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What is REDCap?

Research Electronic Data Capture (REDCap) T a data collection tool for building surveys and databases

AOnline or Offline Project Design-
AOnline using Online Designer
AOffline using data dictionary and uploaded later into REDCap

Avariety of question types

MDownloadable response data to a spreadsheet format
Auilt in tools to help manage data collection

AdIPAA compliant and secure
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When you |

Home Page

og I nto

features and helpful guidance on working with REDCap.

hEDCap” Home My Projects + New Project @ Help & FAQ B Training Videos SSend-it Wl Messenger

Research projects require IRB approval before collecting live data.

Rlte Bl@reegage. TheoHomepage desplaysiinforenatientabout REDCap

Logged in as
traciegr

@ pProfile [+Lo

The REDCap Production Documents must be an exact match to the IRB approved documents. Any differences, including minor

grammatical differences, will not be permitted.

Please Read the following document before creating your Research project:

**IRB RedCap Requirement**

Welcome to REDCap!

REDCap is a secure web platform for building and managing online databases and
surveys. REDCap's streamlined process for rapidly creating and designing projects
offers a vast array of tools that can be tailored to virtually any data collection strategy.

REDCap provides automated export procedures for seamless data downloads to Excel
and common statistical packages (SPSS, SAS, Stata, R), as well as a built-in project
calendar, a scheduling module, ad hoc reporting tools, and advanced features, such
as branching logic, file uploading, and calculated fields.

Learn more about REDCap by watching a B brief summary video (4 min). If you would
like to view other quick video tutorials of REDCap in action and an overview of its
features, please see the Training Resources page.

NOTICE: If you are collecting data for the purposes of human subjects research, review
and approval of the project is required by your Institutional Review Board.

If you require assistance or have any guestions about REDCap, please contact a
DENFan Adminictratar af radranhaln@hiffala adi

REDCap Features

Build online surveys and databases quickly and securely in your browser -
Create and design your project using a secure login from any device. No extra
software required. Access from anywhere, at any time.

Fast and flexible - Go from project creation to starting data collection in less
than one day. Customizations and changes are possible any time, even after
data collection has begun.

Advanced instrument design features - Auto-validation, calculated fields, file
uploading, branching/skip logic, and survey stop actions.

e-Consent - Perform informed consent electronically for participants via
survey.

Diverse and flexible survey distribution options - Use a list of email
addresses or phone numbers for your survey respondents and automatically
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Create a New Project

“EDCap’ Home My Projects + New Project @ Help & FAQ ETraining Videos & Send-It B Messenger Logged in a

traciegr

To create a new project,

click on the ENEIIBIGIECH

tab.

+ Create a new REDCap Project

You may begin the creation of a new REDCap project on your own by completing the form below and clicking the Create Project button
at the bottom.

Project title:

Here, you can create a
project from scratch

Project's purpose: ---- Select One ---- v
How will it be used?

Project notes (optional):
intion of the project’s use or purpose

Projects page) ¥
Project creation option: ® Empty project (blank slate)
Or’ you can use a O Upload a REDCap project XML file (CDISC ODM format)
O Use a template (choose one below

template to create a — s :
pI’OjeCt tO make |t easlier = % Choose a project template

Template title (sorted by title) Template description

Basic Demography Contains a single data collection instrument to capture basic demographic information.
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-— Select One -—-

Creating a Project
From Scratch

Starting from scratch is usually
iIdeal when you have a good
iIdea of what you want to create
and are comfortable working in
the software. Otherwise, a
template can be very useful.

hEDCap’ Home [EMy Projects + New Project @ Help & FAQ B Training Videos &&Send-it W Messenger

O Empty project (blank slate)
O Upload a REDCap project XML file (CDISC ODM format) |2

®usea template (choose one below) ‘

i Template title (sorted by title) Template description

Project creation option:

hEDCap"" Home EMy Projects =+ New Project @ Help & FAQ EBTraining Videos &&Send-it W Messehge Other

-—- Select One -
Practice / Just for fun
Operational Support
Research

Quality Improvement

Logged in as
'traciegr

+ Create a new REDCap Project

You may begin the creation of a new REDCap project on your own by completing the form below and clicking the Create Project button
at the bottom.

Project title: ‘ |

Project's purpose:
How wilf it be used?

---- Select One ---- v

Project notes (optional):

Description of the project’s use or purpose
(displayed on the My Projects page) %~

@ Empty project (blank slate)
O upload a REDCap project XML file (CDISC ODM format)

Project creation option:

Basic Demography Contains a single data collection instrument to capture basic demographic information.

Contains six data entry forms, including forms for demography and baseline data, three

Classic Database monthly data forms, and concludes with a completion data form.

Field Embedding Example Project ~ Contains a single data collection instrument to demonstrate the Field Embedding feature.

Human Cancer Tissue Biobank Contains five data entry forms for collecting and tracking information for cancer tissue.

Contains nine data entry forms (beginning with a demography form) for collecting data

Longitudinal Database (1 armi) longitudinally over eight different events.

Contains nine data entry forms (beginning with a demography form) for collecting data on

Longitudinal Database (2 arms) two different arms (Drug A and Drug B) with each arm containing eight different events.

Contains three surveys and a data entry form. Includes a pre-screening survey followed by

two follow-up surveys to capture information from the participant, and then a data entry
form for final data to be entered by the study... Show more

Create Project Cancel

Multiple Surveys (classic)

— O Usea template (choose one below)

D app on a mobile device

llection instrument enabled as a survey, which contains questions
Piping feature.
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REDCap Projects

REDCap projects are made up of webpages
called data collection instruments.

These instruments are built through the tools on
the Project Setup tab.

Building your project is all about customizing the
Instruments (a survey can be one instrument)

For each project, you choose how many
iInstruments you need (you may only need one)
and what they will be named, what data is
captured and how that looks by EESIGRING.

f\'EDCap

as red_ 0004 | Logout

i My Projects
¥ Project Home or ‘= Project Setup
| REDCap Messenger

atus: Development
1ta Collection # Editinstruments
| Record Status Dashboard
Aol ta collectio tus of all records

> Add / Edit Records

Create new records or edit/view existing ones

sy

)emographics
3aseline Data
vonth 1 Data
vionth 2 Data
“ompletion Data

iplications

tip & Information

DEMO: Aaron Lab 2008 Pilot (multi DEF)

A Project Home = Project Setup Il Other Functionality £ Project Revision History
Project status: / Development Completed steps 0 of 7

Main project settings

Enable X 5 te and manage a surv
.| Data collection instruments

tm done are built here...
Modi

‘ Design your data collection instruments

Add or edit fields on your data collection instruments. This may be done by either using the
Online Designer (online method) or by uploading a Data Dictionary (offline method). Quick
links: Download PDF of all instruments OR Download the current Data Dictionary

'm done!
[+ Goto | % Online Designer | o | [] Data Dictionary Explore the | @ REDCap Shared Library
L) Have you checked the Check For Identifiers page ure all identifier fields have been tagged?

Learn m-

Enable optional modules and customizations

Enahle | & Repeatable instruments [?
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Online Designer
Begin building a project by using the BRlilCRCSIONEH

on the PrOjeCt Setup Tab Project status: / Development Completed steps 0 of 7
. Main project settings

The BRIREIIESIBREH ts you build and manage your hchide

_ ] _ _ _ _ Enable | @ Use surveys in this project? |? %2 VIDEO: How to create and manage a survey

instruments online while in the project. Fields can Enable | @ Use longitudinal data collection with defined events? [7

I'm done! |

easily be added, removed or edited looking very
similar to how it will look in real time.

Modify project title, purpose, etc.

Design your data collection instruments
I h h h Add or edit fields on your data collection instruments. This may be done by either using the
InStru ments are bL“ tt I’OUg the _ Online Designer (online method) or by uploading a Data Dictionary (offline method). Quick

links: Download PDF of all instruments OR Download the current Data Dictionary
I'm donc.A
Go 52 Online Designer \ or | [] Data Dictionary | Explore the | @ REDCap Shared Library |

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

Learn how to use [ R ] @ Action Tags

Enable optional modules and customizations
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Creating a Survey

. ) *EDCap’ WNY Snow Survey
To make a project a survey, You must enable surveys in

the project. ac

& Contact REDCap

A Project Home = Project Setup £ Other Functionality £ Project Revision History

Project status: / Development Completed steps 0 of 7

Project Home and Design
Main project settings 3
A Project Home - #= Project Setup ’ 5
. - : il i /IDEO: to create and manage a survey,
I h t h |d b t d d m d f t I h @ Designer - @ Dictionary - B Codebook - Ensble | © Use surveys in this project? [2 VIDEO: How to create and manage a surve
e prOJeC S Ou e Crea e an na e IrS . en W Project status: Development hot y Enable | @ Use longitudinal data collection with defined events? [2
S started
; Enable | @ Use the MyCap participant-facing mobile app? [J Learn more about MyCap
Data Collection -

the survey can be built as an instrument in the project. @rcovsaomons ey e e .

View data collection status of a

B Ade /‘Ed“ S 2 Design your data collection instruments

I . . I . - st Y R Add or edit fields on your data collection instruments. This may be done by either using the Online Designer
. - : s : . Ouick links: £
You enable an instrument in the online deS|g ner P [ || e el oy dphspa San o |k mehod) Sk S it O
Project Dashboards

A Alerts & Notifications
& Multi-Language Management

I'm done! Goto | (@ Online Designer | or [ Data Dictionary Explore the | gy REDCap Instrument Library

ou checked the Check For Identifiers pag

all identifier field

ve beer d?

& Calendar Learn how to use (EGES EIN % Field Embedding
B> Data Exports, Reports, and Stats
4§ Data Import Tool &E dul toaty
o - : : : ndi nable optional and ¢
@ Project Setup = Online Designer  |& Upload Data Dictionary = Data ComparizonTool
B Logging Enable | @ Repeating instruments 2
®, Field Comment Log Optional Disable | @ Auto-numbering for records (2
& VIDEO: How to use this page B File Repository = gnable @ Scheduling module (longitudinal only) 2
The Online Designer will allow you to make project modifications to fields and data collection instruments very easily using only your & UserRights and 4s* DAGs Enable | @ Randomization module 2
web browser. NOTE: While in development status, all field changes will take effect immediately in real time Data Quality Ensbie] © Designate an email field for communications (including survey invitations and alerts) [2]
[Z) REDCap Mobile App Enable | @ Twilio SMS and Voice Call services for surveys and alerts 2
Add new instrument: | Create | a new instrument from scratch ——— =, — Enable | @ Mosio SMS services for surveys and alerts 2
Data Collection Instruments IR Sk iElerlom 1) Enable | @ SendGrid Template email services for Alerts & Notifications 2
Download | a new instrument from the REDCap Shared Library &2 P
< o & Information . =
: PRAMESNY - -~ r o B v e e oo - |

Instrument name Fields }{.‘6}" Ensa::::yas Instrument actions Survey-related options et

Study Data 29 B [edbe) Rename | [ % Delete

Nutrition 0 "'_ Enable | Rename ||  Delete

Medication Survey 0 2 Enable | Rename | | % Delete

> AE?29c¢GWI YWt UkqWeddYs W! Ye Way
enable this option
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Design the Survey

hEDcaFf WNY Snow Survey e 2851

@ Logged in as nshah26 | Log out

My Projects A Project Home 7= Project Setup
B REDCap Messenger

% Contact REDCap administrator

& Online Designer 3 Data Dictionary B Codebook

B VIDEO: How to use this page O Create snapshot of instruments ast snapshot: never |?
Project Home and Design
The Online Designer will allow you to make project modifications to fields and data collection instruments very easily using only your web browser.
A Project Home - #= Project Setup NOTE: While in development status, all field changes will take effect immediately in real time.
I'%e_siggg - @ Dictionary - B Codebook

Project status: Devel t %
fOlSCE sttt eve opmen Data Collection Instruments

Form options: Survey options:
= . Data Collection = @ PDF Snapshots. ,&i@“sj“, i= Survey Queue ~ | g Auto Invitation options *
GO I nto D eS I g n e r A b + Create | a new instrument from scratch = Form Display Logic ~ A Survey Login | = & Survey Notifications
L UNeyDIist DUdonioo)s 48 Import |a new instrument from the official REDCa i
pinstrument Library ;
. - Get a public survey link or build a participant st for B! @ PDF (all instruments)
to b e g I n inviting respondents 2 Upload |instrument ZIP file from another project/user or external libraries
BB Record Status Dashboard
d = = th - View data collection status of all records Instrument name Fields PDF Ensaljbljsgyas Instrument actions ~ Survey related options
esigning the S
- Create new records or edit/view existing ones Form 1

1 D,, Enable Choose action
S u rvey Show data collection instruments

Applications

3 Project Dashboards

A Alerts & Notifications

£ Multi-Language Management
# Calendar

B> Data Exports, Reports, and Stats
4§ Data Import Tool

# Data Comparison Tool

B Logging

®) Field Comment Log

& File Repository

A& User Rights and 42 DAGs

& nain Aalin

10
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Setup a Survey

When you click on ESIGRer, it

will take you to the Data
Collection Instruments for the
project. The first one will be
there by default for you to start
with (Form 1).

Once in designeryou must
enable the survey one more time

Clicking on the hyperlinked
Instrument name, you can ald
title, instructions, font changes

REDCap has many training and guide options throughout
/

REDCap

@ Logged in as nshah26 | Log out
My Projects

B REDCap Messenger

% Contact REDCap administrator

Project Home and Design 1=

A Project Home - #= Project Setup
@ Designer - @ Dictionary - & Codebook

B Project status: Development
Data Collection (=]

23 Survey Distribution Tools

- Get a public survey link or build a participant list for
inviting respondents

B8 Record Status Dashboard

- View data collection status of all records

B Add / Edit Records

- Create new records or edit/view existing ones

Show data collection instruments
Applications =

Project Dashboards

A Alerts & Notifications

& Multi-Language Management
# Calendar

WNY Snow Surve

PID 2851

A Project Home / ?=Project Setup = (£ Online Designer = 3 Data Dictionary B Codebook

8 VIDEO: How to use this page 0 Create snapshot of instruments ast snapshot: never |?

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

Form options:
0 PDF Sngpshots

Data Collection Instruments Survey options:

& e-Consent | i= Survey Queue ~ | ®a Auto Invitation options ~

i Create | a new instrument from scratch
48 Import |a new instrument from the official REDCap Instrument Library
& Upload |instrument ZIP file from another project/user or external libraries

R FormiPRplay Logic ~
@ PDF Il ifgtruments)

A Survey Login &8 Survey Notifications

pF Enabledas

Instrument name Fields survey

ument actions  Survey related options

$ Boable |

& Form1 1

|

Choose action

11
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Fields (Questions)

After opening an instrument, any fields

(questlonS) that you have already Created are . N i Current instrument: Study Data Preview instrument

displayed. This is true when using a Template #o= P verevie sy o

also. Here, you can edit and make changes ~**"*" i ol P S e —————T—————

as you need Calendar AddField |  Add Matrix of Fields
Data Export Tool

: . Data Import Tool y
You can move fields using drag and drop  oua conpansen oo DeMEIMphic Characteristics
i Logging

or you can use the move icon Flle Reposkory —

User Rights o LY 7 R Variaole: first_name
— ) ] Record Locking Customization Ficst Rasio

Thejeditlicon can edit the field oo e ot
raphical Data View & Stats Add Field Add Matrix of Fields
Data Quality —

. . . r Al [+ Variable 1ast_name
The BBBY icon creates a new field with the il
same information that can be edited s AGaFied | _AddMatnsofields
] ] ] ;::f:; :::csiy completion o R

The [l icon will delete the field s o et

OB Add Field Add Matrix of Fields

‘egnant males I [



Data Collection =

/= Special Functions

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

£2 Survey Distribution Tools
Get a public survey link or build a participant list for
Inviting respondents

BB Record Status Dashboard
View data collection status of all records

B Add / Edit Records

- Create new records or editiview existing ones

University at Buffalo

Q How to embed a field e

Learn how to customize your i
or survey by using Field Embec

Y8 |Research and Economic Development

This page allows you to build and customize your data collection instruments one field at a time. You may add new fields or edit
existing ones. New fields may be added by clicking the Add Field buttons. You can begin editing an existing field by clicking on the
# Editicon. If you decide that you do not want to keep a field, you can simply delete it by clicking on the {ij Delete icon. To reorder
the fields, simply use the «+ icon to drag and drop a field to a different position within the form below (you may also click this icon
to see extended move options). Checking the checkbox in the right upper corner of each field will add the field to the multi-field
selection, allowing you to quickly modify several fields at once. NOTE: While in development status, all field changes will take effect
immediately in real time.

Show data collection instruments

@ How to modify multiple

Applications = together

Project Dashboards To copy, move, or delete multi

A Alerts & Notifications

& Multi-Language Management
&8 Calendar

B> Data Exports, Reports, and Stats

© Return to list of instruments JIl* SSRGS

the same time, hold the Ctrl or
on your keyboard and click the
reveal the # Quick-modify fi
feature.

Show: O Overlaid @ On Side

Adding a Question

No need to worry about Record ID

4§ Data Import Tool

# Data Comparison Tool
B Logging

®, Field Comment Log
& File Repository

Current instrument: Form 1
® Field Navigator

You can quickly move to (and
field) by using the 'Go to field':

& Field Nome: record id * This field will NOT be displayed on the survey page

* You should NOT use identifiers (e.g., MRN, SSN) for the record ID field.

& User Rights and 42 DAGs Record ID (keyboard shortcut: (GEES or |
@ Data Quality oaon o o
[REDCap Mobile App NOTE: The fiel 4D field and thus cannot be deleted or moved. It can only be edited

External Modules ©Manage i=Viewlogs [—|

Start by clicking theAdd field button

’ AddField  Add Matrix of Fields | Import from Field Bank
Help & Information = »

@ Help & FAQ

B Video Tutorials

Q Learn Advanced Design Features

[® Suggest a New Feature

Contact REDCap administrator

Field typeT types of questions

Field labelis what participants will see (the wording of the
guestion)

Add New Field

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

Field Type: Text Box (Short Text, Number, Date/Time, ...) hd

Field Label () Use the Rich Text Editor

Variable namewill be what the Excel field will be called fo
data reporting (no breaks)

Variable Name (uuized in logic, calcs, and ex

d underscores

W 1O use [.]Vm‘abta - } Field Embedding

Validation? (optional) - None -

-- select ontology service -

|dentifier T Personal information (is this a way to identify a
person specifically. if yes, REDCap team will review to
make sure it is compliant

Required?* ® No () Yes

* Prompt # field s blank

Identifier? ®No U Yes

Does the fiald conta:

Action Tags / Field Annotation (optianal)

ntiying inform g name, SSN, sddress;

Custom Alignment Right / Vertical (RV)

Align the position of the fislkd on the page

Learn about (XIS LRL ) of using Field Annotation

Field Note (optonal)

Small reminder text displayed undermeath field

Make sure toSave

Save Cancel
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Field Types

A drop-down menu lets you choose the
type of question you want by selecting
from the list.

When you click on the type of question
you want, a pop-up box will appear
allowing you to set up the question as
you need.

Add New Field

You may add a new project field to this data collection instrument by completing the fields below and ¢
bottom. When you add a new field, it will be added to the form on this page. For an overview of the dil
may view the $g Field Types video (4 min)

Field Type:

- Select a Type of Field -—

— Select a Type of Field —

Text Box (Short Text

Notes Box (Paragraph Text)

Calculated Field

Multiple Choice - Drop-down List (Single Answer)
Multiple Choice - Radio Buttons (Single Answer)
Checkboxes (Multiple Answers)

Yes - No

True - False

Slider / Visual Analog Scale

File Upload (for users to upload files)

Descriptive Text (with optional Image/File Attachment)
Dynamic Query (SQL)

14
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Descriptive Text to
Label the question W
on your survey

Key word or
short phrase to
help you quickly

identify

ort Text) [=]

Field Label
Variabe Name (i tilized dunng data g

Enable auto naming of
varable based upon its

et b SR Field Label?
™ Validation? (optional) _
-— None — E’
Required?” @ No ~ Yes
NOT —- Identifier? ° No  Yes | -

Custom Alignment  Right / Vertical (RV) ||

-h‘J c Yoo UL I 1At < Yoluc _
Field Note (optional)

Loaking for Branching Logic? Try clicking the ¥ icon for this field after
clicking the Save or Cancel button below,
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You can change
the question

type any time by
clicking the Field

Text Entry Questions Type drop-down

If you wish to leave space for an open- r—
Add New Fiel ®
ended q ueStlon Or room for the You may add a new project field to this data collection instrument by completing the fields below and cligkg#® 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 B8 Field T, video (4 min).

respondent to type in text SUCh @S @ NAME  ;uirype: [rexsor short ext, number, Datertime, ) .

---- Select a Type of Field ----

Field Label 7 Use the Rich Text Edit
Or reS ponse . € R Text Box (Short Text, Number, Date/Time, ...) | gt T e tor E Variable Name (utilized in logic, calcs, and exports)

Notes Box (Paragraph Text) : Enable aut f bl
How i you Notes Box (Paragrap how_clid you hear O ot o e

X N . . ONLY letters, numbers, and underscores
Multiple Choice - Drop-down List (Single Answer)

Multiple Choice - Radio Buttons (Single Answer) How to use [i] Smart Variables - o] | 4+ Field Embedding
\C{:SECKNb(;JXES (Multiple Answers) Validation? (optional) | ---- None - ~
True - False o

If you Choose Descrlptlve Text (Wlth signature (draw signature with mouse or finger) - select ontology service — o

File Upload (for users to upload files)

. . . . . Slider / Visual Analog Scale Required?* @ No O Yes
Optlonal ImagelVldeO/aUdlo flle Descriptive Text (with optional Image/Video/Audio/File Attachment) | 2| SR
Begin New Section (with optional text) Identifier? @ No O Yes
Action Tags / Field Annotation (optional) Does the field contain identifying information (e.g., name, SSN, address)?

Custom Alignment  Right / Vertical (RV) ~

attachment, you can attach or embed
media to enhance a question. oot (RN o v st -

Save Cancel

16
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Multiple Choice Questions

You can choose between Radial buttons,
Checkbox buttons and Drop-Down 2D GHET :

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

Optlons form on this page. For an overview of the different field types available, you may view the B Field Types video (4 min).

Field Type: Multiple Choice - Drop-down List (Single Answer) v B Codebook
R E Dcap aSSIg nS a n ul I lerIC Code for eaCh Field Label U ez = e Variable Name (utilized in logic, calcs, and exports)

How did you hear about us? how_did_you_hear () Enable auto naming of variable

based upon its Field Label?
ONLY letters, numbers, and underscores

answer choice for display order. You can e —

Required?* @ No O Yes

reassign the values.

Identifierz @ No O Yes

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

Raw values for choices were added automatically x |, CustomAlignment | Right/Vertical RY) v
“ Align the position of the field on the page
. . . . Choi hoi li Copy existing choi )
The choices listed below did not appear to have a raw value listed but only Em(:;es(onec olce perline) Com arstingchoicss Field Note (optional)
- . . Small reminder text displayed underneath field

had a label, so a raw value has been provided for them automatically. If you Mailing

are not satisfied with these auto generated values, you may change them Friend

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

have automatically been medified to reflect these changes. s
ave Cancel

1 was set as the raw value for Email
2 was set as the raw value for Mailing
3 was set as the raw value for Friend

‘ Close ‘

17
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AddField |  Add Matrix of Fields |

o LY R varavie sex
Gender [+]

Add Field |  Add Matrix of Fields |

Branching logic

Hides a field until a question is answered a
certain way, Then another question will appear.
This allows you to expand on a question if
certain criteria is met.

Drag-N-Drop Logic Builder

Displaying field choices for the following data collection instrument:
Study Data .

Show the field ONLY if...
@ ALL below are true

Field choices from other fields

- 11—_Pf° "" K Vvariable: given_birth
Has ject given birth before? E]

Add Field |  Add Matrix of Fields |

gy :" X Vvariable: num_children [Branching logic exists)

How many times has the subject given birth?

Add Field Add Matrix of Flelds

Note:
You wono
branching logic

(drag a choice below to box on right) ' ANY below are true
ey [ = in the online
num_children = (define criteria) ‘w :
ethnicity = Hispanic or Latino (0) | Drag deS|gner. You
' ethnicity = NOT Hispanic or Latino (1) and will only see it
| ethnicity = Unknown / Not Reported (2) Drop hen vo
\ race = American Indian/Alaska Native (0) = W : y u
| race = Asian (1) preview the
| race = Native Hawaiian or Other Pacific survey
| Islander (2)

4

Clear logic




Add New Field

University at Buffalo
You may add a new project field to this data collection instrument by completing the fields below and clic

form on this page. For an overview of the different field types available, you may view the B Field Types v
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Field Type: - Select a Type of Field -—-- v
--- Select a Type of Field ----
Text Box (Short Text, Number, Date/Time, ...)
Notes Box (Paragraph Text)
Calculated Field

. . Multiple Choice - Drop-down List (Single Answer)

I e r VI S u a A n a O g C a e Multiple Choice - Radio Buttons (Single Answer)

Checkboxes (Multiple Answers)

Yes - No

True - False
Signature (draw signature with mouse or finger)

USG th|S type Of queStIOI’l tO gauge a File Upload (for users to upload files)

.
reaction or expanse of response. Descriptive Text (with optional Image/Video/Audio/File Attachment)

Begin New Section (with optional text)

Add Field = Add Matrix of Fields | Import from Field Bank

i % EL_J (4 ¥  Vvariable: dem_createsurv

Somewhat

Likely Very Likely

Not Very Likely
How likely are you to be able to create your own survey?

Change the slider above to set a response
reset

Add Field | =~ Add Matrix of Fields | Import from Field Bank
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~

'mographic Characteristics

Adding Matrix of Fields Cm,)

¥ (*F R vanable: last_name

st Name
Matrix can be used to gauge a scale AddField | Add Matrix of Fields
of responses or allow for multiple %) 9° (* R Vansbie: trsLname
responses at once. ‘st Name
This question type can gather large (% % Marxgroup: panas
amounts Of data qU|Ckly Indicate to what extent you feel in the past week.
7 Variable: panas01
i i lightly / Not a
Matrlx queStlonS can a"OW for Only e ts;lill\II o A Little Moderately Quite a Bit Extremely
one answer or multiple answers at Inspired O ® O O O
reset
Once . 7 Variable: panas02
Alert @) @) O O O
reset
7 Variable: panas03
Excited O O O O O
reset O

Add Field | Add Matrix of Fields | Import from Field Bank |
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Action Tags field annotationT
Hidden Fields Code- @HIDDEN @TODAY

Can be used to add the date the survey is
prer— completed as a hidden field for data reporting

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 &l Field Types video. p u rpOSeS

Field Type: Notes Box (Paragraph Text) v 8 Codebook

{ m| ional
eston)’Nu »nf\u.—',.(sm\:m Variable Name (utilized in logic, calcs, and exports)
() Enable auto naming of variable
> ~ o basad upon its Field Label?
Field Label (0 Use the Rich Text Editor (2 INLY fette mbers, and

% Field Embedding
Required?* ® No O Yes

Prompt i field is blank

Logic Editor x

Use the text box below to compose your logic, calculation, action tags, etc. If you need more space, click the Fullscreen

Mode button to enlarge the text box. When you are finished, click the ‘Update’ button to minimize the Editor

window. Learn how to use or open the | @ Codebook 5
Custom Alignment Right / Vertical (RV) Enter new loglc here

Align the position of the field on the page

Identifier? ® No O Yes

Does the field contain identifying information (e.g., nam

xample: [age
Field Note (optional) Examp age]

snder splaye

Action Tags / Field Annotation (optional)

Cancel

X Fullscreen Mode + Update & Close Editor X Cancel




Add New Field

University at Buffalo

" 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
Resea rCh a n d ECO n Om | C Develo p me nt form on this page. For an overview of the different field types available, you may view the B8 Field Types video (4 min).

Field Type: Begin New Section (with optional text) ~ B Codebook j§
---- Select a Type of Field ----
Field Label | 1oyt Box (Short Text, Number, Date/Time, ...) [ Use the Rich Text Editor
Notes Box (Paragraph Text) |

Calculated Field

Multiple Choice - Drop-down List (Single Answer)

Multiple Choice - Radio Buttons (Single Answer)

Checkboxes (Multiple Answers)

Section Headers ey

Signature (draw signature with mouse or finger)
File Upload (for users to upload files)
Slider / Visual Analog Scale

Descriptive Text (with optional Image/Video/Audio/File Attachment) |
R Begin New Section (with optional text)

Final contract: copy of the fully executed version

Additional Information - Please answer the following questions based on your first-hand experiences handling this
contract. There are no 'right’ or ‘'wrong’ answers. Please be honest.

ey rasy ™
From your perspective, how difficult was this contract's
overall life cycle? Click bar above and then drag 1o set response Save Cancel

rasat

E

Please use the Managerial ics quick refe sheet to add the following section.

Attndwent: ] ms.doc (.06 Mg

\ RS _ M Section Headers create page breaks to more easily control what is

Strongly Strongly Not
Agree Agree Neutral Disagree Disagree Applicable

S g displayed and when.

Bid evaluation and selection

reset

Negotiation

I — & They reduce the number of questions displayed on the screen

simultaneously, improving the focus a respondent will have on the
guestion.

Section Headers can help organize and refine the look of your survey.

22
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You can adjust settings to personalize the look and feel of the

S 9 rvey Set“ n g_S survey by clicking the Survey Settings button in the Online

Designer 1ab (to the right of the instrument name). This will open

a SEHUPINNISERNERRES o you to make the survey your own.

M Project Home 7= Project Setup = [# Online Designer [ Data Dictionary = H Codebook

BB vIDEO: How to use this page 0 Create snapshot of instruments | Last snapshot: never

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

Data Collection Instruments Form options: Survey options:

& Form Display Logic ~ | i=Survey Queue ~ | ¥4 Auto Invitation ogffons ~ | A Survey Login |

+ Create | a new instrument from scratch Zu Survey Notifications |

8 Import _|a new instrument from the official REDCap Instrument Library,

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

View Enabled as

Instrument name Fields  ppE survey Instrument actions  Survey related o

Example Survey 19 Dn, V] Choose action | % Survey settings | +Automated Invitations |

23
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Survey Design Options

Clicking on the Survey Settings
button will take you to Setup
My Survey.

Many options exist here to
customize your survey.

You can add a logo, change text
size and font.

There are accessibility features
that you can turn on.

You can create page breaks
and customize buttons.

Survey Design Options:

+* Width of survey on page
Set a custom width as a percentage of the
webpage that the survey will take up.

(il Logo
(Optional: display an image above the survey title)

~ Use enhanced radio buttons and
checkboxes?
Includes Yes/No and True/False fields

T1 Size of survey text

[ 4] Font of survey text

Fixed width (default) v

Note: The percentage page width settings are fully dependent on the participant's screen size. This setting will
not be applied when viewing the survey on mobile devices.

Add new logo:
Choose File | No file chosen
(Images wider than 600 pixels will be downsized to fit page.)

(] Hide survey title on survey page when display logo

Standard radios and checkboxes v Show example

Normal v

Open Sans v

24
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Survey Themes and Layout

v h m vVern h [ial Logo Add new logo:
Su ey t € eS go € t € (O,frfonaf: display an image above the survey title) No file chosen
Overa." aESthEUCS Of the SU Ney (Images wider than 600 pixels will be downsized to fit page.)
(] Hide survey title on survey page when display logo
To access your themes on the
‘~ Use enhanced radio buttons and Standard radios and checkboxes v | Show example
Setup My Survey page, checkboxes?

Includes Yes/No and True/False fields

click Survey Theme.

T! Size of survey text Large v
re-built themes will be listed -
| 4| Font of survey text Open Sans v
here. You can play around with
. @ Survey theme Default v Customize
these themes and view them Deraut | [
Survey design preview (sample survey): Blue Skies
by previewing the survey. o | cappucino
This is the survey tit coiorful pastel
at White
Your survey instructions will go he "orest Green 5 can tell your survey participant about the purpose of the surve
as well as what to expect once the Grayscale the survey. Below is a listing of various question types that might
be displayed on your survey. um
Red Brick

This is a section header to divid: 2z 2E [UER

| UTTTTYy

into sections.
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Adding members to your Team and Assigning Rights

Jiere— = On the left side, under Applications, you can click on User Rights to add
[ Project Dashboards team members and assign rights to team members.

A Alerts & Notifications

& Multi-Language Management
B Calendar

B> Data Exports, Reports, and Stats
5 Data Import Tool

Add new user + Add with custom rights
# Data Comparison Tool

@ Upload or download users, roles, and assignments | 2]

Add new users: Give them custom user rights or assign them to a role.

—OR—
B Logging and =m Email Logging

®) Field Comment Log

% File Repository

: igl nd 4e& DAGs

Assign new user to role

& Assign to role ¥

Create new roles: Add new user roles to which users may be assigned.

Enter new role name =+ Create role

Data Quality

(e.g., Project Manager, Data Entry Person)

PR Project
Role name Username or users assigned to a role : kap'ra,t'oh Design User Achgs Data Viewing Data
. : ; : ; click expiration and Rights Rights Ri
(click role name to edit role) (click username to edit or assign to role) date to edit) Setup 4 Groups g H
— pjn2 (Pam Smith) never v v v 2 View & Edit 1FullC
traciegr (Tracie Groves) neve v v v 2 View & Edit 2 FullC

£0
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GCRC Research Study

The Project fREDCap [ PROJECT TITLE |

Setup tab
Contains a 2 Logged n as red_0004 | Log out
& vy Projects [/ N 4} Project Home z| Proj " Other Functionality ~ Project Revision History
checklist of £} Project Home
£] Project Setu
stepstohelp | E ol MENU
With PI’O- ect " Your new REDCap project has been created and is ready to be accessed.
J Data Collection \ y You may now begin exploring your project and the many features available to you. Below are some instructions to
bUi| din help you get started.
g. [] Record Status Dashboard

Steps can be - A??V_‘/_‘ L_Ef_'t Rec?@f _ Project status: . Development L ORKSPACE Completed steps 0 of 7

recoras or eat/view exisung ones

done in any

Data Collection Instruments: Main project settings

Order (nOt a” gk it enable | & Use longitudinal data collection with repeating forms? |2

are required) Applications Enable | (@ Use surveys in this project? |2 2 VI How to cr nd man v
3 Calendar I'm done!

Modify project titie, purpose, etc

¥ 0 Data Exports, Reports, and Stats

el DEa ot ool Design your data collection instruments
L,_| Data Comparison Tool
l Loadkh Add or edit fields on your data coliection instruments. This may be done by either using the Online Designer
e (online method) or by uploading a Data Dictionary (offline method), in which you may use either method or both.
Field Comment Log Quick links: Download PDF of all data collection instruments OR Download the current Data Dictionary
File Repository
& UserRights and g@* DAGs Goto | Online Designer | or | [3] Data Dictionary |
| te2_Data Qualitv e \

I'm done! |




University at Buffalo

Y8 |Research and Economic Development

IRB Approval

Recruitment PRACTICE s 22::

All IRB submissions that involve the use of
REDCap must include a PDF of the final version
of all instruments and consent documents
contained in REDCap.

All documents, must receive IRB approval
before they are initiated in a research study. To
prevent potential delays in your approval, please
ensure that the information contained in the
REDCap PDF is consistent with the information
contained in your other submission materials.

To download a PDF of your REDCap
Instruments to submit for IRB approval, click on
Download PDF of All Instruments on the Project
Setup Tab.

# Project Home | = Project Setup | ¥ Other Functionality = £ Project Revision History [ Edit project settings

Project status: /# Development

v

Complete!

v

Complete!

Completed steps 7 of 8

Main project settings

Disable | €@ Use surveys in this project? [2]
Disable | @ Use longitudinal data collection with defined events? [2]
Enable | @ Use the MyCap participant-facing mobile app?  [J Learn more about MyCap

& VIDEDQ: How to create and mansge & survey

Modify project title, purpeose, etc.

# 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 ST e DS e nE your
instruments to be used as surveys in the Online Designer. Quick linfe: Download PDFE of all instruments GR

Download the current Data Dictionary

Go to | @ Online Designer‘ or | @@ Data DictiorlaryJ Explore the | i REDCap InstrumentLibrary] I
Have you checked the Check For |dentifiers page to ensure all identifier fields have been tagged?

(O A E] [#] Smart Variables [l < Fiping [l @ Action Tags [ ARG LEL RN + Special Functions

Make sure to download a pdf of the project. This is required
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Survey
Distribution

v WNY Snow Survey | REDCap X +

€« C % httpsy//redcap.buffalo.edu/redcap/re

WNY Snow Survey i 2ss1

Tools

Once the survey is
built, click on

Tools found on the

left panel

f{EDCap”

@ Logged in as nshah26 | Log out

My Projects
B REDCap Messenger
&% Contact REDCap administrator

Project Home and Design (=

A Project Home - #= Project Setup
& Designer - @ Dictionary - B Codebook

@ Project status: Development

Data Collection (=l

&2 Survey Distribution Tools
inviting

BB Record Status Dashboard

- View data collection status of all records

B Add / Edit Records

Create new records or edit/view existing ones

blic surv
spondents

nk or build a participant list for

data collection instruments

Applications =

Project Dashboards

A Alerts & Notifications

& Multi-Language Management
8 Calendar

B> Data Exports, Reports, and Stats
4§ Data Import Tool

# Data Comparison Tool

B Logging

®, Field Comment Log

& File Repository

& User Rights and 4s® DAGs
Data Quality

[T REDCap Mobile App

External Modules ©Manage =Viewlogs [—|
Help & Information (=
@ Help & FAQ

B8 Video Tutorials

a ERTHERSETEEEEY | - = B

A Project Home  ?=Project Setup (£ Online Designer i Data Dictionary B Codebook

8 VIDEO: How to use this page 0 Create snapshot of instruments t ?

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

This page allows you to build and customize your data collection instruments one field at a time. You may add new fields or edit
existing ones. New fields may be added by clicking the Add Field buttons. You can begin editing an existing field by clicking on the
#' Edit icon. If you decide that you do not want to keep a field, you can simply delete it by clicking on the T Delete icon. To reorder
the fields, simply use the « icon to drag and drop a field to a different position within the form below (you may also click this icon
to see extended move options). Checking the checkbox in the right upper corner of each field will add the field to the multi-field
selection, allowing you to quickly modify several fields at once. NOTE: While in development status, all field changes will take effect
immediately in real time.

@ Return to list of instru I8 Survey settings

Current instrument: Form 1

* This field will NOT be displayed on the survey page.
* You should NOT use identifiers (e.g.. MRN, SSN) for the record ID field.

& Field Name: record_id

Record ID

Add Field | Add Matrix of Fields | Import from Field Bank |

# b B @ [ ]Feld Nome: fname -

First Name
* must provide value

dation type: Letters only

Add Field | Add Matrix of Fields | Import from Field Bank

# P B @ [ ]Field Nome: Iname o

Last Name

@ Learn how to use...
[#] Smart Variables
LTty |« Field Embedding

_ Special Functions

Q How to embed a field elsewhere

Learn how to customize your instrument
or survey by using Field Embedding.

@ How to modify multiple fields
together

To copy, move, or delete multiple fields at
the same time, hold the Ctrl or Cmd key
on your keyboard and click the field to
reveal the & Quick-modify field(s)
feature.

Show: O Overlaid @ On Side

@© Field Navigator

You can quickly move to (and select a
field) by using the 'Go to field' widget
(keyboard shortcut: or EEX9)-

Ly
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Previewing Your Survey

Before you finalize your survey, you

@2 Public Survey Link 2% Participant List 8% Survey Invitation Log

Previewing helps you confirm the

survey look and feel question |ay0ut 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 0 your participants. Responses will be collected anonymously (unless the survey containg questions asking for identifying data from the

and aCCuraCy_ Th|S |t iS an important participant). NOTE: Since this method uses a single survey link for all participants, it allows for the possibility of participants taking the survey
mulitiple times, which may be necessary In some cases

step to do before finalizing the survey. 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 ema# recipientis)
can then click the link to begin taking your survey.

Click on Open Public Survey to open Public Survey URL: |} T T T S R T e ey a

the survey in a new window. This will

allow you to see the survey as it would Link Actions Link Customizations

look live. You can then take the survey e Op @ Gat Short Survey Link

and see how it looks/ responds. € Open public survey + (# Log aut % Create Custom Survey Link

& Send me URL via emall Get Embed Code

Do this as many times as needed.

+ Survey Access Code or 88 QR Code
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G5

Testing Suggestions

Participant List T you can also add
other participants to help you review
choose a couple colleagues willing to
review it for you

strator

ect Setup
y - & Codebook

Note: If you want the survey to be s
anonymous, that is the default. Ifyou
want to include names to identify

all records

@ Public Survey Link = 2} Participant List S8 Survey Invitation Log

The Participant List allows you to send a customized email to anyone in your list and track who responds to your survey. It is als
identify an individual's survey answers, if desired, by providing an Identifier for each participant (this feature must first be enabled &
'Enable’ button in the table below). Note: All survey responses collected are considered anonymous unless you 1) are using Particip:
2) have enabled the designated email field for invitations. More details

R Survey Response Status: Anonymous* |2

Participant List belonging to [initial survey] "WNY Snow Survey" v Rer

Displaying|1-3 v |of3 a* Add participants | & Compose Survey Invitations

Participant Identifier
Enable

Invitation  Invitation

Email Record Responded? ¢ poqijed? Sentz  bNK

participants, click enable partmmanW - =

identifier =

ment

schobert@buffalo.edu @ - e

uj@buffalo.edu " - )
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Project Status

GCRC Research Study

& vy Projects {& Project Home  [] Project Setup =~ Other Functionality  Project Revision History

{ Project Home
] project setup CProject status:

&' Development )

Completed steps 0 of 7

Project status: Development
Data Collection Edit instruments

[Z] record Status Dashboard

ata collectio

=7 Add/Edit Records I'm done!

- Create new records or edit/view existing ones

Data Collection Instruments

My First Instrument

Applications

z Calendar I'mdone!

i!:. Data Exports, Reports, and Stats
+«+ Data Import Tool
: .| Data Comparison Tool
I* Logging
Field Comment Log

Main project settings

gnable | &) Use longitudinal data collection with repeating forms? |2

enable | & Use surveys in this project? |2 22 VIDEO: How to create and manage a survey

Modify project title, purpose, etc

Design your data collection instruments

Add or edit fields on your data collection instruments. This may be done by either using the Online Designer
(online method) or by uploading a Data Dictionary (offline method), in which you may use either method or both.
Quick links: Download PDF of all data collection instruments OR Download the current Data Dictionary

Goto | £ Online Designer | or @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?

Fnahla nntinnal madiilae and ruietamizatinne

When you are
building and testing
your project, the
status should read

Mevel opment ¢

When you have
finished and are
ready to start
collecting data, your
project will be moved
t JPfOmucHoNe b y
REDCap after it is

submitted.
32
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Request Admin to Move to Production Status? %

Are you sure you wish to leave the DEVELOPMENT stage? If you proceed, the project will be moved to
PRODUCTION status so that real data may be collected. If you select the 'Delete ALL data’ option
below, all current collected data, calendar events, and uploaded documents will be deleted, otherwise
all will remain untouched as the project is moved to production.

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

Keep existing data or delete?

Moving Your Project to Production otz
J O Delete ALL data in the project (including any survey responses), calendar events, documents

Optional

I'm done! |

Not
started

I'm done! |

Not
started

TOU ITIdY gidit OLer Users> dlless LU LS PIujecl U cUIL Ue UsSEr PHvIEgesS U CLUITETIL USETS O LS project uy
navigating to the User Rights page. Additionally, if you wish to limit user access to certain records/responses for
this project, you may want to use Data Access Groups, in which only users within a given Data Access Group can
access records created by users within that group.

Go to | User Rights | or | Data Access Groups

Test your project thoroughly

Itis important to test the essential components of your project before moving it into production. Try creating a
few test records and entering some data for each to ensure that your data collection instruments look and
behave how you expect, especially branching logic and calculations. Then review your test data by creating
reports and exporting your data to view in Excel or a statistical analysis package. If you have surveys, complete
the surveys as if you were a participant by using the Public Survey Link or Participant List by sending a survey
invitation to yourself. If other project modules will be used regularly, test them out a bit too. The best way to
test your project is to use it as if you were entering real production data, and it is always helpful to have
colleagues (especially team members) take a look at your project to get a fresh set of eyes looking at it.

Move your project to production status

Move the project to production status so that real data may be collected. Once in production, you will not be
able to edit the project fields in real time anymore. However, you can make edits in Draft Mode, which will be
auto-approved or else might need to be approved by a REDCap administrator before taking effect.

Go to | Move project to production

uploaded onto forms/surveys, and all archived data export files stored in the File Repository,
and any logged events that pertain to data collection.

Once in production, you will not be able to edit the project fields in real time anymore. However, you
can make edits in Draft Mode, which will be auto-approved or else might need to be approved by a
REDCap administrator before taking effect.

@ NOTE:

Since only REDCap administrators can move a project to production, clicking the button below will
send a request to a REDCap admin, who will move it to production status for you. An email will be
sent to your address (traciegr@buffalo.edu) when this has been done.

Yes, Request Admin to Move to Production Status Cancel

After you have previewed and tested your
project and you are ready to distribute, click on
Move your project to production status on the
Project Setup Tab. You will be asked if you
agree that the project complies with all
regulations. If you agree, you can then request
that REDCap admin at UB send your project to
Production. 33
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DIStrIbUtlng Y()ur Survey On the left menu panel, under Data Collection,

)ata Collection

82 Survey Distribution Tools

select Survey Distrubution Tools. Here, you can
select Public Survey Link to create a URL link for
= distribution. You can send that link directly to

P respondents by entering their emails into a

- Get a public survey link or build a participant list for Participant List, or you can create your own

inviting respondents

Bl Record Status Dashboard

- View data collection status of all records

B Add / Edit Records

- Create new records or edit/view existing ones

Show data collection instruments

Survey distribution took T where
you go to get your survey link
you can copy the link and send it
out in mass email or however you
wish.

distribution method using the link (such as
sending out your own emails),

£. Survey Distribution Tools

@ Public Survey Link = 2h Participant List = Z® 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.

.) Public Survey not set up yet!
The public survey has not been set up yet, so a public survey link cannot be displayed here. A public survey is when the first instrument
in your project has been enabled as a survey. If you wish to enable a public survey, you may click the button below, after which you will
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Compose survey invitations

Participant List

You can resend invitations or follow up on incomplete surveys here also

strator

ect Setup
vy - B Codebook
t

Is
ild a participant list for

rd

“all records

ew existing ones

ment

@ Public Survey Link = 2 Participant List =~ £ Survey Invitation Log

The Participant List allows you to send a customized email to anyone in your list and track who responds to your survey. It is als
identify an individual's survey answers, if desired, by providing an Identifier for each participant (this feature must first be enabled t
'Enable’ button in the table below). Note: All survey responses collected are considered anonymous unless you 1) are using Particip:
2) have enabled the designated email field for invitations. More details

R Survey Response Status: Anonymous* |2

Participant List belonging to  [initial survey] "WNY Snow Survey" v e
Displaying|1-3 v |of3 &+ Add participants | & Compose Survey Invitations

. Participant Identifier Invitation Invitation .
Email Record Enable Responded? Scheduled?  Sent? Link
amrupp@buffalo.edu P = L
schobert@buffalo.edu o L
uj@buffalo.edu o - ]
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My Projects

Clicking on the My Projects|tab will take you to your Projects Homepage. This page displays all of your active projects
to find projects you have started or already submitted.

hEDCap’ Home My Projects + New Project @ Help & FAQ BB Training Videos & Send-it W Messenger Logged in as O Profile

traciegr

Research projects require IRB approval before collecting live data.

The REDCap Production Documents must be an exact match to the IRB approved documents. Any
differences, including minor grammatical differences, will not be permitted.

Please Read the following document before creating your Research project:

**|RB RedCap Requirement**

Listed below are the REDCap projects to which you currently have access. Click the project title to open the project. Read more To review which
users still have access to your projects, visit the User Access Dashboard.

My Projects & Organize | B Collapse All | Filter projects by title X | B |
Project Title Records Fields Instruments Type Status
Training 0 15 2 forms ] F



University at Buffalo Applications

QB | Research and Economic Development Project Dashboards
A Alerts & Notifications

1Y

% Multi-Language Management
B Calendar

N Otlfl Catl O n S B Data Exports, Reports, and Stats

& Data Import Tool
You can set up notifications or alerts # Data Comparison Tool

: : H Logging and =m Email Logging
for things like when a new survey ® Field Comment Log

response arrives. @ File Repository

= User Rights and 4s® DAGSs
Create new alert X Data Quality

You may define the settings for your alert in Steps 1-3 below. After clicking the Save button 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.

e ot rerc On the left side panel, under
Applications, You can find Alerts

and Notifications.

A) How will this alert be triggered? ® When a record is saved on a specific form/survey*
(O If conditional logic is TRUE when a record is saved on a specific form/survey*
(O When conditional logic is TRUE during a data import, data entry, or as the result of time-based logic @

B) Trigger the alert... Here, yOU Can add a neW
when | -- choose an instrument/survey - v | is saved with any form status v | (excludes data imports) n Otlfl Catl 0 n an d adj uSt th e

* The alert will not be re-triggered if the form/survey is saved again, unless it is set to send Every time in Step 2 below. Settl n g S Of th at al e rt .

When to send the alert? @® send immediately

(O Send onnext Day ~  attime B um

37
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#A Project Home  ?=Project Setup | & Other Functionality | &) Project Revision History

Other Functionality

Project Status Management

In the Other Functionality Tab, you can
] i Development
easily copy or backup your project. (current)
& Mark project as Completed If you are finished with a project and wish to make it completely inaccessible, you may
mark the project as 'Completed'. Doing so will take it offline and remove it from

everyone's project list, after which it can only be seen again by clicking the Show
Completed Projects link at the bottom of the My Projects page. Read more

Copy or Back Up the Project
t® Copy the Project Make an exact duplicate of this project. All project fields will be copied over, and

you will be prompted to set the title and info for the new project. You may choose
to copy or not copy the existing data in the current project to the new one.

Download a backup of this project. The entire project (all records, instruments,
fields, and project attributes) can be downloaded as a single XML file (CDISC ODM
. format). This XML file can be used to create a clone of the project (including its
_ & Download metadata & data (XML) ‘ data, optionally) on this REDCap server or on another REDCap server (it can be
uploaded on the Create New Project page). Because it is in CDISC ODM format, it
Include the following in the XML file:  3n 350 be used to import the project into another ODM-compatible system.
Surveys and survey settings

B Download metadata only (XML) ‘

NOTE: The exported XML file does *not* contain the project's logging history (audit trail), but if you
wish to obtain it, you may freely download it any time at the top of the Logging page. 38
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Data Exports, Reports and Stats

Get data from surveysyou
can export data into an Excel
spreadsheet

Statistics and charts lets your
view data in different ways

39



