REDCap

Research Electronic Data Capture

REDCap: Survey Settings

Survey Status

At the top of the Survey Settings page, there is a box to make your survey Active or Offline. Surveys will
default to Active status when you enable an instrument as a survey. If you wish to take your survey
offline, you can change this drop-down to "Survey Offline."

Optionally, you can customize the text that is displayed to survey participants when they try to access an
Offline survey by entering your text in the text window below the drop-down menu. If you choose to
not add custom text, the default will display "Thank you for your interest, but this survey is not currently

active."

Survey Status @ | Survey Active v If offline, respondents will not be able take the survey.

Custom text to display on survey page when offline:
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Survey Status options in Survey Settings

Basic Survey Options

Under Basic Survey Options, you can change the Survey Title and customize the instructions that will
display at the top of a survey page. By default, these will display the title of the instrument and a generic
"Please complete the survey below. Thank you!" message to survey participants.



Basic Survey Options:

> Survey Title Pre-Screening Survey

Title to be displayed to participants at the top of the survey page

Survey Instructions _
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Thank you!
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Basic survey options in Survey Settings

Survey Design Options

Survey Design Options allows you to modify the look and feel of your survey as it is displayed to survey
participants.

e Width of survey on page - Changes how much of the screen uses a survey. Can choose default,
or set to 50% - 100% screen width.

e Logo: Uploads a file to be used as a logo that is displayed at the top of a survey page. Can also
choose to hide survey title to replace the title with a logo.

e Use enhanced radio buttons and checkboxes: Changes the display of radio and checkbox
buttons. Example:

What days of the week do you work? (check all that apply)

[ Maonday ] [ Tuesday ]
[ Wednesday ] ( Thursday ]
[ Friday ]

Enhanced checkbox updated look when selected

e Size of survey text: Changes the size of survey text.
e Font of survey text: Changes the font of survey text.

e Survey theme: Selects color palette for survey display. Several options to choose from, or can
customize. See below.



Survey Design Options: £ Copy design to other surveys

+* Width of survey on page Fixed width (default) w
Set a custom width as a percentage of the

webpage that the survey will take up. settings are fully dependent on the participant's screen size. This setting will not be applied

devices.

Mote: The percentage page width
when viewing the survey on mobile

[ial Logo Add new logo:

(Optional: display an image above the survey title) Choose File | No file chosen

[JHide survey title on survey page when display logo

be downsized to fitpage.)

= Use enhanced radio buttons and Standard radios and checkboxes Show example
checkboxes?
Includes Yes/No and True/Faise fields

T1 size of survey text Normal

Font of survey text Open 5ans v

@ survey theme Default v Customize

Survey design praview (sample survey): Expand
This is the survey title
Your survey instructions will go here., The instructions can tell your survey participant about the purpose of the survey, as well as what to
expect once they have completed the survey. Below is a listing of various question types that might be displayed on your survey.
This is a section header to divide the survey page into sections.
What is your first name? v
>

Survey Design options in Survey Settings

If you select "Customize" for Survey theme, REDCap will display a color selection menu which will allow
you to select any color for text and backgrounds for your survey by using a color picker or by entering the
HEX color value. Once you have selected your colors, you can save the theme by selecting "Save custom
theme" which will create a pop up where you can name your new theme to use on other instruments in
your project. This theme will now appear in the drop-down for you to select elsewhere in your project.



@ Survey theme )

Default v % Exit customization
Custom survey theme options:

General Survey title and instructions: Section headers: Survey questions:
Eafe Backgraund Iil Text Color - v Text Color I:I v Text Color - A

alor

v v v

Button Text Color IEl Background Color| I:I Background Color| - Background Color l:l

4 Save custom theme |

A

Survey design preview (sample sur| @ Save your custom theme Expand

ThiS iS the SLI Enter a name for the theme you have custom :r':(."\'s

page so that you may use it again later.
you will be able to choose it in the s

vey theme drop-

Your survey instructi 2" /IS When erssting or editing ather surveyz. ey participant about the purpose of the survey,

as well as what to exp | Save | Cancel s a listing of various question types that might
be displayad on your E—

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

What is your first name?

Survey custom theme options in Survey Settings

Note: When selecting custom colors, test their readability. Use dark colored text on light backgrounds,
and white text on dark backgrounds for readability.

Survey Customization

Survey Customization allows you to select a variety of options to change the look for function of your
survey.

e Question Numbering:

o Allows auto-numbering or customization of numbering of survey questions. If custom,
will need to add numbering in Online Designer or Data Dictionary

e Pagination:
o Select if Section Headers will be used as page breaks to create multiple-page surveys.
e Allow Participants to download a PDF of their responses:

o Allows survey respondents to download a copy of their responses (not available for
auto-continue or survey queue surveys)

e Save a PDF of completed survey response to File Upload field:
o Saves a PDF of the survey responses to a designated upload field

e Survey-specific email invitation field:



o Specifies which email field to use for survey invitations. If the project email is set in
Project Setup, this does not need to be set.

Required field asterisk and text:

o Changes Required Field denotation between "*must provide value" text and a simple
red asterisk (*) notation.

Display font resize options:
o Displays font resize options at top of survey. Enabled by default.
Allow survey respondents to view aggregate results:

o Allows survey respondents to view group data from ALL respondents in graphical and/or
descriptive statistic format.

Text-to-speech functionality:
o Enables a speaker icon to reach each question out-loud on survey device.
Show or hide Submit buttons:

o Choose to show or hide the Submit, Next page, and Previous page buttons on a survey.
Always display selected by default.

Customize text of Submit buttons:

o Choose custom text for Submit, Next page, and Previous page buttons.



Survey Customizations:
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Question Numbering

For custom numbering, each question's number
will be blank by default until manually odded via
the Online Designer or Data Dictionary.

Pagination

One page or multiple poges? Section headers,
which begin new sections on the instrument, will
serve as the poge breok in a multi-page survey, in
which each poge will begin with a section header.

Allow participants to download a PDF of
their responses at end of survey?

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

Save a PDF of completed survey response to
a File Upload field

A PDF copy of the survey response will be
immediately stored in the field selected on the
right whenever a participont completes this
survay.

Survey-specific email invitation field
Designate an emoil field for sending survey
invitations for this survey only

For "Required’ fields, display the red 'must
provide value' text on the survey page?

Display the font resize options at the top of
the survey page

Allow survey respondents to view aggregate
survey results after completing the survey?
After completing the survey, participants can view ALL
responses in aggregate graphical format and/ar as
descriptive statistics. Also, the individual respondent’s
answers will be highlighted in the results.

Text-To-5peech functionality
(Allows text on survey page to be read oudibly to
participants.)

o all text on
the survey page. and w t will be read
out loud to the participant (must have computer
speakers turnad on).

Show or hide the Submit buttons

Show or hide the Submit buttons displayed at the
bortom of every survey page (including the 'Next
Page' and 'Previous Poge' buttons).

Customize the text of the Submit buttons
Provide alternative text for the 'Submit’, 'Next
Page', and 'Previous Page' buttons displayed ot
the bottom of every survey poge.

Auto numbered

Single page

Mo w

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

Currentevent % | | Disabled w

Choase a File Upload field from the drop-down above to enable this feature. Tip: If desired
instrument that is triggering it, in which the field can be hidden on the survey page using the action tag @HIDDEN-SURVEY.
Learn more

he field may exist on the survey

-- select a field -

o

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

‘fes ~

If "Neo’, then it will NOT display the following text beneath all 'Reguired’ fields: * must provide value

ez W

Disabled

Disabled

Learn more

Language of text to be spoken:

Always display the Submit buttons

Hiding the Submit buttons can be useful if you are no
ather similar use cases.

sing the survey for data collection but for instructional purposes or

Any alternative text provided for the submit buttons will override their default text below:
<< Previous Page:
Mext Page »»:

Submit :

Full list of survey customization options in Survey Settings




Survey Access
Survey Access allows you to set limits and access to the REDCap survey.

e Response Limit:

o Set maximum number of responses to collect. Respondents will not be able to start the

survey after the limit has been hit.
e Time Limit for Survey Completion:

o Set time limit for survey completion based on when they were sent the automatic

survey invitation. Does not apply to public survey links or Alert & Notification messages.
e Survey Expiration:

o Allows you to set the time after which the survey will become inactive (i.e. go offline) so
that respondents may no longer take the survey. After expiration, the survey can be
brought back online again (if needed) on the Project Setup page.

e Allow Save and Return Option:

o Provides respondents with a 'Save & Return Later' button on the survey page, which
allows them to save their progress and return where they left off to complete the survey
any time in the future. Can be combined with "Survey Login" option in the Online
Designer.

Survey Access:

&) Response Limit (aptional)
(Maximum number af responses to callect.
andents from starting the survey

Will include | partial and completed responzes hd

after a set number of responses have been

collected) |2 Custom text to display to respondent on survey when limit is reached:
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Thank you for your interest; however, the survey is closed because the maximum number of responses
has been reached.

& Time Limit for Survey Completion [optional)

X N days hours minutes
(The amount of time that each respondent has to
hey wers
his
Notifications.)
[5] Survey Expiration {optional) "'_'U
(Time after which the survey will become - o - T
. he Lime rmust be ne America/New Yor
(=l | 01.08-2024 13:07
Enforce "Survey Login'™ Mo w

(ANl respandents will be required ta enter login
credentiols before beginning the sunsey and also
any time they return to the survey ggain.}

{* Allow "Save & Return Later’ option for Mo
respondents?
fAlfow respondents to leave the survey and returm Allowr respondents to return and medify completed responses |:|
Toter) |2

Survey access options in Survey Settings



Data Collection Instruments Form options: Survey options:

i® Form Display Logic | = Survey Queus | %g Auto Invitation options

+ Create | a new instrument from scratch

- Survey Motifications
L upload | instrument ZIP file from another project/user or external libraries

"Survey Login" option in the Online Designer.

Survey Termination Options

Optional Conditional logic for Survey Auto-continue:

Allows users to only auto-continue surveys when specific criteria have been met as defined by logic
entered in the text box.

Survey Termination Options:

Auto-continue to the next survey? Automatically start the next survey instrument after finishing this survey [E

(Optional) Conditional logic for Survey Auto-Continue:
Auto-continue to the next survey OMNLY if the conditional logic below is TRUE or if the textbox has been left blank.

[dob]«=" and [gender]="Female’

Survey Termination Options allows you to set rules for ending a survey.
Options:

e Auto-continue to the next survey: Automatically starts the next survey instrument after
finishing the current survey.

OR
e Redirect to a URL: Provide a URL to send the respondent to after completing the survey.
OR

e Survey Completion Text: Set text to display after completing the survey. Defaults to "Thank you
for taking the survey. Have a nice day!"

Optionally, you can offer to repeat the survey which will show a button to display a prompt to take the
survey again. This can be placed before the survey is completed or after the survey is completed.



Survey Termination Options:

Auto-continue to the next survey? Automatically start the next survey instrument after finishing this survey [

(Optional) Conditional logic for Survey Auto-Continue:
Auro-continue to the next survey ONLY if the conditional logic below is TRUE or if the textbox has been left blank.

() Redirect to a URL
(Rediirect to @ webpage when survey is completed)  proyide  full URL e.2. himpr//www.example.com/mypage.html, [survey-uriother_survey]

— OR—

"] (Optional) Repeat the survey: Ask participants to take the survey again upon completion [E
Set custom text for the button: Take this survey again
Lacation of the butten on survey: | Before survey is completed, next to Submit button -

@ Learn about Data Collection Strategies fior Repeating Surveys

® Survey Completion Text
(Displayed after survey is completed as 'thonk you' Paragraph —_ B I U (;’ E = = =
text or as ocknowledgement text)
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Thank you for taking the survey.

Have a nice day!

# How to use Piping here

Survey termination options in Survey Settings

Options related to Survey Stop Actions:
e Prevent survey responses from being saved if the survey ends via Stop Action

o If a Stop Action triggers the end of the survey, you can save or discard the responses.
Default saves all responses.

e Alternate Survey Completion Text

o Textto display when a Stop Action triggers the end of the survey. If left blank, then
standard Survey Completion Text will be used.



@ Options related to Survey Stop Actions:

Prevent survey responses from being saved if Sawve all survey responses regardless of Stop Action being triggered (default) v
the survey ends via Stop Action?

If @ Stop Action triggers the end of the survey, you may
choose to keep the submitted responses or to prevent

them from being soved as doto in the project.

Alternate Survey Completion Text (optional)

— e . o arag — (V] = = = =
This completion text is ONLY displayed when o Stop Paragraph B I u C{) E = = = =
Action triggers the end of the survey. If left blank, the - _ R o
standard Survey Completion Text will be used. = i= = B A 2 Q <0 Ay e

Stop action survey options in Survey Settings

e-Consent Framework:

Electronic-Consent (e-Consent) is a platform for consenting patients or research subjects either on site or
at home using a computer-based consent form rather than traditional paper documentation. Consent
forms can be implemented in a REDCap survey via computer, mobile phone, or tablet.

Most importantly, it is highly recommended that you have a discussion with the Institutional Review
Board (IRB) if you wish to do e-Consent in REDCap.

How the e-Consent Framework works

The 'Auto-Archiver + e-Consent Framework' survey option adds two things to the typical survey-taking
process. 1) Before a participant completes the survey, an extra certification page is added to end of the
survey that displays an in-line PDF copy of their survey responses in which they will be asked to confirm
that all information in the document is correct. Once they confirm all is correct, the survey will then be
marked as complete. The survey will not be considered complete until they fulfill the certification step.
2) Upon completion of the survey, a static copy of their responses in the form of a consent-specific PDF
will be stored in the project's File Repository. The consent-specific PDF will have the values of the e-
Consent Framework Options inserted at the bottom of each page in the PDF. These values (i.e., name,
date of birth, etc.) are added to the PDF as extra documentation of the identity of the person who is
consenting.

Patients/subjects can 'sign' their consents by typing in their name or by utilizing REDCap's 'Signature'
field type (i.e., 'wet signature') on the survey. One might also assign PIN numbers to prospective
participants to aid in the signature process.



e-Consent version and type are both text fields whose value will be inserted at the footer of each page

in the PDF. The e-Consent 'type' is optional and is just a text label that you might want to display in the

PDF footer to signify the type of e-Consent that this survey represents (e.g., pediatric). The type is often
used to distinguish between multiple e-Consent forms within a project.

&° e-Consent Framework O Disabled

— T = O Auto-Archiver enabled
™ . ] to-, i - - I i . - rork?
™ PDF Auto-Archiver '® Auro-Archiver + e-Consent Framework  Whar is the e-Consent Framework?

({includes end-of-survey certification & archival of PDF consent form)
Upon survey completion, o compact PDF copy of the

survey response will be automatically stored in the & e-Consent Framework Options:
project’s File Repository, from which the orchived For e-Consent it is sornetimes required to include the consenting participant's name (and date of birth in some
PDFs can be downloaded at any time. cases) on the final consent form as extra documentation of their identity. Below you may select fields used to

capture that inf 1 may also enter the current e-Consent version and e-Consent type for this form. The values
for the fields below will be automatically inserted into the footer of the consent form that the participant will
review at the end the survey, after which that PDF 'hard-copy' will be archived in the File Repository. Read more

Allow e-Consent responses to be edited by users?
e-Consent version: eg. 4

First name field: - select a field - ~ | in | Inital Data v

Last name field: --select & field - ~ | in | nitisl Data v

Optional fields (these are not always necessary for e-Consent):
e-Consent type: e.g. Pediatric

Date of birth field: | .. select a field -- ~ | in | Initial Data ¥

Force signature field(s) to be erased if participant clicks Previous Page button while on the certification page?

Signature field £1: | _celect a field --

+ Select another signature field |

eConsent Framework setup and options in Survey Settings

Confirmation Email:

Choose to send a confirmation email to the survey respondent upon survey completion. User can
customize the sender, subject line, and message like other email settings. Optionally, can choose to
include a PDF of the complete survey responses as an attachment to the email to be sent to the survey
respondent.



< Send confirmation email? Yoz W

(Emuail the respondent when they complete the
tionally] an attachment to be sent to respondent when they complete the

surve) . - . -
2y Provide email subject. email message, and (o

survey. to use Piping here
From: A
Subject
Send test email
paragsph v — B I ¥ S B FEE=EE 9H
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& Attachment: | Choose File | No file chosen

[ Include POF of completed survey as attachment

A WARNING: Since email is not considered a secure form of communical
he survey contains questions asking for identifying information (e.g.,

n, the PDF attachment option is NOT
PHI).

recommended
@ Note: Because the e-Consent Framework option is enabled on this page, the PDF included here will not be the full-length

PDF but will be the ‘compact' PDF. which amics unanswered questions and unselectad chaices.

Confirmation email setup in Survey Settings



