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TOPICS COVERED

** Piping

¢ Branching Logic

** Survey Dissemination

¢ Calculated Fields

*+ Randomization Build

*+ Advanced Reports

“+ REDCap Extensions, Plug-ins, Hooks (Auto-notify)
** Newly-Added Advanced Features

eeeeeeeeeeeeeeeeeeeeeeeeeeeee



eeeeeeeeeeeeeeeeeeeeeeeeeeeee



PIPING

® Piping is a feature in REDCap that allows you to place previously collected data into fields in other
forms or surveys

® Piping does not need to be enabled as a “project setting”

" |nformation can be piped in a few different ways:
1. Across events by inserting the original event name in front of the piped variable
o Ex. [Baseline_data][first_name]
2. Create customizability in survey invitations and survey completion text
o Ex. “Thank you, [first_name] for completing the survey.”
3. Values may be piped, but not the field labels

o Descriptive text may be piped as a whole, but not selections of the text

REDCap

Research Electronic Data Capture



WHERE CAN PIPING BE USED?

 Field Label

 Field Note

] Section Headers including matrices
 Alerts & Notifications

] Option labels for multiple choice
fields

) Slider field labels
] Custom record locking text

J Survey Instructions

) Survey Completion Text
J Survey invitation emails

] Custom text displayed at top of
Survey Queue

 Inside the URL for a survey’s
‘Redirect to a URL setting

J You can pipe from all fields EXCEPT
checkboxes

 Multiple answers cannot be piped at
one time



PIPING (CONT)

Add New Field ®

You may add a new project field to this data cellection instrument by completing the fields belew and dicking 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).

1. To pipe data within the same event,

ietd Tabel [ Use the Rich Text Editor
L L el Variable Name (utilized in logic, cales, and exparts)
etween forms, or within the same i)
I e e— Fied Lobel?

form, put the variable name in
brackets in the desired field

Action Tags / Field Annotation (optional)

Display format of video: © Inline @ Inside popup

Learn about or using Field Annotation

= Ex. [first_name]

& Attach an image, file, or embedded audio
@ Upload document

2. To pipe data between events, ensure
the event name you are piping from
precedes the variable name in the
desired field ErajeT=E

& T (* R voriodle pmaga

How open are you to further testing? v

Save Cancel

= Ex. [enrollment_arm_1][first_name]

Add Field ‘ Add Matrix of Fields

& [ % (% R variosle: thank_you_morale_quest

Thank you for your answers [enroliment_arm_1][first_name

Add Field Add Matrix of Fields




Branching Logic
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BRANCHING LOGIC

= May be used within different events/forms for longitudinal projects or single
forms/surveys for classic projects

= Allows questions or fields to be hidden until certain choices are selected

= Branching must be applied to each field, it cannot be applied at the form/section level

o E.g. You cannot branch an entire form or section, each field must have designated branching
logic in place

= Branching logic can be set up using online designer or data dictionary
m Section headers will be hidden only if all fields in that section are hidden

® |t is possible to branch or hide sections of a form or survey but not entire forms or surveys

o E.g., You can hide an entire form or survey utilizing the survey queue



BRANCHING LOGIC (CONT.)- SIMPLE LOGIC

Set up Simple Branching Logic in Online
Designer:

1. To begin, click on the green arrow at the top
of the field

2. Using the Drag-N-Drop Logic Builder, simply
drag the appropriate values to the “Show
Field Only If” box

3. You may branch using conditional logic of “All
Below Are True” or “Any Below Are True”

4. You may select branching options from any
instrument in your project using the
“Displaying Field Choices...” dropdown menu

Displaying field choices for the following data collectio
Demographics -

c/) @ x Varioble: sex

Gender

Female
Wale

5 Add/Edit Branching Logic *

Branching Logic may be employ:d when fields/questions need to be hidden under certain ’cmd tions. If branching logic is
defined, \:he E|d will only be visible if the conditions provided are wrue (i.e. show the field only - You may ;pe"f'_-, tl"
CCndItIO"\: i he text box below for the Advanced Branching Logic Syntax or by choosing the Drag-MN-Drop LOC'IC Builder method,

which allows you to build your logic im & much easier fashion by ;lrnply dragging over the oprtions you want. Y:ll_l May SwWit back
ard 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 owver to the Drag-MN-Drop method if it becomes too complex.

Choose method below for the following field: given_birth - Has the patient given birth before?

Advanced Branching Logic Syntax How to use [ Branching Logic

— OR —

) Drag-M-Drop Logic Builder

Show the field ONLY if...
= ALL below are true
ANY below are true

Field choices from other fields
(drag a choice below to box on right)

study_id — (define criteriz) e sex — Female (0) 3¢
date_enrolled = (define criteria)

first_name = (define criteria) Drag

last_name = (define criteria) ==

address = (define criteria) prop

telephone_1 = (define criteria) —

email = (define criteria)

dob = {define criteria)

ane = (define criterial i

Clear logic

Save Cancel



BRANCHING LOGIC (CONT.)- ADVANCED LOGIC

Set up Advanced Branching Logic in
Online Designer:

1.

Should be used when your conditions fall
outside of only “All” or “Any”

Variable options may be selected using
the “Drag-N-Drop” builder, but then must
be converted to advanced logic

1. Once converted to advanced logic and
additional conditions added, cannot be
converted back to simple without
rebuilding in DND builder

)

Click “Advanced Branching Logic Syntax’
to move your simple logic to the
advanced logic box

5 Add/Edit Branching Logic x

Branching Logic may be employed when fields/questions need to be hidden under certain conditions. If branching logic is
defined, the field will only be visible if the conditions provided are true (i.e. show the field only if...). You may specify those
conditions in the text box below for the Advanced Branching Logic Syntax or by choosing the Drag-N-Drop Logic Builder
method, which allows you to build your logic in a much easier fashion by simply dragging over the options you want. You may
switch back and forth between each method 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: monthly_css_1 - Thank you for being willing to tak...

®  Advanced Branching Logic Syntax How to use [ Branching Logic] [DEIEIAATS

Show the field ONLY if...
[monthly_¢ss_g1]="1" or [monthly_css g2] ='0" or [monthly_css_g3]='0"' and [phq9_g1_monthly] ='1'
and|(phg9_g2 monthly] ='1'

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

REDCap

Research Electronic Data Capture



BRANCHING LOGIC (CONT.)- ADVANCED LOGIC

Set up Advanced Branching Logic in Online
Designer cont’d:

1. Conditional logic variables (AND/OR) and
groupings must be manually entered:

o You can use BOTH “AND/OR” conditions within the
same logic

o Example below: If medication types 1 OR2 OR 3
OR 4 are being used AND the frequency is 3 OR 4

o Make sure to use parenthesis to group options
together ([x] OR [x] OR [x]) AND ([x] OR [x])

2. If the logic is valid, a green checkmark will
appear in the lower left corner

5 Add/Edit Branching Logic x

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

Choose method below for the following field: monthly_css_1 - Thank you for being willing to tak...

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

Show the field ONLY if...

[monthly_css_g1]="1"or [monthly_css_g2] = '0' or [monthly_css_g3] = '0' and [phg9_g1_monthly] =1’
and[ghqd g2 monthly) = '1'

¥ Valid Clear logic
arecord: | -- select record -- v

REDCap

Research Electronic Data Capture



BRANCHING LOGIC (CONT.)- BEST PRACTICES

= To ensure variable names are
entered correctly, begin with the
“Drag-N-Drop Logic Builder”, then, if
needed, change to advanced logic

= Make sure you see the green check
mark to ensure your branching logic
is valid

= Test your logic by selecting a record
as shown in the example to the right

5~ Add/Edit Branching Logic

Branching Logic may be employed when fields/questions need to be hidden under certain conditions. If branching logic is defined, the field will
only be visible if the conditions provided are true (i.e. show the field only if...). You may specify those conditions in the text box below for the
Advanced Branching Logic Syntax or by choosing the Drag-N-Drop Logic Builder method, which allows you to build your logic in a much easier
fashion by simply dragging over the options you want. You may switch back and forth between each method 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: follow_up_with_provider - Based on your respon...

¢ Advanced Branching Logic Syntax (How do | use the sdvanced syntax?)

Show the field ONLY if

{[medication_types] = '1" OR [medication_types] = '2' OR [medication_types] = '3' OR [medication_types] =
'4") AND ([medication_frequency] = '3 OR [medication_frequency] = '4)

PweteeiTith a record: | 1- Enroliment (v | True (show field)

REDCa

Research Electronic Data Capture
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Survey Settings
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NEW SURVEY CUSTOMIZATIONS

= Rich Text Editor
" Forego HTML coding
= Hyperlink
= Formatting

= Also available within

forms/surveys in adding
fields

® Survey-Specific Emails

= |ndividual addresses for
individual surveys

= Previously only allowed
for 1 — project settings

Basic Survey Options:

£ survey Title

-| Survey Instructions
(Displayed at top of survey after title)

[ Survey-specific email invitation field
Designote an email field for sending survey
invitations for this survey only [?|

Mew Survey Customizations| |

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

Paragraph B 7 & E

)
Bl ==3 2 -8B %

o
L

Please complete the survey below.
This survey includes:

1. Questions about your health
2. Questions about your job

3. Example

4. Example

Visit the REDCap website for more information: CLICK HERE

4 How to use Piping here

parent_email "Email Address" ¥

Mote: This option will override the project-level email invitation 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-level
email field's value will be used instead.



- e-Consent Framework ) Disabled

—and - — “Archiver enabled ﬂ
. . (O] . i _ P . -
E-CO N S ENT B PDF Auto-Archiver ® Auto-Archiver + e-Consent Framewaork at is the e-Consent Framework?

gy e N SN .ﬁﬁ{ch'val of PDF consent form)
F RAM EWO R K Upon survey completion, a compact PDF copy of the
survey response will be automatically stored in the = e-Consent Framework Options:
project’s File Repository, from which the archived For e-Consent it is sometimes required to include the consenting participant's name
PDFs can be downloaded at any time. {and date of birth in some cases) on the final conzent form as extra documentation

of their identity. Below you may select fields used to capture that info. You may also
enter the current e-Consent version and e-Consent type for this form. The values for

In conjunction with Auto- : ; ion 2 . L
the fields below will be automatically inserted into the footer of the PDF consent

ArChlver on Iy Ifcrr“ that tlhe.aa':i:'::ua nt '.'."!I review at the EI'.'Id the survey, after which that PDF
hard-copy' will be archived in the File Repository. Read more

Patlent cO nfl rmatlon Of I Allow e-Consent responses to be edited by users?

information accu racy e-Consent version: | eg,4
: First name field: first_name "First Name" ¥ in | Enrollment ¥
Provides general framework Lastname field: | lasc_name "Last Name" v|in | Enrollment v
on Iy Mote: If you are using a single field to capture whole name, you may select it for either
first/last name above while leaving the other name field unselected.
Consent must be built in Cptional figlds (these are not always necessary for e-Conzent):
: e-Consent type: Behavioral Hee | e.g., Fediatric
Necessary fields must be Date of birth field: | dob "Date of birth" ¥ |in | Enrollment ¥

built in

Force signature field(s) to be erased if participant clicks Previous Page button while

. P e
Signature process must be on the certification page

. . Select a field below that serves as a signature field in this survey. It could be a free-form text
bu | It N (Wet or typed) field, a signature field, or 8 number field (e.g., to collect a PIN}), and it must be a Required

field. If any fields are selected below, then if the participant gets to the last page of the
survey where it asks them to certify their responses, if they then choose to click the Previous
Page button, it will erase the value of these signature fields, thus forcing them to 'sign’ the

AI IOWS for conse nt field(s) again before completing the survey. If you do not want this behavior, do not select
. . any fields below. You may use up to five signature fields.
versioning log

Signatwre field #1: | electronic_signature "Please pt ¥

+ Select another signature field




E-CONSENT
FRAMEWORK CONT.

Participant Review
Participant Certification

Cannot submit w/o
certification

Allows for correction of
data

Locks/secures consents

Resize font:

=
o

Participant Consent Form

Displayed below is a read-only copy of your survey responses. Please review it and the options at the bottom.

Will you provide your consent to participate in this & Yes -
study?

Date of Permission: 11-07-2019

First Name:

TESTY

Last Name:

TESTER

Email Address:

TESTING@KP.ORG

Phone Mumber:

555-555-5555

11-07-2018 12:38 Version: 1, Type: Behavioral Health projectredeap.org ﬂEDCap"

l______________________________________________________________________|d

#| | certify that all the information in the document above is correct. | understand that clicking 'Submit will
electronically sign the form and that signing this form electronically is the equivalent of signing a physical
~___ document. T

If any information above is not correct, you may click the 'Previous Page' button to go back and correctit.

<< Previous Page Submit




AUTO-ARCHIVER — PDF SURVEY ARCHIVE

Applications

A Alerts & Notifications

B Calendar

B Data Exports, Reports, and Stats
& Data Import Tool - e-Consent Framework ) Disablag

# Data Comparisen Tool _and - @to—Archiver en@

" File Repository L 2

U Auto-Archiver + e-Consent Framework — What is the e-Consent Framewark?
(includes end-of-survey certification & archival of PDF consent form)

IS PDF Auto-Archiver

Upon survey completion, a compact PDF copy of the
survey response will be automatically stored in the

H - U Right: d &% DAG
u P D F S U rvey ArC h IVe [ —er R Anc A : project’s File Repositary, from which the archived

& Customize & Manage Locking/E-sign:

>4 Randomization

B Data Quality

PDFs can be downlooded ot any time.

= Download includes data/signature 1 451 and B AP! Plaveround

[T REDCap M
&0 External M

® Can be used outside of consenting

= Survey storage

‘&% User Files = [ Data Export Files IS PDF Survey Archive & Upload New File

Displayed below are PDF files that have been automatically captured and stored by the PDF Auto-Archiver setting, which has been
enabled by one or more surveys on their Survey Settings page. Only users with 'Full data set’ data export privileges will be able to
download the archived files. Mote: The PDFs below are archived when a participant completes a survey, which means they might be
different from cther downloadable PDFs in the project that are generated on demand using the current data.

Show| 10 ¥ |entries Search

Survey

Completion | Record | Survey Event Identifier [Name, DOB) IP Address Version Type Download

Time
11-07- Patient
2019 3 Morale Enrollment 162.119.3.111 L7
13:26 Questionnaire L
11-07-

Participant Behavioral

2019 Cmseﬁt corm /) Enoliment , 162.119.3.111 1 el oo
12:41 L

Pravious Mext



Updated Applications
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FILE REPOSITORY — DATA EXPORT FILES

Applications

A Alerts & Notifications

B Calendar

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

# Data Comparison Tool

H Logzing

& User Rights and #&% DAGs

u Data EXpO rt F”es & Customize & Manage Locking/E-signaturas

>4 Randomization

B Data Quality :%: User Files | [ Data Export Files PDF Survey Archive = & Upload New File
m  Keeps a log and CSV of all data ECE
REDCap Mobile A
exports for the prOjeCt 5] Externgl I\-ﬂc»clulespp C Filter by: | All Exports/Types v ) Syntax &
Displayi =T Data

= Time/Date/User rportedy: o8

. . . Gsas SAS Statistical Software sag| DATA
= Filtration Options S o o

ap:el‘rJ

Time exported: 11-07-2019 13:28
Exported by:  c244286

y 4

CSV / Microsoft Excel EXCEL
C3y

Rawe



FILE REPOSITORY — UPLOADING USER FILES

23 User Files [ Data Export Files PDF Survey Archive & Upload New File

MOTE: Since Data Access Groups have been created in this project, please be aware that any files manually
uploaded here (i.e. files listed under User Files) will be available to ALL project users, regardless of whether they or
you have been assigned to a Data Access Group or not.

To upload a new file to the repository, in the fields below specify the file on your computer and provide a name/label for the file,

u M a n u a | Fi I e U p | Oa d Then click the "Upload File" button.

© Adding new file

. Sto ra ge i n “ U Se r Fi Ies” Document ‘ No)ember201...sletter.pdf

November |HR REDCap Newsletteri

= Excellent for paper-based NamerLabe

survey/consent/form storage

. . Comomrie [
®  Custom File Naming

|
Down Ioada ble ‘& User Files [ Data Export Files PDF Survey Archive @ Upload New File

NOTE: Since Data Access Groups have been created in this project, please be aware that any files manually

u F I It rat I O n O pt I O n S uploaded here (i.e. filas listed under User Files) will be available to ALL project users, regardless of whether they or

you have been assigned to a Data Access Group or not.

Filter by file type: | ALL ¥ Action

£ November IHR REDCap Newsletter &
File name: November2019_REDCap_Newsletter.pdf o
Date uploaded: 11-07-2019 v x

File size: 118.2 KB



CUSTOMIZE & MANAGE LOCKING/E-SIGNATURES

Applications

A Alerts & Naotifications
[ Calendar
. N o) 3 , 2 d
= User-right specific ~fti e
= Data Comparison Tool & Customize and Manage the Record Locking and E-signature Functionality
O B Logging
Secure forms ®, Ficld Comment Log

=@ Record Locking Customization | & E-signature and Locking Management
& File Repository
° )

®  Consents

& Customize & Manage Locking/E-signaturas ) This medule may be used for custemizing the Record Locking option and E-signature opticn on data collection instruments. The

32 RO settings below are completely optional. Only users with Lock/Unlock user privileges can access this page, and they are the only ones
- who can lock and unlock records for a specific form. If they have the additional privilege, they may lock all forms at once for any
| | ® Data Quality
& APl and [ API Playground given record. By default, any user with Lock/Unlock privileges will be able to see the Lock option at the bottom of the data collection
E T - NTb'I o instrument, although other users will not see this option. Once a form is locked for a record, the form will display (for all users) the
u E S H t t apl Ddl 7 PP time it was locked and the user who locked it, and all fields on the form will be disabled/read-only until someone with Lock/Unlock
- Ign a u re O @ External Modules privileges unlocks the form.

Co nfi rm fo rm Below, you may set the Record Locking option | to be displayed | or not be displayed on any given form, if you wish, by
checking/unchecking the checkboxes on the far left. By default, the Record Locking option will be displayed on all ferms for those
with appropriate rights. You may also provide custom text, if desired, to be displayed for the Lock option by entering it in the text

] Ve rlf Data box and clicking 'Save'. If you have set the option to display the Lock option but have not set any custom text, the following text will
y be displayed by default: Lock this record for this form? If locked, no user will be able to edit this record on this form until someone with Lock/Unlock privileges
Com p | et'on unlocks it. If custom text has been set, it can be edited 7 or removed ¥ at any time by clicking the icons on the right. If nothing is

changed on this page from its original settings, then the Lock option will be displayed on all forms for any user with LocksUnlock
privileges, and will display the default text listed above.

= Verify Data Content

Display the Also display Edit /

Lock option - E-signature Remove

] for thi Data Collection Instrument opti Lock Record Custom Text Cust
Denotes that data forthis option on e
haS bee N IOC ked & @ R R « Any changes made to this form must be accompanied by an SR

. acknowledgement signature by study staff.
authorized

8} Patient Morale Questionnaire

Save



CUSTOMIZE & MANAGE LOCKING/E-SIGNATURES CONT.

Can only be
unlocked by those
with rights

Username/password
required as
“signature’

Will show in record
by instrument

Tracked in logging &
E-Signature and
Locking
Management Tab

Form Status

Complete? Complete v

¥ & Lock Unlock farm

Locked by 244286 (Megan Baldwin) on 11-07-
2019 13:51

¥/ ) E-signature (whatis this?)

Save & Exit Form
- Cancel -

All incoming data forms must be reviewed, locked, and an
authorization signature must be supplied by the PI/PM.

=& Record Locking Customization | & E-signature and Locking Management

E-signature: Username/password verification

Before forms can be locked using an e-signature, you must enter your REDCap
username and password so that they may be validated. After three consecutive
unsuccessful attempts, you will automatically be logged out of REDCap, thus
ending this session.

Username:

Password:

Save

The table below displays all existing records in the project with their status as locked or e-signed for all data collection instruments.
Forms that do net zllow locking (if designated on the Record Locking Customization page) will not be displayed below. If a form has
been designated not to display the e-signature option but still allows locking, then it will display "N/& for that form's e-signature

status. You may use the ‘Actions' links to filter the table in various ways to show or hide rows based on criteria related to its locking
or e-signature status. You may click the "View Record' link to view that record on the data collection instrument, which will openin a

Export all (C5V)

new window. If you would like to export the table as a file in CSV format, simply click the link below.

Actions: SHOW ALL ROWS | Show timestamp /user | Hide timestamp /user | Show locked | Show notlocked |
Show e-signed | Show not e-signed (excludes N/&) | Show both locked and e-signed |
Show neither locked nor e-signed (excludes NfA) | Show locked but not e-signed (excludes N/A)

All Records

Record Event Name Form Mame Locked? E-signed?

11-07-2019 14:00
244286 (Megan Baldwin)

11-07-2019 14:00

1 Enroliment 244286 (Megan Baldwin)

Participant Consent Form

View record

Data Collection Instrument
Enrollment

Participant Consent Form (survey)

Complete ¥

¥ & Lock Unlock form

Locked by c244286 (Megan Baldwin) on 11-07-
2019 14:00

L4 @ E-signature (what is this?)

E-signed by c244286 (Megan Baldwin) on 11-07-
2019 14:00




Survey Dissemination
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PUBLIC SURVEY LINKS

Data Collection [=]

1. To collect data anonymously: £ Survey Distribution Tools
Gpublic surdvey link or build a partic@

@)

Click on ‘Survey Distribution Tools’ on the left
8% Record Status Dashboard

hand menu Under IData CO”ECtIOﬂ’ - View data collection status of all records
B Add/Edit Records
Use the IPUth Survey |_|nk' to CO”eCt - Create new records or edit/view existing ones

anonymous survey data.

&J survey Distribution Tools

o Must be first instrument in first event to utilize - & Public survey Link | 32 participant List | SbSurvey Invitation Log
public link

Using a public survey link is the simplest and fastest way to collect responses for your survey. You may obtain the
survey link below to email it to your participants. Responses will be collected anonymously (unless the survey
contains questions asking for identifying data from the participant). NOTE: Since this method uses a single survey

.
2 F I I l t h ° link for all participants, it allows for the possibility of participants taking the survey multiple times, which may be
° ro I S p a ge yo u Ca n ° necessary in some cases.

@)

@)

To obtain the survey link, copy the URL below and paste it into the body of an email message in your own email
client. Your email recipient(s) can then click the link to begin taking your survey.

Open the public survey link
- Public Survey URL: | htrps://www.redcapihr.org/surveys/?s=YEEYREDRT9 i]
Send yourself an email with the public link _ _ _ L
Link Actions Link Customizations
* Open public survey I </> Get Embed Code I

Access the survey access code or QR code

e Open public survey + ( Log out l

Get an embed COde & Send me URL via emaill

<4 Survey Access Code or 8% QR Code I




PUBLIC SURVEY LINKS (CONT.)

1. You can also obtain an embed
HTML code for your survey
public link

o The HTML in the text box can be
placed within the HTML code of
any webpage.

o It will show up as a link on that
webpage so that anyone can click
the link to take the survey.

2. Survey Distribution Tools

& Public Survey Link | &2 Participant List =SB Survey Invitation Log

Using a public survey link is the simplest and fastest way to collect responses for your survey. You may obtain the
survey link below to email it to your participants. Responses will be collected anonymously (unless the survey
contains questions asking for identifying data from the participant). NOTE: Since this method uses a single survey
link for all participants, it allows for the possibility of participants taking the survey multiple times, which may be
necessary in some cases.

To obtain the survey link, copy the URL below and paste it into the body of an email message in your own email
client. Your email recipient(s) can then click the link to begin taking your survey.

Public Survey URL: | hitps://www.redcapihr.org/surveys/?s=YEEYREDRT9 [

Copy the HTML in the text box below to place it within the HTML code of any webpage. It will show up as a link on
that webpage so that anyone can easily click the link to begin taking your survey.

Embed HTML code <> | <3 href="https://www.redcapihr.org/surveys/?... | | f

Link Actions Link Customizations

e Open public survey ‘ | </> Get Embed Code |-

 Open public survey + @ Log out ‘

¥ Send me URL via email ‘

<% Survey Access Code or && QR Code ‘

REDCap

Research Electronic Data Capture



SURVEY ACCESS CODES

L+ Survey Access Code or S QR Code *®

1. You may choose to use a Survey

Survey title: "Patient Morale Questionnaire”

A Survey Access Code and a QR Code both allow respondents to begin a survey on another computer or device without someone having to email them an
invitation. This is especially useful if the respondent is currently nearby or if you will be sending the survey invitation to a physical mailing address (i.e. 'snail
C C e S S 0 e O r O e mail’). You may click the Print button at the bottom if you wish to print out the instructions for the respondent.
.+ Enter the Survey Access Code 2% Scan the QR Code
M To allow a respondent to begin this survey, have them navigate to the URL below and enter the survey access code. The code is The survey link has been
O e u rvey C Ce S S O e p rov I e S a permanent and will never change. (Note: The web address is the same for all projects and surveys, so you may bookmark the converted into a QR code, which
address on a computer or device to quickly return to it multiple times.) can now be scanned by a device

that has an app capable of

simpler URL and an access code 1160t tis wet v e e

code below is scanned, it should
https://www.redcapihr.org/surveys/ take the respondent directly to

that can be used to access the

2.) Then enter this code:

Su rvey ARCHXPSLF

OR

£ Generate Short Code

O QR CO d e Ca n b e S Ca n n e d e a S i I y by Alternatively, you may generate a shorter, temporary code that will expire after only one use or after one hour has passed.
. . Generate Short Code
mobile devices

o A short code can also be generated

Print for Respondent Close

% Can provide these prior to survey

being sent or as needed hEDcap
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SURVEY PARTICIPANT LIST

‘Participant List’ allows you to send customized 5 asrage Brvey Parmsipants
emails and traCk Who responds to surveys by THG;:::lL:slw\alm.mmunduaullml:uamnllmnnmn-m ot el @nd trachk wh responds 10 your survey S
sending unique links to each participant: e

B Participant List Surney Inwitation Log

. . . Participant List i 00 | Pimitiad munery] “Patiant orale Questionnairs” - Enmclimanl s | P ol oarlickiomts
1. CIICk IIAdd partICIpantS” to add your Dumlmngi'!-.FB B Asd paneipants || 7 Compose Subvy Invitalions | (%] Expeint lrid

. o I Ay T, e e
participants e - - m
e aras haneda] " - = @

2. You can add identifiers for each participant by
enabling the ‘Participant Identifier’ column

Add Emails to Participant List b
Copy and paste your kst of participant emal addresses, one per line

ruth bedoyi@kp org, 101
kp.org, 102

3. After you click on “Add participants”, enter SRS
your participant emails and identifiers in the
po p-up bOX Each parbeipant staning on & i liné

Example #1; john willam:

4. Then click “Add participants” at the bottom of Con 3
the pop-up box

% This is a manual process — cannot use with
automated email list



SURVEY PARTICIPANT LIST (CONT.)

1. Your participants will then appear in
your “Participant List”

. . . . . Paruclpant List belonging to  [Initial survey] "Patient Morale Questionnaire"” Erlmllment_] Remove all participants |
o The identifiers will be listed in the
" o e Displaying [1-8  wv]of 8 Lo Add participants I [ Compose Survey Invitations ‘ (5] Export list |
Participant Identifier” column - E— -
. . Email W@Nwal} Responded? sL"::gﬁg& 5 |ﬂgle1?]1t'gn Link | [fooess
2. You can compose survey invitations OR Code
f h b | k [No email listed] " - _ @ L
rom this page by clicking on T = i o .
“Compose Survey Invitations” INo email isted] s ® g5
- . - @ g
3. Unique survey links can also be megans ek .o = s . ® 88 =
. 1. “ ruth.bedoy+103@kp.org 103 o - @ By | remove
exported by clicking on the “Export P —— - . ) -
list” button if your study or project ruth.bedoy@kp.org 101 s - @ B emow

require study surveys to be sent from
a different platform

o E.g., IVR, Verification website, Outlook

REDCap
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SURVEY PARTICIPANT LIST (CONT.)

1. Participant List can be populated
manually

2. Enable module

3. As emails are populated into that
field, they will show up on your
participant list

« Enable optional modules and customizations

| Enable | @ Repeatable instruments and events [?]
Opticnal Dis & Auto-numbering for records

(T donet | Enable | @ scheduling module {longitudinal anly)
[ Disable | @ Randomization module [?]

Enable | @ Designate an email field for sending survey invitations

| " Additional customizations J

Settings displayed to Administrators only:
[ Enanle | @ Twilio SMS and Voice Call services for surveys [2]

Designate an email field for sending survey invitations x

Choose an use for invitations to survey participants:

parent_email "Email Address:" ¥

You can capture email addresses for sending invitations to your survey participants by designating a field in
your project. If a field is designated for that purpose, then any records in your project that have an emai
address captured for that particular field will have that email address show up as the participant's emai
address in the Participant List (unless an email address has already been entered for that participant in the
Participant List directly).

Using the designated email address field can be especdially valuable when your first data collection instrument
is not enabled as a survey while one or more other instruments have been enabled as surveys. Since emai
addresses can only be entered into the Participant List directly for the first data collection instrument, the
designated email field provides another opportunity to capture the email address of survey participants.

Please be aware that designating an email field means that survey responses can NEVER BE ANONYMOUS
because of the fact that the participant’s email address can be viewed on a data entry form, which means itis
easy to identify the record/response to which the email address belongs.

MNOTE: If the participant's email address has already been captured directly in the Participant List, then that
email address will supersede the value of the email field here when survey invitations are sent to the
participant. Alse, if the email invitation field exists on multiple longitudinal events, on a repeating instrument,
or on a repeating event, the field's value will be syncronized across all instances/events so that changing itin
one location will change the value across all events/instances where the field appears.

Survey-specific email invitation field: While the email invitation field discussed here is a project-level
setting, it is helpful to know that there also exists a survey-level email invitation field option that can be
utilized for particular surveys in the project (whereas the project-level field would be applied to ALL surveys).
A survey-specific email invitation field can be enabled for any given survey, in which you can designate any
email field in your project to use for sending survey invitations for that particular survey. Thus, you can collect
several email addresses (e.g., for a student, a parent, and a teacher) and utilize each email for a different
survey in the project. Then you can send each person an invitation to their own survey, after which all the
survey responses get stored as one single record in the project. See the 'Survey Settings’ page in the Online
Designer for this survey-level setting.

Save Cancel




COMPOSING SURVEY INVITATIONS

1. To compose a survey invitation click on “Compose Survey

I nVitat i O n S” Participant List belonging o  [initial survey] "Patient Morale Questionnaire” - Enrollment ¥ Remove all participants

Displaying|1-14 v |of14 &* Add participants ” & Compose Survey Invitations | [3] Export list
2. Choose when you would like your invitation to go out
= Send a Survey Invitation to Participants x

3. Check the “Re-send invitation” box if you would like o —— baricipant L e
reminders to be sent out \E o ® ow wowa

© When should the emails be sent? ¥ Email (4 selected) Participant Identifier Scheduled? Sent? L=l
® Immediately ¥ 1) megan.a.baldwin@kp.org 102 -
o Reminders are sent to participants who have not responded e e s o en v | | | e abitbinstgong L[ .
10-2019 20:28. - ¥ 1) ruth.bedoy@kp.org 103 @
to the original invitation & Enable reminders @ 2 runoedoyipors .
¥ Re-send invitation as a reminder if participant has not responded by a
o o . . . specified time? (Times below refer to AFTER criginal invitation time.
o You can choose specific reminder delivery times as well as © Send vy Cnteamet] st [ @ v
. ) Send eve days hours minutes
amou nt Of remin d ers © iend at er:act date/time: (9]
- AND -
. Recurrence: | send only once v
4. Compose your message in the “Compose message” box -
& Compose message
H “ ” ol e . . From:  ruth.bedoy@kp.org v
o You can select which “From” email invitations are sent from
To: [All participants selected from Participant List]
. e . . ubject:
5. Choose which participants you would like to send your B
invitation to by checking the corresponding checkbox I B
You may open the survey in your web browser by clicking the lin
below: =7

Send Invitations Cancel



COMPOSING SURVEY INVITATIONS (CONT.)

Participant List belonging to  [initial survey] "Patient Morale Questionnaire" - Enroliment ¥ Remove all participants
. . e )
1. Once d Survey IS Completed’ the partICIpant S Displaying|1-14 ¥ |of14 & Add panicipantsl & Compose Survey Invitations =] Export list
response status will be changed to a green check | paricipat enifer Gotions) o s
Email Record . Responded? Scheduled?  Sent? Link ¢ deand
m a rk Disable : : OR Code
[No email [isted] ¢ - L @ &
o Once a survey is completed, that unique link will no INo emoilsed] ‘ ° B
longer be available o ematitec ‘ © B
[No email listed] " @ Efﬁ
2. If a survey is opened but not completed, the A ’ :(
participant’s response status will be changed to an o emal e " o B
orange check mark D] . @ 8
[No email listed] & & g-if %
o If the survey is partially completed, that unique link will o ematstee - © &
. . 1) megan.a.baldwin@kp.org 101 @ By | remov
Stl” be avallable 2) megan.a.baldwin@kp.org " 102 -
. . . . . 1 ! . &P remave
o Depending on the survey settings, the participant will be 21 :Z:E::Zﬁtiz: ; 12: Cam e w

allowed to start the survey over or pick up from where
they left off

REDCap
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SURVEY INVITATION LOG

The Survey Invitation Log allows you to see
past and future invitations:

£ Survey Distribution Tools

1 . YO u can fi Ite r by ”a I I | nVitatIO n types”, on Iy @ Public Survey Link = &2 Participant List | & Survey Invitation Log ’
“sent” invitations, only “scheduled” invitations,
. . . . _isted below are the survey invitations that have already been sent or have been scheduled to be sent to survey participants in this
or on Iy | nvltat lons t h at ”fa | I e d to sen d ” aroject. For each invitation it displays the participant email, participant identifier (if exists), survey name, and the date/time in which

‘he invitation was (or will be) sent. You may even view the invitation email itself by clicking the icon in the "View Email' column. Please
note that all times below correspond to the time zone "America/Los_Angeles”, in which the current time is 10-10-2019 20:56.

2. You can filter by the exact survey you would like

5 Survey Invitation Log v et Begin time: 10-10-2019 20:56 = End time: (M-D-Y H:M)
1 “” ” in ascending order by time sent M Display | All invitation types ¥ |and | All response statuses ¥
to view, or you may select urveys : Sl : :
View future invitations Display | All surveys M

Display | All ds ¥
Displaying|1-2 ¥ |of2 glactll _ Tecorcs

I f. I I . k o I . I ” 7 Display IMNation reminders?
3 ° TO a p p y I te rs’ C I C A p p y F I te rs Reset E Download log {as seen below) M Delete all selected
" Invitation send time Sl Participant Email REcord FETUEPEITE Survey ELIRE] Respiihded? ;Lr;)rs (if [

4. You can also download the invitation log as a vt dentfer Lk
; © 10-10-2019 20:56 . megan.a.baldwin@kp.org 101 Patient Morale Questionnaire @

CSV flle Enrollment
® 10-10-2019 20:56 7 3 ruth.bedoy@kp.org 104 Feit el O B TIEE -

o Enrollment

5. You can also delete multiple invitations all at
once by clicking on the boxes for select
invitations and selecting the “Delete all

selected” box hEDcap
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SURVEY QUEUE

The Survey Queue displays a list of your P Addnewinstrument

Data Collection | 1= Survey Queue || | survey Logi | ¢ Creste | a new instrument from scratch
surveys to a participant: o e e
1. Surveys can appear in the Survey Queue based instrument name s Bt T
upon certain conditions or logic H———
2. The participant will only see surveys they have
already completed and surveys that they still B Set up Survey Queue 2
n eed to CO m p I ete i n th ei r q u e u e The Survey Queus displays a list of your surveys o 3 participant all on a singla page, in which e guaue compnses all surqays hat ane to be

compseted (ke 3 10-00° k=1) 88 wel as the sunveys thal the parbcipan has akeady completad Tedl me mgre

3. To use the survey queue, activate the survey you
would like to include in the survey queue e |

ALitd

Display survey in the Survey Quaus when... shant?

Patiant Worsis Questionnamns” . Erndliment

appear in the queue based on when other o e
surveys are completed or with logic (==

Enrofimant
4. Choose when you would like the su rvey to V; e ey \ #| \When e Tobowing survey s completed

5. You can also choose for the survey to auto-start Rt o et (oo i ¥
after another survey has been completed save  Cancel




SURVEY INVITATION AUTOMATION

Automated Invitations are another option to survy options:

- = F sun o * i
° . Data Collection i= Survey Queue j ¥ Survey Login Create | a new instrument from scratch
d I St rl b ute S u rveyS : Instruments & survey Notifications | O import .! a new instrument from the official REDCap Shared Library ﬂ
[3] Upload or download Auto Invitations = I 1t Upload | instrument ZIP file from another project/user or external libraries ﬂ

View Enabled as

1 ) CI ic k llA u tO m ate d I nvitatio n SH O n th e S u rvey yo u Instrument name Flelds  ppe survey Instrument actions  Survey-related options

Patient Morale Questionnaire 12 [} Choose action ‘ © Survey settings | | +Automated Invitations |

WO U I d I I ke tO S e n d O U t Month \y Phq9 23 (/] Choose action ‘ @ Survey settings \ + Automated Invitations

& Define Conditions for Automated Survey Invitations (ASI) x®

2. Then click “Set up” in pop up box

Instructions: In this pop-up you may define your conditions for automated survey invitations that will be sent out for the survey (and event, if a
longitudinal project) listed in the Info box below. Tell me more

[Z] Info i STEP 2: Conditions

3. You can compose invitations like in the R Speitycondidons for sendingInvcions:

J When the following survey is completed:
— select a survey — v

participant list and can also set conditions for P ——

From: | ruth.bedoy@kp.org v J When the following logic becomes true:

(select any project user to be the 'Sender)

who the survey is sent to with conditions like o et i et e conditons defmc]

(e.£.. [enroliment_arm_1][age] > 30 and [enroliment_arm_1][sex] = *1)

How do | use special functions?

. Subject: A
those in the survey queue T et ot S 7
Compose | Preview srxl=namel LJ Ensure logic is still true before sending invitation?
Please take this survey. - @® How to use stop logic' to disable an automated invite

. . . . . & STEP 3: When to send invitations AFTER conditions are met
4. Once you compose your invitation, set the

[survey-link] Send on next | - selectday-- v | attime a

o, . .
conditions, and reminders if needed, choose
\’ntuyour\c\:eb browser: o O Send at exact date/time: aa
o" H V24
Active T e L e e S STER,.<f OPTIONAL Enable reminders

url] in the text or else the participant will not have a way to take the survey. () Re-send invitation as a reminder if participant has not responded by a

You may use HTML formatting in the email message:<b> bold. <u> underline, specified time?
<ix italics, <a href="..."> link, etc

5 . Th en Cc I i C k Hsave” # How ta use Plping in the survey invitation -4 STEP 4: Activated?

Activate these automated invitations? In order for automated survey invitations to be
sent using these specified conditions, it must be set ta Active. You may make them Not

% Changes to automation will ONLY apply to NEW — e s
records — recommend no changes in production ) ==




SURVEY BEST PRACTICES

1. Remember, if you use the public survey link, the public survey link has to link to the
first form of your project and that form has to be a survey

2. Depending on your project and the surveys required, test which distribution method
would be best for you

3. If sending automated invitations, make sure to test the logic to ensure invitations are
sent out correctly

4. Test that your survey queue works by answering your survey in multiple ways

5. Test your survey and invitations using different browsers and applications

% Reminder: You can also send surveys to a specific email address from the survey settings dropdown “Survey-specific

email invitation field”
ResealEElectronic DataGpQ p



Calculated Fields
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CALCULATED FIELDS

Calculate values within data forms or surveys:

Edit Field x

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)

1. Select the appropriate equation from the “How do | format , ‘
the equation?” prompt - >

Question Number (optionzl)

Displayed only on the survey page Variable Name (utilized in logic, calcs, and exports)

monthly_css_total_score - EQ,,*;E;;‘E‘;QJE”;E% '.{s
o Note: Calculations can ONLY yield numeric results, not text Field Label B et R e ]

Monthly CSS Total Score

2. For this example, | wanted to calculate the total score of a Required?® o © s
P H Q9 S u rvey I!)t:ees'::ief;:;im;:;lnN\in;rf;l:,jlsnformatlon (e.q., name, SSN, address)?

Custom Alignment | Right / Vertical (RV) v

3. Enter the appropriate variables into the equation

4. You may test the calculation by test-completing a
survey/record, and selecting that record for testing

5. |f REDCap deems the logic valid, a green checkmark will
appear

6. If the logicis not valid, a “Error in Syntax” alert will appear

Calculation Equation How do | format the equation?
sum([monthly_css_g1],[monthly_css_q2],
[monthly_css_q3],[menthly_css_g4],[monthly_css_g5])

Clear calculation

Test calculation with a record: | - selectrecord - v

Action Tags / Field Annotation (optional)
@HIDDEN-SURVEY

Learn about [aYeitAREY or using Field Annotation

Align the position of the field on the page

Field Note (optional)

Small reminder text displayed underneath field

Save Cancel




= Great for real-time calculations
®  Scheduling appointments — Am | within the window?
®  Quick calcs — What was the total score?

= Great for use in one-time calculations
= Total score

= Total weight

CALCULATED

= Total visits

Fl ELDS BEST = Can be used across events/forms
PRACTl C ES = | longitudinal, specify [event_name]

=  Should never be used in automation logic

= Calculated fields within forms are only updated using Data Quality rules (Rule H)
or by entering into that form

= Should never be used in fluid reports

"  Reports that you want to show updated information will show only the LAST
calculated value




Randomization
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RANDOMIZATION BUILD

1. Create an instrument in your longitudinal project for
“Randomization”

Edit 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).

2. Create a “Text Box” field for the date of _ |
. . Field Type: Text Box (Short Text, Number, Date/Time, ..) ¥
ra n d O m I Zat I o n Field Label @ Use the Rich Text Editor El Variable Name (utilized in logic, calcs, and exports)

. _— [ ] Enable auto naming of
Date of Randomization randomization_date ~ variable based upen its

3. Insert the necessary fields

underscores

o Field Label

@) Varlable Name < > Maximum:
Action Tags / Field Annotation (optional) —or-
@TODAY @READONLY
-- select ontology service -- v

o Validation (M-D-Y)

Required?* () No ® Yes
* Prompt if field is blank

o Action Tag/Field Annotation dentifier?  No  Yes

Does the field contain identifying information (e.g., name, SSN, address)?

Learn about altaiUNERY or using Field Annotation

Custom Alignment | Right / Vertical (RV) v

= Important to automate the date to the date of Aignthe postion of thefidanthe e
randomization Field Note cptons)

Small reminder text displayed undemeath field

=  @TODAY will allow today’s date to be automatically
inserted and will not allow the end-user to change
the date during data entry

Save Cancel



RANDOMIZATION BUILD (CONT.)

Create a “Multiple Choice — Radio Button”
field for the treatment arms

Insert the necessary fields
o Field Label
o Variable Name

o Choices
=  Generally Usual Care & Intervention

= |mportant to collaborate with PM/PI on
intervention arms

=  For “Blinded” studies, use numeric values
instead of text values

*  This would mean having an allocation
table where only the biostatistician is
aware of the numeric/text value
correlation

Edit 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: | Multiple Choice - Radio Buttons (Single Answ ¥

Field Label [ Use the Rich Text Editor [2]

Randomized Treatment Arm

Choices (one choice pag line) Copy existing choices
1, Usual Care

2, Intervention

How do | manually code the choices?

Action Tags / Field Annotation (optionz)

Learn about fal¥alWWFE=q or using Field Annotation

Variable Name (utilized in logic, calcs, and exports)

[_] Enable auto naming of
variable based upon its
Field Label?

randomized_treatment_arm

OMLY letters, numbers, and
underscores

How o use  piping

Required?* ( No ® Yes
* Prompt if field is blank

Identifier? @ No O Yes

Does the field contain identifying information (e.q., name, SSN, address)?

Custom Alignment | Right / Vertical (RV) v

Align the position of the field on the page

Field Note (optional)

Small reminder text displayed underneath field

Save Cancel



1

2.

RANDOMIZATION BUILD (CONT.)

. On the “Project Setup” page, ensure the

“Randomization Module” is enabled

After enabling, edit the REDCap Project
Manager’s rights to include Randomization
“setup” privileges

o If this is not enabled, you will not be able to
proceed with randomization setup

o “Dashboard” and “Randomize” privileges are
end-user functions, and these should be
discussed with the PM/PI

Return to the project setting page and
select “Set Up Randomization”

& Enable optional modules and customizations

Enable | @ Repeatable instruments and events

Optiona Dizable | & Auto-numbering for records [z]
I'm done! crretTErrresksallonoitudinal only)
Disable | & Randomization module

Enapre ield for sending survey invitations

& Additional customizations

Settings displayed to Administrators only:

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

>3 Set up a randomization model

The randomization module will help you implement a defined randomization madel within
' randomize your subjects (i.e. records in your project).

Go to | Set up randomization

Other privileges:

227 Manage Survey
Participants
Y Calendar

= Data Import Tool
[ Data Comparison Tool
1=/ Logging

- FileR

T
58 Randomization ¥ Setup
What is randomization?
| Dashboard
¥/ Randomize E D
: 2 & edt ruies c E.

Research Electronic Data Capture

Execute rules
AP Export
APl Import/Update




RANDOMIZATION BUILD (CONT.)

You will be redirected to the Randomization Setup page

Make the appropriate selections based on discussion with
your PM/PI for stratified randomization or randomization by
group/site

Select the dropdown on the left for “Choose Your
Randomization Field”

Select the “Field Name” designated in your randomization
instrument, in the field for treatment arm designation

Select the dropdown menu on the right under “Choose Your
Randomization Field”

Select the appropriate event where randomization
instrument is categorized

Select “Save Randomization Model”

at Randomization

Randomaation is a procoss that assgns pancipanta/subjects by chanca (rather than by chos) inke Speoibt groups, typsoally tor clncal
rasaanch and chnical inals. The randomization modube n REC:=Cap wil halp you implemant a delned randorszabon modal withen your
profoc, alkeing Fou B fandomize your Subpces (Lb. ecords @ your project). In this modde. you fest defing the randomization modael with
vanous parenaiers. Based on the defned paramaters, the module creaies a lemplate alloraion table, wiech you can use o struciune tha
randomizabion tabls you will import. Tha modide aiso manors. the ovedall alio:ation prograss and assignment of randomazed

subjects. Node: It is recommaended that only pedpha sith sxpenonce i randomizabon set up the Randomazabon module. Moe delaily

Sawp  Dashboard

STEF 1: Deline your randomizmion madel

This stp will alliew o 1 ek tha randemeabon modal you wil ba implamentng and &l is parematens, wheh
includas defning srata (if apphe abie) and optionally randomizing submels par groupdsie (f & mult-ste study)

A} Use sirokified randomization?
It in often necessary In ensurs squal irestmant among a numier of facions. Siratified randoemization i the
S0lulion 10 achedrs Balante within one or Mo subgroups, such as gonder, race, diabebics/non-dabetes, s By
checsing atrala (mullipls choics crtesia fiakdg), you may Fen b abls 1 s balancs within thass
SUDGPOUPS. Tal rg mory

B} Randamins by grouplsite?
IF B i @ ruti-cansedireull-Rile profect (oF somsthing srmlar). yeu may want 1o sirstdy the randamization by
ach groupste. You can sHacl an mosbing muliple choos held that represents the groups'sies, OR O LN USe
D Accass Groups o steatify By groupfute

) Chetsisien yeais randomitation feld
Thes is the feld where the allocaled randomizaton (freatrment) growp will be saved and siored, and is where the

Fefideitara Batlon will Appdde o youf Sala £obeelinn Rafm £
| - sdnct & el - * | for| Erenliment =

- nedact @ Sald -
] athree iy {Ethese iy |

race (Fata)

wax (Gancder]

given_bird [Has the pateat given birth balors?)
31 tialysis_unit_phone (Confirmed 7)

- subijec]_comments (Canfimed )
i i, 1]
prag1 [On average, how many pills did you taie each day last weok?) I use these exact

" prad (Umng the handout, which el of dependence do yod feal you are currantly atF) I
1 preagd (Wendd oy b wilbeg 1o disSuid your AxpRrsatEs with A paychiatnil ) |
prigd (How cpen are you bo furiher lesting ™)
virws {Blood draw shift?)
witrwT (Bl didn Byl
vl Ll of LA Aoty §
virw (Fasent scheduled for future draws?)
wabd {narvausT)
b2 {wiemad?)
c1 vobd -j::weo‘::-



RANDOMIZATION BUILD (CONT.)

1.

Step 2 allows you to download a sample allocation table
o However, this should be used only for practice/testing

o Your project biostatistician should provide you with an official allocation
table

In Step 3, click “Choose File” to locate an official or practice allocation table

o Note: A project should NOT be moved into production with a practice
allocation table in place

Once the appropriate file is selected, click “Upload File”

Once your file is successfully uploaded, you will see a green checkmark
appear

You may delete your allocation table by selecting “Delete Allocation Table?”

You may download and view your allocation table by selecting “Download
Table”

To start the process over, select “Erase Randomization Model” in Step 1

STEP 2: Download template allocation tables (as Excel/CSV files)

Below are some example files that you may download to get a general idea for how you may structure your own
randomization table. You do not have to use any of these. In fact, we recommend that you NOT use these exact
templates but instead recommend that you merely use them as an example or baseline to start from in order to
create your own custom allocation file. After uploading your allocation table in Step 3 below, it will then be used as a
lockup table to perform assignments when subjects are being randomized. NOTE: Record names (e.g., study ID)
should NOT be included as a column in your allocation table, but only the fields listed in the example files

below. More details

Example #1 (basic) | | Example #2 (all possible combos) | | Example #3 (5x all possible combos) |

STEP 3: Upload your allocation table (CSV file)

Once you have created your custom allocation table as a CSV file and made sure that you kept the format
prescribed in the template files from Step 2 above, you may now upload the file below. It will be checked for any
possible errors first before it is accepted and stored in REDCap. Please note that you will need to create two
different allocation tables: one to be used for testing while your project is in development status and the other for
use when in production status. Below are some important reminders before you begin uploading your allocation
tables.

Reminders:
= Once your projectis in preduction status, the allocation tables will become locked and unmodifiable.
+ Be sure to include mere assignments in your allocation table than you think you will need (to accommodate
possible drop-out and drop-in of subjects).
» Record names (e.g., study ID) should NOT be included as a column in your allocation table, but only the fields
listed in the example files from Step 2 above.

v

Already
uploaded

Upload allocation table (CSV file) for use in DEVELOPMENT status

Delete allocation table? | Download table

tion table (CSV file) for use in PRODUCTION status

file chosen

Choose File
Upload File

Not
uploaded
yat




RANDOMIZATION BUILD (CONT.)

= Randomization Instrument

1. Add a record to test your randomization instrument © g new Sty 101

Event Name: Enrollment

Study ID
Date of Randomization

2. You will now see a “Randomize” button on the form

M o e V24 Form Status
3. Click “Randomize Comptote?

Lock this record for this form?
If locked

ser will be able to edit this recerd on this form until someone with Locki/Unlock
unlocks it.

4. A pop-up box will appear, to proceed with R S
randomization, click “Randomize”

C
IL:l
-
)
2]
=

=% Randomizing Study ID "1" ®

5. An additional pop-up box will appear indicating a
successful randomization and displaying the assigned
tre atment arm for that p a rtlcip a nt DRrFIr é':?fﬁﬁﬁ%?iﬁ!’i%‘é”&? gﬁé?ﬁ%ﬂﬁgﬁ?;&i&ﬁi ?:;?L%HcglnbstjﬂgomIzmg R e

6. Steps 2-5 should be used by End-Users when
ra ndom iZi ng 5% Randomizing Study ID 1" »®

Eelow you may perform randomization for Study ID "1" on the field Randomized Treatment Arm
(randomized_treatment_arm).

Study ID "1" was randomized for the field "Randomized Treatment Arm"”
and assigned the value "Intervention” (2).

o Note: When moving your project into production, all test
randomizations will be erased

Close

Research Electronic Data Capture N




Reports

eeeeeeeeeeeeeeeeeeeeeeeeeeeee



BASIC REPORT OVERVIEW

QEEliceions =l Data Exports, Reports, and Stats EiVIDEO: How |

H H A Alerts & Natificati
1 . TO b u I I d a b a S I C re O rt (=] ‘ th' B + Create New Repo E* My Reports & Exports §ther Export Options
’
< stats >

[ Data Exports, Reports, and

L ™
C I I C k O n “ D a ta E X O rt S -8 DataTmport rool This module allows you to easily view reports of your data, inspect plots and descriptive
) # Data Comparisen Tool data to Microsoft Excel, SAS, Stata, R, or SPSS for analysis (if you have such privileges). If

B Logging view it as a report, then Report A is the best and quickest way. However, if you want to v
) ) instruments (or events) on the fly, then Report B is the best choice. You may also create
R e p O rt S a n d Sta t S # Field Comment Log such privileges) in which you can filter the report to specific fields, records, or events usi
7 & File Repository you get the exact data you want. Once you have created a report, you may view it asa w
& User Rights and & DAGs format (Excel, SAS, Stata, SPSS, R), or view the plots and descriptive statistics for that rep
" 2 & Customize & Manage Locking/E-signatures
L
> Randomization My Reports & Exports
2. Click “Create New Report ooz
E APl and B API Playground Report name View/Export Options
[ REDCap Mabile App
& External Modules A All data (all records and fields) Q view Report | Export Data
My Reports & Exports
Report name View/Export Options Management Options Repor: 1D @

[auto-generated)

A4 All data (all records and figlds) Q, View Report I B Export Dats I 1 Srars & Charts

Selected instruments and/or events N )
E & Make custom selections J
(all records)

1 Medication Use of 310 Pills- Moderate Q, View Report I M Export Dats I 14 Stats & Charts I # Edit | | (@ Copy | | X Delete | 678
Dependence

2  Qutreach #2 Due- Ruth Q, View Report I Exporl: Data I |t Seats & Charts I & Edit J 1] Copy ] X Delete J 679 h E D c
| + Create New Report | D EI p
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BASIC REPORT OVERVIEW

1.

2.

3.

4.

Insert the name of the report
and the variables you would like
the report to display

Filter results by selecting
“Filters” and assign required
values

Tailor User Access to ONLY those
that should view this data

For simple viewing, recommend
combining checkbox options!

@un: 1=t Survey Complete >

Description [optional):

STEP 1

&t User Access: Choose who can edit and view this report
@ View Access: Choose who sees this report on their lefi-hand project menu [7]

* All users -OR- Custom user access (Choose specilic users, roles, or data scoess proups who will have sccess

[# Edit Access: Choose whao can edit, copy. or delete this report (requires user to have 'Add/Edit/Organize Reports’ privileges)

= All users -OR- Custom user access (Choose spedilic users, roles, or dala steess proups wik will have sceess
STEP 2
qmlds to include in report + Quick Add -’\ﬂ@luled FSTUMENE | chosos instrement v
Field 1 ER A R = nstrurnent: Patient Morale Questionnaire

Field 2 demographics_complete "Complete? “hd
Field 3 -- zelect a field — i

nslrurnent: Demographics

@ Additional report options (optional)
Include the Data Access Group name for each recerd (if record is in a group)?
Include the survey identifier field and survey timestamp field(s)?

Combine checkbaox options into single column of anly the checked-off options (will be farmatted as a text field when exported
1o statE packages)

STEP 3

Qm data for all events for each record returned [2| )

@ How to use filters and AND/OR logic

Y Filters (optional) Operator / Value
demographics_complete "Complete ' || &6 = ¥ | Complete v
Filter 1 FEp = & F J & 4
in | Allevents v
AND W
- zelect 3 field - Y || =D AJ
Filter 2 J

in | Allevents v



BASIC REPORT OVERVIEW (CONT.)

1. You may filter further by selecting an event I

& Filters {optional) Cperator £ YValue
demographics_complets “Compleer | w | Lot - bl B = L
name x
I Al Eeins |
ARy |

- amloct & fisid — | | )

m Live filters are useful for longitudinal projects e

me Switch format: Wge achranced logic

& randomized arms - RO L S

Filles By svent E‘zlmfm

(LS

= Filter in real time

4+ Liwe Filters (optional) L FHTETS £ T ey B s ETv w1 T i sy M s g (08 61 Feal Dowee Clvdy rrms® i
choecn Ty canm wused an L Fiitmrn Lan we and Dena Acomey Groul o
kbve Filver 1 salern @ Tl |

2. Results can be organized in an ascending or R P -
. . . Live Filter 3 — mmloct @ fiwid — |
descending fashion by variable name

STEF &
4| Grder the Results (opional)
Flrst by ARy bl “SEusiy 10 | | ascanding arder ||

3. Make sure to click “Save Report” before exiting S SR

the page _ S
4. Next, you will see a pop-up box allowing you to

view your report, continue editing your other
reports, or continue editing the report you just

com p | eted View report Return to My Reports & Exports Continue editing report

" Your report has been saved! »

The report named "1st Survey Complete” has been successfully saved.




BASIC REPORT OVERVIEW (CONT.)

TEST Project

When viewing your report, you will see
several options along the top including Stats
& Charts, Export Report, Print Page, and Edit

Report:

1. To Export your report, click “Export Report”

2. You can export your report in whatever fashion
your data analyst would like to review data, for
the purposes of basic training, we will review
exportation into a CSV file

3. Select “CSV/Microsoft Excel” Labels or Raw
Data

4. Click the “Export Data” button

Daita Exports, Reports, and Stats

v Creaie New Bepord i My Bmporis & Exporty

Mumier af revodis reberned. 1
Tt meamisar of recorrs qeriedt 1

15t Survey Complete

Sdy 10 [ vt Waams Coingleia T

i

He R s L]

I A Fmpmerd iy “ Py WeesdBoeen i Bailineg ™

- haans sapars forman

Lg RN ¢ i rama g [ sed e Sl
LQ NN W el o (e
= R G sl ‘Ueware

DB ny Wil i e
lﬁ' 4 Sl S Fremen

[ L e T e ]

i MIZEC: How 13 1o Date Eapoess, Seponss ol Sty

¢ Other Expert Dpbam i Virm Aiport: 18 Durvey DTo=gels

iy Sews b Omarts || EspeetBogert || 4o v Fage " Bt Ry

1




BASIC REPORT OVERVIEW (CONT.)

+ Data export was successful! ®

o . The data export was successful, and your data is now ready to be downloaded. Click the download icon(s) below on the
1 ‘ I I C k t h e EXC e I ‘ SV I CO n a n d t h e right to download your data file. If exporting to a specific statistical analysis package, you will additionally need to download
° the syntax file that is provided for that stats package. For more details, follow the instructions in the box below.
Citation Notice

L] L]
re O rt W I I I b e I n to d OW n | O a d Flease cite the REDCap project when publishing manuscripts (citation information and template methods language
are @vailable here).

CSV / Microsoft Excel (labels) Click icon(s) to download:

2. Click on the download to open - et S——

format, which can be opened in Excel. You have the choice of

downloading the data either with the full headers and answer labeg| }
just with the answer codes (i.e. raw data). A

NOTE: If you are using a version of Microsoft Excel prior to Excel 2007,

3. Save the report as necessary to P i o hepi oo s e o

opened.

your device : ‘ :

4. Click “Close” when finished
‘ Reports &* Edit reports

5. To access/edit existing reports, 2 Outeatn Call Atampl#1 Due
3 Qutreach Call Attempt#2 Due

click on the desired report under & Oureach Call Atempt#2 Due
£ Pending Baseline Visit
the “Reports” header on the left

side of the screen %’EDCap

Research Electronic Data Capture




BASIC REPORT OVERVIEW (CONT.)

Reports Q,Search f Edit (=

1) No Self-identifying Nodules On Website

Reports can be organized into folders -

1) Recruitment Email
2) Recruitment Email Reminder

1. In the left hand column, click on BRaffespue
“Organize” next to “Reports”

2) Follow up Raffle Due

& Report Folders

Report Folders are a way to organize your reports by putting them into groups. You may create new folders below and then assign reports to

2. Step 1: Create folders you need

folder.

3. Step 2: Assign reports to the —

Recruitment Outreach

folders you created o st

Study Status
UC Davis

4. Click “Close” to finish e

them on the right. A report can be assigned to multiple folders at the same time. To reorder your folders, you can drag and drop them in the
left-hand table. Note: All users in this project will be able to see the folders so long as they have 'View Access' to at least one report in the

‘ STEP 2: Assign Your Reports To Folders

Recruitment Outreach ¥ | '/ Hide reports already assigned

New Folder

AN A

Add

X X X X X X

Select reports below to add to this folder
Enrolled Participants

UC Davis Survey Import List
Completed Baseline
Recruitment Email
Recruitment Email Reminder
Baseline Raffle Due

Baseline Raffle 1

Baseline Raffle 2

Baseline Raffle 3

Baseline Raffle 4

Baseline Raffle 5

Baseline Raffle 6

Close



ADVANCED REPORTS

Additional filtering using Advanced Logic may be used for
more complex reporting requirements:

1.

To begin using advanced logic, you can either enter filters into
each row or go straight to using advanced logic

Click “Use Advanced Logic”

o Note: Filters may not be changed back from advanced to simple
logic

After previewing your logic, click “Convert” to proceed
To return to simple logic, click “Use Simple Logic”
o Note: This will erase your advanced logic

Additional information regarding filters and logic may be found
by clicking “How to Use Filters AND/OR Logic”

STERP 2
# Show data for all events for sach record returned

&0 How 1o use Biters and ANDIOR kg

&/ Filters (optional) Operator | Value

¥ s = L]
Filsar 1
n Al events

F-. mn:hm@

“F Additienal Filters (optional)
Filter by swent(s): i’;'.‘l“'-“"’ 2

(RBcois beionging only io ALL selecSons below will Bppear in e eeport)

Vil 1
Duoae 2
Visl I
Do )

Convert filters to advanced logic format? ®
IF wou eomveet your gambing regort hiers 30 1the advanced g fomeal. please
nobe el they CANNOT BE CONVERTED BACK TO THERR DRIGIMAL
FORMAT sherwand as separale helds Do ypou shil wish 10 corrven 10 advanged
loges formal?

Proview of logic after comversion:

(ipmql] = "17) ARD ([pmag2] = "37)

‘ Convedt [ Cancel |

Erass advanced filber loglc? =

I it iz Baek i s thi Sampbs legee tamman, plairss Aot That Sincs the
ataandid THaer g cannol b comvaiind inks sespls tarman. YOU WILL LOSE
WOLUR ATRVRKNCED LOGIC. Do you asll wiih 15 saiich back i semgle log:
Farrmat?

‘ Erase g and sanch io Simpke format Cancel




ADVANCED REPORTS (CONT)

. . Advanced filer logic: [=.g., fsged > 30 and fgended = *17 M
Special functions may be used to perform (lpmat] = 1) AND ([pma2] = ¥

tasks such as date calculations, value

summation, and conditional values: e ey T

1. Click “How Do | Use Special Functions” to
access additional information for these
advanced logic equations

Alert X

One of mone fields are nol referenced by evenl. Since this i a longstudinal
progecd, you misl specify the whgque event name when referencang a held in the
Iogic. For example, insbead of using [age]. you must use [enmolment_arm)
[aga], assuming that enroliment_am 1 is a vald unique event name in your
progecl ou can find a st of all your project’s unspoe edent nameas on the Defne
My Evenls page

2. Advanced logic must be entered manually

o Note: For longitudinal projects, event names
must precede variable names

Close

%’EDCap
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ADVANCED REPORTS (CONT)

Live filters allow you to filter report
results in real time on the “View
Report” page:

1.

Select the dropdown menu of the
variable you would like to search and
select the desired search value

)

% Hint — Especially useful when:

)

+» Randomized arms

)

< Longitudinal/multiple events

i Live Filters (optional) Live Fillers can be selected on the repor page for dynamicaly fiiering datn in rewl Sme, Only multiple
thoice Tisics can be used & Live Filers (85 well 8 Events, # iongdudingl, and Dale Aconss Geoups. o amy
e ]

Live Filter 1 pmag2 “Using the handout. which level o
Live Filter 2 pmgl "On average, how many plls didy

Live Filter 3 :.|_:|al:rm]_.mnralq_qL.msuc-nnaua_tompll_gl: v |

Numibser of results resumed: 2 il Sais & Craets o Expurs Ragort | | o2 Pring Page
Tolal rasmbar of regords quened. §

Medication Use of 5-10 Pills- Moderate Dependance

£ Aeport

Study 1D Eves M i averape, how many gl did pou take cach day last meek®  Using the hesdout which level ol degendesse do o beel pou are corrently st d
1 Eresiment 5-50 {15 1430
i Erepdimend 5-a0 {1} 3 {3}

REDCap
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ADVANCED REPORTS (CONT)) —

DATE DIFFERENTIALS

Date Differentials are a popular “special function” in reporting:

o Date differentials are useful when calculating the due date or timeframe for an event

1. Using the Advanced Filter Logic, enter the template for date differential calculations
o datediff ([datel], [date2], "units", returnSignedValue)

o Inalongitudinal project, make sure to designate an event name before the variable name “enrollment_arm_1”

2. Inthis example, we are building a report to query participants due for their 2nd outreach attempt by a specific study member
o  We would first filter by the study coordinator “assigned sc_1” = “2”

o Secondly, we would filter by the date the second outreach is due, in this case, 14 days (>=14) after the first outreach attempt “call_date_1"

3. When logic is deemed “valid” by REDCap, a green checkmark and “Valid” will appear

STEP 3

¥/ Show data for all events for each record returned 2|

& Filters (optional)

Advanced filter logic: (e.g., [age] > 20 and [gender] = "17) How do | use special functions?
([enrollment_arm_1][assigned_sc_1] ="2") AND datediffi[enroliment_arm_1][call_date_1] "today” "d" "mdy")==14
Expand

= Switch format: Use simple logic (choose fields from list)




ADVANCED REPORTS (CONT)) —

DATE DIFFERENTIALS

Date Differentials Explored...

= Calculating Days/Months BEFORE an Event

=  Example — we want to send out a survey at least 90 days BEFORE a patient gives birth
= “today” should precede event/variable names

= Datediff(“today”, [patient_inform_arm_1][estimated_due_date], “d”, “true”) > 89

= Calculating Days/Months AFTER an Event

= Example — we want to send out a baseline survey 2 days AFTER a patient has consented

= “today” should follow event/variable names

= Datediff([consent_inform][date_of consent], “today”, “d”, “true”) > 1
= Notice that dates are >89 and >2 — because >89 =90and >1 =2
= Recommend that for surveys w/ reminders — use >, not =

= “True” gives an actual value, not an absolute value - absolute value will always be positive number



Additional Helpful
Features
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PLUG IN - AUTONOTIFY

1. Under “Project Setup”, add a project bookmark

2. Enter a label for your link
1. Ex. PHQ9 Scores
3. Enter the appropriate “Link URL/Destination”

1. External REDCap: https://www.kpredcapihr.org/plugins/autonotify/

2. Internal REDCap: http://kpco-ihr-4/redcap/plugins/autonotify/

3. DMZREDCap: TBD
4. Select the link type of “Simple Link”
5. Designate user access
6. For email notifications of a specific event, select “Opens in New Window”
7. Toinclude record or project ID information to the end of the URL, check the boxes

8. Click “Add” when finished or ready to add another bookmark


https://www.kpredcapihr.org/plugins/autonotify/
http://kpco-ihr-4/redcap/plugins/autonotify/

Click your new bookmark under “Project Bookmarks” on the left side of your home screen

The screen to the right will appear
Enter the title of your trigger

Enter the conditional logic
1. Note: This is advanced logic that must be entered manually

2. Note: Logic can be set up for each survey in the project WITHOUT using preceding event names
To add additional triggers, click “Add Another Trigger”

To test your logic, create a test record matching the trigger conditions and click “Test”

If the logic is correct, a green checkmark will appear

Configure the email that will be sent out in the event of a trigger

1. Email subject lines should NOT contain PHI; these are not secure emails

Click “Save Configuration”



AUTONOTIFY
(CONT,)

The “REDCap
AutoNotification Alert”
email will automatically
include:

Project Name
Event Name
Instrument Name
Record ID

Date/Time of survey
completion

REDCap AutoNotification Alert

Title PHQ-9 Score >=15
Project 4
Event 3month_followup_pp_arm_2
Instrument alma_paricipant_3month_followup_survey
Fecord 13
Date/Time  2019-10-11 15:14:10
Message Please see information above o determine follow-up, if needed.

View Record Tao view this record, visit this link:
' ' hitps.fhwww kpredcapihr.orgfredcap v8.1 4/DataEntryirecord home php?pid=461&id=13




SMART VARIABLES

®=  Smart Variables allow you to reference information other than data fields.

®=  Smart Variables are context-aware and thus adapt to many different situations in which they can know who the

current user is, what event is currently being viewed, whether or not an instrument is being viewed as a survey
or data entry form, etc.

®  Smart Variables are dynamic because they adapt to the current context in which they are used.

®=  Smart Variables are easily distinguishable from field variable names because Smart Variables will have dashes and
colons whereas field variable names cannot.

®  Smart Variables can be used:
®  On their own - e.g., [record-dag-name]
®= |n conjunction with field variables - e.g., [previous-event-name][weight _measurement]

® |n conjunction with other Smart Variables - e.g., [previous-event-name][survey-url:prescreening_survey]



SMART VARIABLES (CONT)

Smart variables can be used in many places throughout REDCap.
For classic projects, a variable can be used on its own, it will simply be [variable]

For longitudinal projects, you need to specify that field variable for a specific event (for longitudinal projects), you
must prepend the unique event name - e.g., [event][variable].

If you are referencing a specific repeating instance of the field, you append (not prepend) the repeat instance
number in brackets - e.g., [variable][2], in which the format is the same for both repeating instruments and
repeating events. If you are referencing the second instance of a repeating event, for example, you would use the
format [event][variable][2]. If you are wanting to determine if a certain option for a checkbox field is checked or
not, you may include the checkbox option value inside parentheses which follow the variable name inside the
brackets - e.g., [my_checkbox(4)]. All these components can be used together, if needed, such as if you want to
reference checkbox option 3 that exists on the fifth instance of a repeating instrument on 'Event 1' - e.g.,

[event_1 arm_1][my_checkbox(3)][5].Field notation and Smart Variables can be used for...Calculated fields - using
mathematical operations to calculate a numerical result



SMART VARIABLES (CONT)

= Conditional logic - includes branching logic, advanced filters for reports, and logic for Survey Queue, Data Quality
rules, Custom Record Status Dashboards, and Automated Survey Invitations

=  Piping - using field notation to insert values into labels on a survey/form or inside a survey invitation

= NOTE: While Smart Variables can be utilized in Data Quality rule logic, in many cases they will cause Data Quality
rules to take much longer to complete.

=  ADMINISTRATOR NOTE: Since you are a REDCap administrator, please be advised that you may also use Smart
Variables inside the query of a dynamic SQL Field that is displayed on a survey or data entry form. You may see
the SQL Field instructional popup in the Online Designer for tips on how to do this.



ALERTS &
NOTIFICATIONS

Triggering Events
Form save status
Conditional logic
Both

Alert Schedule
Customizable
Multiple firings

Message Settings
CC/BCC
Piping — PHI

Attachments

Send error notification

Alert Expiration

Applications =]
@& 2lerts & Notifications >
[® Calendar

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

# Data Comparison Tool

B Logging

®, Field Comment Log

& File Repository

A Alerts & Notifications

The Alerts & Motifications feature allows you to construct alerts and send customized email netifications. These notifications may be sent to one or
more recipients and can be triggered or scheduled when a form/survey is saved and/or based on conditional logic whenever data is saved or
imported. When adding/editing an alert, you will need to 1) set how the alert gets triggered, 2) define when the notification should be sent (including
how many times), and 3) specify the recipient, sender, message text, and other sattings for the notification. For the message, you may utilize
customized options such as rich text, the piping of field variables {(including Smart Variables), and uploading multiple file attachments. Learn more

A My Alerts B Notification Log

‘ =+ Add New Alert '

) Show deactivated alerts

Create new alert

You may define the settings for your alert in Steps 1-3 below. After clicking the Save butten at the bottom, your alert will
immediately become active and may be triggered at any time thereafter, If you would like to remove or stop using an alert, it

may be deactivated at any time. You may modify an existing alert at any time, even after some notifications have already been
sent or scheduled.

Title of this alert:




ALERTS &
NOTIFICATIONS CONT.

Pipe in Record/Study ID

Does not take you straight to
record

Alerts to Participants
Reminder
Invitation
Alerts to Staff
High Scores
Reminders
Grant Submission Form
Recipien
Email field vs. specific address

Multiple Addresses

ol STEP 1: Triggering the Alert

How will this alert be triggered? ) When a record is saved on a specific form/survey*
) When a record is saved on a specific form/survey with conditional logic*
'® Using conditional logic during a data import or data entry

Trigger the alert...

when the following logic becomes true:

G Q—:onthlx_thg_total 1 5>

{e.g., [enrallment_arm_1][age] > 30 and [enroliment_arm_1][sex] = "1") ®) How to use 'stop logic' to disable & scheduled alert
|#| Ensure logic is still true before sending notification? 2] e
Email From:

; ) . . ; ; . . R lock2live@kp.or v
* The alert will not be re-triggered if the form/survey is saved again, unless itis set to send "Every time” in * must provide value @kp.ore

(D STEP 2: Set the Alert Schedule Email To: [ Survey Participant |

* must provide value

When to send the alert? ® sand immediately Or manually enter emails:
() Send on next | Day v | attime
! Send after |apse of time: days hou Email CC: | # [enrollment_arm_1][parent_email] "Email Address:" (Enrollment) | |
) Send at exact date/time: | Or manually enter emails
Send it how many times? () Just once (once per event)
Email BCC: | » megan.a.baldwin@kp.org | |

® Multiple times: Send every 1 || hours v

Or manually enter emails:

Email o d il-
et oéen emat lock2live@kp.org v
failure errors:

Subject: Elevated PHQO Score

* must provide value

Message: Paragraph B 7
* must provide value
i

> o
1]
1]
[l
(]
LY
4

|=
=
A
¢
I;.|

|##| Prevent piping of data

for Identifier fields [7 KPCO Study ID:[information_arm_1][study_id], assigned

to [infermation_arm_1][assigned_staff_member], submitted a survey
with a PHQ9 item 9 score >0. Please cutreach per the safety protocol.

In the subject or message, you may use Ll [8] Smart Variables

& Add attachments



Questions?
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