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REDCAP TRAINING
WELCOME!

We start at 13.00 pm

During the webinar you can ask questions or write comments in the chat.

You can also ask questions by microphone.

Otherwise keep your microphone muted

You can also contact the hosts using private chat messages
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. CONTENT OF THE TRAINING

In this training we will go through the basic functions of REDCap:
How to create a data collection template for your research project
How to create a survey

How to test your project

Capturing data

How to send your survey to research participants

How to grant user rights to your REDCap project

Exporting data to other programs (Excel, R...)
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REDCAP AT THE
UNIVERSITY OF HELSINKI
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%&REDCAP TEAM AT THE UNIVERSITY

Library: lina Hepolehto, Tuija Korhonen, Katri Larmo, Marja Moisio
IT: Kimmo Tykkala, Antti Jussila
Service address: Redcap-support@helsinki.fi

Send your questions about data management to datasupport@helsinki.fi
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%. HOW AND WHY REDCAP?

- REDCap (Research Electronic Data Capture) is a secure tool for creating surveys
and databases and for collecting data. Developed at Vanderbilt University (Nashville,

Tennessee)
» Especially suited for collecting sensitive and personal data.
« Anyone with Univ of Helsinki credentials can access and use REDCap.

 Double authentication — either with Microsoft/Google Authenticator or with a code
sent to your email.

o Address: https://redcap.helsinki.fi/
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. ! WHERE’S THE DATA LOCATED?

« The University of Helsinki's REDCap is installed on the University’s own servers.

« Data that is collected in REDCap is stored on the University’s own servers.
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%\ THE SIZE AND AMOUNT OF DATA

* The largest size of files you can upload to REDCap is 64 Mb at the moment
 this is the default size in REDCap, can be changed easily and quickly if needed
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%\ THE MAIN STAGES OF USING REDCAP

« Plan how you will collect data

What? Why? Who? When? How?
* |n test stage in REDCap create and test your database or survey thoroughly

* |n test stage/phase you have to thoroughly test all your form, variables, project settings
(email, timeframe etc) so that you don’t have to make any changes during data collection
(production stage).

* |In the production stage you collect and review data.

* The analysis stage takes place outside of REDCap. You can export data directly
from REDCap into Excel, R, Stata, SAS, SPSS and also into PDFs if needed
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DATA PROTECTION

m° REDCap is originally created for American universities where all research that contains personal data has to receive
ethical approval from an institutional review board. This demand is on REDCap's login page and unfortunately we
cannot change this text to correspond to the requirements at the University of Helsinki.

Instead we have the following text when you create a project:

Please make sure that:
You have approval from your Ethical Review Board (if required)
https://www.tenk.fi/en/ethical-review-in-finland

You have done the Data Protection Preliminary Evaluation. See the Data protection guide for researchers in

Flamma
https://flamma.helsinki.fi/en/group/tutkimuksen-tuki/tutkimuksen-tietosuoja-asiat

* You have done a Data Protection Impact Assessment (if required)
* You have a Data Protection Notice (Privacy Notice) for informing research participants

When you move your project to production we have the same text and an additional
sentence:

* You have thoroughly tested all forms, variables and project settings (emailings, scheduling, etc) so that no more
changes are required
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POP UP TEXT WHEN YOU START CREATING
YOUR PROJECT

Motice ®

UNIVERSITY OF HELSINKI

Please make sure that:

® You have approval from your Ethical Review Board {if required)
https:/fwww.tenk.fifenfethical-review-in-finland

* You have done the Data Protection Preliminary Evaluation. See the
Data protection guide for researchers in Flamma
https://flamma.helsinki.fifen/group/tutkimuksen-tuki/tutkimuksen-
tietosuoja-asiat

* You have a Data Protection Motice (Privacy Motice) for informing
research parficipants

* You have done a Data Protection Impact Assessment (if required)

Cancel
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FRONT PAGE AND
YOUR PROFILE
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LOGGING IN

REDCap =

rojects < New Project
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% Conrral Centar

Welcome to REDCap!
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rm for building and managi

g and designing
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mated export procedures for seamless data downloads to
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THE FRONT PAGE OF REDCAP AFTER

REDCap Features

Build online surveys and databases quickly
and securely - Create and design your project
rapidly usi

hy re web suthentication from

your browser. No extra software is required

Fast and flexible - Concaption to production-
|zvel survey/databaze in less than one day.

Export data to common data analysis
packages - Export your data to Microso!
PDF. 54 3, R, or 5P55 for analysis.

Ad Hoc Reporting - Cr:

te custom gueries for
w or download,

e-Consent - Perform infarmed consent
electronically for participants via survey

Easily manage a contact list of survey
respondents or create a simple survey link -
reate custom email

wha respands, or you may
vey link to email out or
poston aweb:

Scheduling - Uriliz
and scheduling module for org:
guentz and appoimmeEnts.
REDCap Maobile App - Collect datz offline uzin;
an app on & mobile device when there is no WiF;

or cellular connection, an: ynic data

back to the server.

Send files to others securely - Using 'Send-it
upload and send files to multiple recipients,
including existing project documents, that are too
large for email attachments or that contain
sensitive dat.

Save your data collection instruments as a
PDF to print - Generate a POF version of your
forms and surveys for printi
offline

g to collect data

Advanced features - Auto-vslidation, calculated
uploading, branching/skip I and
/ey Stop actions.

REDCap API - Have external applications connect
EDCap remotely in a programmatic or
automated fashion

Data Queries - Document the process of

sing the Data Resolution

Workflow maodule.

Piping - Inject previously collected data values
ion emails, etc.

2 pravide a mare customized experience,




EDITING YOUR PROFILE

» Set up Google authenticator for two-step e
verification S

 You can add extra emails

« User preferences: Setting up time and
date format

« User preferences: Setting up number
format: decimals, how to separate
thousands

* Notification preferences
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TWO-STEP VERIFICATION

* You can set up Microsoft/Google

authenticator app for two-step
verification > you get the verification

code on your app

 Verification can be sent to your email as
well > you have two minutes to enter the

code
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i Two-step verification for REDCap login

Select an option below to complete the second half of REDCap's two-step verification login process.

You will not be able to access REDCap until you have completed this verification step.
Google Authenticator or Microsoft Authenticator: Open the Google
Authenticator or Microsoft Authenticator app on your mobile device to get
the verification code associated with your REDCap user account.

Email: Send an email containing your verification code to your email
account.
Send to tuija.korhonen@helsinki.fi

Cancel

REDCap webinar, University of helsinki Data Support, 2024
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Set up Google Authenticator or Microsoft Authenticator for two-step login

1) Download the Google Authenticator or Microsoft Authenticator app to your mobile
Microsoft Authenticator

device
Google Authenticator

2) Open the app. and scan this QR code View OR code in separate |
\ the
app using the Manual £ ethod. Also re you set e
thikorhon@helsinki fidredcap helsinkifi
3) Use the app when you log in to REDCap
Alter y edt JRC € using the Goog'e A *ntcat
Authenticat 1 ) f t ‘A 5 the luture t {a
e NOTE: The app does not require an internet connection
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MICROSOFT/GOOGLE AUTHENTICATOR

3) Use the app when you log in to REDCap
canned the QR code using the Google Auth

e | Vg fic atlon COde 15 always dNEINE. 5 L
different each time you log in. NOTE: The app does not requir
internet connection on you to work.

raevice in order to
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NAVIGATION
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NAVIGATION

 Home: the front page of REDCap S

* You can see all your projects in ‘My
projects’

* You also see all projects into which you
have been granted access.

« Start creating a new project in: ‘New
project’

 Help and FAQ

« Training videos created by Vanderbilt
University

« (control center only visible to admins)
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NAVIGATION: MY PROJECTS

You can see all your projects in ‘My Projects’
You also see all projects into which you have been granted access.
* You can organize your projects into folders.

* You can place projects in the folder ‘My Hidden Projects’ to hide them
from view.

* Here you see the title of your project, how many records there are,
how many fields there are and the status of your project.

<—— development status,
«<—— production status
analysis/cleanup status

YO % %O g\
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* Click ‘Organize’

MY PROJECTS: FOLDERS

* You can organize your projects into folders.

 Give the folder a name and click ‘Add’

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 | x| ||
Project Title PID Records Fields Instruments Type Status

- Unorganized Projects (6)

REDCap training March 163 7 15 1survey [ ]
suuri sydan (Eliisan koulutus_elokuu_2021) 413 2 20 3forms = F
Emollient cream 12.10.2021 504 1 39 E-3 F
REDCap training 8.12.2021 () 636 4 27 =
REDCap Training 24.3.2022 (w] 827 o 14 L] +
Emollient for atopic eczema 1049 = +
ilE=nczai@
Feedback from REDCap Training a7 8 9 1 survey [ ]
(=] eldinladkis (2)
elainlaakis kokeilu D 0 16 1sumey = ©
elainlaakis kokeilu 2 D 268 1 17 sy n
[# IMDC (3)
[+] new (1)

& Show Completed Projects
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&= Organize Projects

Project Folders are a way to organize the projects on your My Projects page by putting them into groups. You may create new folders below
and then assign your projects to them on the right. A project 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: Only you can see your folders; they are for your own personal organization. If you
wish to simply hide projects from your My Projects list, you may put them in the 'My Hidden Projects’ folder, which will keep them
in an always-collapsed folder at the bottom of the My Projects page.

STEP 1: Create Folders STEP 2: Assign Projects To Folders

My Folders @ —Selact afolder — | | x|

[ wide projects already assigned

[ My Hidden Projects ]
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STARTING A PROJECT
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B Click 'New Project’
« Add a title to your project

* Choose the Purpose of the
project

« Choose whether you start
your project from scratch or
use templates

 Finally: click ‘'Create Project’

w RED(C ject

Progect tithe

Purpose of this project: Seect One v
r—TT Y \

Progect eotes (optenall

Start peogect from scrateh
or hogin with a template?
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STARTING A PROJECT

=+ 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:

Purpose of this project: - Select Ona - v

Project notes (optional):
Camments describing the project’s use

Start project from scratch @ Create an empty project (blank slate)
or begin with a template? [ Upload a REDCap project XML file (CDISC ODM format) |2
() Use a template (choose one below)

‘ Create Project ’ ancel

REDCap webinar, University of helsinki Data Support, 2024



THE FIRST POP UP WINDOW BEFORE YOUR
PROJECT IS CREATED

MNotice ®

UNIVERSITY OF HELSINKI

Please make sure that:

* ‘You have approval from your Ethical Review Board (if required)
hitps://tenk.fi/enfethical-review/ethical-review-finland

* You have done the Data Protection Praliminary Evaluation. See the
Data protection guide for researchers in Flamma
hitps://flamma.helsinki.fi/fen/groupftutkimuksen-tuki/tutkimuksen-
tietosuoja-asiat

& You have done a2 Data Protection Impact Assessment (if
required)

* ‘You have a Data Protection Mofice (Privacy Motice) for informing

research participants

Carcel
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% YOUR PROJECT

PROJECT SETUP: A CHECKLIST FOR

7 Your new REDCap pro,ect has been created and is ready to be accessed.

You may now begin exploring your project and the many features available to you. Below are some instructions to help you e LIErrey-(Jen o
get szartec. v
o
Apphe stom
Main project settings
p J g 5
-

Design your data collection instruments

« Enable optional modules and
customization 3.

« Set up project bookmarks

« User rights and permissions

« Test your project thoroughly

* Move your project to production status

* Check status to completed, if you are
finished with that step

HELSINGIN YLIOPISTO
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Tes

ject has been created and is ready to be accessed.

n project settings
L] riTy
L] gL
ESIEN your dat Liod INStruments
= O 0 O D
[ | [
ble ocptional and customizati
-1
-]
-]
s
(-1
o
P proy

Test your project theroughly
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SETTING UP

Y O l | R P R OJ E CT A Project Home | i=Project Setup Other Functionality = 40 Project Revision History = %FEdit project settings
+ Your new REDCap project has been created and is ready to be accessed.
You may now begin exploring your project and the many features available to you. Below are some instructions to help you
. get started.

@Jtatus: /¥ Deve CD

Gmpleted steps 0 DD

Main project setting

 Title and ID

* The settings for your project (main project settings):
survey, longitudinal data collection; i
modifying the title of your project...

« The status of your project: Development/Production

« Not started/I'm done "
« Click when you are finished with that step:

palaute

4 Project Home  =Project Setup B3 Other Functionality £ Proj

Project status: / Development

Main project settings

Click if finished Enable | @ Use surveys in this project? [?
with this step.

Enable | @ Use longitudinal data collection with defined event

| Modify project title, purpose, etc.

| ¥m donet |

HELSINGIN YLIOPISTO
HELSINGFORS UNIVERSITET
UNIVERSITY OF HELSINKI

Enable | @ Use surveys in this project? [? £ VIDEOQ: How to create and manage a survey

Enable | @ Use longitudinal data cellection with defined events? [2

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). Quick links: Download PDF of all
instruments OR Download the current Data Dictionary

Goto |[@ Online Designer | or ﬂg Data Dictionary | Explore the | o REDCap Shared Library |
Have you checked the Check For Identifiers page to ensure all identifier fields have been tagged?
Learn how to use [ ] [; ] [ ] 1 Field embedding

& Enable optional modules and customizations

Enable | @ Repeatable instruments [2

Disable | @ Auto-numbering for records [2

Enable | @ Scheduling medule {longitudinal only) [2
Enable | @ Randomization module [?
sbl= | @ Designate an email field for sending survey invitations [?

Enable | @ Twilio SMS and Voice Call services for surveys and alerts [2

Additional customizations |

W set up project bookmarks (optional)

You may create custom bookmarks to webpages that exist inside or outside of REDCap. These bookmarks will
be seen as links on the left-hand project menu and can be accessed at any time by users who are given

REDCap webinar, University of helsinki Data Support, 2024




PROJECT SETUP: YOUR CHECKLIST FOR
YOUR PROJECT

# Project Home | = Project Setup B3 Other Functionality ) Project Revision History 9 Egs gropect seitiogs
FProject status: & 1 Completed steps 0 of 7

Maln project settings

Chick o Fininbueed Enable | & Use suroeys in this project? |# B VIDED: How s creare ard mankng § SUryEy
waith this step Enable | @ Use longitudinag! data colection with defined ewents? |7

A Main project settings
Enable | &@ Use surveys in this project? |?

Complete!

Enable | @ Use longitudinal data cellection with defined events? |2

o Modify project title, purpose, etc. |

HELSINGIN YLIOPISTO
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PROJECT SETUP :
MAIN PROJECT SETTINGS

pject SEttII'IgS

® Here you enable surveys

B VIDEQ: How to create and manage a survey

If yo u are Cre atl n g a S u rvey! ELblel|H°.Ufe I.Dngitudi H : c|c- lection with defined events? 2

'm done!

eys in this project? |? ) £ VIDEQ: How to create and manage 3 survey

By clicking on the question mark — e T
you can learn more about Surveys ... s

Use surveys in this project? ®

After creating data collection instruments in the steps below, you and other
users in this project may enter data for those instruments. # tionally, you
may enable any in t as a survey and then collect data for that
nstrument from s 'y pondents. The only difference is who will be
entering the data: project users, sun, articipants, or both. For surveys,
you may utilize a Participant Lis ailing your recipients and also 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

ink that can be emailed to all participants or even posted on a website. - - -
e ° : Pt n e meEDs Modify Project Settings
Close
Project title: Testi 5

You can also modify your project’s title
and purpose here. . |
That was done at the beginning of creating
the project but can be changed.

HELSINGIN YLIOPISTO
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Project notes (optional):
Comi the project’s use




REDCap

jhkorhon@helsinki.fi

strator
X View project as user: | - selact 3 uzer -
< Project Home and Design >

# Project Home - 2 Project Setup
# Designer - @ Dictionary =]
mE Ot =tal Developm

Proje z ent
( Data Collection ’

B Record Status Dashboard

B 2dd/ Edit Records

# Daa o

B Logging an ng
®y Fizld Commen

= Fi pository

& User Rights and 4af

ﬁ Customize & Ma k

B Data Quali

[ APl and

o
B APl Playground

: REDCap Mobile App

External Modul K Manage i=View Loss

Help & Information

@ Help & FAQ

E Video Tutorials

[* Suzgesta Mew Feature

HELSINGIN YLIOPISTO
HELSINGFORS UNIVERSITET
UNIVERSITY OF HELSINKI

NAVIGATION: WHEN EDITING A PROJECT

On the left panel there’s a navigation menu which
appears when you are editing your project.

From there you can log out or access your projects from
‘My Projects’

Project Home and Design: this is where you can
access your Project Statistics and can start creating your
project

In Data Collection you can view the data collection
status of all records and you can also add new records
or edit existing ones

In Applications you can

give user rights to your project, see the logging
information, export data, translate the interface,

create a calendar...

REDCap

You can hide the menu from view
by clicking on the minus sign

REDCap webinar, University of helsinki Data Support, 2024



%_ PROJECT HOME

testi 3 PID 81

. # Project Home | i=Project Setup  E3 Other Functionality = 9 Project Revision History % Edit project settings
« Dashboard of a project
The tables below provide general dashboard information, such as a list of all users with access to this project, general project
° Users statistics, and upcoming calendar events (if any).
Project is not used as a template | Add

o Statistics

o Current Users (4] B Project Statistics

o Calendar Events User Expires Records in project 0
allardt@helsinki.f R Most recent activity 02.02.2021 15:33
(Monica Allards Space usage for docs 0,00 MB

hepoleht@helsinki.

(lina Hepolehto) _

Upcoming Calendar Events (next 7 days)
larmo@helsinki.fi
(Katri Larmo) Time Date Description

M i = -
thkorhon@helsinki. - No upcoming events

(Tuija Korhonen)

HELSINGIN YLIOPISTO
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palaute

# Project Home  *=Project Setup = Ea Other Functionality & Project Revision History

it Completed steps 1 of 7

Project status: &

Main project settings

# Design your data collection instruments

ields on your data collection instruments. Thiz may be done by either using the Online Designer
nks: Download POF of &

Add or edit
{online method) or by uploading a Data Dictionary {offine method). Qui
instruments OR Download the current Data Dictions

10 | [# Online Designe | or | il Data Dictionary |

ik For I

: Enable optional modules and customizations

cnanle | @ Repeatablei
o © Auto-num
@ Scheduling module (longitudingl only) [z

e QRSHCG”:E oM module | ?

umEents [7

ing for re:

@ Designate an email field for sendi
Enabie | @ Twilio SMS and Vaice Cal
Additional customizations

W 5et up project bookmarks (optional)

‘fou may create custom bookmarks te webpages ¢ inzide or outside of REDCap. Thess boakmarks wil
be z22n as links on the left-hand project menu and can be accessed at any time by users who are given

privi o do so. Every project bookmark has custom settings that allow one to control its appearance and
bahaviar.

to | Add or edit bookmarks

& User Rights and Permissions

is project or edit the wser privileges of current users on this project by
ess to certain records/responses for
thin a given Data Access Group can

You may grant other users access te t
navigating to the User Rights page. Additionally. if you wish to limit user
this project, you may want to use Dets Access Groups. in which only users
acress records created by users within that group.

User Rights | or | Data Access Groups

Ehis

Test your praject thoroughly

= impartant oo test the essential compaonents of your project before moving it _Try creating a
fow test records and entering some data for each to ensure that your data collection instruments lock 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 3 satistical analysiz package. If you have surveys, compl
the surveys as ifyou were a participant by using the Public Survey Link or Participant List by sending & surv
invitaticn to yourself. If other project medules will be wsed regularly, test them cut 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 ahwvays helpful to have
collesgues (espedially team members) take a look at your project fresh set of eyes looking atit.

Move your project to production status

T he project b production st o that real data may be collected. Once in producton, you will not be
abl edit the project fields in real time anymore. However, you can mal its in Draft Mode, which will be
autc-approved or else might need to be approved by 2 REDCap administratar before taking effe

HELSINGIN YLIOPISTO s
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% PROJECT SETUP

@tatus #D @Jle:ed steps 1 D

Main project settings
Enable | @ Use surveys in this project? [2 B VIDED: How to create and manage a survey
Enable | @ Use longitudinal data collection with defined events? [2

* These steps are completed a5
Modify project title, purpose, etc.

* You can undo this step by clicking 'Not complete?’ and edit your settings
* In the right upper hand corner you can see how many steps you have completed

HELSINGIN YLIOPISTO
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% MODIFYING THE PROJECT

« Additional information by clicking on the the question mark

« Modify project settings:
change title, purpose, add comments

Use surveys in this project?

After creating data collection instruments in the steps below, you and other
users in this project may enter data for those instruments. Additionally, you
may enable any instrument as a survey and then collect data for that
instrument from survey respondents. The only difference is who will be
entering the data: project users, survey participants, or both. For surveys,
you may utilize a Participant List for emailing your recipients and also 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.

Modify Project Settings

Project title: palaute
Title to be displayed on project webpage
Close
Purpose of this project: Practice / Just forfun

How will it be used?

Project notes (optional):

Comments describing the project’s use

or purpose thot are displayed on the

My Projects page. i

Save Cancel
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PROJECT SETUP: DESIGN YOUR DATA
OLLECTION INSTRUMENTS

/ 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 3
instruments OR Download the current Data Dictionary

Go to | [ Online Designer | or B8 Data Dictionary Explore the | gg REDCap Shared Library
Have you checked the Check For |dentifiers page to ensure all identifier fields have been tagged?
Learn how te use | | B2 | | | 1 Field embedding

* You can use the 'Online Designer’ tool in REDCap or a 'Data Dictionary’ file that you
export into REDCap

« REDCap guides you through this step

HELSINGIN YLIOPISTO
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ONLINE DESIGNER

# Project Home | :=Project Setup | [# Online Designer | [f8 Data Dictionary B Codebook

t of instruments | B VIDEQ: How to use this page

YO u Can Start fro m SC ratC h 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.

Create snaps

* Or you can use instruments from ovncatecton | (e | 9

Instruments @ Import | a new instrument from the official REDCap Shared Library (2|

the shared library T O

View Enabled as
P survey

| % Create |a new instrument from scratch

| instrument ZIP file from another projectfuser or external libraries |:|

Instrument name Fields

* You can edit the instrument’s name,—==——— 1
you can copy or delete it as well

Instrument actions  Survey-related options

* If you want to use surveys click
'Enable’ > you are directed to 'set
up my survey’ page

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

£ VIDEO: Hov

0 use this page

to fields and data collection instruments very easily using only your web
field changes will take effect immediately in real time.

The Online Designer will allow you to make project modificat
browser. NOTE: W

ile in development status, a

Add new instrument:
palaute Data Collection a new instrument from scratch

Instruments o

port | @ new instrument from the official REDCap Shared Library 2]

instrument ZIP file from another project/user or external libraries EH

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

Instrument name Fields pEE  Instrument actions

(=1

Basic Demography Form 15 @

v you to make project modific using only your web

Vhile in development status, all field changes will u ffect immediately in real time.

A K Delete
Data Collection D ooy N Download instrument ZIP
Inst ¢ Add new fields/questions to o official BE |
nstruments the instrument or modify e official REDCap Shared Library £d

existing ones. lanother project/user or naliibraries £l

Instrument name

Fields ;',g:’ nstrument

s B
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SETTING UP A SURVEY
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SET UP MY SURVEY

" Project Home | = Project Setup | [ Online Designer | f§Data Dictionary & Codebook

Create snapshot of instruments I VIDEC: How to use this page

2

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.
Survey options: Add new instrument:

Data Collection IS Survey Queue ¥ Survey Login @ Create | & new instrument from scratch

* If you want to use surveys click mstruments | B sutoctaion] @ impor | new nirumens rom he o EDCap Shared Ly

, E abl " O I . D . tab > [%] Upload or download Auto Invitations ~ Uplozd | instrument ZIP file from another project/user or external libraries [El
n e I n n I n e eS I g n e r Instrument name Fields \'SS"E' Enff:!fgfs nstrument actions  Survey-related options

you are directed to 'set Maan—
up my survey’ page
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%; SET UP MY SURVEY

 Here you set up the design and
customize your survey

# Project Home  :=Project Setup & Online Designer | 4 Set Up My Survey
=y utiliz 'y Ction instrument as a survey by enabling the instrument o m
nstrument via normal dsta entry on the form, but enabling it as a survey allows for the additional eption of collecting
= Set up my survey fior data collection instrument "My First Instrument’
faragrash B I :/'r' E =E =

iE S = B LA 4
Please complete the survey below.

Thank you!

e Survey title and instructions for your participants.  ..coow

STL.: dizploy on imoge above the survey title) | Choose File |: fila chozen

* You can add a logo to your survey and there are

different font and color options (Survey theme)
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Survey C mizations:
Question Mumbering mbers R
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SET UP MY SURVEY:
URVEY CUSTOMIZATIONS

Survey Customizations:

Question numbering can be automatic or
customized

* You can have your survey on one page or
one section per page

* You choose whether the participants can
download a pdf of their answers

* You choose whether you allow participants
to see aggregated survey results

« There's also Text-to-Speech functionality
(doesn’t work with Finnish or Swedish)

HELSINGIN YLIOPISTO
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completed.

[ survey-specific email invitation field - selact a field - w
Designate an email field for sending survey
invitations for this survey only |?

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

sl Allow survey respondents to view aggregate Disabled
survey results after completing the survey?

i} Text-To-Speech functionality Disabled
(Allows text on survey page to be read audibly to
N T Fo
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Decide how many responses you will

collect

You can have a time limit for survey

completion

You can set an expiration date
You can allow a save and return option

for respondents

HELSINGIN YLIOPISTO
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SET UP MY SURVEY:
URVEY ACCESS

Survey Access:

@

(=]
Ll

c

Respeonse Limit (optional)

(Maximum number of responses to collect.
Prevents respondents from starting the survey
ofter o set number of responses have been
collected,) |2

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

Survey Expiration (optional)
(Time after which the survey will become
inactive.) [?

Allow 'Save & Return Later’ option for
respondents?

{Allow respondents to leave the survey and return
later,) |?

Willinclude | partial and completed responses ~

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

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

days hours minutes
If the respondent loads the survey after this time has passed, it will not allow them to begin or continue the
rvey. (If all are left blank, the time limit will not be enforced.)
[T
B &
The time must be for the time zone EuropefHelsinki, in which the current time is

03.02.2021 10:18.
No W

[] Allow respondents to return without needing a return code [

@ NOTE: If you are collecting identifying infermation {e_g., PII, PHI), for priva

recommended that you leave the option unchecked 50 a5 to enforce a ret

[J Allow respondents to return and medify completed responses [£]

REDCap webinar, University of helsinki Data Support, 2024



« Compose a survey completion text
» Redirecting to next survey if applicable
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SET UP MY SURVEY:
%.SURVEY TERMINATION OPTIONS

Survey Termination Q ptions:

(Optional) vey: he next v

Redir:

(Redlire rvey is Pra

& Ho ning here
"""""" y Completion Te
played aft irvey is nk you ph B I (/0
Xt OF 015 ¢ ledgem _

Thank you for taking the survey.

Have a nice day!

REDCap webinar, University of helsinki Data Support, 2024



SET UP MY SURVEY:
TOP ACTIONS

* yOu can use Stop actions in your survey: survey is terminated if a participant gives a
certain kind of answer

* You determine the stop actions in the Designer
« Compose a survey completion text when the stop action has been triggered

HELSINGIN YLIOPISTO
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SET UP MY SURVEY:
%.SURVEY TERMINATION OPTIONS

* You can archive a PDF of the responses to your project’s archive
* You can send a confirmation email after completing the survey

= e-Consent Framework @ Disabled

« REMEMBER TO SAVE CHANGES! e e

- Cancel--
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SURVEY SETTINGS

* You can return to modifying your survey settings: Online Designer: Survey Settings
« Even in production status you can modify survey settings in real time

# Project Home = Project Setup (([# Online Designer = [J) Data Dictionary B Codebook

B Create snapshot of instruments | 8 VIDEO: How to use this page

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

Survey options: Add new instrument:

Data Collection i Survey Queue |

¥ Survey Login |
Instruments

% Create |a new instrument from scratch

5 Survey Notifications |

@ Import | a new instrument from the official REDCap Shared Library 2|
@ Upload or download Auto Invitations = |

@ Upload | instrurment ZIP file from another project/user or external libraries H

: View Enabled as q -
Instrument name Fields ppF survey Instrument actions  Survey-related options

11 1] Choase action( & Survey settings | +A§:omated Invitations

My First Instrument

HELSINGIN YLIOPISTO
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SURVEY SETTINGS

« Do you want to receive an email when someone completes a
survey?

« Set it up in Online Designer:

# Project Home  i=Project Setup | [# Online Designer
EF VIDEC: How to use this page

The Cnline Designer w

Survey Notifications
@ Data Dictionary = H Codebook

O Create snapshot of instruments |

allow you to make project modifications to fields and data collection instruments very easily using only your web browser
Data Collection Instruments

+ G

NOTE: While in development status, all field changes will take effect immediately in real dme.

reate | & new instrument from scratch

Form options:

Survey options:
& Form Display Logic | = Survey By Auto Invitation options - | A Survey Login
= Survey Motifications
& Import |a new instrument from the official REDCap Instrument Library
al Up | instrument ZIP file from another project/user or external libraries
e 7 Email notifications for survey responses
Instrument name Fields F’IIZEJ\E s‘ine.e},as Instrument actions  Survey related options
My First Instrument 27 = ] Choose action & Survey setrings || + Automated Invicstions

you or other users wish to be notified via email every time a participant completes a survey, select the users to be
otified under each survey listed below by selecting their email address in the user's drop-down list, which may

contain each user's primary, secondary, or tertiary email address for their REDCap account. To remove 3 User as a
recipient for the survey notifications, change their email drop-down option to ‘not selected’, after which they will no
longer receive notification emails for that survey.
My First Instrument
HELSINGIN YLIOPISTO
HELSINGFORS UNIVERSITET
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[ Recipient email address
thkorhon@helsinki.fi (Tuija Karhonen)

MNotifications
Enabled
tuija.korhonen@helsinki.fi (Primary)
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DISTRIBUTING YOUR SURVEY

HELSINGIN YLIOPISTO
HELSINGFORS UNIVERSITET
UNIVERSITY OF HELSINKI REDCap webinar, University of helsinki Data Support, 2024



%_ SURVEY DISTRIBUTION TOOLS .

* You don’t see Survey Distribution Tools at all in the left hand
panel if you haven’t enabled surveys in your project.

« If you haven’t enabled surveys for your project in the Online
deS|gner you see this text when you click survey distribution
tools (it’'s not enough to enable surveys in the

project setup phase)

Enable my survey(s) »

MNOTICE: You cannot utilize the "Survey Distribution Tools' page until you
have first enabled one or more surveys. You may enable surveys here on the
Online Designer by clicking the Enable button for any given data collection
instrument. Once you have enabled an instrument as a survey, you may
collect data for it by distributing surveys by utilizing the "Survey Distribution
Tools" page on the left-hand menu.

Close

« Remember to set up your survey settings and save them!
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REDCap

SURVEY DISTRIBUTION TOOLS: R

M REDCap Messenger

PUBLIC SURVEY LINK ]

4 Project Home - = Project Setup
[#' Designer - @ Dictionary - B Codebook

us: Development

. of
« Open Public Survey/Public Survey link: you can view your survey o

form
* You can create a short survey link
. Llnk Can aISO be embedded &4 Survey Distribution Tools

@ Public Survey Link | &% 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 collectad anonymously (unless the survey
contains guestions 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: | https:/iredcap.helsinki.fifredcap/surveys/?s=WYST7)8YML M |

Link Actions Link Customizations

Gpen public su "-JED

 Open public survey + @ Log out |

- Get Short Survey Link

= Create Custom Survey Link )

& send me URL via email | Get Embed Code |

HELSINGIN YLIOPISTO
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SURVEY DISTRIBUTION TOOLS:
PARTICIPANT LIST

* You can add and track that the survey participants
have answered the survey

* YOou can compose survey invitations

£. Survey Distribution Tools
¢ Public Survey Link | &% Participant List | 2@ Survey Invitation Log

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

Participant LiSt belonging to | [Initial survey] "My First Instrument”

Remove all participants |

Displaying of 0

" Add participants

Compose Survey Invitation =>|

_______________ | | Survey
i r artp=nt e ier itat sitation . Access
Email Record Responded? _lvtauan ml Link
Enable | P Scheduled?  Sent? Code and

QR Code
Mo participants have been added

HELSINGIN YLIOPISTO
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3] Export list |

REDCap

Logged in as thkorhon@helsinki.fi
@ Logout

My Projects or % Control Center
B REDCap Messenger

& View project as user: | - select 3 user —- hd
Project Home and Design =l
4 Project Home - = Project Setup

[#' Designer - @3 Dictionary - B Codebook
B Froject status: Development

Data Collection

@y Distribution T-:-cls>

ONE res;

gents
82 Record Status Dashboard

- View data collection status of all records
B Add/ Edit Records

- Create new records or edit/view existing ones




SURVEY DISTRIBUTION TOOLS:

COMPOSE SURVEY INVITATIONS TO SEND TO
_ PARTICIPANTS

« Compose your survey invitation

& Send a Survey Invitation to Participants

© Info

Survey title: My First Instrument Participant List Actions: | - check/uncheck participams —
(those who have not responded completely)

i 7 Respaon
© When should the emails be sent? Email (0 selected) Participant Identifier Scheduled? Sent? -
® Immediataly =

Q At specified time: =HEe Mo participants exist

e e must be for the time zone Europe/Helsinki, in which the current time is 04.02.2021 10:51,
A Enable reminders

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

= Compose message

From:

tuija.kerhonen@helsinkifi i
To: [All participants selected from Participant List]
Subject:
Send test email
Paragraph B I & == = = 3
= Z @By AL Q o L
~
Please take this survey.
You may open the survey in your web browser by clicking the link below:
[survey-link]
If the link above does not work, try copying the link below into your web
browser:
[survey-url] v
“
it box above. Make you include

o take the survey.

HELSINGIN YLIOPISTO Send Invitations Cancel
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SURVEY DISTRIBUTION TOOLS:
SURVEY INVITATION LOG

£ Survey Distribution Tools

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

Listed below are the survey invitations that have already been sent or have been scheduled to be sent to survey participants in this project.
For each invitation it displays the participant email, participant identifier (if exists), survey name, and the date/time in which the 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 "Europe/Helsinki”, in which the current time is 03.02.2021 10:52.

&0 Survey Invitation Log = — Begin time: | 03.02.2021 10:52 | End time: (DMLY H:M)

(in ascending order by time sent) Display| All i hd | and | All response statuses v

View future invitations |

Displa}-'ng-:: Q

Display invitation reminders?

Apply filters | Beset @D:-w‘n oad log (as seen below) M Delere 31l selected |
Invitation send time VIE‘_W Participant Email Recard Par‘tlc.lpan: Survey Su.rvey Responded? Errors (if O
Invite Identifier Link any)

Mo invitations to list

HELSINGIN YLIOPISTO
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REDCap

Logged in &s thkorhon@helsinki.fi
@ Logout

My Projects or £ Control Center

B REDCap Messenger

& View project as user: | -- select  user - hd
Project Home and Design =l

A Project Home - 7= Project Setup
[#' Designer - @8 Dictionary - B Codebook

B Froject status: Development

Data Collection 1=

CINE respondents
1 Record Status Dashbeard
2w aa Collection =C of all records

8w recorgs or edit/view existin

B Add/ Edit Records
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PROJECT SETUP:
ONLINE DESIGNER
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ONLINE DESIGNER

* This part of setting up your project takes time and often demands
repeated testing!

« Defining all the variables
« Their format (date, radio button, number...)

« Values and their codes (1=Male, 2=Female, 3=0Other, 4=No_Answer)
» Validation checks (height between100-300cm)

HELSINGIN YLIOPISTO
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PROJECT SETUP: =====



%& ONLINE DESIGNER FOR YOUR PROJECT

Explanations of the icons and instructions on the top of the page

You can go to survey settings as well from here, if you have enabled surveys in your
project

You can preview your instrument

A Project Home | i=Project Setup | [# Online Designer | [} Data Dictionary H Codebook
B Create snapshot of instrumen | I VIDEQ: How to use this page
This page allows you to build and customize your data collection instruments one field at a time. You may add new e . gting

ones. New fields may be added by clicking the Add Field buttons. You can begin editinge
decide that you do not want to keep a field, you can simply delete it by clicking on tHR €
drop a field to a different position within the form below. NOTE: While in development status, all field changes will take effect immediately in

Delete ico oreordertheﬁes =Stmply drag and

real time.

Learn how to use [ ] = | [ ] 1 Field embedding
@ Return to list of instruments @
Current instrument: My First Instrument Preview instrument

HELSINGIN YLIOPISTO
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PROJECT SETUP:
ONLINE DESIGNER

« Click on your instrument’s name
to start adding fields to your instruments

* Click 'Add Field’ to add a field to
your instrument

* Video on how to use this

HELSINGIN YLIOPISTO
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testi3

W Project Home = Project Setup [ Ondine Designer [ Data Dictionary @ Codebook

Click te modify instrument
Add rew Nelds/questions 10 oMaie BIDCes Shared Libcary 11
ment or modity )
- nstrument 2P fiie fram anather project/user o gazernal igcacies L4
eids  Den NSIrUTAnt 8C00NS eyreined 0pTans
£OF
o 2 ™
$ < o) v Te Ty e e

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

Create snapshat of instrum, £ VIDEC: How 1o use this page

Ready to add fields

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

This medule 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 methed 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 mare 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 cr edit existing

ones. New fields may be added by clicking the Add Field buttons. You can begin editing an existing field by clicking on the .7 Editicon. If you
decide that you do not want to keep a field, you can simply delete it by clicking on the $ Delete icon. To reorder the fields, simply drag and
drop a field to a different position within the form below. NOTE: While in development status, all field changes will take effect immediately in

real time,

Learn how to use | | 2 ) | ] [1Field embedding
@ Return to list of instruments
Current instrument: My First Instrument Preview instrument

&7 Variabie: record _id

Record ID

@ dd Matrix of Fields

REDCap webinar, University of helsinki Data Support, 2024



PROJECT SETUP:
. ONLINE DESIGNER

* Choose field type

vou ot retrumast by Eamoutag 1he Sets Delow it SRR I Save Lulion St he Bothirm Wi i S @ e Rl 1wl e aded 8
T 5 30g8 Tir e werres of the B Verw - viabde yons way v e O Dgia Donea veee 4 )

Pl Ty St 2 Typw of Fekd

Test Box (Shon Test Number, Dane/Time. .|
| Noret Bos (Paragraph Tees

Nusgée (Mosle - Crop-d
Nustghe (hokce - Raso
Oretsbanet (NMUSple Arttaery)

| Sprature (ram sgrature with rouse o frger)
Fle Upiond (70 15ees 15 uphond fles
| Shter # Vit Analog Scale
Descrigtive Texd fwith Spasandl SNapeVideo Auto/Tie Atlacveerd)
BePn New Sacion dwith ap0onal s
Dyrarmic Quary (50U
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PROJECT SETUP:
ONLINE DESIGNER

e F I d L] . h f Add New Field
e €. CNo0Sse 1rom
d ro d Own I ISt 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
fi < available, you may view the £ Field Types video {4 min).

orm on this page. For an overview of the different field types avai

& Field Type: | Text Box (Short Text, Number, Date/Time, ...) >

Field Label

« Variable name: better to
name it yourself and not
use auto naming (you can't
use a,a,0)

- Validation (optional)
* Is this a required field? ncion Tags Fild Anmdfon oseore
* Is this an identifier? e D s

* You get more formating
options when you click 'Use
the Rich Text Editor’

HELSINGIN YLIOPISTO
HELSINGFORS UNIVERSITET
UNIVERSITY OF HELSINKI REDCap webinar, University of helsinki Data Support, 2024

y Custom Alignment | Right / Vertical (RV) v

Field Note optional)

Save Cancel



%\ RICH TEXT EDITOR

Add New Field

You may add a new project field to this data collection instrument by completing the fields below and cdlicking the Save button at the bottom. When you add a new field, it will be added to the

Field Type: Text Box (Short Text, Number, Date/Time, ...) N
Field Label Use the Rich Text Editor [? i
Variable Name (utilized in logic, calcs, and exports)
_ = = = Enable aut: f variabl
Paragraph B I & = = = = b D Baaet upon s Fild Labap
ONLY letters, numbers, and unc s
=i = By Avery Qo L How to use 1 Field embedding
Validation? (optional) | --- None - v
—or-
-- select ontology service -- v

Required?* ®No O Yes

Identifier? ® No O Yes

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

Custom Alignment  Right / Vertical (RV) v

Align the position of the field on the page

Field Note (optional)

cm

reminder text displayed underneath field

&

Action Tags / Field Annotation (optional)

Learn about feFYadWEEA or using Field Annotation

Save Cancel

HELSINGIN YLIOPISTO
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€[ Use the Rich Text Editor

For any field on an instrument, you may optionally utilize the rich text editor for styling your
field labels or section headers with many text-formatting options. The rich text editor allows
you to change the color of text (including background color), create tables, add text of
varying sizes, bullet lists, and more. For any field labels that were originally created without
the rich text editor, you may optionally enable the rich text editor for any field by clicking the
'Use the Rich Text Editor’ checkbox. It may also be disabled afterward at any time just the
same. Note: The PDF export of your instruments will *not* reflect all the styling of the rich
text editor, so keep in mind that line breaks and paragraphs should be represented well in
PDFs, but other text-formatting options, such as large text, bullet points, and colors are not
able to be translated into the PDF export of the instrument. This is a current limitation in
REDCap.

Close
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PROJECT SETUP:

. ONLINE DESIGNER

* Field type: Text Box (Short Text, Number, Date/Time...)

HELSINGIN YLIOPISTO
HELSINGFORS UNIVERSITET
UNIVERSITY OF HELSINKI

Add New Field

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

Field Type: Text Box (Short Text, Number, Date/Time, ...) 5
Questlon Number (eccfi:crq-a“ Variable Name (utilized in logic. calcs, and )
' name L e

Field Label Use the Rich Text Editor |2

Paragraph B I & = = = = p] How to use | 2 | |1 Field embedding

- 1= — Validation? (optional) | -— None -— -

iz == B Av2- Qo L

What is your name? -- select ontology service -- v

Required?* O No @ Yes

Identifier? O No @ Yes

Custom Alignment | Right / Vertical (RV) ~

Field Note (optional)

Action Tags / Field Annotation (optional)

about :] or using Field Annotation

Save Cancel

REDCap webinar, University of helsinki Data Support, 2024



PROJECT SETUP:
. ONLINE DESIGNER

* Field type: Text Box (Short Text, Number, Date/Time...)

-

Bk + 9 Vorigble: name O How to embed a field elsewhere

What is your name?

* pust provide value

* This is how this appears to the survey participants:

What is your name?

* must provide value

HELSINGIN YLIOPISTO
HELSINGFORS UNIVERSITET
UNIVERSITY OF HELSINKI REDCap webinar, University of helsinki Data Support, 2024



PROJECT SETUP:
. ONLINE DESIGNER

 Validation of answers

Validation? (optionall | —-— None —— .v|
. . o o —— Mong —
« Determines in what format the survey participants  clect ontology sen, D2t (OM-Y
' '
can give their answers. P o M
Datetime {D-M-Y H:M)

 Date , emal I , | nteg er, num be I, Identifier? ® No O¥ natetime (M-D-Y HM)
Daatetime (¥-M-D H-M)
phone (North America), Time, Zipcode (U.S) Custom AGment || et YA
Datetime w' seconds (M-D-Y HM S)
Field Note (osticnal Datatime w' seconds (Y-M-D HM:5)
Email
Integer
MNumber
Phone (North Amenca)
Time (HH-MM)
Zipcode (U.S)

HELSINGIN YLIOPISTO
HELSINGFORS UNIVERSITET
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PROJECT SETUP:
. ONLINE DESIGNER

 Validation of answers

Validation? (optional) = Number

Minimum: 1
Maximum: 100

 With dates, integers, numbers and time
you can choose minimum and maximum values.

e Survey participants will see a notification if their answer is outside the range.

Alert »

The value you provided is outside the suggested range. (1 - 100). This
value is admissible, but you may wish to double check i,

HELSINGIN YLIOPISTO
HELSINGFORS UNIVERSITET
UNIVERSITY OF HELSINKI REDCap webinar, University of helsinki Data Support, 2024



PROJECT SETUP:

. ONLINE DESIGNER

 Validation of dates

HELSINGIN YLIOPISTO
HELSINGFORS UNIVERSITET
UNIVERSITY OF HELSINKI

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 I8 Field Types video (4 min).

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

Question Number (optional)

Field Label
Today's date

Action Tags / Field Annotation (optional)

Learn about :] or using Field Annotation

[0 Use the Rich Text Editor [z

Variable Name (utilized in logic
date

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

How to use | ] [~ 1 1 Field embedding
Validation? (optional) | Date (D-M-Y) v
Minimum:
Maximum:
-- select ontology service v

Required?* ® No O Yes

Identifier? ® No O Yes

Custom Alignment  Right / Vertical (RV) v

Field Note (optional)

Save Cancel

REDCap webinar, University of helsinki Data Support, 2024



PROJECT SETUP:
. ONLINE DESIGNER

* Validation of dates

B | + x Variobie: date 0 How to embed a field elsewhere

Today's date % [ Today

* The survey participants can click on the calendar or on today

Today's date 5 | Today

© Feb . i2021 (]

How do you feel today? .
y y Su Mo Tu We Th Fr Sa 'PP

You can upload your file here.

HELSINGIN YLIOPISTO
HELSINGFORS UNIVERSITET
UNIVERSITY OF HELSINKI REDCap webinar, University of helsinki Data Support, 2024



PROJECT SETUP:
. ONLINE DESIGNER

* Field type: multiple choice — Drop down list (Single Answer)

* When your mouse hovers over an icon you see what you can do with that tool

Aod Fald | | Ao Matris of P
+ OGO [ I Fow B0 embed & feld slseyhens
cat
ppt{s) do you own? doE

* You can edit, copy, move, delete the field or add branching logic to it.
* This is a required field in this project

HELSINGIN YLIOPISTO
HELSINGFORS UNIVERSITET
UNIVERSITY OF HELSINKI REDCap webinar, University of helsinki Data Support, 2024



BRANCHING LOGIC

« Determines what question the survey participant
will see next

* First you have to have the question which you want
to ask as a follow-up question

* Click on the green arrows

9 3 @ ¥  Varioble: ownership 0 How to embed a field elsewhere

Do you own a pet? O Yes
O No

* ust provide value
reset

Add Field Add Matrix of Fields |

+ @ x Variable: pets ® How to embed a field elsewhere

[]cat
Which pet(s) do you own? [1dog
* pust provide value [ rabbit
[Isnake

Add Field Add Matrix of Fields |

HELSINGIN YLIOPISTG
HELSINGFORS UNIVERSITET
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BRANCHING LOGIC "™

Choose method below for the following field: pets - Which pet(s) do you own?

O Advanced Branching Logic Syntax How to use | Branching Logic|

* You can use Drag-N-Drop for this
or the Advanced Branching Logic Syntax

—OR—

® Drag-N-Drop Logic Builder

Show the field ONLY if...

Field choices from other fields ® ALL below are true
(drag a choice below to box on right) O ANY below are true
. . . . table = (define critena) - = ownership = Yes (1) ¥
« Branching logic affects question numbers: onnership = Yes (1)
ownership = No (0) Drag
season_favorite = Winter (1) and
Alert x season_favorite = Spring (2) Drop
season_favorite = Summer (3)
season_favorite = Fall (4) ~
NOTICE: Branching logic in surveys causes question numbers to display my_first_instrument_complate = Incomplete
incorrectly when using question auto numbering because it hides the entire (0) v
guestion. Thus, the question numbering for this survey has now been Clear logic
automatically set to ‘custom numbered' to prevent this issue.
Close Save Cancel

HELSINGIN YLIOPISTO
HELSINGFORS UNIVERSITET
UNIVERSITY OF HELSINKI REDCap webinar, University of helsinki Data Support, 2024



BRANCHING LOGIC

An example of how branching logic is used:

T (@ R Vvarioble: ownership @ How to embed a field elsewhere
Do you own a pet? O Yes
* must provide value O No
reset

Add Field | | Add Matrix of Fields |

ik + @ K Variable: pet@cﬁf’ng logic: [ownership] = D 0 How to embed a field elsewhere
[]cat
Which pet(s) do you own? [1dog
* must provide value [ rabbit
L1 snake

HELSINGIN YLIOPISTO
HELSINGFORS UNIVERSITET
UNIVERSITY OF HELSINKI REDCap webinar, University of helsinki Data Support, 2024



Do you own a pet?

* must provide value

Which is your favorite season?

* must provide value

Do you own a pet?

* must provide value

Which pet(s) do you own?

* must provide value

Which is your favorite season?

* must provide value

HELSINGIN YLIOPISTO
HELSINGFORS UNIVERSITET
UNIVERSITY OF HELSINKI

Submit

Submit

BRANCHING LOGIC

 This is how the survey participants see this: when
they choose No, there is no follow-up question

O Yes

® No

reset

® Yes

O No
reset

[ cat
[] dog
[ rabbit
[ snake

REDCap webinar, University of helsinki Data Support, 2024



PROJECT SETUP:
ONLINE DESIGNER

N
* Field type: Multiple choice — Drop down list (Single Answer)

Add New Field

You may add a new project field to this data collection instrument by completing the fields bel
form on this page. For an overview of the different field types av

w and clicking the Save button at the bottom. When you add a new field, it will be added to the
d Types video (4 min).

ble, you may view the &

Field Type: Multiple Choice - Drop-down List (Single Answer) v

Field Label [ Use the Rich Text Editor |2

Variable Name (utilized in logic, calcs

Which is your favorite season?

season_favorite

How to use :} [~ | |1 Field embedding

Required?* O No @ ves

Identifier?

P Custom Alignment | Right / Vertical (RV) v
Choices (one choice per line) Copy existing choices )
1, Winter Field Note
2, Spring 5
3, Summer
4, Fall
£

[J Enable aute-complete for this drop-down [?

Action Tags / Field Annotation {optional)
out [:] or using Field Annotation

HELSINGIN YLIOPISTO
HELSINGFORS UNIVERSITET
UNIVERSITY OF HELSINKI

Save Cancel

REDCap webinar, University of helsinki Data Support, 2024



PROJECT SETUP:
ONLINE DESIGNER

N
 Field type: Multiple choice — Drop down list (Single Answer)

* This is how the field appears to survey participants:

5) Which is your favorite season?

* must provide value -
Winter
Spring
Summer
I Fall B
HELSINGIN YLIOPISTO

HELSINGFORS UNIVERSITET
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PROJECT SETUP:
ONLINE DESIGNER

N
 Field type: Multiple choice — Radio Buttons (Single Answer)

Add New Field

Field Type:  Multiple Choice - Radio Buttons (Single Answer) ~
Field Label Use the Rich Text Editor [2 .
Variable Name (utilized in logic. calcs, and exports)
Paragraph B I (}ﬂ :: E :: § (_) :: flavor_favorite o Egsed ua;.:g:l? ;:?anla E;I;:Igahlg
= éE = E i ’_. Q < _Tx How to use | | [~ | | 1 Field embedding

Required?* ®No O Yes
What is your favorite ice cream flavor? - prompt i field is blank

Identifier? ® No OYes
Custom Alignment | Right / Vertical (RV) v

Field Note (optional)

Choices (one choice per line) Copy existing choices
1, vanilla

2, strawberry

3, chocolate

4, other

Save Cancel

HELSINGIN YLIOPISTO
HELSINGFORS UNIVERSITET
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PROJECT SETUP:
ONLINE DESIGNER

N
 Field type: Multiple choice — Radio Buttons (Single Answer)

Bk skl @ T e e O How to embed 2 field elsewhere
O vanilla

. , - O strawberry

What is your favorite ice cream flavor?
O chocolate
O other

reset

* This is how the field appears to the survey participants:

1) What is your favorite ice cream flavor? O vanilla
() strawberry
O chocolate
O other
reset
HELSINGIN YLIOPISTO

HELSINGFORS UNIVERSITET
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PROJECT SETUP:
. ONLINE DESIGNER

* Field type: checkboxes (multiple answers)
« Survey participants can check more than one box

* When you have added your choices and start modifying another box,
system adds raw values for choices automatically

Raw values for choices were added automatically

* This is how the field appears to the participants:

5) Which pet(s) do you own? [] cat
* must provide value H dog
(] rabbit
[] snake
HELSINGIN YLIOPISTO
HELSINGFORS UNIVERSITET
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PROJECT SETUP:
. ONLINE DESIGNER

* Field type: Begin New Section (with
optional text)

e Cannot be the last field

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).

Field Type: | Begin New Section (with optional text)

Field Label Use the Rich Text Editor [z

Paragraph B I

I S
11|
il
ihl
1[[

I~
jol
~
v
-

This is a new section.

Save Cancel

HELSINGIN YLIOPISTO
HELSINGFORS UNIVERSITET
UNIVERSITY OF HELSINKI
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PROJECT SETUP:
ONLINE DESIGNER

N
* Field type: Yes - No and Field type: True - False

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

Field Type: | ves - No -
Field Label [ Use the Rich Text Editor [? i
Variable Name (utilized in logic, calcs
Do you own a pet? ownership

How to use | | 2 | |1 Field embedding

Required?* O No ® vas

Identifier? !

Custom Alignment | Right / Vertical (RV) v

A~
hoices (not modifiable
. - Field Note (optional)
. Yes
C'. |\C— Small reminder text displayed underneath field
Action Tags / Field Annotation (optional)

Learn about :] or using Field Annotation
HELSINGIN YLIOPISTO

HELSINGFORS UNIVERSITET
UNIVERSITY OF HELSINKI

Save Cancel



PROJECT SETUP:
. ONLINE DESIGNER

* Field type: Yes — No

AGE . # 9 Varoble ownership @ How to embed a field elsewhere

Do you own a pet? L) Yes
|_| ‘-'\D

Add Field Add Matrix of Fields

* This is how the field appears to the survey participants:

3) Do you own a pet? ) Yes
* must provide value ) No
reset
HELSINGIN YLIOPISTO

HELSINGFORS UNIVERSITET
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Edit Field

P R O E S E P 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
u REs VIAEO (2 MIN).
Field Type: File Upload (for users to upload files) v
Field Label

Use the Rich Text Edits ? .
s¢ (e Rich Text baitor: 2 Variable Name (utilized in logic. cales. 2

—_— — — — T : En auto naming of variable
Paragraph B I (/() = = = = ca file Uy upon its Field Label?
. i i = /8 A 2 Q <o L How to use (I B (1 Field embedding
. Required?* ®No O Yes
You can upload your file here. brompt if field is biank

112kl igfps LSS pleEts
* Survey participants can upload files

Field Note (optional)

Action Tags / Field Annotation (optional)

Learn about :] or using Field Annotation
Save Cancel

Bk 4 9 Varigble: file O How to embed z field elsewhere

You can upload your file here. . Upload file

* This is how the field appears to the survey participants:

2) You can upload your file here. £ Upload file

HELSINGIN YLIUPDIU
HELSINGFORS UNIVERSITET
UNIVERSITY OF HELSINKI
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PROJECT SETUP:
ONLINE DESIGNER

N
 Field type: Slider / Visual Analog Scale

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: Slider / Visual Analog Scale w

?uesflon Number(::ctwcﬂ_al Variable Name (ut

[ Enzble auto naming of variable

fee\_today based upon its Field Label?
Field Label [ Use the Rich Text Editor |2
How do you feel today? How to use | | 2 ) |1 Field embedding

Required?* o0 ® Yes

Identifier? ® No OYes

Custom Alignment | Right / Horizontal (RH) |~

TIP: Make your sliders vertical with RV or LV alignment.
Field Note (optional)
Labels displayed above slider (optional): Small reminder text

Left label (bottom, if vertical): sad
Middle label: neutral
Right label (top, if vertical): happy
Display number value (0-100)? O

Action Tags / Field Annotation (optional)

or using Field Annotation

HELSINGIN YLIOPISTO Save Cancel
HELSINGFORS UNIVERSITET
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PROJECT SETUP:
ONLINE DESIGNER

N
 Field type: Slider / Visual Analog Scale

T [F R, Vorioble: feel today © How to embed z field elsewhere

sad neutral happy
How do you feel today?

* must provide value ]
Change the slider above to set a response

reset
* This is how the respondents see this:
How do you feel today? cad neutral happy
* must provide value
Change the slider above to set a response
reset

HELSINGIN YLIOPISTO
HELSINGFORS UNIVERSITET
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% PROJECT SETUP:
ONLINE DESIGNER

* You can attach
Images, audio or video
to your instrument

Attach an image, file, or embedded audio

Select a file then click the "Upload File' button

Choose File | Mo file chosen

(Max file size: B4MB)

Upload file Close

HELSINGIN YLIOPISTO
HELSINGFORS UNIVERSITET
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MATRIX OF FIELDS
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% PROJECT SETUP:
ONLINE DESIGNER: ADD MATRIX OF FIELDS

N
* You can have a matrix of fields in your instrument:

I I J- he record 1D field.
Record ID

e T ] + ﬁ Varigblie: name

nimesi

HELSINGIN YLIOPISTO
HELSINGFORS UNIVERSITET
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PROJECT SETUP:

* Give the fields a label and a
variable name

* Add the choices

 Decide whether you can have more
than one selection per column

Give your matrix a group name

HELSINGIN YLIOPISTO
HELSINGFORS UNIVERSITET
UNIVERSITY OF HELSINKI

ONLINE DESIGNER: ADD MATRIX OF FIELDS

1 Edit Matrix of Fields

You may add or edit a matrix (i.e. grid) of project fields on this data collection instrument by completing the fields below. By
providing all necessary info below and clicking Save, the new matrix of fields will be added to the form on this page. A Field
Label and Variable name must be provide for each field in the matrix, and you must also set the Choices (i.e. matrix column
headers) and answer format (Single Answer vs. Multiple Answers) for the entire matrix. View a matrix example or Read more
about matrix fields on the Help & FAQ.

Matrix Header Text (optional)

Put these things in order of importance to you for choosing where to live?

Matrix Ruws | Enzble auto naming of variable based upon fts Field Label?

Question

Variable Name
N Mumber

Required™*Field Annotation |7

affordable housing affordable O ®
transport transport [ b3
closeness to nature nature [l w

Add another row

Matrix Column Choices Other Matrix Info

Choices (one choice per line) Answer Format:
1, least important
2, neutral

3, most important

single Answer (Radic Buttons)

Ranking;

Matrix group name:

where_to_live

Save Cancel

REDCap webinar, University of helsinki Data Support, 2024



PROJECT SETUP:
ONLINE DESIGNER: ADD MATRIX OF FIELDS

N + 98 Martrix group: where_to_live

[y

Put these things in order of importance to you for choosing where to live?

T @ Variable: affordable @ How to embed & field elsewhere

( ) least important neutral maost important

affordable housing (7 (7 )

reset
T @ Variable: transport O How to embed 3 field elsewhere
transport .:. .:. .:.

reset
T @ Variable: nature 8 How to embed & field elsewhere

closeness to nature Y Y ™

raTat

Put these things in order of importance to you for choosing where to live?

( ) least important meutral mast impartant

afferdable housing .

transport ( )

closeness to nature -

reset

HELSINGIN YLIOPISTO
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ACTION TAGS
FOR FIELDS
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PROJECT SETUP:
ONLINE DESIGNER: ACTION TAGS

« Action Tags special terms that begin with the '@’ sign that can be placed
Inside a field's Field Annotation when adding or editing a field.

« Each action tag has a corresponding action that is performed for the field
when displayed on data entry forms and survey pages.

* You can use as many as you want for a single field, but if you do use more
than one tag for a field, make sure to put a space or line break between them.

Variable Name (usilized in logic, calcs, and exports

email

Field Label

EEEEE

HELSINGIN YLIOPISTO
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@APPUSERNAME-APP
@BARCODE-APP

@CALCDATE

@CALCTEXT

@CHARLIMIT

@DEFAULT
@DOWNLOAD-COUNT
@FORCE-MINMAX

@HIDDEN

@HIDDEN-APP @HIDDEN-FORM
@HIDDEN-PDF
@HIDDEN-SURVEY
@HIDEBUTTON

@HIDECHOICE

@IF

@INLINE

@INLINE-PREVIEW
@LANGUAGE-CURRENT-FORM
@LANGUAGE-CURRENT-SURVEY
@LANGUAGE-FORCE

HELSINGIN YLIOPISTO
HELSINGFORS UNIVERSITET
UNIVERSITY OF HELSINKI

PROJECT SETUP:
ONLINE DESIGNER: ACTION TAGS

@LANGUAGE-FORCE-FORM
@LANGUAGE-FORCE-SURVEY
@LANGUAGE-SET
@LANGUAGE-SET-FORM
@LANGUAGE-SET-SURVEY
@LATITUDE

@LONGITUDE
@MAXCHECKED
@MAXCHOICE
@MAXCHOICE-SURVEY-COMPLETE
@NOMISSING
@NONEOFTHEABOVE
@NOW

@NOW-SERVER

@NOW-UTC
@PASSWORDMASK
@PLACEHOLDER
@RANDOMORDER
@READONLY
@READONLY-APP

@READONLY-FORM
@READONLY-SURVEY
@RICHTEXT
@SETVALUE
@SHOWCHOICE
@SYNC-APP
@TODAY
@TODAY-SERVER
@TODAY-UTC
@USERNAME
@WORDLIMIT

REDCap webinar, University of helsinki Data Support, 2024



ACTION TAGS THAT LIMIT OR FORCE
SOMETHING

=
e« @CHARLIMIT -limits the number of characters in a field

@FORCE-MINMAX —prevents respondents from giving values outside of a validated
range

@MAXCHECKED —determine how many choices respondent can choose

@MAXCHOICE —determine how many times a choice can be chosen

@MAXCHOICE-SURVEY-COMPLETE -Causes one or more specified choices to be

disabled (i.e., displayed but not usable) for a checkbox, radio button, or drop-down field after a
specified amount of records have been saved with that choice for completed survey
responses only.

@WORDLIMIT —limits the number of words in a field

HELSINGIN YLIOPISTO
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%. HIDDEN ACTION TAGS

« @HIDDEN —hides the field and even branching logic will keep it hidden
« @HIDDEN-APP —hides the field in an app

e @HIDDEN-FORM -hides the field from the form inside REDCap

« @HIDDEN-PDF —hides the pdf

« @HIDDEN-SURVEY -hides the field in a survey andand even branching logic
will keep it hidden

« @HIDEBUTTON —hides NOW or TODAY buttons
« @HIDECHOICE -hides a particular choice

HELSINGIN YLIOPISTO
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%\ READ ONLY ACTION TAGS

« @READONLY -read only field, can’t be filled

« @READONLY-APP —read only field in an app

« @READONLY-FORM —read only in the form inside REDCap
« @READONLY-SURVEY -read only field in a survey

HELSINGIN YLIOPISTO
HELSINGFORS UNIVERSITET
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%\ TIME AND PLACE ACTION TAGS

 @WLATITUDE -captures the latitude of the user, in which the user will be prompted on the
webpage to allow or deny this. More accurate on mobile devices

@LONGITUDE -captures the longitude of the user, in which the user will be prompted on
the webpage to allow or deny this.

@NOW -Loads the current user's date+time

NOW-SERVER —Loads the REDCap server's date+time
@NOW-UTC —Loads the current UTC/GMT date+time
@TODAY —Loads the current user's date

@TODAY-SERVER —Loads the REDCap server's datetallentaa
e @TODAY-UTC —Loads the current UTC/GMT date

HELSINGIN YLIOPISTO
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%\ LANGUAGE ACTION TAGS

@LANGUAGE-CURRENT-FORM - Allows you to capture the currently used language in projects where
multilingual data is enabled on data entry forms.

@LANGUAGE-CURRENT-SURVEY - Same as @LANUGAGE-CURRENT-FORM, but works only on
survey pages.

@LANGUAGE-FORCE - When used on a field, the data entry form or survey on which the field is located
will be rendered in the specified language

@LANGUAGE-FORCE-FORM - Same as @LANGUAGE-FORCE, but the effect is limited to data entry
forms

@LANGUAGE-FORCE-SURVEY - Same as @LANGUAGE-FORCE, but the effect is limited to surveys
@LANGUAGE-SET - this action tag will allow the field's value to control the currently shown language
@LANGUAGE-SET-FORM - Same as @LANGUAGE-SET, but the effect is limited to data entry forms
@LANGUAGE-SET-SURVEY - Same as @LANGUAGE-SET, but the effect is limited to surveys
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ﬁfCTlON TAGS

m * @DEFAULT —you can have a default value in the field
« @DOWNLOAD-COUNT —counts the number of downloads

e @IF —Allows various action tags to be set based on conditional logic provided inside an
@IF() function

 @INLINE —Allows a PDF file or image file (JPG, JPEG, GIF, PNG, TIF, BMP) that is
uploaded to a File Upload field to be displayed in an inline manner on the survey page or
data entry form

e @INLINE-PREVIEW —When added to a File Upload field or Descriptive Text field, in
which an image or PDF has been uploaded or attached to the field, a preview button will
appear next to the download link to allow users/participants to view the image or PDF

without having to download the file.
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%\ ACTION TAGS

@CALCDATE -Performs a date calculation by adding or subtracting a specified
amount of time from a specified date or datetime field and then provides the result as a
date or datetime value

@CALCTEXT -Evaluates logic that is provided inside a @CALCTEXT() function for
Text Box fields *only* and outputs the result as text, typically performed with an if(x,y,z)
function

@NOMISSING - Disable 'missing data codes' for a field

@NONEOFTHEABOVE —Allows for the designation of a checkbox choice to be a
'none of the above' option, thus ensuring that no other choices are checked if that one
choice is selected.

@PASSWORDMASK - Masks the value of a Text field so that the true value is not
visible on the webpage after it has been entered (like password fields on login pages)

@PLACEHOLDER -lIs used to specify a short hint that describes the expected value
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,*;\ ACTION TAGS

« @RANDOMORDER —Randomizes the order of multiple choice field options
as displayed on survey pages and data entry forms.

e @WRICHTEXT —Adds the rich text editor toolbar to a Notes field

e @SETVALUE - Sets a field's value to static text or dynamic/piped text
whenever a data entry form or survey page is loaded, in which it will always
overwrite an existing value of the field.

e @SHOWCHOICE - when applied to a multiple-choice field, this action tag
will hide all choices except for the ones listed in its argument.

« @USERNAME - Sets a field's value to the username of the current REDCap
user.

@WORDLIMIT —limits the number of words on a field
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%\ ACTION TAGS FOR APP

« @APPUSERNAME-APP - Inthe REDCap Mobile App, it sets a field's
value to the app username of the current mobile app user

« @BARCODE-APP - Allows the REDCap Mobile App to capture the value
of a barcode or QR code by scanning it with the device's camera

e @SYNC-APP - Can be used only for File Upload and Signature fields. If
the project is initialized in the REDCap Mobile App, this will cause any image
files uploaded to a record to be sent to the app so that they are viewable in

the app when editing the record.
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PROJECT SETUP:
ONLINE DESIGNER: ACTION TAGS

N
* You can use action tag for masking emalil

Jlas e e ield s e true value i t visible ew e after it has
m @PASSWORDMASK Mcﬁkz thﬁ valuﬂ _:lf.a Te:sc.t field so th_at thf- Hr_u value is not visible on the webpage after it has been
entered (like password fields on login pages)

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 B8 Field Types video (4 min).
Field Type: | Text Box (Short Text, Number, Date/Time, ...) v B Codebook
b aorel Variable Name (ux-<
email
Field Label (O Use the Rich Text Editor [?| o etters, numbers, and un:
email [EORONE [#] Smart Variables | « Field Embedding
Validation? (eptional) | Email ~
—select ontology service v

Required?* O No ® ves
Prompt f field is blank

Identifier> O No

Right / Vertical (RV) v
Id on the page

Action Tags / Field Annotation
@PASSWORDMASK

Save Cancel

* This is what it looks like in a survey: emi
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PROJECT SETUP:
ONLINE DESIGNER: ACTION TAGS

 Action Tag for maximum number of checked boxes: @MAXCHECKED

* Determine what is the maximum number of boxes the survey participant can
check, in this example it is 2:

Allows a checkbox field to have a maximum number of checkboxes that can be checked. If other
checkbox options are clicked after the maximum has been reached, those choices will not be able to be

@MAXCHECKED checked. The format must be @ MAXCHECKED=#, in which # is a positive integer. For example,
@MAXCHECKED=3 will allow a maximum of 3 checkbox choices to be checked. NOTE: This action tag can
e - only be utilized by Checkbox fields, and it does not get enforced during data imports.

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

+x Special Functions or open the |8 Codebook|

@MAXCHECKED=2,

Which colors do you like? blue

green

U yellow Cannot select choice! The maximum number
 Fullscreen Mode « Update & Close Editor x Cancel D T of choices has been selected
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STOP ACTION
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% PROJECT SETUP:
ONLINE DESIGNER: STOP ACTION

* You can have a stop action when the survey participant answers in the certain way:

e T | Warioble: colord

Which colors do you like?

blue
[ green
Oyellow
red

O blue
Oegreen
[ vellow

Save Close
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% PROJECT SETUP:
ONLINE DESIGNER: STOP ACTION

N
« Survey participants see this prompt when stop action is triggered:

End the survey?

You have selected an option that triggers this survey to end right now.

To save your responses and end the survey, click the 'End Survey' button below. If you have
selected the wrong option by accident and/or wish to return to the survey, click the 'Return
and Edit Response' button.

End Survey Return and Edit Response
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! REMEMBER TO TEST

. THOROUGHLY
BEFORE
MOVING TO PRODUCTION!
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Test your project thoroughly

It is 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
'm dane! | 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.
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%\ PRODUCTION STATUS

» Test your project thoroughly before moving
to production stage

« |If you need to make changes after your
project is in production status, changes need
to be made in draft mode and can be either
auto-approved or need to be approved by a
REDCap admin.

* You will need to click 'l Agree’ in the pop up
text.

Move your project to production status

NOTICE

‘ UNIVERSITY OF HELSINKI

Before going from testing to production stage, please make sure that:

You hawve approval from your Ethical Review Board (if required)
"n:tps ’rtenkfﬁenfetﬂ cal- ene.wethlcal review- flr'l|-:l'ld

Data prote:tlon gmde for researchers n Flamma
https://flamma.helsinki.fi’/en/group/tutkimuksen-tuki/tutkimuksen-
tietmuojc gsiat

requwed}
You have a Data Protection Noetice (Privacy Notice) for informing
research participants
You have thoroughly tested all forms, variables and project settings
{emailings, scheduling, etc) s that no more changes are required

| Agree Cancel

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 2 REDCap administrator before taking effect.

Go to | Move project to production |
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%\ PRODUCTION STATUS

You can start collecting real data

« Choose whether you want to keep data that
has been saved or whether it can be deleted

« Make sure you have tagged identifiers! >
data can be deidentified when moved
outside REDCap

Move Project To Production Status? x
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
pelow, all current collected data, calendar events, and uploaded documents will be deleted, otherwise

all will remain untouched ag i s oved to production

Have you checked t pags to ensure all identifier fields have been tagged?

Keep existing data or delete?
() Keep ALL data saved so far. (1 records)
() Delete ALL data, calendar events, documents uploaded for records/responses, survey
responses (if applicable), and any logging events pertaining 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.

HELSINGIN YL|OP|STO YES, Move to Production Status Cancel
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%\ PRODUCTION STATUS

« Make sure you have tagged identifiers! >
data can be deidentified when moved
outside REDCap

 When moving to production status, you can
check for identifiers

ga Check For Identifiers

This module will help you assess whether or not some fields may be identifiers, and then allows you to easily tag such fields as identifiers for
greater data security. While this same process can be accomplished in the Data Dictionary or Online Designer, this page provides a
streamlined way of tagging fields as identifiers very quickly. Based off the variable name or field label, the fields listed below may possibly
contain identifiers (e.g., name, phane number, address). Please review the entries and select all identifiers, where appropriate. Any fields
already tagged as identifiers will already be checked below.

My First Instrument

Variable Name Field Label Identifier?
record_id Record ID O
name <div class="rich-text-field-label"><p>What is your name?</p=></div=> <
age What is your age? O
date Today's date ]

Update Identifiers || Cancel |
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%\ PRODUCTION STATUS

#A Project Home | :=Project Setup | E3 Other Functionality ¢ Project Revision History % Edit project settings

<Project status: (] Production Completed steps 4 of 7

Froject Home and Design =

A Project Home  i=Project Setup = B3 Other Functionality | £ Project Revision History

A& Project Home - = Project Setup
[# Designer - @8 Dictionary - B Codebook Project Status Management
Development Production
(current)

My Projects B8 Organize | B3 Caollapse A ® | B
Projec Tide FID Records Fields Insorements Type Stamus

Unorganized Projects

4l

MDC Autumin 2020 Course FeedDalk &3 i 2 L | ]

REDCap training - overview and basic functions 37 42 g 1 ]
|=| tests |5
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€ Edit project settings
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DATA COLLECTION:
ADDING AND EDITING RECORDS

REDCap webinar, University of helsinki Data Support, 2024



DATA COLLECTION: REDCap

& Loggzed in as thkorhon@helsinki.fi

RECORD STATUS DASHBOARD

& Contact REDCap administrator

A& View project as user: | —select 2 user - %

. Project Home and Design 1=l
& Project Home - i= Project Setup
[ Designer - @3 Dictionary - B Codebook

* In record status dashboard you can see the status of the records

Data Collection =l

£ Survey Distribution Tools

* The icons indicate what is the status of the record: i

Is it complete, incomplete or unverified;
whether it is incomplete, partial or completed survey response:

B8 Record Status Dashboard (all records)

Displayed below is a table listing all existing records/responses and their status for every data
collection instrument (and if lengitudinal, for every event). You may click any of the colored buttons in egend for status icons:
the table to open a new tabswindow in your browser to view that record on that particular data (@ Incomplete (7) Incomplete (no data saved) |2
collection instrument. Please note that if your form-level user privileges are restricted for certain data (C) Unverified (@) Partial Survey Response
collection instruments, you will only be able to view those instruments, and if you belong to a Data - -
Access Group, you will only be able to view records that belong to your group.

Dashboard displayed: | [Default dashboard] v # Create custom dashboard

(@ Complete @) Completed Survey Response

Displaying record Page 1 of 1: "1" through "4" w of 4 records ALL (4) » records per page
Displaying: [nstrument status only | Lock status only | All status types
My First

Record ID  nstrument

[N WS I (% g
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3% DATA COLLECTION:
RECORD STATUS DASHBOARD

. ‘RecardID ;
* You can edit the record by clicking on the icon:

erokerg

sessnrrsstratsssssnnnnrnns Disclaimer

0 - =
What is your favorite color? yellow

@® o

New section
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* You can add records inside REDCap: click 'Add new record’:

& Add / Edit Records

You may view an existing record/response by selecting it from the droj lists below. To create a new record/response, click the button
[

Total re 7

Choose an existing Record ID select record - v

Choose a field to se:,rfh Al fields v

Search query

« And start filling in the fields,
remember to save!:

HELSINGIN YLIOPISTO
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DATA COLLECTION:
ADD / EDIT RECORDS INSIDE REDCAP

Testi 5

£ Modify instrument || % Download PDF of instrument(s) B VIDEO: Basic data entry

= My First Instrument

- selectagroup— v
© Adding new Record ID 2

Record ID 2

ur favorite ice cream flavor?

O chocolate
O other
eser

This begins a new section.
What is your name?
What is your age?
Today's date B [Today] o

sad neutral happy

How do you feel today?

You can upload your file here.

Do you own a pet? Oes

= must provide value OnNo

Which is your favorite season?

Put these things in order of importance to you for choosing where to live?

least important neutral most important

affordable housing

REDCap webinar, University of helsinki Data Support, 2024

REDCap

25 thkorhon@helsinki.fi

&= My Projects or & Control Center
B REDCap Messenger
& Contact REDCap administrator

& View project as user: | --se

i

Project Home and Design 1=l
A Project Home
[# Designer
1

roject setup
g Dictionary - B Codebook

s: Production

Data Collection 1=l

42 Survey Distribution Tools
B8 Record Status Dashb




OTHER FUNCTIONALITY
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%\ OTHER FUNCTIONALITY

- Project Status management: |
You can move your projecto to analysis/cleanup status

* In Data management:
 Request to delete the project (including the data)
 Request to erase all data currently collected

« Copying the project or downloading a backup
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# Project Home = Projec

Project Status Management

Development

Copy or Back Up the Projech

B Downlosd metadata

pject Revision History

etup | X Other Functionality

o Py

Production
(current)

Cleanup status if data collectc ompleze. This will
ality. although all collected data will remain intact.
leanup status, the project can be moved back to production

You may completely remove this project, in which all its dsta will be permanent

alzo. (Administrators Only)

You may erasze all currently collected data in the proj
responses), calendar events, documents uploaded on!
data export files stored in the File Repository, and a
collection. (Administrators Only)

only) If there appear to be records mi
en the Record List
d thus might need to be cleared. Clearing the

regenerate and bring back records that appear

(Administrar:
record status dashboards, or elzewhere),
all record names) might b
cache will cause the R

Make an exact duplicate of this project. All project fields will be copied ower, and

Il records, instruments,
gle XML file (CDISC ODM

fields, and pi
T

B Download metadata & data (ML) | data, op

e p < E it
on this REDCsp sen. ther REDCap =&

forma

Include the following in the XML file:

uploaded on the Create New Project page). Because it is in CDISC ODM
& project into another ODM-compatible system.

£an also be used to import t
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%\ ANALYSIS/CLEANUP STATUS

# Project Home 7= Project Setup | ¥ Other Functionality | £ Project Revision History [ Edit project settings
Project Status Management
Development Production

Mave to Analysis/Cleanup status = Move the project to Analysis/Cleanup status if data collection is complete. This will
disable most project functionality, although all collected data will remain intact.
Once in Analysis/Cleanup status, the project can be moved back to production
status at any time.

Moved to preduction too soon? You may move the project back to development
status, if needed. (Administrators Only)

4 Move back to Development status

‘ W Mark project as Completed .

Data Management

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 dicking the
Show Completed Projects link at the bottom of the My Projects page. Read more

X Delete the project You may completely remove this project, in which all its data will be permanently deleted
also. (Administrators Only)

€ Erase all data You may erase all currently collected data in the project (including any survey
responses), calendar events, documents uploaded onto forms/surveys, and all archived

data export files stored in the File Repository, and any logged events that pertain to data
collection. (Administrators Only)

7 Clear the Record List Cache (Administrators only) If there appear to be records missing from the project (in reports,
- record status dashboards, or elsewhere), then the Record List Cache (a secondary list of
Il record names) might be out of sync and thus might need to be cleared. Clearing the
cache will cause the Record List Cache to regenerate and bring back records that appear
to be orphaned/missing in the project. (NOTE: This is normally not needed.)

HELSINGIN YLIOPISTO
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Move the project to Analysis/Cleanup status
if data collection is complete. This will
disable most project functionality, although
all collected data will remain intact.

Once in Analysis/Cleanup status, the project
can be moved back to Production status at
any time.

In Analysis/Cleanup status many features
are disabled, such as surveys, Alerts &
Notifications, Automated Survey Invitations,
and other features typically used during data
collection. Also, no new records can be
created while in this status.

You can also mark your project as
completed. Marking a project completed
moves it offline.
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% OTHER FUNCTIONALITY:
MOVE PROJECT TO ANALYSIS/
W' CLEANUP STATUS

Move Project To Analysis/Cleanup Status? ®
Do you wish to set the status of the project to ANALYSIS/CLEANUP? You and other users will NOT be

able to access the project while it is in Analysis/Cleanup status.

YES, Move to Analysis/Cleanup Status Cancel
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OTHER FUNCTIONALITY:
MARK PROJECT AS COMPLETED

Mark project as Completed

Are you sure you wish to mark this project as '"Completed’? This will take the

T

project offline, and you and other users will no longer be able to access it.
The project and its data will remain in the system and cannot be modified.
REDCap administrator may return the project back to its previous

Mark project as Completed Cancel
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%\ COMPLETED PROJECT

My Projects  + New Project @ Help & FAQ BB Training Videos @& Send-it Bl Messenger %% Control Center

kysely 1144 11 7 1 surve . F
Matriisi kokeilu 1161 7 g 1 surve . F
matriisi kokeilu 2 1162 0 3 1 surve . F
15.12.2022 REDCap koulutus 174 [} 16 1=un . F
15.12.2022 REDCap koulutus kopio 1184 0 16 1 sur, [ ] F
testaus Katrin kanssa xml 1185 0 16 1 survey L] F
Lisaa testausta xml Katrin kysely 1186 0 40 %;?‘r-”z = F
xml-testaus 187 [} a | e s F
koodien Iahettaminen 1231 2 12 dsurveys . F
pakollisia ja validoituja kenttia 1278 o 6 1 survey [ ] r
testi 15.2.2023 1315 2 g 1 survey . F
PDF kokeilu 1327 11 ] 1 survey [ p

+) elsinladkis (2)

‘

[+ IMDC (3)

new (1)

ceme
Kokeilu 25 708 1 50 1 survey " &
3.3.2022 783 6 14 1 survey [ ] &
kokeilu 15.12.2022 1168 o 2 1 survey [ ] &

[ My Hidden Projects] (4

& Show Completed Projects
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When the project is marked completed, it is hidden
from everyone’s project list. You can see it only by
clicking on ‘Show Completed Projects’

Feedback from REDCap Training 47 8 9 1 survey [ ]

[+] elsinlagkis (2)
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%\ DELETING PROJECT AND ITS DATA

# Project Home 7= Project Setup | ¥ Other Functionality | £ Project Revision History [ Edit project settings

Project Status Management

Development Production
(current)

Mave to Analysis/Cleanup status = Move the project to Analysis/Cleanup status if data collection is complete. This will

disable most project functionality, although all collected data will remain intact.
Once in Analysis/Cleanup status, the project can be moved back to production
status at any time.

R S A e e Moved to production too soon? You may move the project back to development
status, if needed. (Administrators Only)

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 dicking the
Show Completed Projects link at the bottom of the My Projects page. Read more

jrou may completely remove this project, in which all its data will be permanently deleted

X Delete the project
also. (Administrators Only)

‘ € Erase all data .

7 Clear the Record List Cache (Administrators only) If there appear to be records missing from the project (in reports,
- record status dashboards, or elsewhere), then the Record List Cache (a secondary list of
all record names) might be out of sync and thus might need to be cleared. Clearing the
cache will cause the Record List Cache to regenerate and bring back records that appear
to be orphaned/missing in the project. (NOTE: This is normally not needed.)

You may erase all currently collected data in the project (including any survey
esponses), calendar events, documents uploaded onto forms/surveys, and all archived
data export files stored in the File Repository, and any logged events that pertain to data
collection. (Administrators Only)
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Only admins can delete projects,
but you can request your project to
be deleted.

You can also request all the data to
be erased

(this screenshot is from an admin)
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OTHER FUNCTIONALITY:
MAKE A COPY OF THE PROJECT

1 Make a Copy of the Project

5 To make an exact duplicate of the current project ("Testi 5"), set the details below for the new project you are creating, and click
L | Ma ke a COPY Of the ProJeCt the button at the bottom. This will copy over all project forms and their fields, and optionally, you may also copy the current

users and any reports that have been created.
To make an exact duplicate of the current project ("Kurssipalaute”), set the details below for the new project you are creating,

and click the button at the bottom. This will copy over all project forms and their fields, and optionally, you may alsc copy the

current users and any reports that have been created. Project title: Testi 5
Title to be displayed on project webpage
3 itlar - Purpose of this project: ice / Jus
Project title: Kurssipalaute Hol: e proj Practice f Just for fun v

Title to be dis; on project webpage

. . Project notes (optional):
this project: Practice / Just for fun Comments des g

Purpose of
it be used?

How

4

NOTICE:

Since your project contains one or more surveys, please note that although you may change the project title
above for your new project, all survey settings (induding the survey title) for each survey will be copied and
remain as-is in the copied project. If want to change your survey titles, survey instructions, or other settings

s after copying this project, you are welcome to do so on the Online Designer page using the Survey Settings
button for each data collection instrument.
Also copy the following: O The titles of your surveys are listed below:
: p.y g — All recordsfresponsgs (0 records total) « My First Instrument
(optional) [l all users and user rights
[T All users roles
Can reports Also copy the following: |_J Al records/responses (1 records total)
(I Al report folders (optioned) [_J Al users and user rights
- ‘ O
1 All data quality rules ) All users roles

[ Al reports

[ All report folders

[ Al data quality rules

[ All Project Folders

[ All settings for Survey Queue and Automated Survey Invitations

L all project Folders
LI All project bookmarks
[_JAll custom record status dashboards

o

[ All project bookmarks
|_J Al custom record status dashboards
) All alerts & notifications

Alerts ifications will all b
Co roject Cancel ‘
PYP j J Select All | Deselect All
Copy project Cancel ‘

Select All | Deselect All
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* Opens in WordPad
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OTHER FUNCTIONALITY:
DOWNLOAD METADATA ONLY

<?xml version="1.0" encoding="UTF-8" 2>
<0DM xmlns="http://www.cdisc.org/ns/odm/vl.3"
xmlns:ds="http://www.w3.org/2000/09/xmldsigf"
xmlns:xsi="http://www.w3.o0rg/2001/XMLSchema—instancs"
xmlns:redcap="https://projectredcap.org"
xsi:schemalocation="http://www.cdisc.org/ns/odm/v1l.3
schema/odm/CDM1-3-1.xsd" ODMVersion="1.3.1"
FileQID="000-00-0000" FileType="Snapshot"
Description="Furssipalaute" AsOfDateTime="2021-02-05T05:20:20"
CreationDateTime="2021-02-05T0%:20:20" SourceSystem="REDCap"”
SourceSystemVersion="10.0.21">
<Study OID="Project.Rurssipalaute">
<GlobalVariables>
<StudyName>Furssipalaute</StudyName>
“<8tudyDescription>*This file contains the mstadata,
events, and data for REDCap project
"Furssipalaute”.</StudyDescription>
<ProtocolNams>Furssipalaute</ProtocolNams>
“<redcap:RecordfutonumberingEnabled>1</redcap: Recordfutonu
mberingEnabled>
<redcap:CustomRecordLabel></redcap:CustomRecordLabel>
“redcap:SecondaryUniqueFisld>
</redcap:SecondaryUniqueField>
<redcap:SchedulingEnabled>0</redcap: SchedulingEnabled>
<redcap:SurveysEnabled>0</redcap: SurveysEnabled>
“redcap:SurveyInvitationEmailField>
</redcap:SurveyInvitationEmailField>
<redcap:Purpose>0</redcap: Purpose>
<redcap:PurposeCther></redcap: PurpossOther>
<redcap: ProjectNotes»</redcap: ProjectNotss>
<redcap:MissingDataCodes></redcap:MissingDataCodes>
<redcap:UserRolesGroup>
<redcap:UserRoles role name="data entry person”
lock_record="0" lock_record multiform="0"
lock _record custamize="0" data export tool="2"
data import tool="0" data comparison tool="0" data_ logging="0"
file repository="1" double data="0" ussr_rights="0"
L

data access aorouns="0" ararhical="1" renorts= desion="0"
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OTHER FUNCTIONALITY:
. DOWNLOAD METADATA & DATA

« When you export opens in WordPad

* You can make de-identify the data

B Exporting "Entire project (metadata & data)"

Export Entire Project (metadata & data)

%=l REDCap Project (XML)

& 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 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 can also be used to import
the project into another ODM-
compatible system.

@fication options D

The options below allow you to limit the

amount of sensitive information that you are

exporting out of the project. Check all that

apply.
Known Identifiers:
[ remove 2 tagged ldentifier fields

|_J rernove Motes/ say box fields

Date and datetime fields:
|_| Remove all date and datetime fields

[ shifr a

Deselect all options

n 0 and 364 days

Advanced data formatting options

Set C5V delimiter character
t the delimiter used to sepa ralues in the OS5V data file
valid for C5V Raw Data and €SV Labels export formats):

S

[only

, (comma) - default

Ferce all numbers inte a specified decimal format?
You mi oose to force all d ]
o ha ecified decimal character (comma or period/full
stop). This will be applied to all calculations and number-
validated text values in the export file.

Use fields' native decimal format (default) hd

NEXT EXpOIt.

<?xml version="1.0" encoding="UTF-8" 2>
<C0DM xmlns="http://www.cdisc.org/ns/odm/v1.3"
xmlns:ds="http://www.w3.0rg/2000/0%/xmldsigf"
xmlns:xsi="http://www.w3.0rg/2001l/XMLSchema-instance"
xmlns:redcap="https://projsctredcap.org"
xsi:schemaLocation="http://www.cdisc.org/ns/odm/vl.3
schema/odm/0DM1-3-1.xsd" ODMVersion="1.3.1"
Fil=QID="000-00-0000" FileTyps="Snapshot"
Description="Rurssipalaute" AsOfDateTime="2021-02-05T09:22:37"
CreationDateTime="2021-02-05T0%:22:37" SourceSystem="REDCap"
SourceSystemVersion="10.0.21">
<Study OTD="Project.Rurssipalaute™>
<GlobalVariables>
<StudyName>Furssipalaute</StudyName>
<StudyDescription>This file contains the mstadata,
events, and data for REDCap project
"Rurssipalaute".</StudyDescription>
<ProtocolNams>Rurssipalaute</ProtocolName>
<redcap:RecordfutonumberingEnabled>1</redcap:RecordAutonu
mberingEnabled>
<redcap:CustomRecordhabel></redcap:CustomRecordhabel>
<redcap: SecondaryUniqueFisld>
</redcap: SecondaryUnicqueFisld>
<redcap: SchedulingEnabled>0</redcap: SchedulingEnabled>
<redcap: SurveysEnabled>0</redcap: SurveysEnabled>
<redcap:SurveyInvitationEmailField>
</redcap:SurveyInvitationEmailField>
<redcap: Purpose>0</redcap: Purposs>
<redcap:PurposeOther></redcap: PurpossOther>
<redcap: ProjectNotes></redcap: ProjsctNotes>
<redcap:MissingDataCodes></redcap:MissingDataCodes>
<redcap:UserRalesGroup>
<redcap:UserRoles role name="data entry person”
lock record="0" lock record multiform="0"
lock_record_customize="0" data_export_tool="2"
data import tool="0" data comparison tool="0" data logging="0"
file_repository double_data="0" user_rights=

H Export Entire Project (metadata & data) Cancel
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PROJECT REVISION HISTORY
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%. PROJECT REVISION HISTORY

# Project Home @ :=Project Setup B3 Other Functionality | 0 Project Revision History | % Edit project settings

The tables below list information about when major changes and revisions were made to the project. The first table below displays when the
project was created, and if the project is in production, lists the time it was moved to production, as well as any revisions made to the project
fields while in production. You may also download any of the Data Dictionaries from past revisions. The table at the bottom displays general
statistics with regard to the times of project changes and revisions.

Project Revision History Bl Hide data dictionary snapshots

Created project 18.12.2020 08:15 - Created by thkerhon@helsinki.fi (Tuija Korhaor
Mowved to production 128.12.2020 14:36 L@ Download data dictionary | Moved to production by thkorhon@helsinki.fi
Production revision #1 (current,  12.01.2021 16:51 L@ Download data dictionary e T T T SR T

Approved automatically

Project Revision Statistics

Time since project creation 40 0 days
Time in development 0,3 days
Time in preduction 48 8 days
Time since last revision 23,7 days

Average / median time berween revision 25,1 days / 25,1 days
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VARIOUS USER RIGHTS FOR DIFFERENT
USERS AND GROUPS

« With "User Rights" you can grant different access rights to the project, e.g. in order
to protect sensitive data

« The "Logging' function is an action log that allows you to inspect who has done what

« With Data Access Groups (DAGs) you can define which group can access what data
--> this is especially suitable for larger research groups and joint projects of research
groups

Participants/study subjects receive link to the survey. No need for any rights to the
REDCap system.
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VARIOUS USER RIGHTS FOR DIFFERENT
USERS AND GROUPS

# Project Home  {=ProjectSetup | & User Rights | i& Data Access Groups

This page may be used for granting users access to this project and for managing the user privileges of those users. You may also create
roles to which you may assign users (optional). User roles are useful when you will have several users with the same privileges because they
allow you to easily add many users to a role in @ much faster manner than setting their user privileges individually. Roles are also a nice way
to categorize users within a project. In the box below you may add/assign users or create new reoles, and the table at the bottom allows you

to make modifications to any existing user or role in the project, as well as view a glimpse of their user privileges.

Add new users: Give them custom user rights or assizn them to a role.
i (ﬁcc with custom rights )
o (22 Assign to role

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

L5 Create role
Rol Expiration AT Data Reports & Graphical Survey
ole name . i
Username or users assigned to a role M=l |T|ser Access P Report Data View Distributior Caler
and Rights Tool ;
Groups Builder & Stats Tools
Setup

allardt@helsinki.fi (Monica Allardt) o 4 4 Full Data Set v 4 v d o 4 o
hepoleht@helsinki.fi (lina Hepolehto) o 4 o Full Data Set =y v o o
larmo@helsinki.fi (Katri Larmo) 4 4 v Full Data Set v d v d o 4 o
thkorhon@helsinki.fi (Tuija Korhonen) W 4 o Full Data Set vy v v o
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VARIOUS USER RIGHTS FOR DIFFERENT
USERS: CREATE NEW ROLES

[+# Creating new role "Data Entry person”

You may set the rights for the user below by -’|"=E\'"Tg the boxes next to the application tools to which you wish to grant
them access. Yo ja E em

1em access to individual data collection instruments, if so desired. To save

your selections, click the "Create role” button at the bottom of the page

&% Creating new role "Data Entry person’

 Possible roles: | e |
data entry person, coordinator, °

administrator, researcher, =
data manager, monitor... .

(]

[l

O
® Data Quality Ocreate & edic
What is Dats Quality? [JExecute rules

HELSINGIN YLIOPISTO
HELSINGFORS UNIVERSITET Create role | | Cancel
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2 VARIOUS USER RIGHTS FOR DIFFERENT
USERS

* You can view how different users
can view your project
(left side panel)

= View project as user:  — select 2 user - v

- SEeCT 3 use
Project Home and Desigl .. . o oic ki i e Avas
= « hepdieht@heisinki fi (ina HepoleMto
# Project Home - & . i
: armo@heising fi (Kasri Larm
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GRANTING USER RIGHTS FOR
RESEARCHERS OUTSIDE UNIV OF HELSINKI

* Our license allows only for users who have a user account at the University of
Helsinki (also HUS is excluded — HUS has their own REDCap)

- Researchers or research personnel can apply for access rights to the Univ of
Helsinki IT system:

https://helpdesk.it.helsinki.fi/en/instructions/logging-and-connections/user-
account/applying-access-rights

HELSINGIN YLIOPISTO
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APPLICATIONS:
LOGGING
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%; APPLICATIONS: PROJECT LOGGING HISTORY

* In Logging you see everything that has happened in your project:

hEDCap’“ testi 15.2.2023 ¢

25 thkerhon@helsinki.fi Bl Logging

[58] All logging | | [3€] All pages using current filters | | [38] Current page

g out
@ My Projects or % Control Center
W REDCap Messenger

& Contact REDCap administrator

This module lists all changes made to this project, including data exports, data changes, and the creation o deletion of users.

e — - Filter by event: All event types (excluding page views) v
Filter by user name:  All users v
Project Home and Design (=
Filtar by record: | Al records ¥
A Project Home - = Project Setup
men) Development Displaying events (by most recent): 1-24 (Page 10of1) ¥
Data Collection =
. List of Data Changes
os Time / Date Username Action &

OR Fields Exported
15.02.2023 1125 thkorhen@helsink| Manage/Design | Edit project field

15.02.2023 1125 thkorhen@helsink | Manage/Design  Add/edit stop actions for survey question
fi

15.02.202311:05  thkorhen@helsink| Manage/Design | Edit proj
fi

Applications = 15.02.2023 11:05  thkorhon@helsink | Manage/Design

Project Dashboards
Alerts & Notifications
Multi-Language Management

# Calendar

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

15.02.202311:04 | thkorhen@helsink| Manage/Design | Reorder project fields

15.02.202311:04  thkorhen@helsink | Manage/Design | Create project field

15.02.202311:03  thkorhon@helsink | Manage/Design | Upload document for image/file attachment field

D omparison Tocl

15.02.202311:03  thkorhe Manage/Design | Reorder project fields

B Logging

15.02.202311:03  [survey responde | Create Response | tietosucjailmoitus = ‘2!,
nt] 1 record_id ="1",
m_1_complete =2

& File Reposito

User Right fa2 DAGS

@ Customize & Manage Locking/E-signatures
Data Quality
B apia

15.02.202311:03  thkorhen@helsink| Manage/Design | Add/edit stop actions for survey question
fi

B API Playground

[ REDCap Mobile App
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%; MULTI-LANGUAGE MANAGEMENT

* You can start translating the interface by clicking on 'Add a new language’:

e

&} Multi-Language Management BB VIDEO: How to use Multi-Language Management

On this page you can create and configure multiple display languages for your preject (for surveys, data entry forms, alerts, survey invitations, etc.) or
alternatively export and import translations using a file. Do not forget to save your changes (keyboard shortcut: m at any time on this page when you
are done editing. NOTE: This page will not auto-translate your text for you, but provides tools so that you may easily translate them yourself, Learn €,

@ Languages | @ Settings — @ Savelh

Manage the available languages in this project using the table and options below by following these steps:

1. Create your default language (.2., used when creating your fields, instruments, etc.). This will serve as the reference for the other languages.

2. add other languages that you wish to offer as a translation of the default language.

3. Translate your default text into different languages by clicking the tabs above or the icons to the right of each language below.

4, Test your translations by switching back and forth between languages onyour data entry forms and/or surveys. Mote that only active languages will be

available for selection on those places.
to implement some language-related action tags, such as § ET, if desired. Learn about them here: :]

=

+ Add a new language

Currently, there are no languages set up in this project.

(Optional) For surveys, designate a field for storing a participant's language preference

Use this feature to set a source for a participant's language preference (their initial language setting). This must be a radic or dropdown field with choices
matching the language 10 you have defined for each language above, or a text box field with no field validation. The value of this field can be set manually
through data entry/data import or with the @LANGUAGE - CURRENT -FORM/SURVEY action tags. The value of this setting will dictate the language used for
rendering Automated Survey Invitations, Alerts, and PDFs. Text bex fields are denoted with [T] while radio and dropdown figlds are denoted with [R] and,
in case they include all language keys, are highlighted with a green background.

Language preference field: | — select a field - v

NOTE:
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%; MULTI-LANGUAGE MANAGEMENT

Add New Language Add Maw Languags

Language ID Impet language data

* You can start translating from scratch, .
just give the language an ID and the display name === e

 Or you can import the language from system:
Click ‘Import from file or system’,
then choose 'suomi’;

Click on 'Add Language:

Add New Language

Language ID

fi

A unique identifier |:as<’—irs=’ ) for this la nguage tis recommended to use
thelSCc as 'e US r Englis! es’ for Spanish. Use only
lett d hyph list of 39 language codes

Language Display Name

UUUUU
s is the name of the langu ang ect
be entered in its languag ?" E gl h D h f

Sort Override (optional)

If set, this will be used instead of the display name for determining the sort order
of languages in language selectors.

HELSINGIN YLIOPISTO B
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%; MULTI-LANGUAGE MANAGEMENT

B VIDEO: How to use Multilanguage Management

Multi-Language Management

On this page you can create and configure multiple display languages for your project (for surveys, data entry forms, alerts, survey invitations, etc.) or

.
]
* You have to make the language active
]
® I q e l I l e I I l b e r to S ave ‘ I I al I e S I alternatively export and import translatiens using 2 file. Do not forget to save your changes (keyboard shertc at any time on this page when you
n . X - .
are done editing. NOTE: This page will not auto-translate your text for you, but provides tools so that you may easily translate them yourself. Learn

B Save Changes

& Languages | BB Forms/Surveys M Alerts 2>3Misc GJuUserinterface &8 sett

Manage the available languages in this project using the table and opticns below by following these steps:

1. Create your default language (i.e.. used when creating your fields, instruments, etc.). This will serve as the reference for the other languages.

2. Add other languages that you wish to offer as a translation of the default language.

3. Translate your default text into different languages by clicking the tabs above or the icons to the right of each language below.

4. Test your translations by switching back and forth between languages on your data entry forms and/or surveys. Note that only active languages will be

available for selection on those places.
5. Learn how to implement some language-related action tags, such as GLANG . If desired. Learn about them here: [EEEE0IE

EGLERENENEIELEY Export or import general settings 20 1§ B

D Display Name Active Default Fallback RTL [z Actions
fi smm\ @ Q S B8 A X G106 1]

(Optional) For surveys, designate a field for storing a participant's language preference

Use this feature to set a source for a participant's language preference (their initial language setting). This must be a radio or dropdown field with choices
matching the language 10 you have defined for each language above, or a text box field with no field validation. The value of this field can be set manually
CURRENT-FORM/SURVEY action tags. The value of this setting will dictate the language used for

Fs. Text box fields are denoted with [T] while radio and dropdown fields are denoted with [R]and,

Gl

through data entry/data import or with the @ E
rendering Automated Survey Invitations, Alerts, and PDI
in case they include all language keys, are highlighted with a green background.

ce field: | - Select a field -

Language
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%; MULTI-LANGUAGE MANAGEMENT

* If you want the new language to be visible in your survey, you have to make it active
In surveys as well:

e

i} Multi-Language Management BB VIDED: How to use Multi-Langusge Mansgement

On this page you can create and configure multiple display languages for your project (for surveys, data entry forms, alerts, survey invitations, etc.) or
alternatively export and import translations using a file. Do not forget to save your changes (keyboard shortcut: m at any time on this page when you

& Langu BB Forms/Surveys rts 23 Misc EJUser Interface £ Settings B Save Changes

Click a button below to select a language to translate:

This is the default language. Thus, items cannot be edited here, but they can be modified in the Online Designer (or via Data Dictionary upload) and the
Survey Settings page. However, fields and individual survey settings can be set to be excluded from translation here. If you wish to begin/continue
translating the default language text, click a language button above.

Use this page to manage which instruments will be translated, separately in data entry and survey modes. Furthermore, use it to navigate to the varicus

sub-pages, such as field exclusions (default language only), or translations of field items (labels, etc.), survey settings (title, instructions, etc.) and AS|
emails.

Instrument  Data Entry  Survey  Fields Survey Settings  ASls  Export

Form 1 _|c:e R Exdude — B
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%\ MULTI-LANGUAGE MANAGEMENT

 Now you can either use the translation that you brought from the system or make
changes to it in '"User Interface’:

%} Multi-Language Management BB VIDEC: How to use Multi-Lanzuage Management

On this page you can create and configure multiple display languages for your project (for surveys, data entry forms, alerts, survey invitations, etc.) or
alternatively export and import translations using  file. Do not forget to save your changes (keyboard shortcut: [EEIEJ) at any time on this page when you
are done editing. NOTE: This page will not auto-translate your text for you, but provides tools so that you may easily translate them yourself. Learn more.

S Misc | L Userinterface | % Settings

anguages MForms/Surveys M Alerts

Click a button below to select a language to translate:

You may translate any of the REDCap's stock user interface elements seen on forms/surveys, such as field validation error messages, survey submit
buttons, and other things that typically cannot be defined in 2 project. Please keep in mind that you probably do not need to translate all user
interface items since it iz likely that many of them might not be uzed on your forms/surveys. Tip: Use the *highlight feature on the Settings tab above to
highlight all untranslated text on the page as a quick way of determining which specific elements need to be translated.

Filter items on this page: [ Hide translated items

Al Common Field Types Survey DataEntry Validation Protected Email reCAPTCHA

Controls & Display Elements

he ‘Change lang: text:

Default text: (1) Change langusge

Default text:

tiedot poistettu
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N
 |n Data Exports, Reports and Stats you can export data to other

programs or see the statistics of your project:

BB VIDEC: How to use Data Exports, Reports, and Stats

Data Exports, Reports, and Stats
+ create New Report | B+ My Reports & Exports | [® Other Export Options

This medule allows you to easily view reports of your data, inspect plots and descriptive statistics of your data, as well as export your data to Microsoft
Excel, SAS, Stata, R, or SPSS for analysis (if you have such privileges). If you wish to export your *entire® data set or view it as a report, then Report Ais
the best and quickest way. However, if you want to view or export data from only specific instruments {or events) on the fly, then Report B is the best
choice. You may also create your own custom reports below (if you have such privileges) in which you can filter the report to specific fields, records, or
events using a vast array of filtering tools to make sure you get the exact data you want. Once you have created a report, you may view it as a webpage,
export it out of REDCap in a specified format (Excel, SAS, Stata, SPSS, R), or view the plots and descriptive statistics for that report.

My Reports & Exports

Report name View/Export Options Management Options

A Alldata (all records and fields) & QuviewReport | | BiExportData | | |= Stats & Charts | >

E  Selected instruments (all records) & Make custom selec

+ Create New Report |
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REDCap

s thkorhon@helsinki.fi

op

= My Projects or % Control Center
W REDCap Messenger

& Contact REDCap administrator

~

& View project as user: | . sel
Project Home and Design =l
A& Project Home - = Project Setup

(& Designer - @ Dictionary - B Codebook
»Poj

s Development

Data Collection =l

Distribution

Applications =
Project Dashboards

A Alerts & Notifications

& Multi-Language Management

B pata Exports, Reports, and Stats >
Tool

o
# Data Comparison Teol

B Logging and &8 Email Logging
y Field Comment Log

& File Reposit
& User Rights

[T REDCap Mobile App



REDCap

DATA EXPORTS, REPORTS AND STATS -

2 View project as user:

Project Home and Design =

A Droject Home - 7= Project Setup
& Designer - [ Dictionary - B Codebook

Development

Data Collection =

u
* Report

cations

All data (all records and fields)

R Surve T What is What is Do you What is Which colors do you like? w

iD Identifier Times‘{amp your email DIRG. have a our
name? avorite favorite avorite blue green yellow red bl

’ color? color? color?

asdglkmas

06-07-2021 Ep—— g T (T Unchecked Unchecked  Unchecked Checked ur
1 14:02 T d@sdfz |\ blue{1) | Ne(0) (0) (0) (© (1) (0
5 t leted Checked Unchecked  Unchecked  Unchecked CF
2 [not completed] (1) (o) (0} (0) (1
06-07-2021 ez Checked Unchecked  Unchecked | Checked Ur
2 15:06 2doozsdy (1) (0 (o (1) (0
A 06-07-2021 dsfis Unchecked  Unchecked Unchecked Unchecked Ur
= 15:07 (0) (o) (0) Q) (0
- 06-07-2021 - , P Unchecked Unchecked Unchecked Unchecked Ur
5 15:08 dkfgjladfkg Yes (1) red (3) o) (0) (0) (0) (0
- . ey AE Unchecked  Unchecked Checked Checked Ur
6 erdkerg yellow (3) No (0) () (0) (1) (1) [
= 26-02-2023 . R oo (T Checked Checked Unchecked | Unchecked CF
20:02 elena Dlu=lcl N el (1) (1) (@ (0) a
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REDCap

DATA EXPORTS, REPORTS AND STATS -

2 View project as user:

Project Home and Design =

A Droject Home - 7= Project Setup
& Designer - [ Dictionary - B Codebook

Development

Data Collection =

- Stats and Charts:

2 ons

Bl Logging and SwEmail Logging
Number of results returned: 7 View Report | | B Export Data & Print Page ® Field Comment Log
Total number of records queried: 7 7

Live filters:
2 Manage Locking/E-signatures

All data (all records and fields)

a2 £pI playground
[T REDCap Mobile App
DISPLAY OPTIONS

Optional: Select a record to overlay onto the plots below —select record - v

Viewing options: Show plots only Show stats only

What is your name? ome

Total
Count | Missing*
(N)
5 |1(143%)
email
Total
Count | Missing*
(N}
5 |1(143%)
What is your favorite color? jcoior Refresh lot | [
Total
Count | Missing* | Unique
(N)
3 |4(571%) 2
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REDCap

4 in 25 thkorhon@helsinki.fi

DATA EXPORTS, REPORTS AND STATS -

2 View project as user:

Project Home and Design =
& Project Home - i= Project Setup.
(& Designer - [ Dictionary - B Codebook

Development

Data Collection =

£ survey Distribution Tools

Applications =

EX p O rt D ata B3 Project Dashboards
A Alerts & Notifications

5 . . = |
B Exporting "All data (all records and fields)” *® B Logng ava Sntmat Loggng
® Field Comment Log

% File Repository

Select your export settings, which includes the export format (Excel/CSV, SAS, SPSS, R, Stata) and if you wish to perform de-identification on the data set. 2 UEgis e s
& Customize & Manage Locking/E-signatures
Data Quality
B APl and [E API Playground

Choose export format De-identification options {opticnal) Additional export options [
The opticns below allow you to limit the amount of Export survey identifier field and survey timestamp
CSV / Microsoft Excel (raw data) EEF_:'E"':,'HO"'“ field(s)?
project. Check all
K Identifiers: - .
nown ldentitiers Advanced data formatting options

_| Rernove All Identifier Fields

CSV / Microsoft Excel (labels)

Export blank values for gray Form Status?

All Form Status fields with a gray status icon can be exported
either as a blank value or as "0" {Incomplete). Hint: Blank values
are recommended if the data will be imported back into
REDCap, in which this preserves the gr tus icons for all the
imported records.

L2 SPss Statistical Software

Kl [k [k

SS&S SRS tatinticS e Export gray Form Status fields with value of "0"

Set C5V delimiter character
Set the delimiter used to separate
(only valid for C5V Raw Data and C5V

< in the CSV data file
abels export formats):

(E R R Statistical Software

. {comma) - default *

Force all numbers into a specified decimal format?

You may choose to force all alues containi ecimal to
a specified decimal ¢ cter (comma or period/full stop).

0 all calculations and number-validated

CDISC ODM (XML) text values in the export file.

Use fields' native decimal format (default) hd

BEIE] stata statistical Software

Deselect all options

Export Data Cancel
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INSTEAD OF ANONYMISATION DATA IS
DE-IDENTIFIED

De-identification options (optional)

The options below allow you to limit the
amount of sensitive information that you are
exporting out of the project. Check all that
apply.

Data can be de-identified before

[ Remove all tagged Identifier fields (tagged in Data

[ v exporting to statistical analysis

unrecognizable value)
Free-form text: p rog ral I I S
D Remove unvalidated Text fields (i.e. Text fields other

than dates, numbers, etc.)
[ Remove Notes/Essay box fields

Date and datetime fields:

] Remove all date 2nd datetime fields

— OR —

O Sh ft all dates by value between 0 and 364 days

=d amount determined by algorithm for each

i) What is date shn’tlng?

Also shift all survey completion timestamps
by value between 0 and 364 days

ed amount determ I’_'IJ | orithr reacn

Deselect all options
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REDCap

=5 thiorhon@helsinki.fi

DATA EXPORTS, REPORTS AND STATS -

2 View project as user:

Project Home and Design =
& Project Home - i Project Setup
& Designer - [ Dictionary - B Codebook

Development

Data Collection =

N
« Export Data into excel

+ Data export was successful! x B Logging and SaemailLogging
® Field Comment Log

% File Reposi

& User Righ

dy to be downloaded. Click the download icon(s) below on

he data export was successful, and your data is now rea
¥
ic statistical EFB"J-’SiS |:|ackage_. you will ae ,-rall';,' need to

the right to download your data file. If exporting to a spec
download the syntax file that is provided for that stats package. For more details, follow the instructions in the box

Playground

fobile App
below.

BE How to cite publications
se cite the

When publishing manuscripts relating to this REDCap project, we ask that in your publication you
tems listed below that have been utilized in this project. Thank you!

se cite the official REDCap publications. View citation and template methods languags

1. Plea

2. Since this project utilizes the REDCap Mobile App. please cite the RMS manusc View citation

CSV / Microsoft Excel (labels) Click ico
You may download the survey results in ! (comma-separated) format, which EXCEL
can be opened in Excel. You have the ch of downloading the data either w Cov
the full headers and answer labels or just with the answer codes (i.e. raw data). %
Labels

f you are usi rersion of Microsoft Exce
ns the data will enly be read to 255 colu

Close
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DATA EXPORTS, REPORTS AND STATS

« Export Data into excel
« Data is exported in csv format so all the data is in the first colum:

REDCapTrainingMarch_DA 3 Al ,O Search (Alt+C) -

File Home Insert Page Layout Formulas Data Review View Help
Ifﬁ b Calibri 1 AA = Elgl P EE}\*."rapTat General ~ ﬁ % E/ @ @:( @

(@~
Paste = = = = = = = Conditional Formatas Cell Insert Delete Format

B I U~ Mo Ao === = 3= HmMm & Center ~ =~ 9 0 .00
- ¥ - - A SN = %9 W Formatting ~  Table~  Styles~ = = =

Clipboard M Font 7] Alignment ] Mumber 7] Styles Cells
H19 & Je

A B C D E F G H | ] [ L M M o} P Q
1 |Record ID,"Survey Timestamp","What is your favorite color?","Do you have a favorite color?","What is your favorite color?","Which colors do you like? (choice=blue)","Which
? |B8al40932444aci2235d181aa6ee03500,"2021-07-06 14:02:58",blue,No,,Unchecked, Unchecked,Unchecked,Checked,Unchecked, Checked,Unchecked,Unchecked, neutral,"least in
3 |bed962fe1512399869a3853a9e6319e0,"[not completed]",,,,.Checked,Unchecked,Unchecked,Unchecked,Checked, Unchecked,Unchecked,Unchecked,,,,,, Incomplete
4 |424167ef8ff98e24e8ebbfef89ad13cf,"2021-07-06 15:06:37",,,,Checked,Unchecked,Unchecked,Checked,Unchecked, Unchecked,Checked,Unchecked,,"least important”,neutral,,
5 |el1b69618e2fb1f12037701c45a127ca, "2021-07-06 15:07:31",,, ,Unchecked,Unchecked, Unchecked,Unchecked, Unchecked,Unchecked,Unchecked,Unchecked,"least important”,n
6 |da9b476c02d2e8d68f398c2307696000,""2021-07-06 15:08:02",,Yes,red,Unchecked,Unchecked,Unchecked,Unchecked,Unchecked, Unchecked,Checked,Unchecked,,,,,,Complete
7 |3ae371e8d94f42316b1b2ac812cf4290,,yellow, Mo, Unchecked,Unchecked, Checked,Checked,Unchecked, Unchecked,Unchecked,Checked,neutral,,,, 74, Incomplete
8 |ca7b52bbadaeb99d72d6c7af32034ab1,"2023-02-26 20:02:43",blue,Mo,,Checked,Checked,Unchecked, Unchecked,Checked, Checked, Unchecked,Checked,neutral,"least importar
g
10
11
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DATA EXPORTS, REPORTS AND STATS

u . . .
« To make it more readeble choose the first column and then go to 'Data’ tab and click
on 'Text to Columns’

File Home Insert Page Layout Forn@as Data Raiew View Help
] T Queries & Connections A ?
@EEEBE R b & mom g Oy o A

Al B = B

Get From From From Table/ Recent Existing Refresh Organizati.. Stocks (En.. Currencies.. Geography.. |z gl Sort Filter Textto  Flag Remave Data Consolidate Manage
Data ~ Text/CSV Web Range Sources Connections All~ - & Advan Columns Duplicates Validation ~ Data Maodel
Get & Transform Data Queries & Connections Data Types Sort & Filter Data Tools
Al v F Record ID,"Survey Timestamp","What is your favorite color?","Do you have a favorite color?”,"What is your favorite color?","Which colors do you like? (choice=blue)","Which colors do you like? (choice=green)","Wh
A E C o} E F G H | J K L M M (9] P Q R S T u A W X

1 |Record ID,"Survey Timestamp","What is your favorite color?","Do you have a favorite color?","What is your favorite color?","Which colors do you like? (choice=blue)","Which colors do you like? (choice=green)","Which colors do you like? (choice=yellow
2 |8a31409324443c82235d181aa6ee03500,"2021-07-06 14:02:58",blue,No,,Unchecked,Unchecked,Unchecked,Checked,Unchecked,Checked,Unchecked,Unchecked,neutral,"least important","most important",,80, Complete

3 |bed962fel512399869a3853a%e631%e0,"[not completed]",,,,Checked,Unchecked,Unchecked,Unchecked,Checked,Unchecked,Unchecked,Unchecked,,,,,,Incomplete

4 |4241672f8ff98e24e8e6bfefd9ad13cf,"2021-07-06 15:06:37",,,,Checked,Unchecked,Unchecked,Checked,Unchecked,Unchecked,Checked,Unchecked,,"least important”,neutral,,,Complete

5 |el1b69618e2fb1f12037701c45a127ca,"2021-07-06 15:07:31",,,,Unchecked,Unchecked,Unchecked, Unchecked,Unchecked,Unchecked, Unchecked,Unchecked,"least important”, neutral,,,,Complete

6 |dadb476c02d2e8d68F398c2307696000,"2021-07-06 15:08:02",,Yes,red,Unchecked,Unchecked,Unchecked,Unchecked,Unchecked, Unchecked,Checked,Unchecked, Complete

7 |33e371e8d34f42316b1b2ac812cf4230,,yellow,No,,Unchecked,Unchecked,Checked,Checked,Unchecked,Unchecked,Unchecked,Checked, neutral,,,, 74,Incomplete
8
9

ca7b52b6adaeb99d72d6c7413e034abl,"2023-02-26 20:02:43",blue,No,,Checked,Checked,Unchecked,Unchecked,Checked,Checked, Unchecked,Checked, neutral,"least important”,,, 73,Complete
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DATA EXPORTS, REPORTS AND STATS

g A pop up window opens, choose 'Delimited’ and then click 'Next’

i The Text Wizard has determined that your data is Fixed Width.

I If this is correct, choose Mext, or choose the data type that best describes your data.
1 Original data type

O = Tllc Lypeeilgat best describes your data:
(®) Delimited - CPX
() Fixed width - Fie

acters such as commas or tabs separate each field.

/s are aligned in columns with spaces between each field,

Preview of selected data:

ecord ID, "Survey Timestamp", "What is your favorite color?", "Do|®
a14l]93Z444acBZZB&dlSlaaEEeDS&DD

edSES.fel5].2.3558&93385359&4’:319@0
‘ 241€7ef2£ff98c24cBetbfefi%adl3ct
lleSEl8eE.fblflE.'JSTT'ch‘lEralE.'?ca

,"2021-07-06 14:02:58", blue, No,

[not completed]™,,
21-07-0€ 15:0€:37

,™2021-07-0€ 15:07:

Cancel < Badg inish
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DATA EXPORTS, REPORTS AND STATS

J

- In the next window, choose 'Tab’ and ’‘Comma
and then click 'Next’:

This screen lets you set the delimiters your data contains. You can see how your text is affected
in the preview below.

Delimiters

b

[] semicolon [ ] Treat consecutive delimiters as one

Text gualifier: |~ w

[ space

|:| Other:

Data preview

ecord ID urvey Timestamp at is your|®
2l1409324445082235d181aa€eed3500 BO21-07-0€ 14:02:58 plue
ed9c2fel51235959869a3853a%e6315%e0 |[not completed]
241&67ef3ffa8e2d4elecbfefi%adl3ct RO21-07-0€ 15:0&:37
11kE59€18e2fL1£12037701c45a127ca R021-07-0€ 15:07:31 LY

£

Cancel < Back (\ﬂext > ) Finish
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DATA EXPORTS, REPORTS AND STATS

[
* |n the last window click ’Finish’:

This screen lets you select each column and set the Data Format.
Calumn data format

(®) General
= ‘General’ converts numeric values to numbers, date values
() Text to dates, and all remaining values to text.

() Date: | DMY - Advanced...

() Do not import column (skip)

Destination: |5A%1 +
Data preview

ssnezal Llleneral

Furvey Timestamp at is your|#

2021-07-08 14:02:558 plue

[not completed]

21-07-0& 15:08:37
—-07-0€ 15:07:31 W

< >

Cancel < Back Mext > "
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N .
« Now the data is in separate columns:

DATA EXPORTS, REPORTS AND STATS

File Home Insert Page Layout Formulas Data Review View Help

— |:|5~ D @ D |:h_ P T Queries & Connections A

@ LB L8 o o | [3 B om @ I |

Get From Fr.om From Table/ Recent Exiztin.g Refresh Organizati..  Stocks (En.. Currencies.. Geography.. |= Zl
Data~ Text/CSV Web Range Sources Connections All~ o

Get & Transform Data Queries & Connections Data Types
C16 - 2
A B T D E F G H | K L

1 |Record ID Survey Timestamp What is yc Do you ha What is yc Which col Which col Which col Which col Which col Which col Which o
2 |Balan932444a3c82235d; 6.7.2021 14:02 blue Mo Unchecke Unchecke Unchecke Checked Unchecke Checked Uncheck
3 |bed962fe1512399869a [not completed] Checked Unchecke Unchecke Unchecke Checked Unchecke Uncheck
4 |424167ef3ffoge24e8et 6.7.2021 15:06 Checked Unchecke Unchecke Checked Unchecke Unchecke Checkec
5 |ellb69618e2fb1f1203 6.7.2021 15:07 Unchecke Unchecke Unchecke Unchecke Unchecke Unchecke Uncheck
6 |dadba76c02d2eB8d65f3 6.7.2021 15:08 Yes red Unchecke Unchecke Unchecke Unchecke Unchecke Unchecke Checkec
7 |3ae371e8d94f42316b1b2ac812cf4290 yellow No Unchecke Unchecke Checked Checked Unchecke Unchecke Uncheck
8 |ca7b52bbBadaeb33d72c 26.2.2023 20:02 blue Mo Checked Checked Unchecke Unchecke Checked Checked Uncheck
g

HELSINGIN YLIOPISTO
HELSINGFORS UNIVERSITET
UNIVERSITY OF HELSINKI

REDCap webinar, University of helsinki Data Support, 2024



DATA DICTIONARY
IMPORTING AND EXPORTING DATA

With the Data dictionary you can import survey forms or database
structures to REDCap

* |Import Data

« With Export Data you can export data from REDCap to the
following software

Choose export format

(@ &I CSV /7 Microsoft Excel (raw data)
O &I CSV / Microsoft Excel (labels)

O SPSS Statistical Software

(@) 3,SAaS sAs statistical Software

(@) @ R Statistical Software

O ES=1=] stata statistical Software

Q CDISC ODM (XML)
oDM
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H Video Tutorials

%\ REDCAP CONSORTIUM  ioo

[ Suggest a New Feature

B Contact REDCap administrator

» Look which institutions have REDCap
* https://projectredcap.org/

£DCo L 3 wern is f or 2428000 u
23,163 joumal aticles cite REDX
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https://projectredcap.org/

CITING REDCAP
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%\ CITING REDCAP

 On the bottom of the page there Help & Information =
are instructions on how to cite Jebers
R E Dcap [ Suggest 3 New Feature

|
» https://projectredcap.org/resources

/CitationS/ The REDCap Consortium
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CITING REDCAP

o https://projectredcap.org/resources/citations/

Please cite the publications below in study manuscripts using REDCap for data collection and
management. We recommend the following boilerplate language:

Study data were collected and managed using REDCap electronic data capture tools hosted at
[YOUR INSTITUTION]."2 REDCap (Research Electronic Data Capture) is a secure, web-based
software platform designed to support data capture for research studies, providing 1) an intuitive
interface for validated data capture; 2) audit trails for tracking data manipulation and export
procedures; 3) automated export procedures for seamless data downloads to commaon statistical
packages; and 4) procedures for data integration and interoperability with external sources.

1PA Harris, R Taylor, R Thielke, J Payne, N Gonzalez, JG. Conde, Research electronic data capture
(REDCap) — A metadata-driven methodology and workflow process for providing translational
research informatics support, J Biomed Inform. 2009 Apr;42(2).377-81.

2PA Harris, R Taylor, BL Minor, V Elliott, M Fernandez, L O’'Neal, L McLeod, G Delacqua, F Delacqua,
J Kirby, SN Duda, REDCap Consortium, The REDCap consortium: Building an international
community of software partners, J Biomed Inform. 2019 May 9 [doi 10.1016/4 jbi 2019.103208]

Link to articles:

« hitp://'www sciencedirect.com/sciencefarticle/pii/S1532046408001226
« hitps://www.sciencedirect.com/science/article/pii/S1532046419301261
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THANK YOU!

Redcap-support@helsinki.fi
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