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Delete Client Files

To delete all data related to a client, open the Default dashboard from the Record Status Dashboard

page.

edinas fmustafa | Logout
My Projects

W REDCap Messenger

= Contact REDCap administrator

Project Home and Design =
& Project Home - 2= Project Setup

[ Designer I8 Dictionary - B Codebook

& projes Production

Data Collection =

£3 Survey Distribution Tools
BB Record Status Dashboard
B Add/ Edit Records

Applications =

58 Project Dashboards
A Alerts & Notifications
uti-Language Management

1 Calendar

B Data Exports, Reports, and Stats.
-8 Data Import Tool

# Data Comparison Tool

B Logging and &8 Email Logging
% File Repository
& User Rights and

AGs
© Data Quality and ®a Resolve lssues

Reparts Qesrh WOrganize SEdi =)
test

External Modules = Viewloes [+
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B8 Record Status Dashboard (all records)

Displayed below s a table listing all existing records/responses and their status for
every data collection instrument (and if longitudinal, for every evend). You may click
any of the colored buttons in the table to open a new tabfwindow in your browser to
view that recard on that particular data collection instrument. Please note that if your
form-level user privileges are restricted for certain data collection instruments, you
will only be able to view those instruments, and if you belong to a Data Access Group,

Legend for status icons:

~) Incomplete (no data saved) [2]
(&) Partial Survey Response
(& Completed Survey Response

you will only be able to view records that beleng to your group.

Dashbeard displayed: | [Default dashboard] hd

Displaying record | Page 1 of 1: "8" through "12" ~ | of 5 records

+ Add new record for rm

Displaying: |nstrum

Lock status only | All status types

Arm1: Clients | Arm 2: Staff | Arm3: Volunceers | Arm 4: Building

Consent
Form: Needs Needs | Needs Needs
Cansent Collection Program Assessment: Asessment Assessment  Needs  Assessment
Record Application Form:  and Use Progress. Client Emergency Background Assessment Health And Assessment:

D Form  Sarvices ofData Tracker Contactinfo Comacss Informadon Housing  Wellness  Pregnangy | Wllness
goeson1 | @ G L] g e
9person2 | @ ©
10 personz, @ ]
11 persons| @ ®
12 Persons @ ®

# Create custom dashboard

ALL(S) v | records per page

y same)

Needs
Assessment:
Neeas  Relationships

Assessmenz and

Parenting  Suppors  Employmi

Select the Record ID for the client you want to delete. This will open a list of all of the forms completed

for this person.

Click the drop down box titled “Choose action for record” and then select Delete Record.



@ Record Home Page

The grid below displays the form-by-form progress of data
entered for the currently selected record. You may click on
the colored status icons to access that form/event. If you .
wish, you may modify the events below by navigating to the () Unverified
Define My Events page. é Complete

Legend for status icons:

(@) Incomplete ("I Incomplete (no data saved)

(&) Partial Survey Response

Completed Survey Response
@) Many statuses (all same)

| @) Many statuses (mixed)

| [ Choose action for record

B Dovmload ZIP file of all uploaded documents

B, Download PDF of record data for all instruments/events

B, Download PDF of record data for all instruments/events (compact)
@ Lock entire record

2 Rename record

X Delete record (all forms/events)

Program Progress Tracker @

Needs Assessment: Client Contact Info (

Needs Assessment: Emergency Contacts (

®

Needs Assessment: Background Information

Needs Assessment: Housing (

Needs Assessment Health And Wellness

Needs Assessment: Pregnancy

Needs Assessment: Child Health and Wellness [

Needs Assessment: Parenting

Needs Assessment: Relationships and Supports [

Needs Assessment: Employment/School/lncome (

Needs Assessment: Legal Concerns [

Program: Resources: Counselling and Therapy (

Program: Resources: Pre and Post Natal Support [

Program Resources Indigenous Resources

Program Resources Housing

Program Resources Finandial i

Review the pop-up message and click Delete Record to confirm.

DELETE RECORD "9"? x

Are you sure you wish to PERMANENTLY delete this record and its data? This will
delete ALL DATA for ALL EVENTS for ONLY THE CURRENT ARM.

This process is permanent and CANNOT BE REVERSED.

DELETE RECORD Cancel

Manage REDCAP User Access Rights

Add a New User

Before you can provide access to a new user, they must already have a REDCap account set up with
Athabasca University.

To add users to your REDCap, open the User Rights panel of the Applications menu on the left sidebar.



Project Home and Design =
# Project Home - 3= Project Setup

(# Designer - @ Dictionary - B Codebook
&0

oo a s

Production

Data Collection =

3 Sunvey Distribution Todls
& Record Status Dashboard

B Add/ Edic Records
Applications =

[ Project Dashboards
Alerts & Notifications

& Muli-Language Management

8 Calendar

B+ Data Exports, Reports, and Stats
8 Data Import Tool

# Data Comparisan Taol

B Logsing and & Email Logging

& File Repository

Data Quality and ®a Resolve Issues

#Edi [

Reports. QSearch W

test

External Modules

Help & Information ]

Use the “Add new users” section at the top and enter the user’s REDCap username in either the “+Add
with custom rights” box or the “Assign to role” box.

Add new users with custom rights

The first thing to note is that, for these projects, usernames in REDCap are organized by agency initials.
For example, all Elizabeth House users have a username that ends in “.eh” and all Highbanks staff have
usernames that end with “.hbs”. That makes it easier to find users from your organization and add them
to your project or assign them user rights.

O e REDEEp ey 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

Project Home and Design =/ 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 a much faster manner than setting their user privileges individually. Roles are also a nice way
A Project Home - #= Project Setup to categorize users within a project. In the box below you may add/assign users or create new roles, and the table at the bottom allows you
& Designer - @l Dictionary - B Codebook to make modifications to any existing user o role in the project, as well as view a glimpse of their user privileges.

2 Project status: Production

Data Collection = [3] Upload or download users, roles, and assignments = | 2

£J Survey Distribution Tools Add new users: Give them custom user rights or assign them to a role.
8 Record Status Dashboard

B Add/Edit Records el + Add with custom rights

abigail.eh (Abigail Escobar)

deborah.eh (Deborah Cheesman)

Applications =

Bz Project Dashboards emmah.eh (Emmah Njuguna)
i Creat b d
i e cations "€l general.eh (General User Maria Galley) posasiEne
& Noltangige ragemen hamara h (i 8l
alendar
B> Data Exports, Reports, and Stats hyeim.eh (Hye-Im Yoon)
4 Data Import Tool igra.eh (Igra Ashad)
# Data Comparison Tool lisa.eh (Lisa Pigeon) _ Project
= o Roler issigned to a role Expiration ;) Sen  user Data) Data Viewing  Data Export Alertsg  Reports&
B Logging and & Email Logging o malynda.eh (Malynda McCullough) s click expiration an Rights éccess Rights Rights Notifications ;e_;;:n
& File Repository mona.eh (Mona Haghi) e Setup roups uilder
2 User Rights and 4 DAGs
; & iew & Edit
Data Quality and ®a Resolve Issues fmustafa (Fatima Mustafa) v v e View & £t “1 Full Data Set v v
Reports Qsearch @Organize #Edit (=)
1 View & Edit
" test
) tes kharah.ross (Kharah Ross) v v v soViews Edt | Full Data Set 4 v4
External Modules +
Help & Information (+
7 View & Edit
Case Managers x x x aView & Edit | 1 Full Data Set x v
Data Guardian , ’ ’ METRETE oo ’ ’

To assign custom user rights, enter in the username in front of the “+ Add with custom rights” button
and then click on the “+ Add with custom rights”.



# Project Home

#= Project Setup

& User Rights

et 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 a 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 roles, 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 assign them to a role.

+ Add with custom rights

Assign new user to role

Enter new role name

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

Once you do that, a new screen will pop up, as shown below. Here you can select what kinds of user
access you want to provide that username. You can control access to basic privileges — such as setting up
alerts and notifications or distributing surveys — and you can also control privileges for viewing and
exporting data form by form. These options allow you to implement fine-grained access control.

| @ Upload or download users, roles, and assignments =~

2» Assign torole =
Create new roles: Add new user roles to which users may be assigned.

+ Create role

&+ Adding new user "abigail.eh”

Once you are done, you can then click “Add user” at the bottom and also select whether user will be

Basic Privileges

8 Expiration Date
(f applicable)

Highest level privileges:

#= Project Design and Setup O

& User Rights (m]
422 Data Access Groups O

Other privileges:

(©/Mv)

Privileges for Viewing and Exporting Data

Data Viewing Rights pertain to a user's ability to view o edit data on pages in the project (e.g., data entry forms, reports). Users
with'No Access' Data Viewing Rights for a given instrument will not be able to view that instrument for any record, nor will they be
able to view fields from that instrument on a report. Data Export Rights pertain to a user's ability to export data from the project,
whether through the Data Exports page, API, Mobile App, or in PDFs of instruments containing record data. Note: Data Viewing

Rights and Data Export Rights are completely separate and do not impact one another.

Data Viewing Rights
N Read  View Edit
Access Only  &Edit survey
(Hidden) responses

o

O

Application Form  (survey)
Consent Form: Services

Consent Form: Collection and Use
of Data

Program Progress Tracker

Needs Assessment: Client Contact
Info

Needs Assessment: Emergency
Contacts

Needs Assessment: Background
Information

Needs Assessment: Housing

Needs Assessment Health And
Wellness

Needs Assessment: Pregnancy

Needs Assessment: Child Health
and Wellness

£3 Survey Distribution Tools
A& Alerts & Notifications. O
) Calendar
Q_ Add/Edit/Organize
Reports

Also allows user to view ALL

reports (but not necessarily all

data in the reports)
i Stats & Charts.
8 Data Import Tool (m]
# Data ComparisonTool ()
B Logging (m]
% File Repository
8 Data Quality

What is Data Quality?

) Data Resolution
Workflow

O Create & edit rules
O Execute rules

O No Access

® View only

Needs Assessment: Parenting
Needs Assessment: Relationships
and Supports

Needs Assessment:
Employment/School/Income

notified through email about their project access.

0| 0|0/ O|0| OO0 O|O|0O|O|O|O

O| 0|0 0|0 OO0 O] O O|O] OO0

® ® ®©© ®® e ©® © ©® e ©e

Data Export Rights

Mess  ldentear Ao

Feas
® O o
® O o
e o©O o
® o (0]
e o©O o
e o©O o
e o©O o
® O o)
® o (0]
® O o
® o© o
® O o
® o© o
® o O

Full

at
Set

0| 0|0 0|0 O|0 O|O|0O|O|]O|0O|O




8 Watch video about locking Communication Notes

& Lock/Unlock *Entire* ] Volunteer Demographic Data
Records (record level)
Staff Incident Report
NOTE: It is important to note that instrument level locking and record level locking are
independent features that are governed by separate user privileges (as seen above).
You must have explicit permission to either one in order to perform that specific
locking action. Also, record locking is a higher-level locking than instrument locking,
which means that an entire record may be locked or unlocked while one or more Building: Staff Nots
instruments are currently locked, but an instrument cannot be locked or unlocked | LRI ST WS
while the entire record is locked.

Volunteer: Incident Report

Building: Incident Report

B Create Records Program Safety Plan (@) o ® ® o (¢} o
2 Rename Records (=] Program: Education Plan o O ® ® [e] O [e]
B — o Program: Attendance o o e ® o o o
* Includes ability to delete all data on an instrument or on a repeating event. Outcomes: Client Skills ~ (survey) (@] () O] o O] (e () (e
Settings pertaining to record locking and E-signatures: Outcomes: Client Wellness (survey) | O ° ® o ® o ° o
Outcomes: BPFI (survey) (@] O O] o O] (o) O (o)
& Record Locking (=] —
Customization s R g o o e O ® o o o
& Lock/Unlock Records @® Disabled Outcomes: Program Feedback o o ® o ® o o o
(instrument level) O Locking / Unlocking (survey)
Users with locking privileges O Locking / Unlocking with E-signature Exit: Planned  (survey) (@) (¢} ® (m] ® o (¢} o
also have access to the E- hori
signature and Locking Mgmt What is an E-signature? Exit: Unplanned o O ® ® o O o
page on the left-hand
Applications menu. Alumni Form (@] o O] O] o o [¢]
o o ® ® o (] o
o o O] O] o o o
o O ® ® o O o
o o @ @ o o o
o o ® ® o (] o
@] o O] O] o o o

* De-identified means that all free-form text fields will be removed, as well as any date/time fields and Identifier fields.

New User Notification

[ Notify user of their project access via email?

Add user Cancel

Add new users and assign to existing roles

Use the second option (i.e., assign a new user to an existing role) if you want to add them to the system
with a pre-created set of user rights (for example, Case Managers, Data Guardians, Family Support
Worker, etc.) Most often, the new users you add to your REDCap project will be assigned to existing
roles. To do this, add username next to the “Assign to role” button and then click on the “Assign to role”
button which will show a pull-down menu. Select the role that you want to assign that user to and then
click “Assign”.

‘1(tu(_ap’ R Y LS B LR O R B LR R M

@ Logged in as fmustafa | Logout
My Projects A Project Home  ?=Project Setup = & User Rights | 4* Data Access Groups
W REDCap Messenger

& Contact REDCap administrator 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

Project Home and Design |=|  roles towhich 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 a much faster manner than setting their user privileges individually. Roles are also a nice way

A Project Home - to categorize users within a project. In the box below you may add/assign users or create new roles, and the table at the bottom allows you

& Designer - [ Dictionary - B Codebook to make modifications to any existing user o role in the project, as well as view a glimpse of their user privileges.

2 Project status: Production

roject Setup

Data Collection = | [3] Upload or download users, roles, and assignments ~

£2 Survey Distribution Tools
B8 Record Status Dashboard

B Add/ Edit Records Add new user + Add with custom rights

—OR—

abigail.eh 25 Assignto role v
Project Dashboards Notify user via email?

A Alerts & Notifications Create new roles: Add new user roles to which users may o

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

applications

0]

&+ SelectRole: | — select role - v
# Multi-Language Management Enter new role name |
& Calendar (e.8. Project Manager, Data Entry Person)
B Data Exports, Reports, and Stats Case Managers
8 Data Import Tool Data Guardian
# Data Comparison Tool Family Support Worker Project
B Logging and & Email Logging Role name Username or users assigned toarole | Design ser Prose Dat;_viewing L e A‘IF"S’& RT;';;LT‘ &
& File Repository (click role name to edit role) (click username to ediit or assign to role) S——— s::..p ights Groups ights ights otifications g T
2 User Rights and 4 DAGs ) )
@ Data Quality and B Resolve Issues - fmustafa (Fatma Mustafa) never v v v SVewBEMC o filaase v v
Reports Qsearch WOrganize Edt )
) test — Kharah.ross (Kharah Ross) never v v v LVewBE ) el Data set v v
External Modules SView Logs [+



Remove an Existing User

You can manage who has access to the REDCap and remove users who should no longer have access to
the data.

Click on User Rights under the Applications menu on the left sidebar.

Project Home and Design =

.
. a
# Project Home - 3= Project Setup z
@ Designer - @4 Dictionary - B Codebook ©

& Project status: Production
Data Collection =

3 Sunvey Diswribution Todls
& Record Status Dashboard
& Add/ Edit Records

Applications =

[ Project Dashboards
A& Alerts & Notifications

£ Multi-Language Management

# Calendar

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

# Darta Comparison Tool

B Logging and &% Email Logging

% File Repository

& User Rights and 48 DAGs

8 Dats Quality and ®a Resolve Issues

Reports. QSearch WOrganize # Edit [—|
test

External Modules =View Logs [+]
Help & Information 2

Click on the username of the user whose access you wish to modify. Select Edit User Privileges

Project

Role name Username or users assigned to a role Ziloii Design User “Dcnta Data Viewing
role name to edit role) click username ta edit or assign to role! - tion and Rights 0808 Rights
: - & Setup P
. = View & Edit
fmustafa (Fatima Mustafa) 4 v 4 16 View & Edit | *

Proje

Username or users assigned to a role ExplrERon Desig
click usermame to edit or assign to role click expiration anc
B Setu

fmustafa (Fatima Mustafa) &~ Edit user privileges v

a% Assign to role

You can edit which functions and areas the user has access to, change the expiration date of their access,
or remove the user entirely, which will remove their access to the data system.



g existing user "fmustafa” x
Basic Privileges Privileges for Viewing and Exporting Data
8 Expiration Date (o
te and do not impact one ano
Highest level privileges:
£= Project Design and Sewp Data Viewing Rights Data Export Rights
® len Diokee Ne Resd View  Edit Ne De- Remowe  Full
& User Rights Access  Only  &Edit  survey Access  Identified™ Al Data
. Hidden] responses Identifier St
22 Data Access Groups (T P
Application Form  (survey) o} ®
Qther privileges: =
Consent Form: Services @
2. Survey Distribution Tools €3
41 Survey g Consent Form: Collection and Use | () o o ®
A Alerts & Notifications R -
8 Calendar Program Progress Tracker ] O ( ( ®
Needs Assessment: Client Comact | () o q o o
Q Add/Edit/Organize Info ® o @ O ol o) ®
Reports Meeds Assessment. Emergency o o ® o o ®
Contacts - -
Needs Assessment: Background fo) o o O ®
Information
s ] = . ~ = = 7
A St & Chars G Mesds Assessment: Housing O [¢] ( [ ®
=
4 Datalmport Tool a Needs Assessment Health And o o o @
# Data Comparison Tool eliness) N
Needs Assessment: Pregnan o O ®
B Logsing gnancy
Needs Assessment: Child Health O o) o) ®
& File Repository and Wellness -
- I =
Data Quality Create & edit rules Needs Assessment: Parenting ®
Whst is Data Quality? Execute rules Needs Assessment: Relationships O o o ®
and Supports -
®y Data Resolution No Access F=si—orE: o o o ®
Workdflow View only Employment/Schoolncome -
What & Data Resolution Workflow? () Open queries only Needs Assessment: Legal Cancerns C ®
Respond only ta opened queries :
Open and respond to queries fro 'ﬁ'g;aﬁ“”"“- Cou=a O 0 0 ®
Cps R S ron s Program: Resources: Preand Post | () Is} ® o ') o) ®
@ APl ) AP1 Export Mata! Support
Wht is the REDCap AT O AP1impory/Update Program Resources Indigenous o (o} ® 0 o) ®
Resources - -
‘Settings pertaining to the REDCap Mobile App: Program Resources Housing ®
) REDCap Mobile App 0O = Program Resources Financial )] ®
Ahet 5 e REDZap o £ 207 Program Resources Transportstion | () 0o @ o) o) @® .
Save Changes Cancel Remaove user

Review Audit Logs

You can review which users made changes to data, as well as who exported data and added or deleted
users. To open the logged events, select Logging from the Applications section of the left sidebar.

Project Home and Design =

#& Project Home - #= Project Setup
“ Designer - [ ] Dictionary - B Codebook

£ Project status: Production

Data Collection =

22 Survey Distribution Tools
B Record Status Dashboard
B Add / Edit Records

Applications =l

Project Dashboards

A& Alerts & Motifications

# Multi-Language Management
& Calendar

E: Dat= Exports, Reports, and Stats
8 Data Import Tool

# Data Comparison Tool

B Logging and &% Email Logging
& File Repository

& UserRights and 48 DAGs

B Data Quality and ¥ Resolve |ssues

Reports. O Search W Organize & Edit [—|

1] test

You can view the logged events from the past week in the table that loads.



List of Data Changes

Time / Date Username Action OR Fields Exported
19/11/2024 2:45pm fmustafa Manage/Design | Maodify custom record dashboard
19/11/2024 8:44pm fmustafa Manage/Design | Modify custom record dashboard
19/11/2024 8:43pm fmustafa Manage/Design  Modify custom recerd dashboard
19/11/2024 8:42pm fmustafa Manage/Design | Maodify custom record dashboard

To view a different date range and filter the records further, use the functions at the top of the table.

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

Filter by event All event types (excluding page views) w

Filter by user name: All users w
Filter by record: | All records %
Filter by time range from | 12/11/202421:16 | [[] to En| a2l Past Month | Past Year | Mo limit |

Displaying events (by mostrecentk | 1-4 (Page 1 of 1) w

@ By defaulr, only the logged events from the past week are displayed below, but you may change the time range filter above.

For example, if we change the date range to the past month and select only records for Person 3, we see
different logs:

This module lists all changes made to this project, induding data exports, data changes, and the creaticn or deletion of users.

Filter by event | All event types (excluding page views) v
Filter by user name:  All users A4
Filter by record: | 10 Person3 v
Filter by time range from | 19/10/2024 21:16 [ te | | Custom |'a"gr:| Past Day | Past Week Ja=adlillyi]

Displaying events (by mostrecentk 1-3 (Page 1of1) v

c List of Data Changes
Time / Date Username Action OR Fields Exported
06/11/2024 9:22pm fmustafa Update record | cinfo_ethnicity(3) = checked,
10 needs_assessment_background_information_complete ="0"
(Data_Entry_Client
s (Arm 1: Clients))
06/11/2024 9:22pm fmustafa Update record  appform_gender="2",
10 appform_imm ="6",
(Data_Ei Client | appform_rel="1"
s (Arm 1: Clients))
06/11/2024 9:21pm frustafa Create record | appform_todaysdate ="2024-11-06",
10 appform_firstname = 'Person 3',

(Data_Entry_Client | appform_dob = "2000-11-06",
s (Arm 1: Clients)) | appform_currentage ='24",
application_form_complete ="0,

record_id ="10"

Alerts and Notifications

You can create email alerts and notifications based on various criteria.



**Remember that when you create an alert, it will be set to go to a specific email address. If that email
address is deleted, the alert or notification will not be able to be sent. If there is staff turnover or email
address changes, be sure to check that any alerts have been modified as needed.

Open Alerts and Notifications from the Applications section of the left sidebar.

Project Home and Design

# Project Home - 7= Project Setup
= Designer m Dictionary - B Codebook

2 Project status: Production
Data Collection =l

£3 Survey Disibution Tools
B8 Record Status Dashboard
B Add/ Edit Records

Applications =

[ Project Dashboards

& Alerts & Notifications

& Muldi-Language Management

£ Calendar

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

# Data Comparison Tool

B Logging and &R Email Logging
& File Repository

& User Rights and 422 DAGs

B Dara Quality and ®a Resolve Issues

Reports Q. Search @ Organize 4 Edit [—|
test

External Modules =ViewLogs [+

Help & Information =+

You will see any existing alerts and notifications that have been created. Below are two example alerts.
The first is to be notified 1 day before an Interview date set on the Application Form for a client. The
second is to be notified when it is time to delete data for a client who has left the program, set to send

10 years after the client’s exit date from the program.

Data Collection =

£3 Survey Distribution Tools
8 Record Status Dashboard
B Add/Edit Records

+ Add New Alert

C'Re-evaluate Alerts

[3] Upload or download Alerts = | [2!

(0 show deactivated alerts

Applications =

A Alert #1: Interview Alert [Z IS - JoliTEid

€ If the following logic is TRUE when the instrument "Application Form [Any Event]" is
saved and has any form status: [appform_client_c2_date]<>""

Unique Alert ID: A-2
& Project Dashboards

A Alerts & Notifications

& Multi-Language Management
@ Calendar

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

@ Schedule to send later: 1 days before [data_entry_clients_arm_1]
[appform_client_c2_date]

Send one time (only once per record - i.e,, never re-trigger)
# Data Comparison Tool

B Logging and & Email Logging

& File Repository

& UserRights and 42 DAGs

Data Quality and ® Resolve Issues

@ Activity: O No alerts sent yet

& Email Preview ~
From: fmustafa@policywise.com

To: fmustafa@policywise.com

Subject: Interview Scheduled

This is a reminder that an interview has been schedul...

A Alert #2: Data Deletion Alert (Planned Exit) [P - Yol 84

Unique Alert ID: A-17

Reports. Qsearch @ Organize #Edit (=)
1) test

External Modules SViewlogs [+

€ When the instrument "Exit: Planned (Data_Entry_Clients (Arm 1: Clients))" is saved
and has any form status.

@ Schedule to send later: 3650 days after [survey-date-completed:placeholder]

C' Repeat every 3 days - Send up to 5 times total (only once per record - i.e., never re-
trigger)

Help & Information [+

@ Activity: & No alerts sent yet

& Email Preview ~
From: fmustafa@policywise.com

To: fmustafa@policywise.com

Subject: Record Deletion Time

Hi, It has been 10 years since [appform_firstname] [ap..

To create a new email alert or notification, select “+Add New Alert”.



A Alerts & Notifications

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

A My Alerts BB Notification Log

(=] Upload or download Alerts |

=+ Add New Alert C' Re-evaluate Alerts [ Show deactivated alerts

The screenshot below shows the pop-up that appears when you click “+Add New Alert”. Complete the
required fields to select when the alert should be triggered, and where it should be sent. The first step is
to define what will trigger the alert. You could set the alert to be triggered if a record is saved on a
form/survey. The alert can also be set to be triggered if conditional logic is true either when a record is
saved or when data is imported or entered or other time-based logic. You can also pick the specific forms
or surveys that will trigger the alert as well as how often the alert is triggered.

Create new alert

S

You may define the setings for your alertin Steps 1-3 below. After clicking the Save button at the bottom, your alert will immediately become active
and may be wiggered at any time thereafter. If you would like to remove or stop using an alert, it may be deactivated at any time. You may modify an
existing alert at any time, even after some notifications have already been sent or scheduled.

Title of this alert:

& STEP 1: Triggering the Alert

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

B) Trigger the alert...

when | - choose an instrument/survey - ™ | | is saved with any form status % | (excludes data imports)

C) Trigger Limit: Trigger the alert... | only once per record (i.e., never re-trigger) v

(The trigger limit determines where and to what extent within a rec that the alert will be triggered.)

* The alert will not be re-triggered if the form/survey is saved again, unless it is set to send Every time in Step 2 below.

Once you determine what action will trigger the alert, the second step is to set the alert schedule, as
shown below. You can decide if the alert notification will be sent immediately after the action that you
picked in step 1, or on some future date. You can also pick if the alert will be sent once or more than
once. You can set an alert expiration date if needed.



(O STEP 2: Set the Alert Schedule

When to send the alert? ® Send immediately
(O Sendonnext  Day w | attime B um
() Send the alert days hours minutes
after % | | the exact time that the alert was triggered ~ B
) Send at exact dateftime: i 0|
Send it how many times? ® Justonce
@ Every time the form/survey in Step 1B is | saved w

() Muldple times on a recurring basis:

C Send every 0| days w | after initially being sent.

& Sendup to times total (including the first ime sent). Leove blonk to continue sending forever.
Alert expiration: m
0|
{optional) - o e i g o TEe L o .
This alert will be auto-deactivated at the specified date/time above. Note: This will cause any already-scheduled

notifications not to be sent after the expiration time.

The third step in this process is to determine who will get an email notification about the alert and what
to write in that email, as the screenshot below shows. You can decide who the alert email comes from,
who it is sent to and what it says. You will see a checkbox next to “Prevent piping of data for identifier
fields”. Note that piping refers to using data entered onto a form within the text of the notification. For
example you could pipe in the client’s name so your alert would say “[client_name] is due to complete
her annual review in 3 days”. Here client_name is the variable with client name information. In order for
any identifying data to be display in this way, you must uncheck the box that says ‘Prevent piping of data
for identifier fields’.



Alert Type: ®) =Email & SMS Text Message L. Vaice Call & SendGrid Template
Email From: f " -
W
e mustafa@policywise.com
Email To: .
* must provide value
+ Show more options Qr manually enter emails:

Subject
* must provide value
Message: Paragraph v —_ B I U gﬁ > B @ S E=E=EE S5
* must provide value

ZE £ = BvyE®E AvLry Q o L

Prevent piping of data
for Identifier fields E

In the subject or me=sage, you may use ELLE [#] Smart Variables

Example:
Hi [first_name]! Please complete this survey: [survey-link:followup_survey]

@ Learn about Data Collection Strategies for Repeating Surveys

Example of a repeating survey using recurring alerts:
Please complete your daily survey: [survey-link:daily_repeating_survey][new-instance]

& Add attachments
- 15

Click Save to save the alert settings and close the setup box.

Sending Surveys by Email

If you would like to send a client an email invitation to complete a form, you can follow these steps.
Enable a Form as a Survey

First, you must enable the form to be sent as a survey. To do this, open the Designer in the Project Home
and Design section of the left menu bar.



ed in as fmustafa | Logout

My Projects
M REDCap Messenger

&% Contact REDCap administrator

Project Home and Design

# Project Home - 7= Project Setup

[# Desigrer - @E Dictionary - & Codebook

2 Droject status Production

Data Collection

£ Survey Distribution Tools
B Record Status Dashboard

B Add/ Edit Records
Applications

Ef Project Dashboards
A Alerts & Notifications

& Multi-Language Management

This will show you a list of all of the forms in your data system. To enable a form to be sent as a survey,
click “Enable” in the “Enabled as survey” column beside the form you want to send and it will open a list
of options for surveys, as shown below. Using these options, you can customize a range of things —e.g.,
the way your survey appears, whether it has an expiration date, whether respondents can download a
pdf of their responses, how a survey is terminated and other customizations.

+ Set up my survey for data collection instrument "Consent Form: Services”

Survey Status

Basic Survey Options:

) Survey Title

Survey Instructions
(Displayed at top of survey after title)

© SurveyActive v

Consent Form: Services
Title to be displayed to participants at the top of the survey page

Paragraph — B I Y &< B

s = B

=

»

Please complete the survey below.

Thank you!

& How to use Piping here

If offline, respondents will not be able take the survey.

Custom text to display on survey page when offline: [ Add offiine message

@
Q

<

%

e | cancel |

L
PRy



Survey Design Options:

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

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

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

T1 Size of survey text
[[A] Font of survey text

@ Survey theme

Survey design preview (sample survey):

%, Copy design to other surveys \
Fixed width (default) v

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

Add new loj
No file chosen

(Images wider th

be downsized

fit p

(] Hide survey title on survey page when display logo

Standard radios and checkboxes v show example

Large M
Open Sans v
Default v

Customize

[
kel
‘m
5
=3

This is the survey title

Your survey instructions will go here. The instructions can tell your survey participant about the purpose of the survey,
as well as what to expect once they have completed the survey. Below is a listing of various question types that might

be displayed on your survey.

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

Survey Customizations:

Question Numbering

For custom numbering, each question's number
will be blank by default until manually added via
the Online Designer or Data Dictionary.

Pagination

One page or multiple pages? Section headers,
which begin new sections on the instrument, will
serve as the page break in @ multi-page survey, in
which each page will begin with a section header.

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

Display a button for the participant to download a
PDF file of their responses for the survey they just
completed.

Save a PDF of completed survey response to
aFile Upload field

A PDF copy of the survey response will be
immediately stored in the field selected on the
right whenever a participant completes this
survey.

£ Survey-specific email invitation field
Designate an email field for sending survey
invitations for this survey only.

% For 'Required" fields, display the red ‘must
provide value' text on the survey page?

Display the font resize options at the top of
the survey page

[ofz]

Allow survey respondents to view aggregate
survey results after completing the survey?
After completing the survey, participants can view ALL
responses in aggregate graphical format and/or as
descriptive statistics. Also, the individual respondent's
answers will be highlighted in the results,

) Text-To-Speech functionality
(Allows text on survey page to be read audibly to
participants.)
When enabled, icons will be displayed next to all text on
the survey page. and when clicked the text will be read

out loud to the participant (must have computer
speakers turned on)

=

Show or hide the Submit buttons

Show or hide the Submit buttons displayed at the
bottom of every survey page (including the 'Next
Page’ and ‘Previous Page’ buttons).

@ Customize the text of the Submit buttons
Provide alternative text for the 'Submit’, 'Next
Page’, and Previous Page’ buttons displayed at
the bottom of every survey page.

Auto numbered v

Single page v

No v

“This option will not be available if the Survey Auto-continue or Survey Queue auto-start option is enabled. Also, if a field utilizes the
(@HIDDEN action tag, it will not be displayed in the PDF.

Current event v | Disabled v

Choose a File Upload field from the drop-down above to enable this feature. Tip: If desired, the field may exist on the survey
instrument that is triggering it. in which the field can be hidden on the survey page using the action tag @HIDDEN-SURVEY. Learn

- select afield -- v

@ it appears that the project-level email invitation field has been enabled already. Please note that t is not required to selecta
survey-spec evel email field has already been defined. This is an optional setting only.

mail field here if a proj

Note: This option will override the project-level email invitation field (if enabled on the Project Setup page) and will also override any
email address originally entered into the Participant List. Also, if this field has no value and the project-level email field is enabled,
then the project-level email field's value will be used instead.

Yes v

I No', then it will NOT display the following text beneath all‘Required' fields: * must provide value

Yes v

Disabled v

Disabled v learnmore

Language of text to be spoken:

Always display the Submit buttons v

Hiding the Submit buttons can be useful if you are not using the survey for data collection but for instructional purposes or other
similar use cases.

Any alternative text provided for the submit buttons will override their default text below:

<< Previous Page :

Next Page >>

Submit



Survey Access:

© Response Limit (optional)

(€81 blank, the response limit will not be enforced.
(Maximum number of responses to collect.
Prevents respondents from starting the survey Willinclude | partial and completed responses o
after a set number of responses have been
collected.) Custom text to display to respondent on survey when limit is reached:

Paagraph v — B I U & <> H @
A

B B @ vy Qo L 8

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

& Time Limit for Survey Completion (optional)

days|  hours|  minutes
(The amount of time that each respondent has to
complete the survey based on when they were If the respondent loads the survey after this time has passed, it will not allow them to begin or continue the survey. (If all are left
initially sent the survey invitation. Note: This blank, the time limit will not be enforced.)
feature excludes public survey links and is not
applicable for survey links sent via Alerts &
Notifications.)
(& Survey Expiration (optional) BmE omyem
(Time after which the survey will become
R The time must be for the time zone UTC, in which the current time is
) 04/12/2024 22:00.
 Allow 'Save & Return Later' option for No ~

respondents?
(Allow respondents to leave the survey and return () Allow respondents to return without needing a return code [

later.) @ NOTE: if you are collecting identifying information (e.g. Pil, PHI) for privacy reasons it is HIGHLY recommended that you
ave the option unchecked so o< to enforce a return Cod

Survey Termination Options:

([J Auto-continue to the next survey? Automatically start the next survey instrument after finishing this survey [

tional) Conditional logic for Survey Auto-Continue:
Auto-continue to the next survey ONLY if the conditional logic belo

e textbox has been left

vis TRUE or if tt

— OTHERWISE —

O Redirect to a URL
(Redirect to a webpage when survey is completed)  royide a fuil Url

http://www.example.com/mypage. html, [survey-url:other_survey]
# How to use Piping here
—OR—

@ Survey Completion Text
(Displayed after survey is completed as thank you'  Pparagraph v . — B I Y & <
text or as acknowledgement text)

A

Thank you for taking the survey.

Have a nice day!

& How to use Piping here



& Options related to Survey Stop Actions:

Prevent survey responses from being saved if Save all survey responses regardless of Stop Action being triggered (default) v

the survey ends via Stop Action?

. WARNING: If any data has been saved on the survey instrument prior to the Stop Action being triggered, that data will be deleted.
If a Stop Action triggers the end of the survey, you may g1 example, i the survey is a multi-page survey in which data has been entered on previous pages prior to triggering the Stop
choose to keep the submitted responses or to prevent Action, all data collected thus far in that survey will be deleted as if the survey was never taken. Additionally, if the record does not
them from being saved as data in the project. contain data in any other instruments, the entire record itself will be deleted during this process.

9 ¢

Action triggers the end of the survey. If left blank, the

Survey C ion Text (opti =
J Pasgiash v — B I U & < B @ =
standard Survey Completion Text will be used. A

This completion text is ONLY displayed when a Stop
vy Qo L 0

# How to use Piping here

27 e-Consent Framework @ Disabled

O Auto-Archiver enabled

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

-and-
[ PDF Auto-Archiver

Upon survey completion, a compact PDF copy of the
survey response will be automatically stored in the
project’s File Repository, from which the archived PDFs
can be downloaded at any time.

£ Send confirmation email? No w
(Email the respondent when they complete the

You only need to do this step the first time. After that, it will stay enabled as a survey unless you disable
that feature. In this example, you can see that the Application Form is already enabled to send as a

survey.

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

Since this project is currently in PRODUCTION, changes will not be made in real time. Tell me more

Fields to be added: 0 / Total resulting field count: 1272

Submit Changes for Review
Fields to be deleted: 0 / Existing field count: 1272

Remove all drafted changes ), View detailed summary of all drafted changes

BB VIDEO: How to use this page Create snapshot of instruments

The Online Designer will allow you to make project medifications to fields and data collection instruments very easily using only your web browser.
Below you have the options to medify an existing instrument, delete an instrument, create a new instrument, download an insorument as a PDF
document, or reorder your instruments. However, whether in Draft Mode or not, you are allowed to download the PDF or modify survey settings for any

instruments below.

Form options: Survey options:
® Form Display Logic | i= Survey Queus | % Auto Invitation options - | A Survey Login
+ Create | a new instrument from scratch b Survey Notifications @
8 Import | 5 new instrument from the official REDCap Instrument Library
L Upload |instrument ZIP file from another project/user or external libraries

Data Collection Instruments

Fields /iEw Ens.a-ll:lrl‘;cgyas Instrument actions  Survey related options

Instrument name POF
Application Form 123 [ ] Choose action | | ® Survey settings || + Automated Invitations
Consent Form: Services 16 [ Ensble | | Choose action = |
Consent Ferm: Collection and Use of Data & [ Enable | Choase action |
Program Progress Tracker 7 [ Enable | Choose action = |
Needs Assessment: Client Contact Info 3 [ Enable | Chaase action = |

Needs Assessment: Emergency Contacts T [ Enable | Choase action = |




Disable a Form as a Survey

To disable the survey function on a form, you will need to click the “survey settings” button for the form
that you are interested in disabling as a survey, as shown below.

Data Collection Instruments Form options: Survey options:
R Form Display Logic | = Survey Queue | | B Auto Invitation options ~ | | £ Survey Login

& Survey Notifications & |

Instrument name Fields g En2bled 2 instrument actions  Survey related options

Application Form 123 [ ] Choose action | [ @Survey settings | +Automated Invitations |
Consent Form: Services 16 [ @ Choose action = | g5 | | +Automated Invitations |
Consent Form: Collection and Use of Data 6 [% [Enable] [chooseaction ~|

Program Progress Tracker 7 [% [Enable] [chooseaction <]

Needs Assessment: Client Contact Info 6 [% [Enable] [Chooseaction =]

Needs Assessment: Emergency Contacts 17 [  [Enable] [Chooseaction =]

Needs Assessment: Background Information 15 [} [Enable] [Chooseaction =]

Needs Assessment: Housing 14 [} [Enable] [cChooseaction =]

Needs Assessment Health And Wellness 217 [%  [Enable] [chooseaction =]

Needs Assessment: Pregnancy 25 [} [Enable] [chooseaction <]

Needs Assessment: Child Health and Wellness 39 [% [Enable] [chooseaction <]

Needs Assessment: Parenting 50 [} [Enable] [chooseaction <]

Once you click the survey settings button, you will get the survey settings page with all the survey
options that you saw previously. You will now need to go to the end of this page and click on the “Delete
survey settings” button at the bottom, as shown below. There will be a pop-up asking you to confirm that
survey settings should be deleted and once you confirm, this will disable the survey function for that

2 e-Consent Framework @ Disabled
_and- O Auto-Archiver enabled
[ PDF Auto-Archiver O Auto-Archiver + e-Consent Framework ~ What is the e-Consent Framework?

(includes end-of-survey certification & archival of PDF consent form)
Upon survey completion, a compact PDF copy of the
survey response will be automatically stored in the
project’s File Repository, from which the archived PDFs
can be downloaded at any time.

£ Send confirmation email? No v
(Email the respondent when they complete the
survey)

Save Changes

-- Cancel-- ‘

Delete Survey Settings

Delete Survey Settings:

Setting Survey Notifications

On the main designer page, you can also enable notifications so you will know when someone has
completed a survey sent by email. Click on Survey Notifications at the top.



A Project Home 7= Project Setup | [# Online Designer | 4 Data Dictionary = E Codebook

Since this project is currently in PRODUCTION, changes will not be made in real time. Tell me more

Submit Changes for Review Fields to be added: 0 / Total resulting field count: 1272
Fields to be deleted: 0 / Existing field count: 1272
Remove all drafted changes ., View detailed summary of all drafted changes
BB VIDED: How to use this page 0 Create snapshat of instruments Last © never

The Online Designer will allow you to make project medifications to fields and data collection instruments very easily using only your web browser.
Below you have the options to modify an existing instrument, delete an instrument, create a new instrument, download an instrument as a POF
document, or reorder your instruments. However, whether in Draft Mode or not, you are allowed to download the PDF or medify survey settings for any
instruments below.

Data Collection Instruments Form options: Survey options:
® Form Display Logic | | i= Survey Queus ] | %g Auto Invitation options - | A Survey Login

+ Create | a new instrument from scratch

| B survey Notifications &
& Import | 3 new instrument from the official EEDCap Instrument Library;
L Uplozd |instrument ZIP file from another project/user or external libraries
Instrument name Fields ‘iew Enabledas oo mantactions  Survey related options
PDF  survey 4 P
Application Ferm 123 m‘ /] Chaoose action | ® Survey settings | + Automated Invitations
Consent Form: Services 16 [ Enable | Choose action |
Francan + Emrre Callarsinn 2nd |lea ~f Nara 13 ™ Enzhia | Fhnnza arvinn |

In here you can set email notifications for any form that is enabled as a survey, and notifications can be
sent to any existing user in the system. Once you open the Survey Notifications window you will see a list
of all of the forms that have been enabled as surveys. Here you can set which system users are notified
of the completion of which surveys.

41 Email notifications for survey responses X

If you or other users wish to be notified via email every time a participant completes a survey, select the users to
be notified 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 a 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.

Notifications

Emma House Application Form 4 Recipient email address S
fmustafa (Fatima Mustafa) -- not selected -- Al | : )
kharah.ross (Kharah Ross) -- not selected -- ~ [ ]
. . . } Motifications
Outcomes: Client Skills [£9 Recipient email address
Enabled
fmustafa (Fatima Mustafa) -- not selected -- ~ @®

kharah.ross (Kharah Ross) -- not selected -- R @®



Select the email address in the drop-down beside the person who will need to receive the notification.
The Notifications Enabled button will turn green to indicate your settings have been saved.

[71Email notifications for survey responses

If you or other users wish to be notified via email every time a participant completes a survey, select the users to
be notified 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 a 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.

£ H Apoli . F Recipi il add Matifications
mma House Application Form 9 Recipient email address S
fmustafa (Fatima Mustafa) fmustafa@policywise.com (Primary) ~ &
kharah.ross (Kharah Ross) — not selected - v c

Once you are done, you can click “close” and your settings will be saved.

Sending Surveys

Once your survey has been enabled and you have set up notifications, you can begin distributing the link

to the survey as needed. To do this, open Survey Distribution Tools in the Data Collection section of the
left sidebar.

Project Home and Design

=
# Project Home - #= Project Setup

(# Designer - @8 Dicdonary - B Document was
= Project status: Production

Data Collection =/

22 Survey Distribution Toals

B Record Status Dashboard
B Add/ Edit Records

Applications

[E8 Project Dashboards

& Alerts & Notifications

& Multi-Language Management
B Calendar

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

# Data Comparison Tool

Once you open Survey Distribution Tools, you can send a survey in one of two ways — either by using the
public survey link or by sending an email to the participant list.



Using the Public Survey Link

REDCap generates a public survey link for the first form in your data collection instruments that is
enabled as a survey. In your REDCap, this would be the application form. To get to the survey link for the
application form, you would go to Survey Distribution Tools and then look at the first tab titled Public
Survey Link. In this tab, you will see a link to the application form that you can copy using the button
highlighted in yellow below. Once you have the link you can share it or embed it on your website to allow
clients to access the application form.

R T
Ozl estimrezz (| trper £3 survey Distribution Tools
) My Projects

8 REDCap Messenger

@ Public Survey Link | 24 Participant List & Survey Invitation Log
& Contact REDCap administrator

AR P E0 =1 Using a public survey link is the simplest and fastest way to collect responses for your survey. You may obtain the survey link below to email
it to your participants. Responses will be collected anonymously (unless the survey contains questions asking for identifying data from the
participant). NOTE: Since this method uses a single survey link for all participants, it allows for the possibility of participants taking the survey

multiple times, which may be necessary in some cases.

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

& Project status: Production
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)

Data Collection I= can then click the link to begin taking your survey.
£3 Survey Distribution Tools The survey link below applies only to | "Emma House Application Form" - Data_Entry_Clients (Arm 1: ¢ v
BB Record Status Dashboard
B Add/ Edit Records Public Survey URL: | https:/idea-redcap.research.athabascau.cloud/surveys/?s=4X... | B
Applications el

Project Dashboards Protect the public survey using the Google reCAPTCHA feature |2,

A Alerts & Notifications
& Multi-Language Management X X X o
& Calendar Link Actions Link Customizations

B> Data Exports, Reports, and Stats

8 Data Import Tool © Open public survey | > Get hort Survey Link |

# Data Comparison Tool & Open public survey + ( Log out | ¢ Create Custom Survey Link |
B Logging and & Email Logging

B File Repository & send me URL via email | Get Embed Code |

& User Rights and 4s2 DAGs

20
Data Quality 2nd ®a Resolve Issues 4 survey Access Code or B§ QR Code |

Reports Qsearch @rOrganize #Edit (=)

tract

You can also get a QR code for the application form. Click the button for “Survey Access Code or QR
Code”, as shown below.



REDCap

@ Logged in as fmustafa | Logout
My Projects

B REDCap Messenger

&% Contact REDCap administrator

Project Home and Design =]

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

£ Project status: Development
Data Collection (=]

£3 Survey Distribution Tools
- Get a public survey link o bulld 2 participant list for
nviting respondents

88 Record Status Dashboard

- View data collection status of all records
B Add / Edit Records
- Create new records or edit/view existing ones
Applications (4]
External Modules =View Logs (4|

Help & Information €3]

Calgary Foundation: Emma House  ¢mo oo

&3 Survey Distribution Tools

@ Public Survey Link | 2X Participant List Survey Invitation Log

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

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

The survey link below applies only to | "Emma House Application Form" - Data_Entry_Clients (Arm 1: ¢ v

Public Survey URL: | https://idea-redcap.research.athabascau.cloud/surveys/?s=4X... || ia

([ Protect the public survey using the Google reCAPTCHA feature

Link Actions Link Customizations

@ Open public survey ‘ “# Get Short Survey Link ‘

@ Open public survey + [+ Log out ‘ 44 Create Custom Survey Link ‘

& Send me URL via email ‘ </> Get Embed Code ‘

L4 Survey Access Code or 8§ QR Code I

You can have the client scan the QR code on the screen, or you can use the Print for Respondent button
to print this page. It gives them the option to use the QR code or to visit the website listed and enter the
Survey Access Code. This QR code and Survey Access Code can be used for every client and do not

expire.



L+ Survey Access Code or § QR Code 3

Survey title: "Emma House Application Form"

ASurvey Access Code and a QR Code both allow respondents to begin a survey on another computer or device
without someone having to email them an invitation. This is especially useful if the respondent is currently nearby or
if you will be sending the survey invitation to a physical mailing address (i.e. 'snail mail'). You may click the Print
button at the bottom if you wish to print out the instructions for the respondent.

. Enter the Survey Access Code 2§ Scan the QR Code

To allow a respondent to begin this survey, have them navigate to the URL below and The survey link has been

enter the survey access code. The code is permanent and will never change. (Note: converted into a QR code, which

The web address is the same for all projects and surveys, so you may boockmark the can now be scanned by a device

address on a computer or device to quickly return to it multiple times.) that has an app capable of
reading QR codes. Once the QR

1.) Go to this web address: code below is scanned, it should

take the respondent directly to

https://idea- the survey in a web browser

redcap.research.athabascau.cloud/surveys/
2.) Then enter this code:

AXEJY4EY4

OR

£ Generate Short Code

Alternatively, you may generate a shorter, temporary code that will expire after only
one use or after one hour has passed.

Generate Short Code

Print for Respondent Close

Send a Survey Using the Participant List

If you want to send clients any of the other forms that have been enabled as surveys, you will need to
use the participant list. You will open Survey Distribution Tools and then click on the second tab
“Participant List” as highlighted below.

e — —— -
@ Logged in as fmustafa | Logout
& My Projects

W REDCap Messenger

% Contact REDCap administrator

£3 survey Distribution Tools

@ Public Survey Link | 23 Participant List = & Survey Invitation Log

R T S BT I= " The Participant List allows you to send a customized email to anyone in your list and track who responds to your survey. It is also possible to

Project Setup 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). Note: 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

#A Project Home
 Designer - @ Dictionary - B Codebook
£ Project status: Production

Data Collection 3 @ Survey Response Status: Not Anonymous

43 Survey Distribution Tools

8 Record Status Dashboard Participant List belonging to  [initial survey] "Emma House A..." - Data_Entry Clients (Arm 1: Client v/ RS e
B Add/Edit Records Displaying &+ Add participants || Compose Survey Invitations [5] Export list
Applications = Surv
el record Participant Identifier (optional) Respondedz [nvitation  nvitation o

Project Dashboards Scheduled?  Sent? &

i Alerts & Notifications N emaillisted] - 5

# Multi-Language Management N

# Calendar [No emaillsted] o

B> Data Exports, Reports, and Stats [No email listed] @ Y

4 Data Import Tool [No email lsted] ® B

Data Comparison Tool
F P xyz@something.com 8 w A

B Logging and & Email Logging

& File Repository

& UserRights and 4% DAGs

Data Quality and ®a Resolve Issues

Reports Qsearch WOrganize A Edit (]

1) test

Evtarnal Madulac =View i nae (1]

Once you are in the participant list tab, you will select the survey that you want to send.



@ Logged in as fmustafa | Log out
) My Projects

B REDCap Messenger

& Contact REDCap administrator

Project Home and Design

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

Data Collection =

£ Survey Distribution Tools
8 Record Status Dashboard
B Add / Edit Records

Applications

& Project Dashboards
A Alerts & Notifications

& Multi-Language Management

& Calendar

[ Data Exports, Reports, and Stats

4§ Data Import Tool

# Data Comparison Tool

B Logging and & Email Logging

& File Repository

& UserRights and 48 DAGs

Data Quality and ®a Resolve Issues

Reports. Qsearch G Organize #Edit (=]

1) test

Once you have selected the survey you want to send, click

@ Logged in as fmustafa | Logout
& My Projects

B REDCap Messenger

& Contact REDCap administrator

Project Home and Design
A& Project Home - #= Project Setup

& Designer - [ Dictionary - B Codebook
£ Project status: Production
Data Collection =
43 Survey Distribution Tools

8 Record Status Dashboard

B Add/Edit Records

Applications

[ Project Dashboards

A Alerts & Notifications

& Multi-Language Management

& Calendar

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

# Data Comparison Tool

B Logging and & Email Logging
% File Repository

& UserRights and 4% DAGs

Data Quality and ®a Resolve Issues

Reports. Qsearch @Organize S Edit (=)

1) test

Evtarnal Madslac =View i nae (1]

2 Survey Distribution Tools

@ Public Survey Link = 2} Participant List =~ & Survey Invitation Log

The Participant List allows you to send a customized email to anyone in your list and track who responds to your survey. It is also possible to
dentify 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). Note: 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

@ survey Response Status: Not Anonymous

Participant List belonging to | [initial survey] "Emma House A.." - Data_Entry_Clients (Arm 1: Clien v

Remove all participants
[3] Export list

[initial survey] “Em: ry_Clients (Arm 1: Clients)

“"Outcomes: Client Skills" - Data_Entry_Clients (Arm 1: Clients)

Email “Outcomes: Client Wellness" - Data_Entry_Clients (Arm 1: Clients) @ Jaton invtaton iy cgsg%u
"Outcomes: BPFI" - Data_Entry_Clients (Arm 1: Clients) QR Code
[No email listed] “Outcomes: Flourishing Scale” - Data_Entry_Clients (Arm 1: Clients) o g%
[No email listed] "Outcomes: Program Feedback - Data_Entry_Clients (Arm 1: Clients) @ B
[No email listed] "Exit: Planned" - Data_Entry_Clients (Arm 1: Clients) @@ gJ:e,
[No emaillsted] o - 5
g 5 ®  BR

xyz@something.com

o Survey Distribution Tools

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

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

“Enable’ button in the table below). Note: Al 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

@ survey Response Status: Not Anonymous

Participant List belonging to  [initial survey] "Emma House A..." - Data_Entry_Clients (Arm 1: Clien v

Remove all participants
[3] Export list

Displayin; of 5 &t Add participants || & Compose Survey Invitations |
. fecorq  Perticipant dentifie (optional Respondedy JIVaton nvtation (gs{e‘;%d
QR Code
[No email listed] ” L
[No email lsted] o « BR
[No email listed] ” L
[No email lsted] o « BR
8 ” « | ES

xyz@something.com

The following screen will pop up:

“Compose Survey Invitations”



N Send a Survey Invitation to Participants

© Info
Survey title: Emma House Application Form
Event: Data_Entry_Clients (Arm 1: Clients)

© When should the emails be sent?
@® Immediately
ed til e o
O At specified time: EAE) oy Hm
The time must be for the time zone UTC, in which the current time is 05/12/2024 20:03.

A Enable reminders

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

& Compose message
From: - | fmustafa@policywise.com v
(select any project user to be the 'Sender’)

To:  [All participants selected from Participant List]

Subject:

Paragraph v — B I Y L« B == =
EE EE BYEH Avey Qo L 83

Please take this survey.

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

Send test email

9 c

Participant List
(those who have not responded completely)

Actions: | - check/uncheck participants — v

Email (1 selected)

Participant Igentifer  Scheduled? sentz "o

xyz@something.com (1D 8)

Send Invitations Cancel

x

Now you can select the participants you want to send the survey to on the right-hand side and on the
left-hand side, you can select when the survey email will be sent, and what that email will include. Once
you have filled in all these options, you can then click “Send Invitations” and it will send an email to

respondents with the survey.

Sending a Specific Client a Survey

You can also send a specific client a survey from their record. In this case, we are sending the Flourishing

Scale to an existing client.

First, open the Record Status Dashboard so it displays the form/survey you wish to send. You may need

to change the dashboard view to see the correct form and client.




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 longitudinal, for every event). You may click L_egend for status icons: .

any of the colored buttons in the table to open a new tab/window in your browser to @ Incomplete () Incomplete (no datz
view that record on that particular data collection instrument. Please note that if your () Unverified (&) Partial Survey Respc
form-level user privileges are restricted for certain data collection instruments, you @ Complete @ Completed Survey F

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 dashbaard] - # Create custom dashboard

Displaying record Page 1of 1: "8" through "12" ~ of 5 records ALL(5) w | records per page

+ Add new record for this arm

Displaying: Instrumentstatus only | Lock status only | All status types

(@) Many statuses (mixed) (@ @) Many status

Arm1: Clients | Arm 2: 5taff | Arm 3: Volunteers | Arm 4: Building

Consent Meeds
Form: Meeds Meeds Meeds Meeds Azzessment:
Consent Collection Program AsSsEssment: ASISSSMent ASIESsment: Meeds AESEEsment Meeds Child Health Meeds
Record Application Form:  and Use Progress Client Emergency Background Assessment Health And Assessment: and Assessmer
I Farm Services ofData  Tracker Contact Info| Contacts | Information Housing Wellness Pregnancy Wellness Parenting
Gresont | @ - - -] 5 ‘ 5 -
9 Person? (] @ @) @ (@] (@] o ® @ @® @® @®
10 Personz @ ‘ c ® ® -] 5 5 ‘ ‘
1 Persons| @ @ | @ |® | @ @ ) @ ) ) ) @
12 Persons ] - . @ @ ] r . r -

For the appropriate client, scroll right until you find the correct instrument, and click on the circle icon
where the client and form intersect.

mes: Qutcomes: Qutcomes:
nt Outcomes: Flourishing  Program E
wess EPFI Scale Feedback Pla

When the form opens, select the Survey Options dropdown at the top of the survey. Remember, this will
only appear if you have previously set the form to ‘Enable as survey’.



IR
= Outcomes: Flourishing Scale

Invitation status | %% Surwey options

Editing existing Record ID 11, Person4 @ Open survey

[

= | + @0 4
Event: Data_Entry_Clients (Arm 1: Clients) B Log our F‘ pen survey

Record ID 1 [ Compese survey invitation

Outcomes: Flourishing Scale

., Survey Access Code + 3 OR Code

These questions are designed to measure your self-perceived success in important areas such as relationships, self-esteem,
purpose, and optimism.

Below are 8 statements with which you may agree or disagree. Using the scale below, indicate your agreement with each item.

Select the appropriate option, usually “Compose survey invitation”. This will open a form to compose an
email to send the survey link. You can specify the “From” address and the Subject line and modify the
contents of the email message as appropriate. You can also choose to send the message immediately or
at a later date. When you are ready, click “Send Invitation”.



Send Survey Invitation to Participant "11" ®

[F] Info
Survey title: Outcomes: Flourishing Scale
Event: Data_Entry_Clients (Arm 1: Clients)

(= When sheould this email be sent?

® |mmediately
O At specified time: DYM/Y H:M

The time must be for the time zone UTC, inwhich the current time is 19/11/2024 21:50.

<4 Enable reminders

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

[ Compose message

From: | + || fmustafa@policywise.com A

(select amy project user to be the 'Sender’)

To:

(NOTE: #
other in

¥ email address manually entered above will be used only thiz one time when sending an survey invitation. Any
tations sent out at other times will instead go to the email address found in the Participant List for this participant.)

Subject:

Send test email

q e

Paragraph v o — B I Y & << B @
AveLy 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]

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

&

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

# How to use Piping in the survey invitation D Reminder: Never pipe private info (e.g.. PII, PHI) inte emails.

Send Invitation Cancel

If you set up a notification previously, you will receive the notification once the client has submitted the
survey.





