REDCap tips



Gender equity survey toolki

ANZCA

FPM

REDCap Tips

This document is to assist you with your survey creation in REDCap (Research
Electronic Data Capture).

It describes the basic functions you will use but is certainly not an exhaustive
description of all the features in REDCap. Your local health district may offer

REDCap guidance, and there are many online REDCap guides and YouTube tutorials
which are also helpful.




Creating a survey in REDCap
1. Request access to REDCap through your local institution.

2. Start ‘New Project’.
(Note in some health districts this may require you to complete a request form to
start a new project via REDCap).

3. Under ‘Project Setup’ tab - ‘Main Project Settings’ = Enable ‘Use Surveys in this
project’.

4. To design your survey —within ‘Design your data collection instruments & enable
your surveys’ section = Go to “Online Designer”
- Under ‘Data Collection Instruments’ - ‘Create a new instrument from scratch’.
- Name your survey and then click on the name to enter designer mode and
construct the survey.
- Click ‘Add Field’ to insert a new question or feature into the survey.

To create a new section of the survey (Image 1):
e FIELD TYPE: Begin New Section (with optional text)
e Enter section name in FIELD LABEL
e Save.

Image 1: REDcap — Create a new section

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 &8 Field Types video (4 min).

Field Type: Begin New Section (with optional text) v B Codebook

Field Label Use the Rich Text Editor |2

ANAESTHETIC CAREER

For Multiple Choice Questions (MCQs) (Image 2):
e FIELD TYPE: Multiple Choice — Radio Buttons (single answer)
e FIELD LABEL: Enter question e.g. 1. What is your gender? (note you will need to
manually number each question in all field labels)
e CHOICES (one choice per line): Enter possible responses — numbered 1, 2, etc.
E.g. 1,Male
2, Female
3, Non-binary or other
(Note the numbers assigned to each choice are used to categorise each
response in the survey results — they are not visible when participants complete
the survey)



Image 2: REDcap - MCQs

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 i Field Types video (4 min).

Field Type: Multiple Choice - Radio Buttons (Single Answer) v 8 Codebook
3{‘;’,{[‘1’,},“J,",""’f',“j‘f“f{“"“ Variable Name (utilized in logic, calcs, and exports)
] Enable auto naming of variable
gender - based upon ts Field Label?

Field Label [J Use the Rich Text Editor [2 ONLY

1. What is your gender? LEVACXTERN [ #] Smart Variables <} Field Embedding

Required?* @ No O Yes
* Prompt if fieid is blank

etters, numbers, and under s
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ame, SSN, address)?

Custom Alignment  Left / Vertical (LV) v

Align the position of the field on the page

4 Field Note (optional)

Small reminder text displayed un

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

2, Female

3, Non-binary or other

4, Prefer not to say

For questions with a matrix of options (e.g. how many hours of work do you work in
public/private/nonclinical or the satisfaction questions - two fields are needed
(Images 3 and 4):

e 1s'FIELD TYPE: Descriptive text (with optional image/video/audio)

e 1s'FIELD LABEL: Enter Question (e.g. 7. What is the distribution of work you do
in?)

Image 3: REDcap — Matrix of options — 15 Step

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 &3 Field Types video (4 min).

Field Type: Descriptive Text (with optional Image/Video/Audio/File Attachment) B Codebook
9"3?12':",”?35(3%22:“ Variable Name (utilized in logic, calcs, and exports)

header_paidhrs ) SRl e e P Lty
Field Label [J Use the Rich Text Editor [? ONLY letters, numbers, and underscore

7. Of the total number hours of paid work you do each week, what is the distribution of the hours you work in: LEVEEIETRY (4] Smart Variables | + Field Embedding
Optional file attachment, image, audio, or video:

3 Embed an external video (provide video URL) 2
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+” Attach an image, file, or embedded audio
© Upload file

Action Tags / Field Annotation (optional)

Learn about [CYFICORET T or using Field Annotation



e 2" F|ELD TYPE: Matrix of Fields

o Leave ‘Matrix Header Text’ Blank

o Under ‘Matrix Rows’, ‘FIELD LABEL’: Enter each subset of the question
(e.g. public clinical work/private clinical work/non-clinical work)

o Under ‘Matrix Column Choices’: Enter possible responses — numbered

E.g.1,0-25%

2,26 -50%
3,51-75%
4,>75%

o Answer Format: Single Answer (Radio Buttons)

Image 4: REDcap — Matrix of Options — 2" Step

) 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) *Note: Adding section header text here will start a new page on the survey.

Matrix Rows

Expand

C] Enable auto naming of variable based upon its Field Label?

Each row represents a different field with its own label and variable name.

Field Label
%  Public clinical work
Private clinical work

Non-clinical / clinical support work

Add another row

Matrix Column Choices

Choices (one choice per line) Copy existing choices
1,0-25%

2,26 -50%

3,51-75%

4,>75%

How do | manually code the choices?

Variable Name Question
ONLY letters, numbers, Number

and underscores (optional) Required?*Field Annotation E
public_work O
private_work O
nonclin_work O
Other Matrix Info

Answer Format:
Single Answer (Radio Buttons)

Ranking: What is a ranked matrix of fields?
(J Allow only 1 choice to be selected per column (radio buttons only)

Matrix group name: ONLY letters, numbers, and underscores
work_distribution What is a matrix group name?

Save Cancel

b 4
x



To enter a free text comment box (Image 5):
e FIELD TYPE: Notes Box (Paragraph Text)

o FIELD LABEL: Optional free text comments box regarding anaesthetic career (for
example)

Image 5: REDcap - Free text comment box
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 & Field Types video (4 min).

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

et e Variable Name (i g

freetext_anaescareer

Field Label Use the Rich Text Editor 2 t L

Optional free text comments box regarding anaesthetic career, work distribution and hours of work: ariables ll ~ Piping I Rzl ]
Required?* @ No O Yes
Identifier? @ No () Yes
Custom Alignment  Left / Vertical (LV) hea
et oot tha el et
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Action Tags / Field Annotation (optional)

ut (SRS ERRETE] or using Field Annotation
Save Cancel

Please note, for each question:
e You will need to assign a short ‘variable name’. This variable name will appear in
the results table to identify each question

e Required? - Answer No (No question is compulsory)
e |dentifier? — Answer No

e Alignment - suggest Left Vertical

Once you have entered and saved each question, you will see all list of all your
questions / fields in order (Image 6).

e Subject headings will appear in Yellow.
e To edit a question after you have saved it, click on the yellow pencil button.



Image 6: REDcap — questions/fields review

x

Add Field |  Add Matrix of Fields.

DEMOGRAPHICS

Add Field | Add Matrix of Fields.

4 @ X Variable: gender

1. What is your gender?

Male
Female

Non-binary or other
Prefer not to say

2.What is
20-29
030-39
40-49
O50-59
=260 ye

7Y
3.In what
qualificati
1940 -
1951
L1961
1971
1981
1991
(L2001
2011
2021

reset

AddField | Add Matrix of Fields

4 @ X Vorioble: age
your age?
years
years
years
years
ars

Add Field | Add Matrix of Fields

4 @ X voriable: decade_qualification
decade did you obtain your specialist anaesthetic qualification (e.g. FANZCA or equivalent specialist
ion)?
1950

- 1960
-1970
-1980
-1990
-2000
-2010
-2020
- Present

reset

Add Field | Add Matrix of Fields.

R
ANAESTHETIC CAREER

AddField | Add Matrix of Fields
4 @ X Voriobe: hrs_paic work
6. How many hours of paid work do you do per week?

=10 hours

11-20 hours
21-30 hours
31-40 hours
41 - 50 hours
51 - 60 hours
> 60 hours

AddField | Add Matri of Fieids
O (F X Voriable: gapt
AddField | Add Matrbx of Fields

o T L (* R Voriable: header_paidhrs

7. Of the total number hours of paid work you do each week, what is the distribution of the hours you work in:

AddField | Add Matrix of Fields
o+ % Matrixgroup: work distribution
3@ Voriabie publicwork

0-25% 26-50% 51-75%

Public clinical work

5 @ Voriable private_work

Private clinical work

0 @ Voriabie:nonin_work

Non-clinical / clinical support work

Add Field | Add Matrix of Fields

Px 4 X Voriable: gap2

Under ‘Survey Settings’ within the Online Designer
-> Survey instructions - Insert introductory paragraph here.
- You can adjust text size and font etc. under Survey Design Options.

- Under ‘Survey Customizations’

e Question Numbering - ‘Custom Numbered’
e Pagination - ‘Multiple pages (display one section per page)’
- Other settings suggested as per Image 7 below - mostly left unchanged from

default settings.

>75%

reset

reset

reset

reset
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Allow participants to download a PDF of

Image 7: REDcap - survey settings

their responses at end of survey?

Display o button for the participant to download @
PDF fife of their responses for the survey they just

completed.

Save a PDF of completed survey response to

a File 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 7

art option s enabled. AlSo, if & field uisizes the

Disabled v

For ‘Required fields, display the red ‘must  no v

provide value' text on the survey page?

o, then it wil NOT display the following text benes

h all Required fields: * must prov

Display the font resize options atthe top of  ves

the survey page

Allow survey respondents to view aggregate

Disabled v

survey results after completing the survey?

Text-To-Speech functionality
(Allows text on survey page to be read audibly to
participants.)

Show or hide the Submit buttons.

Show or hide the Submit buttons displayed o the
bottom of every survey page (including the Next  Hicing

Page’ and "Previous Page’ buttons).

Disabled v

Leacn more

Language of text to be spoken:

Always display the Submit buttons v

he Suberit buttons can be wseful i you are not using the survey for data collection but for Instruc

Customize the text of the Submit buttans
Provide alternative text for the Submit’, Next
Page! and ‘Previous Page' buttans displayed at

the bottam of every survey poge

Survey Access:

@ Response Limit (optional)

L

(Maximum number of responses t coflect.
Prevents respondents from starting the survey
after a set number of respanses have been

collected) 2

Time Limit for Survey Completion (optional)
(The amount of time that each respondent hos to
complete the survey based on when they were
initially sent the survey invitation. Note: This
feature excludes public survey links and s nat
appilcabile for survey links sent via Alerts &

Notfications,)

Survey Expiration (optional)

(Time after which the survey will become

inactive) 7

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

Willinclude partial and completed responses v

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

Paragraph — Bl UfLP BQE =E=E== 4 0
ZEE= BvE@® Ave2Y Qo L
Thank you for your ", the survey is closed the maximum number of responses

has been reached.

minutes

it allow them 1o begin or

The bime must be for the time 20ne Australia/Sydnay, in which the current e i
0240812024 16:13.

* Allow 'Save & Return Later" option for
respondents?
(Allow respondents to leave the survey and return
later) 7

Survey Termination Options:

Mo

Allow respondents to return without needing a return code [J
@ NOTE: If you are callecting identify

mation fe.g. Pll, PHIL for privacy reasons It is HIGHLY recommended that you
leave the option unchecksd so as ©

infos
nforce & retum code.

Allow to return and modify responses []

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

— OTHERWISE —

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

—_OR—

@ Survey Completion Text
(Displayed after survey is completed as ‘thank you'
text or as acknowiledgement text)

@ Options related to Survey Stop Actions:

Prevent survey respanses from being saved if
the survey ends via Stop Action?

0 Stop Action triggers the end of the survey, you may
chaose to keep the submitted respanses or to prevent
them from being saved as data in the project.

Alternate Survey Completion Text (aptional)
This completion text is ONLY displayed when o Stop
Action triggers the end of the survey. If eft biank. the
standard Survey Completion Text will be used.

4 e-Consent Framework
-and -
[ PDF Auto-Archiver
Upan survey completion, a compact PDF copy of the
survey response will be automatically stored in the

project’s File Repository, fram which the archived PDFs
can be downloaded ar any time.

2 Send confirmation email?
(Email the respondent when they complete the
survey)

Paragraph — B I VUSSP HE =T=E=E=E 5 0
EE == B-E@ Av2Y Qo L 3

Thank you for taking the time to complete the survey.

ANZCA Gender Equity Sub-Comittee

‘Save all survey responses regardless of Stop Action being triggered (defaul ~

WARNING: If any data
For example, if the s.

the Stap Action being tr
red on previaus

Acton,aldata ol e ey s never ok
Paragraph - Bl UYUg B@ == 6 0
ZiE = Bv-E® Av2EZy Qo L 2

P
#Howtous
® Disabled

) Auto-Archiver enabled

Auto-Archiver + e-Consent Framework  Whatis the e-Consent Framewark?
(includes end-of-survey certification & archival of PDF consent farm)

6. Back on main ‘Project Setup’ page: Under ‘Enable Optional modules and
customizations’> Enable auto-numbering for records.

7. Testsurvey:
You can do this within the online designer using “Preview Instrument” on the
top right corner of the online designer
Alternatively, under “Survey Distribution Tools” in the left hand menu, you can
get a URL link which will open your survey in a new webpage.

When testing your survey if you have any issues with spacing of questions or
page layout you may choose to enter a ‘gap’ in between questions for better

spacing

o Todo this enter a new field 2 Descriptive text - leave everything else

blank (Image 8).



Image 8: REDcap - edit field (gap)

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: Descriptive Text (with optional Image/Video/Audio/File Attachment) # B Codebook
Ques‘tionﬂN?n?her {_‘:’p”f)",'q” Variable Name (utilized in logic, calcs, and expo

gapl based
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ng of variable
its Field Labef?
Field Label Use the Rich Text Editor [?

owto vse (EETIRTTED # Feld Embeddng

Optional file attachment, image, audio, or video:

D Embed an external video (provide video URL) |2

Display format of video:  Inline © Inside popup
-or-

# Attach an image, file, or embedded audio
Action Tags / Field Annotation (optional) 3 Upload file

earn about [EYTSTTRETT or using Field Annatation

8. Move project to ‘production status’ once ready.

9. To send out the survey - go to ‘Survey Distribution Tools’ in left hand menu (Image 9).
e Public Survey URL - can be copied and pasted into an email.
o Alinkto QR Code is also available.

Image 9: REDcap — Survey distribution tools

£J Survey Distribution Tools
(@ Public Survey Link = 2 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 st
it to your participants. Responses will be collected anonymously (unless the survey contains questions asking for idi
participant). NOTE: Since this method uses a single survey link for all participants, it allows for the possibility of part
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 clie/
can then click the link to begin taking your survey.

Public Survey URL: ' https://redcap.ohmr.health.nsw.gov.au/surveys/?s=YCC7X88)9 Y

Protect the public survey using the Google reCAPTCHA feature 2

Link Actions Link Customizations
€ Open public survey * Get Short Survey Link
@ Open public survey + (# Log out #% Create Custom Survey Link
& Send me URL via email Get Embed Code

_4 Survey Access Code or & QR Code

10. To get results go to ‘Data Exports, Reports and Stats’ under Applications on left
hand menu. There are two options for seeing the data:

a) Immediately view survey responses available here under ‘View report’

e Graphsfor each question created by REDCap can be automatically
generated by pressing the “Stats and Charts” red button

b) For more detailed stats analysis, use the “Export data” tab
e Statisticians often request the data as an SPSSfile.
e We suggest you save a de-identified Excel file for your records.



