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VP&S REDCap Beginner Guide

This REDCap instance supports research activities across the VP&S community through a secure, centralized platform.
Please note: The CUMC IT help desk does not support this REDCap instance. For technical assistance, contact the
VP&S REDCap Support: redcap-support@cumc.columbia.edu

The VP&S REDCap instance is unique in that the two main functions of creating projects and user rights management
are accessed on a separate website, the VP&S REDCap Admin Center website https://admin.columbia.edu

This portal allows Project Owners to create new REDCap projects, add or remove users, update user roles and
permissions, and view or update chart string information used for billing through iLab.

REDCap Application website https://redcap.columbia.edu
Used to build forms and surveys, enter or import data, distribute surveys, and export datasets.

If you are new to REDCap, tutorial information is widely available on the web by Google searching “REDCap topic here” for
example REDCap Surveys. There are a host of available documents to download as well as great YouTube videos that discuss

popular REDCap topics. Training for REDCap is the user’s responsibility as help from the administrator is limited to technical
assistance and minimal assistance at the project level.
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VP&S REDCap Admin Center

o Copumpia | e _.
The VP&S REDCap Admin Center Website:

https://admin.redcap.columbia.edu Welcome to REDCap Admin Center!
° Create new prOJ ects The REDCap Admin Center facilitates projects, users, and billing information for the VP &S REDCap

 Add/Edit/Remove Users

To find more information about VP&S REDCap, please visit our VP &S REDCap SharePoint.

¢ Enter CU Chart Strlngs (Owners & payers We affer a guide on the REDCap Admin Center along with other training materials and information.
Only) & For general guestions regarding our REDCap service, please contact us at VPS5 -
 Payment information (owners only) —

& For technical support, please contact us at redeap-supportécwme. columbia.edu.

* Create User Roles
* Create Data Access Groups (DAG’s)

| ) REDCap
The VP&S REDCap Admin Center User Guide At the REDC -

1s available at Adinin Center instance
https://www.vagelos.columbia.edu/redcap
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VP&S REDCAP APPLICATION
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VP&S REDCap Application

The VP&S REDCap Website: https://redcap.columbia.edu

This REDCap instance supports both Columbia University users and external collaborators.
* Columbia University users log in with their UNI credentials.
» External users log in with a REDCap username and password created during user creation.

Use the VP&S REDCap Application to:

* Design projects, forms, and surveys

* Add, edit, and delete records

* Perform data entry

* Distribute surveys

* Export data

* Use REDCap Mobile App for offline data collection
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VP&S REDCap Login — Columbia University Users

REDCap’
When your project is created and users —_—
have been added, log in to the REDCap

Application here Gh? VAGELOS COLLEGE OF
https://redcap.columbia.edu 8l COLUMBIA | savsiomasaun sunissons

To learn meore about this nstance, please visit our VPES REDCap Research Page.

To manage projects, users, and billing informatson. please wstt the REDCap Admin Center,

Columbia University and Columbia
University Irving Medical Center users
log in With your Columbia University :le?:ieec[;:t::::z;g:;ﬂ:;zzllagn with your Columba Unbearsity UM If you are having trauble logging In. please use the saif-servce password reset or contact CUIT
UNI

Haon-Columbia University Users  Columbea University Usess

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

OFFICE FOR RESEARCH
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VP&S REDCap Login — Non-Columbia University Users

REDCap When your project is created and users have
Log In been added, log in to the REDCap Application
here https://redcap.columbia.edu

VAGELOS COLLEGE OF

@ COLUMB[A PHYSICIANS AND SURGEONS

saeiaton sl S ST e i Non-Columbia University log in with the
username and password you received by email.
Nan-Columbia University Usars  Columbia Unhsersity Usars
Flease log iy with your user name and password, if you are having trouble logging In, try clicking the "Forgot yaur password” ink below,

Usemame;

Passward:

Login FOrA0 YO s
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VP&S REDCap — My Projects

Click the “My Projects” link and then click on the project link.

:':2::;;'"" O My Profile B Log out

ﬂEDcap- Home BlMyProjeas @ Heip &FAQ B Training Videos BBSend-lt W Messenger

GO TO THE REDCAP ADMINISTRATION WEBSITE HERE TO CREATE PROJECTS, ENTER CHART STRINGS. PAYMENT INFORMATION, MANAGE
USER RIGHTS, CREATE DATA ACCESS GROUPS (DAG's), AND SET UP USER ROLES.

Far details on how to use the REDCap Administration site, download the policy and procedures document here.

Listed below are the REDCap projects 1o which you currendy have access. Click the project title to open the project, Rgad more To review which
users sull have access to your projects, visit the User Access Dashboard,

My Projects B Organize
Project Title Recorcs  Feids  instrument  Type  Stamus
Enter Project Title Here 0 2 1 fpem 1 >~

Ifyou are new to REDCap you can watch the training videos for a brief overview. Other tutorials are
available on YouTube and various informational documents on the web. Training for REDCap is the user’s
responsibility and only limited support is available from the administrator.

W
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VP&S REDCap — Project Setup

The “Project Setup” page is displayed. The default project settings are the “current settings”.
IﬁEI..-J(:.aP' Enter Project Title Here

W3 | Lages

The left panel ->

W o #® Frogess ems (2 ProjeccSsoup | B8 Ot Pumcionalier 45 Projess Revision ey
W s Menserger

Enable settings as needed

Bvnjact statuss e

Bl pra| eet s Erings

T Sion Dastgver| * (B Bacs Simiomarr |

REDCap Mobile requires
administrator assistance -> e

D st M

<- Only “Auto-numbering for records” is enabled by default
T < Randomization settings require administrator
‘assistance

s Sais for pang ing Taremy
Mt & infarmatisn

0 el & FAG
B viges Terarials
I Sugguszs Maw Faamrs

8 Cmmmars NEDCap stimomiswam

! User Rights are disabled in REDCap ->

Use the REDCap administration website
https.//admin.redcap.columbia.edu

el L T e
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VP&S REDCAP — SURVEYS
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VP&S

REDCap - Surveys

To create a new survey, first enable the project to use surveys.

| Frogece tome wod Drege =

e =
A=
B caenzar
B Dara Evpons. Mepoiss, aad Gt
B Daca repor oo
£ Data Compar son Toal
B Legping

i Commen Leg

[

1B Dt Quatty

o Framom

Frojens Harne wne Degn =

o Srogect Home - T8 Fropect Stun

& Desigrar - @ Darinary - B Coootack:
= Dmeuteprer

B Recons satur Darhtosrd

L xlars L et
) Calmrctar
B Data Exooets Repons. anc Stars

Enter Project Title Here

i Projace Momy S Srojmct Sobup  EXObher Functionality & Project Revirion Histery

Projeci sal Completed wesidol T
AR M i e 8 tabiie 8 iy o » . . .,
it bt pvnh ] <- Click “Enable” to use surveys and longitudinal studies if
o Wooiy Driect e, pursose e | necessary
o Bosign your data colleckion instruments
aufi e vt fihds on you: deta Cofecion nstrumenes. Thes may ke done by siier using e
Oling Desipnar fonine mathodl of By upkeadinga Tam onary (offine metnogi Quick
tnkr- g egrgl 1 OF ovenioeg Ce Cureek DSty (CbonRCy
- sl Gt [ Cafine Docgher W o Dimonary Pacve e | gl REDCAp Rdraet Ly
Wi i S S g iy ot il garasiey Dkl e
& Enable aptional modules and custemizations
= i =

Enter Project Title Hare

W Braject Homs S Preject Satup €3 Other Funcsionality €5 Froject Bl vion Khisey

Prpeet seaEa: B DEap i it 308050 517

Maln praject settings A/

VIR e 10 aatgie 0 e @ s

Dot | @ine

Enacie | @ Lipe longh b e s

MOAFY EATETL TI0H, BUFROSE BIC

# Deslgn your data celection Instruments & enable yous surveys

A st Thelids or your e ol moion o
har witng I vl b Db jord e by wpeading & Dsth Ditiasar

tom iy e cne by
=i

raLOM) Yeu My 1ER 830N ur iPTT
Quirk bk Doswnioge POF of abl insinumeens OF Dovrd gac tha currgry Dare Digiaary

e
Go &5 | @ Calios Desigran| = | [B8Data Biconany fgmre e [ a EEOCH SRana Ly |

£ ire SRegh o lder ot g cowe 22 £

et v b Fipng J 3 bt e

& Enabile optional modules and custamizations




VP&S REDCap - Surveys

Next, click the “Designer” link to see the instrument queue.

ﬁEDCap‘ Enter Project Title Here
. lig IWHRES | g o
B Ay praject # Project Meene FS Project Setup
B REGCap Mossanper
Fucjact Haime and Deaign =
- PR Priject Sefup
The Oriine Dy

arary  BlChdennak

wab browse”.

Sorrvey apelnne:
Dats Calleetian i Sureny Dseste

InsTrumunty

IisErumes nare

e Py st ineg o)

Appkeatiens =
& AleTs & Nouficmons

B Calndar

1B Data Expars, Reposts. and Stets

B D irepert Tod

& Dara Comparisan Toal

B iogpar

B Fld Comimeot Log

Enter Project Title Here

e LTS Akl EramE] MO I ©
Fat i cavain pmant seatus. all Rl changes

[ Onlinw Dwigner | (] Dats Dictionsry  BCodsbook

BB 1R M 33 e T R P

S ey By Using el
LELESL

Loge | + Crame | 4 o maramentiies sow
B man | ¥ Pab b miee o The M e EEDCAD Sares Lirgey
Ay Irswameny IF fg g L

e Gnsmleanr et iy eid
Feis R FUIRSANE gy et actions. By il Dptins

B | G (ame

#i Project Home 7= Project Setup  [# Online Designer | [l Data Dictionary = @ Codebook

I8 Create snaps

of instrurments B WNDED: How to uig this gaEs

The Onling Designer will 3ilow you 1o make project modfications to flelds and data colisction ENstruments very easly using only your
web browser, NOTE While in development status. all field changes will take effect immed ately in real time.

Suirwey options
Data Collection ey Quavin || Surviy Lagn |

Instruments

Instrument name

Easadine Surisy

-] ol

Add rvow Inxtrument:

o inscrum gnt from coranch
a new Instrurmen from the ffical BEDCag Shared Ubary [E1
imstrurme i FiR file from arather projgectiuser or gacgonsl itra ey a

Fieids fBE ETSBIOOES jnayumentactans Survey-relsted sptivns

Save 1 B

Eratie |

The difference between a form and a survey is how data is
entered. For a form, data is entered via the REDCap
application and only REDCap users can access it.

The Survey is sent out or delivered for data entry for users
without REDCap access.

Change the instrument name by clicking “Choose
action” and “Rename”. Enter “Baseline Survey”
and click “Save” (for example purposes).




VP&S REDCap - Surveys

Next, click on the newly named instrument to add new fields by clicking “Add Field”.

Ready to add fields

wou may now begin adding fialds m your dats coflechon insrument balow using the Onfine Designer, Alternatiely, you may
Bl your fielns in the Data Dictianary (offline matho) by elicking its tab above,
Thiz module will allow you to creats new data coffection instrumentsfsursey s or adit existing ones. Changes may be made by eith
wzing the Online Designer or Upload Data Dictionas e tabis abavel, in Which you may use aither method or both, Tha Online
Designer may helpyou gat some Initial field s/forms Dol guickly or to make guick edits. but using the Data Dictionary file may be
muore hetgful if you wil be sdding a large numbsr of fleids far this groject

Take a moment to read through the information

This page allows you te build and sustomize your data collection instrumants cre feld at a tme, You may add new felds or edh
existing enes. Mew figids may oe soded by dicking the Add Feld buttons. ¥ou tan begin editing an existing field by dicking on the JF
Edit icon. f you decide that you do not want to keep a fisld. pou can simply defete it by cicking on the 3 Delete (con. To rearder the
fiplds. simply drag and drop a field to & Sfferant pasition within the form below. NOTE While in sevelopmaent status. all fieid

changes wil take sffact immediately in real time. Are you using Acton Tags yet” if not. lesrn sbout Action Tags heds
furn e of Instrume
rent instrument. Baseline Survey | Breview instrument |

& Feeam reters g

<-! The Record ID is a default field and always must be the first field on the first
instrument in the project.

Fleld Type: | — select a Type of i bd




VP&S REDCap - Surveys

Select the field type, in this case a text box to capture the first name.

This step allows multiple settings on the field.
Click “Save” when completed.

Field Label (s the R Tt Bciir
ot e
seiart mioiogy serrce
Hetios Faga Field Brnatatien |owrei Boguieedrs I ria Wvey

I Return to [ECof instruments

current instrument: Baseline Survey Preview instrument
&  Veronic record_id |
Record 1D |
ISOITE: TTie Desel 9 Cvie I e seegro 1D Pl el £ £armot De delated or proved, 1t £at S0Ay b scasd Click “Add Field” to continue addlngflelds

| Click “Save” when completed.
1o [0 (W vortome trama .
First name

= muns provide vk

432 Fmid | | A Ltaie ot Fwe |




VP&S REDCap - Surveys

When all the fields are created, return to the list and click on the “Project Setup” tab.

1@ Return to list of (nstrm 4+—

iment: Baseline Survey Preview instrument.

o Vet record =1

Record |D

Aot Fmicd | | B Matric of Feics

é i M verabi name

Last Name
Ag Fatd | | Acdl Masreof Fieids
Enter Project Title Herel |

# Praject Home IS Project Setup | @ Gnline Designer | [ Data Dictionary B Codebook

B Create £ PSP | OF INETrumenss B iDE0: How o ucs i page
The Chline Desigrar will allow wou to make project modfications to fields and data collection instrurnertts weny easily using only your
wel browser, NOTE: wWhile In developmant status, all field changes will take etfect immegiately in real time

Survey options: At nwws inatrisre

Data Collection
Instruments

& Cipate | @ neinsrument from scrasch
|3 fiaes Ingtrument from the oMiclal BEDCap Shaved Likrary ]
instrumiert ZIF #s from ancther projctiuzes or ernal Woraries £

B 1mpor

| [ Uiptosd or downiced At invzasons - 87
Insteument asme Felgs LgE EUDMRAS ncument sctiors - Surveyrelated sptians

Baseline Survey




VP&S REDCap - Surveys

' 1 1 ! Troubleshoot thi
Click “Online Designer” and “Enable” the form under “Enabled as Survey” ronnestioor TS

* first if survey settings
Enter Project Title Here are missing

W Project Home | fE Project Setup | B Octher Functionality (D Project Revision History

Project status: &

Completed sieps 0.of 7
Main project settings

Disanie | @ Lse survsys in this project? {7] B VIDED: How 15 create and mansge § purigy

@ Use longitudina! data cofection with defined events? [7

Enadie

s e | Modify project title; purposa. atr.

}_‘ Dulg\ your data collection Instruments & enable your surveys

Add or edit fields on your data collection instruments (survey and farms). This may be done by
gither using the Online Oesigner (online method) or by upioading 2 Data Dictionany ioffine
rrethad]. vau fmay then enable your ingtrsm

Quick links: a2l ingtr 4%

14 1O b used 35 Surveys in the Online Designer.

OR Dowréagd the current Data Dictionary

4 P
™ oo’ |

Exgloce e | b REDCAD Sharned Libniry

Chack For Idenifers ¢

platEe) 1+ s varscics - o

Enter Project Title Here

# Project Home S Project Setup | [ Online Designer [ Data Dictionary B Codebaok

.-_:-_Nu;—'-az\?: rEmens B IDED: Howrta was iz cags

The Qnime Designaer will aliow you to make project modfications to fields and data colledtion instruments wery easily using enly your
weh browger. NOTE: ¥ voevelopment status, all fisid charges wil take & ffect immedistely inreal time.

Surwey optinn

Kkl naw Inatremant:

Data Collection
nstruments

s Gueue |

arEn iRstromant from Sereth

| & ne instrument fram the officin: BEDCag Srars Lirary [
iestrurent F1P file from enother projectiuserar gaterral ibeares 7]

@ Suniey Netfications

{8 Ugicad o opwninad Juen mieasant = |

Inttrument nams ";,'E"F" Er','__?:::.‘_“ InrumeR Mot | Survey-ralaned opces
& Bassine Survey

Enaci Crzase aczion

<- Enable the instrument as a surve]



VP&S REDCap - Surveys

' 1 1 ! Troubleshoot thi
Click “Online Designer” and “Enable” the form under “Enabled as Survey” ronnestioor TS

* first if survey settings
Enter Project Title Here are missing

W Project Home | fE Project Setup | B Octher Functionality (D Project Revision History

Project status: &

Completed sieps 0.of 7
Main project settings

Disanie | @ Lse survsys in this project? {7] B VIDED: How 15 create and mansge § purigy

@ Use longitudina! data cofection with defined events? [7

Enadie

s e | Modify project title; purposa. atr.

}_‘ Dulg\ your data collection Instruments & enable your surveys

Add or edit fields on your data collection instruments (survey and farms). This may be done by
gither using the Online Oesigner (online method) or by upioading 2 Data Dictionany ioffine
rrethad]. vau fmay then enable your ingtrsm

Quick links: a2l ingtr 4%

14 1O b used 35 Surveys in the Online Designer.

OR Dowréagd the current Data Dictionary

4 P
™ oo’ |

Exgloce e | b REDCAD Sharned Libniry

Chack For Idenifers ¢

platEe) 1+ s varscics - o

Enter Project Title Here

# Project Home S Project Setup | [ Online Designer [ Data Dictionary B Codebaok

.-_:-_Nu;—'-az\?: rEmens B IDED: Howrta was iz cags

The Qnime Designaer will aliow you to make project modfications to fields and data colledtion instruments wery easily using enly your
weh browger. NOTE: ¥ voevelopment status, all fisid charges wil take & ffect immedistely inreal time.

Surwey optinn

Kkl naw Inatremant:

Data Collection
nstruments

s Gueue |

arEn iRstromant from Sereth

| & ne instrument fram the officin: BEDCag Srars Lirary [
iestrurent F1P file from enother projectiuserar gaterral ibeares 7]

@ Suniey Netfications

{8 Ugicad o opwninad Juen mieasant = |

Inttrument nams ";,'E"F" Er','__?:::.‘_“ InrumeR Mot | Survey-ralaned opces
& Bassine Survey

Enaci Crzase aczion

<- Enable the instrument as a surve]



VP&S REDCap - Surveys

Click “Save Changes” to set the survey, then click “Survey Settings” to edit the survey

Enter Project Title Here

# Profoct Home S Project Setup [ Online Designer | & Modify survay setrings

¥ou may edit the survey's basic infarmation by modifying the fisids below and dickng the Save Changes button

o Moty survey sattings for data collection Instnament "Basaline Survey” | 5eve Changes IR
Uy At (=]
< ey
Basic Survey Options:
Survey Title
foe uiF
Survay Instructions - R - e
[Digpiayec ot tap af surve after title) Femgraph B J o EX =N a2
S iE == B & " o o T
Please complete the survey below,
Thank youl
#H i i
Enter Project Title Here
# Project Home = ProjectSerup @ Ondine Designer | @ Data Dictlonary B Codebook
B DED it 10 e Thid ee

B Cresce sspshot of isrumenss

The Dnline Designan will aflow yeu 1o make project modificataons 1o felds and data colleio
el rowsar. NCTE: Wr

Astrunents very easily using only yoar
I2 in development satis, all fiesd changes will take effect immediazedy in real ume

Akl rew mitrurmnaent
# Craave | fies MStYUmEnt from serateh
@ Imzars | 8 Mo INSErENE from the official BEDCED Shared Librany B
& Upiuad | Instrument TP file from ancthver projecyuser o

Burvey aplions:
Data Collection = SurieyCiueve || § Sunve Lagin.
Instruments -]

romy Nescanians

i8] Liplosd or cowsious Suro irvcsnons «

Instrument name Flds EY EABRAES o et sctions  Survapcelated o

Bazsline Survey 3 @ o

Chocss sczan & fremy sentings || < Auromaced

e iAnErS

Survey Status:

* Active or Offline
Survey Design Options:
* lLogo

* Survey instructions

* Can use “piping”

Survey Customizations include:

*  Question numbering

* All on one page / one section per page using “Section
Headers”

* Required Fields — option to display *must provide
value

* Aggregate Results

» Text-to-speech

* Limit survey responses

Survey Access:

* Expiration date and time

* Save and Return Later

* Also, ability to return and modify a completed
response

Survey Termination Options:

* Auto-continue on to next survey — link surveys together

* Redirect to URL or Survey completion text

~—Confirmarionemait




VP&S REDCap - Surveys

Click “Save Changes” to save the survey.

# survay Complation Text S T m o na
[spleyen ofter sunvay is complered as thankyoye | |29 EEN By EZEE= L
17 0F 05 prEnowedgemenT o X 5 A " oo T

A

Thank you for taking the survey.

Have a nice day|

#
& w-Consant Framawaork i® Disabled
_and- Batn-dsichs
B FOF Aute-Archiver

v Survey anet POF capy af the
SLiruey SepnSE |

DrFQIECTY Flle Repe,

-4 Send confirmation emall [eptienalit No
(EmaiF e respondent WheR they complece the

vy

~ Cancel—

Dielete Suruey Seeings

W2 COLUMBIA | PSS aNG sonatons f{EDCap

Research Electronic Data Capiure




VP&S REDCap - Surveys

To display the survey from the participant view, select “Survey Distribution Tools” from the
left menu under “Data Collection”. Under “Link Actions” click on “Open public survey”.

hEDCap’ Enter Project Title Here

Lo s w =2 Th2023 | Logout
B My Prejacts # Project Home I FrojectSetwp @ Online Designer [ Data Dictionary B Codebook

W REDCAD Meisenger
B DED: How b yon this name

rajncs Hame and Design —

Froject Setup

ATUIMENTS Wery Sasily using only W

R Froject Home

data oolles

miadifications to fields

The Online Designer will allow you f0 make pr

& Diesigner - [0 B codehook 3
sh prowser. NOTE: Whilein deselopment status. all fisld changes will take effact mmmi taly in real time.
WP e Dreelopaent
= = Add e nstrament
Crame |3 new sttt from seratch

Data Collection v 1 Sorveyiopn +C
Instruments B Survay Hethicatiars 1 | @ P restouimen from the afficial REDEa0 Shared Lbrary B3

[ Uptoest o downiosd dut Imdracons = o iphuset | Instrument 262 filk from anthas projectiuser ar dxtemal iracles 7]

B Racord Statue Dethboard

T Gt EOteT #0 v InsErume i name Fields ‘e E"';'l:',l\‘:,"’ nsriement actiong  Survey-related opticns

B ack

S 5urvey bt |+ Maimdsed atasiors

3 B 9 Ehesse s

= Enter Project Title Here

£ survey Distribution Tools

o Public Survey bink | A Participant List | @R Survay Invitation Lag

Broaeionk

e and e it
e ik 1 b

1 Toely

£ Burvey

v Y EYTACHET &=

PrOlECT I DUEOC SUrVEy WS the GOURME PECAFTCH A testes

Fr— -
AT B NG {0k Actions Link Customizations
Bt - survey » GetShard Sumes Lk

%, ra Stals

£+ open p Sumeny + B8 Log out o5 CrEale CUSOT Supvey Los

[Py ep— GetEmbed Cioe |

&2 COLUMBIA |

o Survy At Coms or Bl g2 ceda
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VP&S REDCap - Surveys

The display from the participant’s view Enter data and click “Submit”

Baseline Survey BB Baseline Survey 88
Flease complete the survey below. Please complete the survey below.
Thank youl Thank you?
1) Firstname 1] First name Tast
* must provits valie C
i provide: valus
2) Last Mame

2) LastName Subject

Submit

Submit

Close the survey

e |
Close survey |

Thank you for taking the survey.

Have a nice day!

REDCap

Research Electronic Data Capiure




VP&S REDCa

- Suryeys
Distributing the survey by * Qticipant Hsty ekect “Survey Distribution Tools” from the left menu under
“Data Collection” (not shown). Click the tab “Participant List”.

Enter Project Title Here

ZJsurvey Distribution Tools /

F Public Survey Link &2 Participant List | B0 Survey Invitation Log
* Sends customized email to participants in list

The Parucipant List optian allows yvou & send a customized email 1o anyens in your 155 and track who responds to your survey. .. .
L]

it is also possible to identify an indwvidual’s survey ansiwers. f desired, by providing an Identifier for sach participant ithis feature Participant can complete survey one time

must first be enaibled by clicking the "Enable’ button in the table below). Note: All survey responses coliected are considered . 7 H

ANOAYMOUS UNIEss yOu 1) &2 Using Participant ideabfiers or 2) have enablied the dasignated emai fiztd for invitations, More detais Conﬁgurab/e reminders

* Tracks responses
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oppng(1-8 w]ofs | Seaddparticipsnts || B compose survey Invitaticas. | Heporlst| o Jse “Survey Invitation Log” to view invitations that
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e Surveys sent via public link &
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o emod fetted] &
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Survey to be sent via invitation

After receiving an email invitation and ther completing the survey, the participant's resgonse status in the st betow will be changed
to Responded & or Partial Response (L. otherwise their status will remain as No Response . Once 3 participant bas
responded, they will not be able to take the sirvey again. If a participant’s email address needs to ke changed after it has been
added 1o the Participant List. you may simply click on the emall address in the list to begin editing it 10 order 10 be able to identify a
specific participant's survey responses. you may provide s Participant tdentifier after adding them to the participant st below,
which Is displayed as a separate field in the exported data results, The identifier may be the participant's name, an I number, or
whatever you desire. NOTE: If 3 sent email bounces because the email address was entered incorrectly or because the email
account is mactive or does not exist, the bounced emall will then be redirected back to the sender to noiify them that the recipient
did not recelve the ematl,
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VP&S REDCap - Surveys

Distributing the survey by “Participant List” — Survey Invitation to Participants

Participant List beonzing o [initisl survey] Baseline Survey™
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Distributing the survey by “Participant List” — Automated Survey Invitations (Online

Enter Project Title Here
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The survey invite is sent automatically when either.....

* A earlier survey is completed, -or-
* An expression is satisfied (i.e., the value of one or more

fields on data forms/surveys satisfies the entered
expression)



VP&S REDCap - Surveys

Surveys in Longitudinal Projects. The project may have a mixture of surveys and/or data entry
forms.

The Dinline Designas wil 3o you 10 make projace modifications to fialds and fata collection NSIFUMBNES very sasity USing only your
weeh broweses, MOTE: While in development status. a1 field changes will take effect immediately in real tme

urvey optiana: Al v instrumernt:
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' <- If'the first instrument is a data entry form (Screener), create a text
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Additional customizations



VP&S REDCap - Surveys

Survey Queue. Used for sending one invitation for multiple surveys. Participants see a “to-do”
list of surveys they need to complete. A very handy tool.

The Onlire Designer will aliow you to make project madibications fo felds and data collection instruments wery easily using oniy your
weh brovwser, NOTE. While in development status; all figld changes will take 2ffect Fnmediately in real time,

H " ” I .
i i et e Click “Survey Queue” and activate the surveys to appear in the
Data Collection = Sarvey Qoves || FSarvipbage * Coeme |3 newinstrument fram scrach
chbn et S by el : 8 queue.
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VP&S REDCap - Surveys

Survey Queue participant view.

Participant List belonging (o “Baseline Survey” v

Displayingl 17~ ot & B Compose Survey Invitations | ] xpart st
Irvitatiod Imwitation sa_n*w Surve:
; H A o S = . itation it o + ciess unvey .
Emal Freaurd i gt et Responded?’ cocdutedy  Sentz  LOK Coeans Quewe Click “Survey Queue” for the record to see the
e - =4— | participant view
o emai! ixtea] Bl i = \
[N emat fisteg] . - . = !
e armval fistad) ‘ - - | =
- HE =
- I =
- s =
Close survey queue |
i= Survey Queue @ Get link to my survey queue | Click “Survey Queue” for the record to see the
Listed below is your survey queus, which fists any other surveys that you have not yst completed participant view (if conditions are met)

To begin the next survey, click the ‘Begin survey’ button next to the fitle
Status Survey Title

Begin survey Daily Follow Up
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VP&S REDCap - Surveys

Survey Queue participant view - completed.

Close survey queue

i= Survey Queue @ Get link to my survey gueue |
Listed below i= your suvey queus, which lisis any other surveys that you have not yet completed.
Ta bzgin the naxt survey, click the ‘Begin survey’ buttan next ta the title

Status Survey Thie

W' Completed

o Completed

* For long surveys — consider multiple surveys and group into a survey queue, with the
auto-start option: surveys will appear to participants as one survey only.
* Advantages: data will be saved at the completion of each survey
* There will be less chance to lose data in case of poor internet connection

* Survey queues may also be used as “branching logic” at a survey level. For example, if
there is a set of questions that are specific to a given gender, instead of adding a
branching logic to each question, create a survey with this set of questions only and
specify the condition in the survey queue e.g. [gender] = “1”
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VP&S REDCap Application

Use Case — classic project mix of surveys and data entry forms.

Instrument Name

Demographics Data form  Contains email type field to capture
participant’s email address

Screening Survey Triggered when email is entered on
Demographics form

Consent Survey Survey Queue — displayed when screening is
complete and if eligibility criteria are met

Initial Data Survey Survey Queue — displayed if consent is
completed and participant has provided
consent

Randomization Data Form

Follow Up Survey Automated Invite sent 6 months after Initial
Data is completed and if subject is
randomized
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VP&S REDCap Best Practices

Be consistent in coding your variables

Avoid yes/no and true/false fields, which tend to cause problems if you need to add a third option later—stick to radio buttons and dropdowns

Don’t recode variables once you’ve started collecting data—this will corrupt your data. Just add the next number. The numbers do not have to be in order in the list.

Code “unknowns” as a high number that stands out, like 999

If you have multiple questions that will use the same answer choices, code them all the same

Variable names should be short, alphanumeric, easy to type, and ideally have some level of meaning—these are the labels that REDCap will use to locate your data, and these are
what you will be typing over and over when you are doing your analysis

Variable name should not be changed once data collection has begun

If you change a variable name, you will also to change all piping, calculations, and branching logic associated with it

Minimize the use of free response fields

The data dictionary is an alternate way to build your project (as opposed to the online design)

As a rule of thumb, use calculations in REDCap if you need to see that calculation for the data collection process—otherwise, save calculations for back end analysis

Variable names should be short, alphanumeric, easy to type, and ideally have some level of meaning—these are the labels that REDCap will use to locate your data, and these are
what you will be typing over and over when you are doing your analysis

Use field notes to help the data enterers enter information correctly

Group similar variables together

Wherever possible, use a multiple choice selection instead of asking data enters to type out the information to minimize non-uniform answers and typos

o f{EDCaP

Research Electronic Data Capiure

OFFICE FOR RESEARCH




REDCap

Research Electronic Data Capture

VAGELOS COLLEGE OF
PHYSICIANS AND SURGEONS

&2 COLUMBIA

VP&S REDCap Support

redcap-support@cumc.columbia.edu




