This guide covers: Setting-up a survey

Adding different question types to a survey

An introduction to basic branching logic
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The tables below provide general dashboard information, such as a list of all users with access to this project, general project

Project Home and Design =
/ Project Home i= project Setup statistics, and upcoming calendar events (if any).
[ Designer - @l Dictionary - B Codebook & Current Users (1) @ Project Statistics
W Froject status: Development
User Expires Records in project 0
P e = - Most recent activity 10/18/2021 11:24am
Hi Record Status Dashboard Space usage for docs 0.00 MB
- View data collection status of all records
B Add/ Edit Records
- Create new records or ediiview Sxisting ones Upcoming Calendar Events (next 7 days)
s collection instruments Time Date Descriprion
Applications - No upcoming events

A Alerts & Notifications
B calendar
B+ Data Exports, Reports, and Stats

If you want to send individualized URL’s to participants after building your
survey, please see our separate guide.

To begin, go to the project set-up tab
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¥ VIDEO: How to create and manage a survey
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In the ‘main project settings’ (top
box) click enable next to ‘use surveys
in this project’. A checkmark will
appear and the text will turn green.

Next, in the left side bar,
go to the designer screen.
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# Project Home = Project Setup | (# Online Designer Data Dictionary B Codebook

B Create snapshot of instruments HE VIDEOD: How to use this page

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

Data Collection Instruments

Add new instrument: Survey options: A I

d Survey options:

# Create | 8 new instrument from scratch [] Upioad or downioad Auto Invitations «

@ Import | @ new instrument from the official REDCap Shared Library B
#t Upload | instrument ZIP file from another project/user or external libraries H

i Survey Login

e = ==

& survey Notfications > Re-evaluate A

Instrument name Fields Enzbled as Instrument actions  Survey-related options
survey

My First Instrument 1 | Enable | W Choose action

[No Title]

A generic placeholder title will populate the ‘Instrument

name’ field. Click ‘enable” under ‘Enabled as Survey’.




A Project Home

= Project Setup  (# Online Designer | 4 Set Up My Survey

You may utilize any data collection instrument as a survey by enabling the instrument on this page. Data may still be collected on the
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
respondents.

<+ Set up my survey for data collection instrument "Survey Title”

Basic Survey Options:

]
T Survey Title

Survey Title

Survey Instructions

Title to be displayed to participants at the top of the survey pege
$ = =
{Displayed at top of survey ofter title) Paragraph Bl I & = =

S E| = = @B |8

v £

Please complete the survey below.

Thank you!

& How to use Piping hare
Survey Design Options:

M Logo

Add new logo:
(Optional: display an image above the survey title)

Choose File | No file chasen

to fit page.

1 ¥f using 2 logo, hide survey title on survey page?

‘= Use enhanced radio buttons and standard radios and checkboxes v Show example
checkboxes?
(Includes Yes/No and True/False fields)

/, Size of survey text

Large v

You are now on the survey settings screen

Enter the survey title in the top field. Some
common components of the survey instructions
field include the purpose of the survey, how long it
will take, and what the responses will be used for.




7 POV (O Use PIOIE TIeTe

Survey Design Options:

M Logo Add new logo:
(Optional: display an image above the survey title) Choose File

(Ima;
[ If using a logo,

~ Use enhanced radio buttons and
checkboxes?
(includes Yes/No and True/Faise fields)

/4, Size of survey text Large
_A| Font of survey text QOpen Sans
X Survey theme Default

Survey design preview (sample survey):

This is the survey title

Jo file chosen
800 pixels will be downsized to fit page.
hide survey title on survey page?

Standard radios and checkboxes v Show example

v

v

v Customize

Your survey instructions will go here. The instructions can tell your survey participant about the purpose of the s
as well as what to expect once they have completed the survey. Below is a listing of various question types that m

be displayed on your survey.

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

Survey Customizations:
.= Question Numbering
For custom numbering, each question’s number

will be blank by default until menually added via
the Online Designer or Data Dictionary.

_} Question Display Format
One page or multiple poges? Section heoders,
which begin new sections on the instrument, will
serve as the page break in o multi-page survey, in
which each page will begin with o section header.

5 Allow participants to download a PDF of
their responses at end of survey?
Display @ button for the participant to download o
PDF 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 participant completes this
survey.

(7] Survey-specific email invitation field
Designate on email field for sending survey
invitations for this survey only 2]

¢y For ‘Required fields, display the red ‘must
provide value' text on the survey page?

il Allow survey respondents to view aggregate
survey results after completing the survey?
A o

) Text-To-Speech functionality

el e bbb b

Auto numbered bt

All on one page v

&

No w

This option will not be available if the
Also, if a field utilizes the @HIDDEN ac

nue or Survey Queue auto-start option is enabled
ot be displayed in the PDF

Disabled v

re. Tip: If desired, the field may exist

Disabled

Disabled b

In the next section, you can edit some components
that impact the “look and feel” of your survey. This
includes adding a logo, enhanced buttons, text
survey, and font. The ‘plum’ survey theme option is
aligned with Northwestern branding. Feinberg and
Northwestern Medicine logos are available for
download from Feinberg Communications.

The “Survey Customizations” section has additional
options that impact how you want your survey
displayed to your audience. Description text below
each option provides guidance.

Disregard the “Survey-Specific email invitation field”
for public surveys (distributed with a URL). For
individualized surveys distributed through email, you
will want to select the relevant option.

In most cases, the aggregate survey
results option is left disabled.



https://www.feinberg.northwestern.edu/communications/what-we-do/logos.html

Survey Access:

@D Response Limit (optional)
(Maximum number of responses to collect.

If left blan

Prevents respondents from starting the survey will include | partial and completed responses v

after a set number of responses have been

collected,) [2] Custom text to display to respondent on survey when limit is reached:
Paragraph o B I J’ EEEE 90 4O
=i = Av@E AvL~ Qo L

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

(=) Time Limit for Survey Completion (optional) days hours minutes
(The amount of time that each respondent has to
complete the survey based on when they were
initiolly sent the survey invitation. Note: This
feature excludes public survey links.)

after this time has passed, it will not allow them to begin or continue the
e limit will not be enforced.)

dent loads the su:
(If all are left blank, the t

%l Survey Expiration (optional) BB morum
(Time after which the survey will become %

The time must be for the time zone US/Central, in which the current time is

' Allow "Save & Return Later’ option for No w
respondents?
(Allow respondents to leave the survey and return ] Allow respondents to return without needing a return code ]

later,) |2 @ NOTE: If you are collecting identifying information (e.g., PIl, PHI), for pri reasons it is HIGHLY
recommended that you leave the option unchecked so as to enforce a return code.

[_] Allow respondents to return and modify completed responses [

] (Optional) Auto-continue to next survey: Automatically start the next survey instrument after finishing this survey [
— OTHERWISE -

O Redirect to a URL
(Redirect to a webpage when survey is completed)  pro

The next section selects access
restrictions for your survey

Disregard the “Save and Return Later”
field for public surveys. This option only
applies to individualized surveys.




Survey Termination Options:

] (Optional) Auto-continue to next survey: Automatically start the next survey instrument after finishing this survey [l

OTHERWISE

) Redirect to a URL
(Redirect to a webpage when survey is completed)

@® survey Completion Text

(Displayed after survey is completed as ‘thank you’

text or as acknowledgement text)

&+ e-Consent Framework

-and -
BS PDF Auto-Archiver
Upon survey compietion, a compact PDF copy of the
survey response will be outomatically stored in the
project’s File Repository, from which the archived
PDFs can be downloaded at any time.

(4 Send confirmation email?
(Email the respondent when they complete the
Survey)

B I & =
B

=
I
jo)

Thank you for taking the survey.

Have a nice day!

® Disabled
O Auto-Archiver enabled

&7 How to use Piping here

O Auto-Archiver + e-Consent Framework  What s the e-Consent Framework?

(includes end-of-survey certification & archival of PDF consent form)

Save Changes

-- Cancel--

q 0
o I

The final section will format how respondents
will conclude the survey. For new users, we
recommend ending the survey with completion
text or by redirecting to a URL (e.g., program
webpage, etc)

General surveys are most commonly used for
program feedback, event registrations, etc so
eConsent formatting is rarely needed. For more
information on eConsents, please see the
separate guide.

Disregard the “Confirmation Email” field
for public surveys. This option only applies
to individualized surveys.

Remember to click “Save Changes”

Changes are not automatically saved.
Do not used your browser ‘back’ button.




Now that we’ve managed the survey settings, click on the
instrument name to begin adding questions to your survey.

# Project Home = Project Setup | [# Online Designer | [ Data Dictionary =B Codebook

B Create snapshot of instruments H VIDEC: How to use this pape

[B
L

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

Data Collection Instruments

Add new instrument: Survey options: Automated Survey Invitation options:
# Creste | a new instrument from scracch iE Survey Queue || P Survey Login [ Upload or download Auto Invitations =
@ Import | @ new instrument from the official REDCap Shared Library B = Survey Netifications

@ Upload | instrument ZIP file from another project/user or external libraries E

Instrument name Fields \;;is\.F-v En:ﬁ_]sgyas Instrumenc actions  Survey-related options

Survey Title 1 7] | Choose action |  Survey settings | | +Automated Invitations

ks

FYIL: The “Instrument Actions” dropdown allows you
to edit the name of your survey, copy/duplicate an
entire survey, delete the survey, or download it. The
survey title should be intuitive so that all users can
understand (e.g. “Post Session 1 Evaluation” as
opposed to “Survey 1”)



@ Project Home = Project Setup | (Z Online Designer | [} Data Dictionary B Codebook

[ @ Creste snapsnot of insruments | EHVIDEC: How to use this page

Last snapshot: never [7]

Ready to add fields

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

This module will alow you to create new data collection Instruments/surveys or edit existing ones, Changes may be made by either using the
Online Designer or Upload Data Dictionary (see tabs above), in which you may use either method or both, The Onfine Designer may help
you get some initial fields/forms built quickly or to make quick edits, but using the Data Dictionary file may be more helpful if you will be
2dding 2 large number of fields for this project.

This page allows you to build and customize your data collection instruments one field at a time. You may add new fields or edit
existing ones. New fields may be added by dlicking the Add Field buttons, You can begin editing an existing field by clicking on the 7 © How to embed a field elsewhere
Edit icon. If you decide that you do not want to keep a feld, you can simply delete t by clicking on the % Delete icon. To reorder the  Leam how to cusomize your instrument
fields, simply drag and drop a field to a different position within the form below. NOTE: While in development status, all field or survey by using Fiel

changes will take effect immediately in real time.

© How to modify multiple fields
hy

e | = survey settings | together

To copy, move, or delete mufiple fields at
TR the same time, hold the Cer, Shift, or
Cmd key on your keyboard and ciick the

feld 1o reves! the options.

Currentinstrument: Survey Title

7 Veriotie recoraia

Record ID

NOTE: The field above s the r

1D field and thus cannot be deleted or moved. It can only be edited

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 I Field Types video (4 min).

Field Type:

Select a Type of Field - v

Select a Type of Field
Text Box (Short fext. Number. Date/Tirme. .
Notes Box (Paragraph Text)
Calculated Field
Multiple Choice - Drop-down List (Single Answer)
Multiple Choice - Radio Buttons (Single Answer)
Checkboxes (Multiple Answers)

Yes - No

True - False

Signature (draw signature with mouse or finger)

File Upload (for users to upload files)

Slider / Visual Analog Scale

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

Click “Add Field” to add a
guestion to your survey

A pop-up will appear with a dropdown
to select what type of question you
want to add. Please reference our other
guides & LinkedIn Learning videos for
guestion type best-practices




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 (4 min).

Field Type: ' Text Box (Short Text. Number, Date/Time, ...) v
Field Label [Juse the Rich Text Editor [?]

Variable Name (utilized in logic. calcs, a

VLTV (3] Smart Variables 1 Field Embedding

Validation? (optional) | - None - v

- select ontology service -
Required?* ®no Oves
* Prompt if f = blank

Identifier? (

Doas the field conl

Action Tags / Field Annotation (cotional

Custom Alignment | Right / vertical (RV) v

PRI © Action Togs L ion Riign the position of the field on the page
Field Note (o

Serall remind

save Cancel

Variable Name (utilized in logic. calcs, and exp

favorite_color

TR (3] Smart Variables 1 Field Embedding

Validation? (optional) | — None —- ~

H

ow to

or - None -~

Date (M-D-Y)

—select ontology sen{ p,.ve (v.p1.D)

) Required?* ® no O) Datetime (M-D-Y H:M)

2 » Brompt if Fald is blank Datetime (Y-M-D H:M)

_ | Datetime w/ seconds (M-D-Y H:M:5)

identifier? ® No O 51 ctime wr seconds (v-M-D H:M:S)
Does the fiekd contain identif
Custom Alignment || Integer
Align the position of the fuelc Number
Number (2 decimal places)
Field Note Phone (North America)
Small reminder Time (HH:MM)

Time (MM:S5)
Zipcode (U.5.)

Save Cancel

The ‘validation’ field will help ensure that responses
are relevant and formatted correctly. For example,
selecting an “Email” validation will alert users if they
don’t submit a valid email address.

Once you select what type of question you want
to ask (referred to as a ‘Field Type’), the screen
will populate with the fields to format your
question. The actual text of the question is called
a ‘Field Label’

The variable name should be intuitive for you for
when you export your results as well as advanced
REDCap functions like branching logic. Please note, it
will automatically correct to a compatible format (e.g.
underscores added) so confirm the name still makes
sense after clicking away from the box. Please see our
other guides for more information about variable
naming conventions.

Custom Alignment Right / Vertical (RV) ~

Align the position of the field on

Field Note (optional) d\re(tzgng.

Small reminder text displayed undemeath field

Save Cancel

The ‘Field Note’ option is for if you want to provide
additional directions or context for a given question

Remember to click “Save”




Add New Field

it the bottom. When you add a new field, it will be added to the

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

Field Type: Notes Box (Paragraph Text) »

Field Label [Juse the Rich Text Editor [?]

W

Custom Alignment | Right / Vertical (RV) v

Rlign the position of the fisld on the page

Action Tags / Field Annotation (optionz))

Save Cancel

About the “Notes Box” field type option: This option is for open paragraph
text for when you want respondents to either explain their responses in
more detail or provide open-ended responses (e.g. program feedback, etc)

)



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 (4 min).

. ) ) Field Type: ' Muitiple Choice - Radio Buttons (Single Answer) v
For multiple-choice questions where you only _
. . Eiil tatel et s Ecdoglle] Variable Name (utilized in logic. calcs, and exp
want respondents to select a single answer, radio What = your second favorite color? 0

nd_favorite

numbers, and underscan

buttons is the most common field type. I ———

Required?* ® No O Yes
* Prompt if fekd s blank
identifier? ®No O'ves

Does the fiekd contain identfying information (e.g., name, SN, address)?

Custom Alignment ight / Vertical (RV) ~

Align the position o

Choices (one choice per line) Copy existing choices

. . » Field Note (opriona))
In the choices box, list each E.Ji s o
multiple-choice option on a purpe

new line.

How do | manually code the choices?

Action Tags / Field Annotation (optional)

Learn about (YRR o using Field Annocacion

save Cancel

Raw values for choices were added automatically

The choices listed below did not appear to have a raw value listed but only
had a label, so a raw value has been provided for them automatically. If you . . .
are not satisfied with these auto generated values, you may change them Once yOU C||Ck away from the Ch0|ces bOX, RE Dcap W|||

befare saving your changes for this field. The choices in the 'Choices text box

have automatically been modified to seflect these changes. automatically assign sequential numbers to each of the lines

1 was set as the raw value for Red

2 was set as the raw value for Blue FYIl: The raw values are not displayed on the survey but can be
3 was skt as the raw value for Green downloaded in the survey responses to aid with statistical analysis

4 was set as the raw value for Purple

(if applicable)

Remember to click “Save”




Add New Field

You may add a new project field to this data collection instrument by completing the fields below and dlicking 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 i8I Field Types video (4 min).

Field Type: | Checkboxes (Multiple Answers)

Field Label

Select your 3 favorite colors

[Eopy existing choices

Choices (one choice per line)
1. Yellow

2, Orange

3. green

4, Blue

Action Tags / Field Annotation (optional)

Learn sbout ([EY IR o using Field Annotstion

~

() Use the Rich Text Editor [3]

Variable Name (usiized in logic, caics, and exports)

favorite_colors [ Enable aut g of variable

X ing of
based upon s Field Labe!?

RENSRNY 7 o vrooes N - s N HET L

Required?* ® No O ves

= Prompt i field s blank

onkain identifying info

Custom Alignment  Right / Vertical (RV) v

Aiign the postion of the fiekd on the page

Field Note

Small reminder

4

How do | manually code the choices?

nal)

splayed undameath field

Cancel

Remember to click “Save”

For questions where respondents can
select more than one option, choose the

checkboxes field type.




To change the order of survey questions,
hover your cursor over the question you want
to move until the four-way arrow appears.
Then click to drag to the desired position

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

Z P 0% R Voriobie favorite_color

What is your favorite color?

& F 00 R variobie: why_favorice_color

Why is the above your favorite color?

* must provide value

ST O+ @R variobie nd_favorite

What is your second favorite color?

P DF @R variosie: favorive_colors

Select your 3 favorite colors

Add Field | | Add Matrix of Fields

directions

Add Field | | Add Matrix of Fields

O Red
Oslue
O Green
O Purple

Ovellow
[ orange
[Cgreen
Uslue

Add Field | | Add Matrix of Fislds

Expand

reset

©Q How to embed a field elsewhere

Learn how to customize your instrument

or survey by using Field Embedding.

©Q How to modify multiple fields
together

To copy, move, or delete multiple fields at
the same time, hold the Ctri, Shift, or
Cmd key on your keyboard and click the
field to reveal the options.




Branching Logic

Branching Logic is when you want create different pathways for respondents based
upon how they answer a specified question. This only works on questions with
structured data (e.g. multiple choice, checkboxes — not open text)

First, you’ll want to identify the question/variable
you want to branch FROM and which
/ - @R question/variable you’ll want to branch TO.

Varigble: favorite_colors

RRSALE yras t Sweice. caltrs Go to the question/variable you want to branch TO and
click the green arrow button. You’ll indicate which
guestion you want to branch FROM on the next screen.

Clicking the green arrow button is the same as saying:

“l only want respondents to see this question if they answer a
previous question in a specific way”



Branching Logic

Continued

5 Add/Edit Branching Logic @

Branching Logic may be employed when f=lds/questions nesd 1o be hidden under cerain conditions. If branching logic is defined, the fisld
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 Logi x or by choosing the Drag-N-Drop Logic Builder method, which allows you to build your logicin a
much easier fashion by simply dragging over the options 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: why_favorite_color - Why is the above your favori...

How to use (I Branching Loge) (TEIEREENS

® Advanced Branching Logic Syntax

Show the field ONLY if,..

Click the box below ‘Show the field ONLY if...”
and type in an open bracket (“[“). After the
bracket, start typing in variable name of the

guestion that you want to redirect FROM.

4

Clear logic

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

—OR—

) Drag-N-Drop Logic Builder

REDCap will auto-populate any corresponding
variable names and reminder text of the field
label (e.g. the question).

FIELDS ~
jﬂd_fa-.-j\ﬂte] What is your se...




Branching Logic

u_u

After the variable populates, type in “=“ and select
the number corresponding to answer you want to
redirect from in the respective question

Variable: “nd_favorite” -

The branching logic code of [nd_favorite]=2 means:

—

“Only show this question if the response to prior
question is the 2" choice (Blue)”

Continued

Logic Editor Q%b

Use the text box below to compose your logic or calculation. 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

[nd_favorite] =2|

ST @R voricte nd_tavorite
O Red
A e O Blue
What is your second fﬁorlte color? Ocreen
O purple
reset

Add Field | | Add Matrix of Fislds

ST @ K varitie: favorite_colors  Branching fogic [nd_faverite]=2
Uvellow
[l orange

Select your 3 favorite colors
[ green

[IBlue

Add Field Add Matrix of Fields

ENPSNTIPEY

The branching logic code appears in red text. Re-click the green arrows to edit this



From here there are two different ways to test & distribute your survey:

* A public survey (general URL — allows for multiple responses)

* Anindividualized survey where each respondent gets a unique URL

See our separate guides for testing & distributing your survey

Morthwestern University

NUCATS'®

Clinical and Translational Sciences Ir1 Htute
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