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Proficient - Survey Settings

Enable Survey

You can enable any instrument as a survey and then collect data for that instrument from survey respondents. The
only difference between an instrument and a survey is who will be entering the data: project users, survey

participants, or both.

For surveys, you may utilise a Participant List for emailing your recipients and to track who has taken your survey(s).
And if your first data collection is enabled as a survey, then you may use a public survey link, which is a single link

that can be emailed to all participants or even posted on a website.

* Go to Project Setup

| A Project Home I :=Project Setup | Wl Other Functionality = ¢ Project Revision History

* In the top box Main Project Settings click Enable Use surveys in this project?

Main project settings

Disable | @ Use surveys in this project? [?] % VIDEO: How to create and manage a survey

Enable | @ Use longitudinal data collection with defined events? [?]

I'm done! |
Modify project title, purpose, etc.

» Next click on Online Designer

Design your data collection instruments & enable your surveys

Add or edit fields on your data collection instruments (survey and forms). This may be done by

either using the Online Designer (online method) or by uploading a Data Dictionary (offline

method). You may then enable your instruments to be used as surveys in the Online Designer.
I'm done! | Quick links: Download PDF of all instruments OR Download the current Data Dictionary

Go to _5:_'3 Online Designer jor @ Data Dictionary

You may also browse for pre-built data collection instruments in the | REDCap Shared Library |

Have you checked the Check For Identifiers page to ensure all identifier fields have been tagged?

» Select Enable for the forms you want to use as surveys.
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Survey Settings

Once you enable your data collection instrument as a survey, the “Survey Settings” page will appear.

You can make changes to Survey Settings at any time. To get to the Survey Settings click on the Designer
link on the left-hand navigation bar under Project Home and Design.

Survey Status
A survey can be Active (online) or Inactive (offline). The default setting is online

#" Modify survey settings for data collection instrument "Screening Survey" Cancel

Survey Status © | Survey Active v

Survey Active s will not be able take the survey.
Survey Offline

Basic Survey Options in Survey Settings

Survey Title: The default survey title is the name of the instrument. However, your survey title does not
have to be the same name as your instrument. You can change the title here in Survey Settings.

Survey Instructions: Enter any instructions you wish to give to the participant. The default instructions
are “Please complete the survey below. Thank You!” Oftentimes it is helpful to include a contact email
address if the person has questions or the deadline by when you need them to complete the survey.

&) Set up my survey for data collection instrument "Demographics” | Cancel
Basic Survey Options:
L Survey Title Demographics
Title to be displayed to participants at the top of the survey page
Survey Instructions

(Displayed at top of survey after title) Pleasacomplata tharsiinmy bélov:
Thank you!
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Survey Design Options
Logo: Click the Choose File icon and add a logo.

Size of survey text: Use the drop down and select Normal, Large or Very Large.

Font of survey text: Use the drop down and select the font family you would like to use.
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Survey Theme: Use the drop down to select a saved survey theme, including a CMH survey theme.
Otherwise you may click Customize and change the color of your backgrounds, fonts and buttons. If you
would like to use the same color choices at a later date, click the Save custom theme icon.

Survey Design Options:

W Logo Add new logo:
(Optional: display an image above the Choose File | No file chosen
survey titie) o~

Images wider than 600 pixels will be downsized to fit page.)

If using a logo, hide survey title on survey page?

A Size of survey text Normal v
[A] Fontof survey text Arial -
X: Survey theme v ® Exit customization
Custom survey theme options:
General: Survey title and instructions:  Section headers: Survey questions:

«

Text Color - v Text Color - v Text Color
Background Color || ¥| | Background Color Q Background Color

Page Background v
L

Button Text Color - v

% Save custom theme |

u

Survey design preview (sample survey): Expand
This is the survey title

Your survey instructions will go here. The instructions can tell your survey participant about the purpose of the sur
once they have completed the survey. Below is a listing of various question types that might be displayed on your

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

What is your first name?

<

Survey Customizations in Survey Settings

Survey Customizations:
= Question Numbering Auto numbered v

4 Question Display Format All on one page v
(One page or muitiple pages?)

o For 'Required’ fields, display the red Yes v

‘must provide value' text on the

survey page? If No', then it will NOT display the following text beneath all'Required” fields: * must provide value
ill; Allow survey respondents to view Disabled v

aggregate survey results after
completing the survey?

(B Text-To-Speech functionality Disabled v
(Allows text on survey page to be read

audibly to participants.) .
NOTICE: All text that is spoken is sent o a service hosted at \Vanderbitt University that utiizes the

AT&T Text-to-Speech AP| service. Be advised that if the survey utiizes piping,
concerns, data piped from Identifier fiekds will *not* be sent to the service with the rest of the text but
will instead be redacted

Question Numbering

REDCap will by default auto number survey questions. The exception is if you have branching logic in your
survey. In that case, auto-numbering is disabled and instead your questions are custom-numbered.
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= Question Numbering

qu Custony numberlng, eacb question:s numbe( Question numbers will not display correctly if using auto numbering if some questions have
will be blank by default until manually added via branching logic employed. Question auto numbering has been automatically disabled because

2 : R some of your survey questions use branching logic.
the Online Designer or Data Dictionary. ’ s Sl s

Custom numbered v

Custom numbering of questions in Survey

If you change the setting to custom numbering, question numbers will be removed. If you set your Survey

Settings so that your questions are custom numbered, you will see a ‘Question Number’ box for each
field of that survey in Online Designer:

Edit Field

You may add a new project field to this data ¢
bottom. When you add a new field, it will be ¢
you may view the £ Field Types video (4 min).

Field Type:  Text Box (Short Text, Number, C

Question Number (optional) | A

Displayed only on the survey page

You can enter your custom question number there (or leave it blank.)

Question Display Format in Survey Settings

All on one page: Select this if you would like all of your questions placed on one page.

One section per page (multiple pages): Select this option if you would like to like to break your
survey up into sections by your section headers (the yellow banner bars). If you select this

option, you can display the page numbers at the top of the survey page and also hide the
“Previous Page button”.

Survey Design Tip: Using Descriptive Text field as a section sub-heading
If you want to break up the content of the survey page but don’t want the participant to have to goto a

new page (which is what a ‘Begin New Section’ field type will cause), use the descriptive text field instead.
For example, using html coding you could type this as your field label:

<div class="blue" style="font-weight:bold;">A descriptive text field used as a sub-
heading</div>



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 3% Field Types video (4 min)

Field Type:  Descriptive Text (with optional Image/File Attachment) v

Questi: mber (optional -
Displ the J»(m ,;) Variable Name (utiized during data export)
descOl [] Enable auto naming of
. variable based it
Field Label # How to use Piping N s nimban A h s Fdabeb PN
<div class="blue" style="font-weight:bold;">This is a Atach il
descriptive text field used as a sub-heading</div> ttach an image or file (optional)

& Upload document

Looking for Branching Logic? Try clicking the S icon for this field after
clicking the Save or Cancel button below,

Save Cancel
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x
Section 1 (This is a section header with descriptive text. It only provides informational text and is used to divide the
survey into sections for organization. If the survey is set to be displayed as "one section per page”, then these
section headers will begin each new page of the survey.)
‘You may create MULTIPLE CHOICE questions and set the answer O Choice One
choices for them. You can have as many answer choices as you O ch T
need. This multiple choice question is rendered as RADIO = BILLH
buttons. © choice Three
O Ete
reset
% This is a descriptive text field used as a sub-heading
You may also set multiple choice questions as DROP-DOWN v
MENUs.
4

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

The default setting is no.

The respondent will see a PDF button on the confirmation screen (screen they see after they hit the survey

submit button).

Close survey ]

Have a nice day!

Thank you for taking the survey.

Download your survey response (PDF): %) Download

All fields viewable to the survey respondent on the screen, regardless of whether or not they answered
the question, are included in the PDF. This means that if a HIDDEN action tag is used on a field in the

survey, that field will not be visible in the PDF.

Exceptions: This option is not available if the Survey Auto-continue feature is enabled or if the Survey

gueue auto-start option is enabled.
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Survey-specific email invitation field in Survey Settings

You may have a project with multiple surveys where different people are completing the survey for the
same record. If you wish to designate which person should be sent the invitation for that specific survey,
you would select that designated email field from the drop-down list.

Note: only text box fields that have been validated as an email address show up on the drop-down list.

For “Required” fields, display the red ‘must provide value’ text on the survey page

The default setting is Yes. If you do not wish to have the ‘must provide value’ field display on your survey,
use the drop down and select No.

Allow survey respondents to view aggregate survey results after completing the survey
The default setting is disabled. Otherwise you may choose to display Graphical Plots, Descriptive Statistics
or both plots and statistics. If you enable this setting, you can choose the minimum number of responses
before participants are allowed to view the aggregate data.

Text-To-Speech functionality
The default settings is Disabled. When enabled, icons will be displayed next to each text that is listed on
the survey. When clicked, the text will be read out loud to the participant.

Survey Access in Survey Settings
How a survey participant accesses the survey can be set in the Survey Access section of Survey Settings.

Survey Access:

@) Response Limit (optional) lom. 150V iFla
(Maximum number of responses to collect. I
Prevents respondents from starting the survey
after a set number of responses have been
collected.) 2]

bia the response iimit wil ot De

Willinclude | partial and completed responses v

Custom text to display to respondent on survey when limit is reached:

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

+ Time Limit for Survey Completion (optional)

. days hours minutes
(The amount of time that each respondent has to
complete the survey based on when they were f the respondent loads the survey after this time has passed, it will not allow them to begin or
initially sent the survey invitation. Note: This continue the survey. (If all are left blank, the time limit will not be enforced.)
feature excludes public survey links.)
[7] Survey Expiration (optional) O]
(,Tlmg aftef "NhICh the'survey will become The time must be for the time zone America/Chicago, in which the current time is
inactive.) |?| 12/31/2018 13:31,
' Allow 'save & Return Later' option for No v
respondents?
(Allow respondents to leave the survey and return Allow respondents to return without needing a return code
later.) |2 Allow respondents to return and modify completed responses

Response Limit (optional): Default is blank

This setting prevents respondents from starting the survey after a set number of responses have been
collected. You can specify if a response is only completed responses or partial/completed responses. You
can also modify the stock language that is shown when the limit is reached.
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Time Limit for Survey Completion

You can use this setting if you wish to limit the amount of time a respondent has to complete a survey
after it was sent to them.

This only works when you have a participant list — it will not work on public survey links. It’s ideal if you
want to keep a survey open but will have rotating groups of people taking it.

Note: the language displayed to the participant is not customizable.

Survey Expiration (optional): You may enter a date/time you would like for your survey to expire. This
saves you the trouble of going to survey settings and changing the survey status to inactive (especially
helpful if you want the survey to go offline when you are not at work!)

Allow ‘Save & Return Later’ (Save and Return Later) option for respondents: You may enable this option
if you would like your participants to be able to come back and finish taking their survey.

If enabled, the participant will receive a generated code they must enter in order to continue. If you want
them to be able to return to the survey without needing a code, you can check that box. NOTE: If you are
collecting identifying information (e.g., PIl, PHI), for privacy reasons it is HIGHLY recommended that you
leave the option unchecked so as to enforce a return code.

You may also indicate if you would like your participants to be able to return and modify their completed
responses.



Survey Termination Options in Survey Settings

Survey Termination Options:

(Optional) Auto-continue to next survey: Automatically start the next survey instrument after finishing this survey |2

— OTHERWISE —

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

® Survey Completion Text
(Displayed after survey is completed as 'thank you'
text or as acknowledgement text)

“*) PDF Auto-Archiver
Upon survey completion, a compact PDF copy of
the survey response will be automatically stored in
the project's File Repository. from which the
archived PDFs can be downloaded at any time.

[y Send confirmation email (optional)?
(Email the respondent when they complete the
survey)

Auto-continue to next survey

L

Provide a full URL, e.g. http://www.example.com/mypage.html

Thank you for taking the survey.

Have a nice day!
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4/ How to use Piping here

® Disabled
Auto-Archiver enabled
Auto-Archiver + e-Consent Framework  What is the e-Consent Framework?
(includes end-of-survey certification & archival of PDF consent form)

Click this if you have more than one survey and you would like the next survey to automatically start as
soon as this survey is completed. If you want the respondent to complete a subsequent survey at a later
time or only if they answered questions with a specific answer, then you would not want to enable this
feature. See Survey Invitations for further information.

Note: if you have auto-continue enabled and then set up a Survey Queue, auto-continue is not
automatically disabled. In fact, it will trump your Survey Queue settings.

Redirect to a URL

If you would like the participant to be redirected to another URL after they have completed their survey,
enter the full URL. For instance, if a person is registering for an event and you have a website for your

event, you could enter that website here.
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Allow respondents to repeat the survey

If the instrument is enabled as a repeating instrument, you will see these options in the Survey Settings.

(Optional) Allow respondents to repeat the survey: Ask them to take the survey again upon completion, if they wi
Set custom text for the button: | Take this survey again

Location of the button on survey: | Before survey is completed, next to Submit button v

Survey Completion Text

Enter any text you wish to display after the participant has finished taking your survey. The default text is
“Thank you for taking the survey. Have a nice day!”

PDF Auto-archiver
With this setting enabled, upon survey completion, a compact PDF copy of the survey response will
be

automatically stored in the project's File Repository, from which the archived PDFs can be downloaded at any
time.
The default setting for this option is ‘no’.

Auto-Archiver + eConsent Framework

This setting not only will save the version of the completed survey to the file repository, but it will
provide a

summary screen to the respondent. The respondent has to review that summary screen before clicking
submit.

“*. PDF Auto-Archiver Disabled
Upon survey completion, a compact PDF copy of Auto-Archiver enabled
the survey response will be automatically stored in  '® Auto-Archiver + e-Consent Framework  What is the e-Consent Framework?
the project's File Repository, from which the (includes end-of-survey certification & archival of PDF consent form)

archived PDFs can be downloaded at any time.

e-Consent Framework Options: For e-Consent it is sometimes required to in
the consenting participant’'s name (and date of birth in some cases) on the fin:
consent form as extra documentation of their identity. Below you may select fi
used to capture that info. You may also enter the current e-Consent version ar
Consent type for this form. The values for the fields below will be automaticall
inserted into the footer of the PDF consent form that the participant will reviey
the end the survey, after which that PDF ‘hard-copy’ will be archived in the File
Repository. Read more

e-Consent version: e.g, 4
First name field: -- select a field -- v

Last name field: -- select 2 field -- v

whole r

er name field

Optional fields (these are not always necessary for e-Consent):

e-Consent type: e.g., Pediatric

Date of birth field: | - select a field -- v
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It is highly recommended that you have a discussion with your local Institutional Review Board (IRB) if you
wish to do e-Consent in REDCap.

Send survey confirmation email in Survey Settings

If you would like the participant to receive a confirmation email once they have completed the survey,
use the drop down and select Yes. Enter the subject and the body of the message. You may also add an
attachment to the email by clicking Choose File or automatically attach a PDF of the completed survey as
an attachment. The PDF of the completed survey will show all the questions and choices in the survey —
not just the questions and choices selected.

Since email is not considered a secure form of communication, the PDF attachment option is NOT recommended if the survey
contains

questions asking for identifying information (e.g.,
PHI).

If you send a confirmation email to the participant and you have the eConsent framework enabled, the
participant will receive a compact version of the PDF of their survey responses. That means that they will
only see the questions they answered (it will omit unanswered questions and unselected choices.)

You can use html coding in the confirmation email.

[ Send confirmation email (optional)? Yes v
(Email the respondent when they complete the

survey) ,
, and (optionally) an attachn be sentto

From: redcap@vanderbilt.edu v
Subject:
Compose  Preview Send testemse

& Attachment: | Choose File | No file chosen

Include PDF of completed survey as attachment

A WARNING: Since email is not considered a secure form of communication, the PDF
attachment option is NOT recommended if the survey contains questions asking for
identifying information (e.g., PHI).

@ Note: Because the e-Consent Framework option is enabled on this page, the PDF ir
here will not be the full-length PDF but will be the 'compact’ PDF, which omits unansw

questions and unselected choices.

Survey Inactive Comparison

There are several ways a survey can be taken offline. Here is a side-by-side comparison to help you choose
the one that best suits your needs:
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Inactive Survey Setting Comparison

Survey Status

Survey
Expiration

Response Limit

Time Limit for
Survey

At top of survey
settings page

Manual

Survey-level
(affects all
participants)

Not time-specific

Does not require
use of
Participant List

In Survey Access
section of Survey
Settings
Automatic

Survey-level
(affects all
participants)

Time-specific

Does not require
use of
Participant List

In Survey Access
section of Survey
Settings
Automatic

Survey-level
(affects all
participants)

Not time-specific

Does not require
use of
Participant List

Completion

In Survey Access
section of Survey
Settings

Automatic

Participant-level

Time-specific

Requires sending
survey invitation
via Participant
List (not using
Public Survey
Link)



Best practices for Survey Settings if collecting PHI (Protected Health Information)

REDCap

If collecting PHI, in
Survey Settings...

Set customization to allow download but DON’T

attach completed responses to confirmation

email

If enable save & return, don’t tick box to allow

participant to return without a return code

To change an instrument from a survey back into a data entry form (reverting a survey
to a data entry form)

If you have designed an instrument as a survey but want to change it back to a data entry form, go to

Survey Settings (Project Setup/Online Designer) and click on the Delete Survey Settings button at the
bottom of the page.

Save Changes

-- Cancel-- ‘

Delete Survey Settings \

form.

Delete Survey Settings: Please note that deleting the s y settings will NOT delete any
responses collected using the survey. Also, deleting the settings will NOT delete the data
collection instr butins twi how it was before

enabled as a survey, in which data can only be collected by authentic

ated users on the data entry
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