCap Mobile App

External Modules =Viewlogs (]

Help & Information 5]
@ Help & FAQ

B Video Tutorials

@ Learn Advanced Design Features

[® Suggest a New Feature

W Project status: Production ~ select record —
Data Collection = L
£ Survey Distribution Tools
B8 Record Status Dashboard
3 . Data Search
B Add/Edit Records
Show data collection instrumants
Choose a field to search ATl v
(excluges multple choice fields)
Applications =]
[ Project Dashboards Search query
A Alerts & Notifications Begin typing to search the project data then dickan
o itam i the st to nsvigats t that recard
£ calendar
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3. By clicking on the green circle showing the status of the record, you

record.

can open

the

@ Logged in 25 mir131 | Logout
W REDCap Messenger

Project Home and Design

B Project status: Production
Data Collection

£2 Survey Distribution Tools
B Record Status Dashboard
B Add/ Edit Records

[ Record D1

Applications

EZ Project Dashboards

A Alerts & Motifications

& Multi-Language Management
BB Calendar

4 Data Import Tool

# Data Comparison Tool

B Logging

#® Field Comment Log

& File Repository

& User Rights and st DAGs
Data Quality

[T REDCap Mobile App

External Modules

Help & Information

@ Help & FAQ
B8 Video Tutorials

[® Suggest a New Feature

REDCap

& Contact REDCap administrator

& Project Home - = Project Setup
[ Designer - [ Dictionary - [E Codebook

B> Data Exports, Reports, and Stats

© Learn Advanced Design Features

Research Satisfaction Survey-ver1 rw =

M Record Home Page

My Projects or #¥ Control Center

The grid below displays the form-by-form progress of data
entered for the currently selected record. You may click on
the colored status icons to access that form/event.

& choose action for record

Record ID 1

Data Collection Instrument Status

Form 1 (=

t other record

i= View Logs (=)

Legend for status icons:
@ Incomplete
=] () Unverified
Complete

( : | Incomplete (no data saved)
wc}w Partial Survey Response

@w Completed Survey Response

4. You canview and download the submission in the next page.

REDCap

@ Logzedin asmir131 | Logout
B My Projects or & Control Center
W REDCap Messenger

= Contact REDCap administrator

Project Home and Design

A Project Home - £= Project Setup
(@ Designer - [ Dictionary - B Codebook

Project scatus: Production

Data Collection

3 Survey Distribution Tools
B Record Status Dashboard
B Add / Edit Records

M Record D1
Data Colleccion Instruments:

@

ct other record

Applications

&8 Project Dashboards

A& Alerts & Notifications.

@ Multi-Language Management
€ Calendar

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

# Data Comparison Tool

B Logging

®) Field Comment Log

B File Repository

2 User Rights and 4sf DAGS
Data Quality

[T REDCap Mobile App

External Modules

ewlogs (=]

Help & Information =

© Help & FAQ
B Video Tutorials
O leam Advanced Decion Eeaiire:

Research Satisfaction Survey-ver1 oo :s

ctions: | % Download PDF of 1) Share instrument in the Library | 8 Video: Basic data entry

< This survey (blanky
= Forn —
% This survey with saved data

& Survi o This survey with saved data (via browser's Save os PDF)
@ Resy T This survey with saved data (compact) nitially started on 09/10/2025 8:06pm. The total
completion time of the respons is 8 seconds. You have not been given permission to edit survey responses. However, your

permissions may be changed on the User Rights page in order to allow editing of survey responses. View all contributors to this
response

Record ID 1

Record ID 1
What is your department?

= must provide vaiue Engineering

Grant Facilitation Questions
Have you used grant facilitation services?

= must provide value

Provide your satisfaction rate for grant facilitation services

= must provide value
Form Status

Complete? Complete
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