How to enable surveys on a REDCap Project
This document outlines how to enable surveys within a REDCap project and how to setup the initial
Survey settings. This is a brief overview, if you require help with any of the settings in the survey setup
please contact the support team at red-cap@unimel.edu.au with your questions.

Enable Survey
1. Loginto REDCap
2. Select your required project from the ‘My Projects’ tab

3. Onthe ‘Project Setup’ tab under ‘Main project settings’ select the ‘Enable’ button next to ‘Use
surveys in this project?’

# Project Home | :=Project Setup | Bl Other Functionality = 4O Project Revision History =~ #Edit project settings

Project status: /# Development Completed steps 0 of 7

|Main project settings|

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

'm dene!

Modify project title, purpose, etc. J

4. Under the ‘Design you data collection instrument & enable your surveys’ select the ‘Online
Designer’ button

|Design your data collection instruments & enable your surveys

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

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

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

Go to | =% Online Designer I or |[3] Data Dictionary

You may also browse for pre-built data collection instruments in the | REDCap Shared _il:urary]

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

5. For the required Instrument, select the ‘Enable’ button under the ‘Enabled a survey’ column
which is fourth from the left.

Add new instrument:
Survey options:

Data Collection % Create J a new instrument from scratch

= SurveyQueue] E urvey Login
Instruments

5
B Import ]a newr instrument from the official REDCap Shared Librar_y_ L]
[Z; Survey Notifications I
— ft Upload ] instrument ZIP file from another project/user or external libraries &)

. View |Enabled a = o -
Instrument name Fields ppp survey Instrument actions Survey-related options

Participant Details g B Enable | Choose action |
Assessment 13 | Enable | | Chooseaction = |
Evaluation 4 % [Ensbie] | chooseacion = |
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6. On the ‘Set Up My Survey’ tab that opens when enabling an instrument as a survey setup the
settings for example:
a. Survey Instructions

@ Set up my survey for data collection instrument "Evaluation™

Cancel

Basic Survey Options:

T Survey Title Evaluation

Title to be d

to participants at the top of the survey p

survey Instructions
(Displayed at top of survey after title)

Please complete the survey below.

Thank you!

HImL

& How to use Piping here

b. The look and feel of the survey design, including a logo if required

Survey Design Options:

W Logo
{Optional: display an image above the survey title)

Add new logo:

Choose File | Mo file chosen

{ es wider than 600 pixels will be downsized to fi

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

“~ Use enhanced radio buttons and
checkboxes?
{includes Yes/No ond True/False fields)

Standard radios and checkboxes ¥ | Show example

4, size of survey text Large v
[A] Font of survey text Open Sans M
X survey theme Default v Customize

[
b=l
&
E
=

Survey design preview (sample survey):

Thanks for taking the survey!

’

c. Survey Access including to allow participants to ‘Allow Save & Return Later option for respondents

@ Response Limit {optional)
(Maximum number of responses to collect.
Prevents respondents from starting the survey
after a set number of responses have been
collected.)

willinclude | partial and completed responses A

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

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

= Time Limit for Survey Completion (optional)
{The omount 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.)

hours

days minutes

If the respondent
continue the sun

[5il Survey Expiration (optional)
(Time after which the survey will become

The time must be for the time zone Antarctica/Macquarie, in which the current time is

Allow respondents to return and modify completed responses [E]

inoctive.) [?] 08/03/2018 14:29
(& Allow "Save & Return Later’ option for No ¥

respondents?

{Allow respondents to leave the survey and return

later,) [2]
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d. Survey Completion Text

Survey Termination Options:
(Optional) Auto-continue to next survey: Automatically start the next survey instrument after finishing this survey &
— OTHERWISE —

Redirect to a URL
{Redlirect to o webpage when survey is completed)  provide a full URL. eg. hip:

.example.com/mypage.html

How to use Piping here

—OR—

# Survey Completion Text
(Displayed after survey is completed os 'thank you’
text or as ocknowledgement text)

Thank you for taking the survey.

Have 3 nice day!

B 7 U A - -||S Hrm
Konam ™ o =T o

4 How to use Piping here

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

Save Changes

-- Cancel-- ‘

7. Once you are happy with your survey setting select the ‘Save Changes’ button at the bottom of
the screen.

Survey Termination Options:

(Optional) Auto-continue to next survey: Automatically start the next survey instrument after finishing this survey &
— OTHERWISE —
Redirect to a URL
(Redirect to a webpage when survey is completed)  provige a full URL, &g nttp://www.example com/mypage.ntml
How to use Pi ping here
— OR —

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

Thank you for taking the survey.

Have a nice day!

WML

47 How to use Piping here

[4 Send confirmation email (optional)? Mo ¥
(Email the respondent when they complete the
survey)

Save Changes

-- Cancel-- ‘
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