This guide covers how to send an existing survey to individual respondents.

To learn how to build a survey prior to
distribution, please see our separate guide.

An individualized survey is a survey that is sent to someone with a unique URL.
As a result, responses are not anonymous (but should be kept confidential).

To begin, go to the project set-up tab
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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.
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Remember that the survey you want to share must be enabled to be distributed
through email. You can check & edit these survey design by clicking on “Survey
Settings” then scrolling down to the “Survey Customizations” section.

To distribute your survey to individual
email addresses, you’ll need to create
a new instrument to capture the
names & emails of the people you'll
want to send the survey to.

On the Online Designer tab, click ‘Create.
A green field will appear under any
existing instruments. Click “add
instrument here”. You will be prompted
to name the new instrument (this can be
“program list”, etc. In this guide, we’ll call
it a distribution/respondent list.




# Project Home  7=Project Setup [# Online Designer | [ Data Dictionary B Codebook

| B Create snapshat of instruments ¥ VIDED: How to use this page

nag
Iz

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.
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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.
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Once your new instrument is added,
hover your cursor to the left of the
name until the four-way arrow appears.
Drag your new instrument to the very
top of the list.

Do not click the “Enable as Survey
Button”. Click the name of your
instrument to add the fields of your
distribution/respondent list.
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This page allows you to build and customize your data collection instruments cne field at a time. You may add new fields or edit
existing ones. New fields may be added by clicking the Add Field buttons. You can begin editing an existing field by clicking on the 7@
Edit icon. If you decide that you do not want to keep a field, you can simply delete it by clicking on the 3 Delete icon. To reorder the

fields, simply drag and drop a field to a different position within the form below. NOTE: While in development status. all field
changes will take effect immediately in real time.

EEECEIPERY (3] Smart Variables 1 Field Embedding
Return to list of instruments

Current instrument: Respondent List Preview instrument

&7 Vorioble: record_id

Record ID

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

N

Add Field

d Matrix of Fields
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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 clicking the Add Field buttons. You can begin editing an existing field by clicking on the ,#

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 the

fields. simply drag and drop a field to a different position within the form below. NOTE: While in development status, all field

changes will take effect immediately in real time.
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Click “Add Field”

Add two new text box fields for
first & last name.
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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 [7]

Email

Action Tags / Field Annotation (optional)

Learn about [[EF e RERY o using Field Annotation
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auts naming of varabla
on its Field Label?
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Datetime (Y-M-D H:M)
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Phone (North America)
Time (HH:MM)

Time (MM:55)

Zipcode (U.S.)

Save

Cancel

Tq
th

fi

Add a third text box field for an email
address.

Important: Remember to validate the
field as an email response otherwise
REDCap won’t be able to distribute
the survey to those contacts.
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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 clicking the Add Field buttons. You can begin editing an existing field by dicking on the 7
Edit icon. If you decide that you do not want to keep a field, you can simply delete it by clicking on the 3 Delete icon. To reorder the
fields, simply drag and drep a field to a different position within the form below. NOTE: While in development status, all field
changes will take effect immediately in real time.
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Next, you’ll want to tell REDCap who
you want the survey distributed to.
You can do this one-by-one or in bulk.
We'll start with individual entry.

Start by clicking “Add / Edit Records”




B Add / Edit Records

‘You may view an existing record/response by selecting it from the drop-down lists below. To create a new record/response, dick the button
below.

) NOTICE: This project is currently in Development status. Real data should NOT be entered until the project
has been moved to Production status.

Total records: 1

Choose an existing Record ID —select record - v

=+ Add new record

Data Search

Choose a field to search

excludes multiple chaice fiel

Al fields v

Search query

NEW Record ID 2

Data Collection Instrument Status
Respondent List ©)
Survey Title (survey [}

Once on the “Add / Edit Records”
screen, click the green “Add new
record” button

Click the status button next to the
respondent/distribution list
instrument you just created.

)
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Complete?
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Traw

emily.traw@northwestern.edu

Complete v

-- Cancel — |
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Enter the contact information of those who you want to
distribute your survey to. Mark each form as “complete”

If you have many people you want to send the
survey to, consider the bulk upload option.
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- View data collection status of all records
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Applications =]

A Alerts & Notifications
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[0 REDCap Mabile App

Sandbox PID 5983

0 Record Home Page

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

| & choose action for record

«” Record ID 2 successfully added

Record ID 2
Data Collection Instrument Status
Respondent List ]

Survey Title (survey (D]

Legend for status icons:
@ Incomplete () Incomplete (no data saved) [?]
(L) Unverified (%) Partial Survey Response

@ Complete

(@ Completed Survey Response

Important: A bulk import can only be done after you create the
distribution/respondent list instrument outlined earlier in this guide.
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= [] csvimport | [~/ CDISC ODM (XML) import

Instructions:

1.) Click the link below to download your data import template as a CSV (comma delimited) file. Save it locally to your computer

EDDwnload your Data Import Template|(with records in rows)
OR

E Download your Data Import Template (with records in columns)

.) In each column of the Data Import Template file that you downloaded, place the data for each record that you wish to import.
Once all your data has been added, save the file.

+ Be sure not to change the Variables/Field Names in the file or an error may occur.

+ All multiple choice fields (e.g., dropdown, radio) must have the raw coded value (rather than the choice label) entered in
those cells, or else it cannot be processed. These can be found in the Codebook,

+ Any empty rows or columns in the file can be safely deleted before importing the file. Doing this reduces the upload
processing time, especially for large projects.

3.) Click the 'Browse' or 'Choose File' button below to select the file on your computer, and upload it by clicking the "Upload File'
button.

4.) Once your file has been uploaded, the data will NOT be immediately imported but will be displayed and checked for errors to
ensure that all the data s in correct format before it is finally imported into the project.

Once you select the data import tool
from the left column, download the
provided template. Most people
select the top option (records in row).




record_id first_namu last_nameemail

Bulk Upload

1 Emily Traw
2 Jack Johnson |jj@gmail.com
3cC) Denison cj@email.com

emily.traw@northwestern.edu

Continued

respondel favorite_cwhy_favo nd_favorit fa

Best Practice: If you have multiple instruments in a
project, use a naming convention for variables that
distinguishes between instruments. This practice
makes bulk-upload and data export clearer & easier.

Because you moved your distribution/
respondent list instrument to the top
of the list, you will see those fields
reflected first.

REDCap will automatically assign a
sequential number to each entry. If
you want to override this, enterin a
Record ID (a unique identifier of some
kind — usually a subject ID, employee
ID, NetID, etc) then proceed to
complete the fields in your
respondent list instrument.

Note: You will see columns for the
other survey questions in your project.
You can leave those blank.

Be sure to save this spreadsheet in
.csv format (NOT an excel workbook).
REDCap can only understand comma
separated values (CSV).



Once you entered your contacts into the
spreadsheet (and saved as a .csv), go back
to REDCap and select ‘choose file’.

After your attach your spreadsheet, click
‘upload file’

Bulk Upload
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[3] csvimport | [ CDISC ODM (XML) import

Instructions:

1.) Click the link below to download your data import template as a CSV (comma delimited) file. Save it locally to your computer
and then open it to begin filling it with the data you wish to import.

E Download your Data Import Templatel (with records in rows)
OR

@ Download your Data Import Template {(with records in columns)

2.) In each column of the Data Import Template file that you downloaded, place the data for each record that you wish to import.
Once all your data has been added, save the file.
+ Be sure not to change the Variables/Field Names in the file or an error may occur.
« All multiple choice fields (e.g., dropdown, radio) must have the raw coded value (rather than the choice label) entered in
those cells, or else it cannot be processed. These can be found in the Codeboogk.
+ Any empty rows or columns in the file can be safely deleted before importing the file. Doing this reduces the upload
processing time, especially for large projects,

3.) Click the 'Browse" or "Choose File’ button below to select the file on your computer, and upload it by clicking the "Upload File'
button.

No Titl
4.) Once your file has been uploaded, the data will NOT be immediately imported but will be dlSp!u;tL: :.]‘d checked for errors to
ensure that all the data is in correct format before it is finally imported into the project.

Record format: The file to be uploaded has its records stored as separate | Rows v

Format for date and datetime values: | MM/DD/YYYY or YYYY-MM-DD ~

Allow blank values to overwrite existing saved values? | No, ignore blank values in the file (default) v

Name the imported records automatically (force record auto-numbering) (7| No, use the record name provided

Choose the delimiter for the uploaded file: | Comma(,) ~

[] Upload your €SV file:

Choose File | No file chosen

Upload File

Upload your CSV file:

Upload File

c Choose File

Mo file chosen
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Instructions for Data Review

The data you uploaded from the file is displayed in the Data Display Table below. Please inspect it carefully to ensure that it is all correct. After reviewing it, click the ‘Import Data’ button at the
bottom of this page to import this data into the project.

KEY for Data Display Table below

Black text = New Data

Red text) = Dats that will be overwritren

I Red box = error |

Orange box = warning

DATA DISPLAY TABLE

record_id .first__rlame last_name ‘email T dent_list_c I |ﬁworite_l:olur why_favorite_color nd_favorite | favorite_colors
Emily Traw emily.traw@northwestern.edu
Jack Johnson ji@gmail.com
== Tra emily.craw@narthwestern.adu
3
(new a Denison cj@email.com

Do you wish to import the | ew data (displayed above) into the project?
ort the data.)

(Click the button below to

e o I

REDCap will provide a preview of
the data you uploaded. If there are
existing or duplicate records, REDCap
will indicate any errors, warnings, or
overwrites. If the information is
incorrect, go back to the spreadsheet
and make any relevant corrections.

If the information is correct,
select ‘import data’.
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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:
* Create | 8 new instrument from scratch i= Survey Queue || F Survey Login [3] Uptoad or download Auta Invitations «
© Import | @ new instrument from the official REDCap Shared Library B & survey Nor\ﬂcalié.‘;si‘ CResva

1t Upload | instrument ZIP file from another project/user or external libraries 2]

View Enabled as

Instrument name Fields PDF survey Instrument actions  Survey options
Respondent List 4 Enable | | Choose action
€ Survey Title 4 A ] | Choose action ‘ | & Survy sestings | +Auglimated Invitations
Survey 2 0 | Enable | | Choose action
Survey 3 0 | Enable | Choose action ‘

Once your upload is successful, go to the designer tool and select “survey settings” next to the survey
you want to distribute. If you haven’t already, you may need to enable this as a survey using the ‘enable’
button if you haven’t done so already.




right whenever @ participant completes this
SUrvey.

] Survey-specific email invitation field
Designate an email field for sending survey
invitations for this survey only 2|

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

il Allow survey respondents to view aggregate

AR, I S iy N~ (i R
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only when & user clicks the "Save & Mark Survey as Complete’ button on the data entry form. Note: If the
current survey settings aliows participants to return to completed responses, then any existing PDFs that
hawve already been stored in this File Upload field will be overwritten by any new ones if the survey is
completed again

--select a figld - w

-- select a field - R

ride the project-level email invitation field (if enabled on the Project Setup page)
] |

Respondent List |email sddress originally entered into the Participant List. Also, if this field has no
email "Email” | email field is enabled, then the project-level email field's value will be used
TsTemaT
Yey v

If ‘Na’, then it will NOT display the following text beneath all 'Required’ fields: * must provide value

Disabled A

On the survey settings screen, scroll down to ‘Survey-specific email invitation field’. On the drop down,
select email from your respondent list. If you don’t see email listed, go back to the respondent list
instrument fields and ensure you validated the question as an email address. Remember to scroll down

and select ‘Save Changes’

)




& Public Survey Link | &% Participant List & Survey Invitation Log

Data Collection

£ Burvey D stributin Tools|
- Get a public sur.-é_.\-‘L' or build a particpant list fi

! AR rete. aryte

## Record Status Dashboard
= View data collection status of all records

B Add / Edit Records

- Create new records or edit/view ex SUNE ones

Show data collection instruments

Bulk Upload
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In the left column, select ‘Survey Distribution Tools” and
then select ‘Compose Survey Instructions’

The Participant List option allows you to send a customized email to anyone in your list and track who responds to your survey. It is also
possible to identify an individual's survey answers, if desired, by providing an Identifier for each participant (this feature must first be
enabled by clicking the 'Enable’ button in the table below). More details

Participant LISt belonzing o "Survey Title”

Displaying|1-3 + |of3 - Add p

Email

Record Participant |dentifier

cj@email.com 3

emily.traw@northwestern.edu

ji@gmail.com

I =

Invitation
Responded? scheduled?

Invitation
Sent?

| El Export list

Survey

g Access
ik cogeana
QR Code

[

- 21

- =

- e

G
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i Send a Survey Invitation to Participants

0 Info

Survey title: Survey Title

© When should the emails be sent?

® Immediately
O at specified time: EJE) woyy vam
The time must be for the time zone US/Central, in which the current time is 10/18/2021 11:39

A Enable reminders

[J Re-send invitation as a reminder if participant has not responded by a specified time?

& Compose message

From: v | emily.traw@northwestern.edu v
(se ect any project user to be the 'Sender
To: [All participants selected from Participant List]
Subject:
Send test email
Paragraph o B I (/0 E=E=E=E 5 ¢ O
S E|E=EHvEA Avev| QN L

<
You may open the survey in your web browser by clicking the link below:
[survey-link]

Please take this survey.

If the link above does not work, try copying the link below into your web browser:
[survey-url]

This link is unique to you and should not be forwarded to others.

P

@ NOTE: You may modify or remove any text you wish in the Compase Message text box above. Make sure you include
either [survey-link] or [survey.url] in the text or else the participant will not have 2 way to take the survey.

How to use Piping in the survey invitation

On the left side of the pop-up window, you
will see options for when to send the
email, if/when reminders should be sent,
along with the text that the respondents
will see when they open your email. Be
sure to enter a subject line for your email.

Do not delete the text highlighted in the orange
box. This is where REDCap will populate the
survey URL. You should also leave the note about
the unique URL so respondents don’t forward it
on to other people. This will create an error
message once more than one person tries to

complete the survey from that link.
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Participant List Actions:
{those who have not responded completely)

Email (3 selected) Participant Identifier Scheduled? Sent?

(<

¢j@email.com (ID 3

<

emily.traw@northwesterr\ed|.|
1D 1)

(<

ji@gmail.com (ID 2)

¥

Send Invitations

- check/uncheck participants --

A4

Cancel

Respon
ded?

-
-

EJ

On the right side of the pop-up window,
you will see your distribution/respondent
list. Select the people you want to send
your survey to.

Click ‘Send Invitations’ at the bottom of
the pop-up.




Your respondents will see the email as it
appeared in the ‘compose survey
instructions’ pop-up box with the survey
titled linked to their unique URL.

Before you send out the survey to your
respondents, we suggest testing it
with 1-2 people.

Bulk Upload
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o Northwestern XYZ Program
R To

Joe Respondent
Please take this survey

You may open the survey in your web browser by clicking the link below

If the link above does not work, try copying the link below into your web browser:

This link is unique to you and should not be forwarded to others
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B Add / Edit Records

below.

Data Collection

&2 Survey Distribution Tools
- Get a public survey link or build a participant list for
nviting respondents

: View data collection status of all records
B [2cd/ Edit Record

- Create new rec

I'I'|_n, editiview ex StiNE ones

~Nowv data collection nstruments

Applications

-

You may view an existing record/response by selecting it from the drop-down lists below. To create a new record/response,

(b NOTICE: This project is currently in Development status. Real data should NOT be entered unril the project

has been moved to Production status.

Total records: 4

Choose an existing Record ID

To test individualized surveys, begin by
clicking ‘Add/Edit Records’ in the left column

Your test recipients will need to be entered as

a new record, so click the green ‘Add new
record’ button

Select the button next to the
Distribution/Respondent list you created

)
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~ Respondent List

o Adding new Record ID 5

Record ID

First Name

Last Name

Email

Form Status

Complete?

5

test emily
test traw

emily.traw@northwestern.edu

Complete v

Save & Exit Form

-- Cancel - ‘

Once you’ve entered all your test contacts, go
to ‘Survey Distribution Tools” in the left menu.

Best Practice: To clearly indicate test entries
when it comes time to download your data,
enter “test” before the name or other short-
text field. However, the email must be a valid
email address.

Repeat this process for each person you want
to send a test link to.

82 Record Status Dashboard

- View data collection status of all records

B Add/ Edit Records

- Create new records or ediciview ex sUng ones

rd | Select other record




In the top dropdown, ensure the correct
survey you want to test is selected.

Then click on ‘Compose Survey
Instructions’.

Testing Individualized Surveys
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£ survey Distribution Tools

& Public Survey Link &2 Participant List = &% Survey Invitation Log

The Participant List option allows you to send a customized email to anyone in your list and track who responds to your survey. Itis also
possible to identify an individual's survey answers, if desired, by providing an Identifier for each participant (this feature must first be
enabled by dlicking the 'Enable’ button in the table below). More details

Participant List belongngto  “Survey Title” v

Displaying| 1.5 v |of5 &* Add parucpants || BFpmpose Survey Invitations

@ Please note that the survey-specific email invitation field has been enabled for this survey. @ Export list

Emall Record RESPONded?  gheduled?  Sent? MK Cadeand
R Code
cj@email.com 3 - - -
1) emily.traw@northwestern.edu il 4} .-
2) emily.rraw@northwestern.edu 4 - =] - s
3) emily.traw@northwestern.edu 2 @ - [
I@gmail.com 2 - - - 5
Participant List belongingto  "Survey Title" W
Displaying[1-5  w |of5 dd participants '__Tr?mpose Survey Invitations

A4
O Please note that the survey-specific email invitation field has been enabled for this survey.

Participant List belongngzto  “Survey Title" w
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Continued

& Send a Survey Invitation to Participants

@ Info
Survey title: Survey Tite Participant List

© When should the emails be sent? O Email (1 selected)

® Immediately -
(O At specified ime: :D MID/Y H:M

The time must be for the time zane US/Central, in which the cirrent

cj@email.com (ID 3

)
time is 10/27/2021 16:17. ]

[ < |

A Enable reminders 3) emily.raw@northwestern.edu

[0 Re-send invitation as a reminder if participant has not responded by a specified time? ji@gmail.com (ID 2

& Compose message

From: « || emily.traw@northwestern.edu v
{select any project user 5o be the 'Sende:
To: [All participants selected from Participant List]

Subject: test

Send test email
L]
q |l

< I

Paragraph | B I &
B

|- v &~

jo;

lid
]

I»

= = <

Test survey.

You may open the survey in your web browser by clicking the link below:
[survey-link]

H the link ahnwe dnes nor winrk trv canvding the link helos intn uninir weeh hrrsvser

(those whao have not responded completely)

Actions: ] — checiduncheck participants - W

Rezpon

Participant Identifier  Scheduled? Sent? %
ded

8

In the left column, be sure to
enter “test” alongside your
subject line and within the main
body of the email.

In the right column, select the
email address of the person you
want to send the test link to.
Then click ‘Send Invitations'.



See our other guides to learn more foundational REDCap and Data Management skills
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