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REDCap eIC Instructions




REDCap Electronic Informed Consent (eIC) 
· Use these instructions ONLY when you are replacing a document in already approved eIC project
· There are two options for replacing a consent form in REDCap and both will be discussed in this guide. 
· Creating a New Project For the Updated/Amended Consent Form OR
· Uploading an Amended Consent Form to an Existing Project
Option 1: Creating a New Project for the Updated/Amended Consent Form
In the event of a consent form amendment, WVU OHRP and WVCTSI best practices recommend making a new project to house the amended form to minimize the risk of error. This can be done by using the “duplicate project” function within REDCap. Before duplicating the project, disable the automated invitations in the original project. 
To do this, click on the “designer” tab on the project home page. Then, click the green “automated invitations” button to the right of the consent form survey.
[image: ]
In the window that appears, scroll to the bottom of the window, and click “not active” under step 4. Then, click save. The window will automatically close.[image: ]
The “automated invitations” button is now red, to indicate that it is now inactive.
[image: ]
Click on the “project setup” tab, and then click the “other functionality” tab at the top of the page.
[image: ] 
Click the “copy the project” button. A new window will open.[image: ]
Update the project title to reflect the amendment status of the consent form with the PI name and WVU+kc protocol number, for example: Smith 1234528591 Title of Study Here Amendment1. Select all items from the existing project except for existing records/responses. Then, click “copy project.” The new project automatically opens to the project setup page.
[image: ]
Return to the project designer page and click the name of the instrument that houses the existing consent form.[image: ]
Scroll down to the “copy_download” field. Click the pencil icon in the upper left corner of the field.[image: ]
A new window will open. Next to the attached file, click the “remove” button. This will remove the existing consent form PDF and allow you to upload the amended form. Then, click “upload file.” Another window will open; click “browse” and select the amended form PDF from your computer. Then, click “upload file,” and “save.”[image: ]
Repeat this process for the fields with images of the consent form. After uploading the image, select “inline image” to allow the page to be displayed within the survey. If the amended consent form is a different length than the previous consent form, additional fields can be added or removed by using the “copy” function (two boxes stacked on top of one another) or the “delete” function (the red “X”) in the upper left corner of the field.[image: ]
The last step is to enable the automated invitation function again. Return to the designer page and click on the red “automated invitations” button to the right of the consent form. Scroll to the bottom of the window and click “active” under step 4. Then, click save.[image: ]
The amended consent form has now been set up and you can resume consenting participants in the standard fashion.
Option 2: Uploading an Amended Consent Form to an Existing Project 
In order to maintain the integrity of data collected within a REDCap eIC project, amended consent forms must be uploaded to the existing project in a specific way. Any modifications made to the current EIC instrument will affect all existing records.
First, navigate to the “Designer” page of the REDCap project. Enter draft mode at the top of the webpage to begin making modifications to the project.[image: ]
Once this has been done successfully, you will receive a confirmation message at the top of the webpage. 

[image: ]
To prevent the outdated consent form from being sent to new participants, the automated invitation function for the instrument must be disabled. Click on the green button labeled “automated invitations” to the right of the instrument housing the existing consent form.[image: ]
A new window will open. Scroll down to step 4 and click “not active.” Then, click save. The button labeled “automated invitations” will have turned red to indicate that it is currently inactive.[image: ]
Next, click the dropdown menu labeled “choose actions” to the right of the consent form instrument. Click “copy;” a new window will open to allow you to enter a title for the copied instrument as well as the suffix to be added to the copied fields. It is recommended by CTSI to include “AMENDED” followed by the amendment date at the start of the copied instrument’s title.[image: ][image: ]
Once you have modified the copied instrument title and suffixes, click “copy instrument.” The copied instrument will immediately appear at the bottom of the listed instruments. Please note that instruments created while the project is in production mode cannot be enabled as surveys until the drafted changes to the project have been submitted and approved by the REDCap Administrator. To submit drafted changes for review, click the button labeled “submit changes for review” at the top of the page.
[image: ]
[image: ]
Once the REDCap Administrator has approved the drafted changes to the project, you will receive an email notification and the new instrument will immediately be enabled as a survey. 
Next, return to the project designer page and enable draft mode again. To modify the order of instruments, hover your mouse cursor to the left of the instrument you want to move. Click and hold the arrows that appear, then drag the instrument up or down to change its location. Once any changes to the instrument order have been made, click on the name of the amendment instrument.
Scroll down to the field that houses the consent form PDF download. Click on the pencil icon in the upper left corner of the field to begin editing it.[image: ]
Remove the existing consent form.
[image: ]
Once you have removed the existing file, click the green “upload button.”[image: ]
Select “browse” and select the PDF from your computer. Then, click upload file. The amended consent form’s name will be listed as the attached file. Once you have uploaded the amended consent form PDF, click “save.” The window will immediately close.[image: ]
Repeat this process with the fields that house the consent form images. After uploading the image file to the field, select “inline image” to properly display the consent form images.[image: ]
Upload each consent form image to the existing fields. If the length of the amended consent form differs from the original consent form, fields can be added or deleted by using the copy icon (double rectangles) or the delete icon (red X) at the top of a field. [image: ]
Once you have confirmed that all amended consent form images are being displayed properly, return to the project designer. Click on the red “automated invitations” button to the right of the original consent form. Then, click “save and copy to other surveys” at the bottom of the window.[image: ]
Another window will appear. Select the “WVU Informed Consent Form” instrument and click copy.[image: ]
This will copy any existing invitation logic to the amended consent form instrument. Click on the red “automated invitations” button to the right of the amended consent form. Under step 4, click “active,” then “save.” [image: ]
The automated invitations button will turn green to indicate that it is now active. Last, click “submit changes for review” at the top of the page. Please note that the changes will not take effect until the REDCap administrator has approved the changes. If the survey is opened before the changes have been approved, the outdated consent form will be displayed.
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(& Define Conditions for Automated Survey Invitations (ASI)
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Please click on the link below to open the informed consent form.

[survey-link]

I the link does not work, cut and paste the url below into the address bar of your browser.
[survey-url]

Please contact the Principal Investigator if you need assistance.

4

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

# How o use Piping in the survey invitation

Specify conditions for sending invitations:
When the following survey is completed:

“WVU Email Disclosure Form" v
(o v)

When the following logic becomes true:

femail_permission_v2]:

(e [ogel > 30 and s =1
How do | use special functions?

Testlogic with a record:

[ Ensure logic is still true before sending invitation? 2]

® How 10 use 'stop logic' o disable an automated invite

STEP 3: When to send invitations AFTER conditions aremet |

© send immediately

Osend on next | -selectday~ v | at time (o
O send the invitation after time lapse of days. hours. minutes
O send at exact date/time: B oy

| <& OPTIONAL: Enable reminders

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

[ STEP 4: Activated?

Activate these automated invitations? In order for automated survey inviations to be sent
using these specified conditions, it must be set o Active. You may make them Not Active
(and vice versa) at any point n the future. NOTICE: Setting i to Not Active' will not prevent
any invitations from sending that have already been scheduled, in which case they must
instead be deleted manually.

O Active @ Not Active

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

Data Collection Instruments

Add new instrument: Survey options: Automated Survey Invitation options:

Survey Queue ][ Survey Login © |1 [l Upload or downlosd Aueo Iiations -

4 Create | a new instrument from scratch
© Import | a new instrument from the official REDCap Instrument Library [E] 8 Survey Notifications | C Re-evaluate Auto In:
instrument ZIP file from another project/user or external libraries [

 Upload

Fields View Enabledas oy ment actions  Survey-related options

Instrument name B
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& Project Home

Project Setup | B3 Other Functionality | &) Project Revision History & Edit project sectings

Project Status Management

©

Development
(current)

=TT TP (£ you are finished with a project and wish to make it completely inaccessible, you may

mark the project as 'Completed'. Doing so will take it offiine and remove it from
everyone's project list. after which it can only be seen again by clicking the Show
Completed Projects link at the bottom of the My Projects page. Read more

Data Management

T T— Y:m may completely remove this project, in which all its data will be permanently deleted
also.
€ Erase all data You may erase all currently collected data in the project (including any survey responses),

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

» Clear the Record List Cache | (Administrators only) If there appear to be records missing from the project (in reports,

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

Copy or Back Up the Project

Make an exact duplicate of this project. All project fields will be copied over, and
you will be prompted to set the title and info for the new project. You may choose

to copy or not copy the existing data in the current project to the new one.
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1 Make a Copy of the Project

To make an exact duplicate of the current project ("Demonstration Econsent"), set the details below for the new project you
are creating, and click the button at the bottom. This will copy over all project forms and their fields, and optionally, you may
also copy the current users and any reports that have been created.

Project title: Amendment 1.17.22 - Demonstration Econsent

Project's purpose: Practice / Just for fun v
Howwill it be used?

Project notes (optional):

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

© noT
Since your project contains one or more surveys, please note that although you may change the
project title above for your new project, all survey settings (including the survey title) for each survey
will be copied and remain as-is in the copied project. If want to change your survey titles, survey
instructions, or other settings after copying this project, you are welcome to do so on the Onine
Designer page using the Survey Settings button for each data collection instrument.

‘The titles of your surveys are lited below:
~ WU Email Disdlosure Form
« WVU Informed Consent Form

Also copy the following: (] All records/responses (0 records total)
(optional) All users and user rights

All users roles

All reports

All report folders
All project dashboards
All data quality rules
All project folders.
All settings for Survey Queue and Automated Survey Invitations
Note: Automated Invitations will all be set to Not Active'status in the new project.
All project bookmarks
All custom record status dashboards
All alerts & notifications
Note: Alerts & Notfications will al be set o ‘Deactivated’ status in the new project.

Select All | Deselect All

Copy project [N
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‘Your REDCap project has been copied, and an exact duplicate was generated, which is already loaded and ready for you
here.
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Disable | @ Use surveys in this project? [2] ¥ VIDEO: How to create and manage a survey

St:r‘:i Y Enable | @ Use longitudinal data collection with defined events? [2]
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/ Design your data collection instruments & enable your surveys
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started instruments to be used as surveys in the Online Designer. Quick links: Download PDE of allinstruments OR

Download the current Data Dictionary,

'm done! |
— Go to | Online Designer | or [ Data Dictionary| ~ Explore the [ s REDCap Instrument Library |

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

Learn how to use (CTEAEaVETSS YR (% Field Embedding
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The Online Designer will allow you to make project modifications to fields and data collection instruments very easily using only your web
browser. NOTE: While in development status, all field changes will take effect immediately in real time.
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& % [ (% R variovle: copy_download
Download the Consent Form - OPTIONAL -

Click on the link below to download a PDF (Adobe Acrobat File) of the consent form. If you need to use a screen reader, the
PDF can be used with a screen reader of your choice. Click on Next Page to continue and to review the consent form on the
screen.

Atiachment: %) Replace This File with ICF PDEpdf (0.16145)

s Feis ] asa ot o s | import rom i B
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Attach an image, file, or embedded audio
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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: | Descriptive Text (with optional Image/Video/Audio/File Attachment) v

Question Number (optional)
Displayed oniy on the survey page

Field Label Use the Rich Text Editor [2]

Paragraph v — B I YU &g
Avey Qo

Review the Consent Form

Review the consent form; if you have questions, contact the Principal Investigator. After you review the form, click
oon Next Page to continue and provide your consent. Note that the screen reader cannot read the contents of the
consent form.

Action Tags / Field Annotation (optional)

Learn about or using Field Annotation

Variable Name (uiized in logic, calcs, and exports)
icf image ] Enable auto naming of varisble

Socedpon 1P b
ONLY leters,mumoers,and underscores
B3

‘Optional file attachment, image. audio, or video:

Field Embedding |

How to use

(D Embed an external video (provide video URL [2]

.. hipsi//youtube.com/watch?v=E1 cCCWMupz0, hizpsi//vimeo.com
162730281, hizpi//example.com/movie.mpd

Display format of video: ) Inline  Inside popup

—or-

& Attach an image, file, or embedded audio
&IC_Placeholder Page 21024 1(1)jpg [dRemove

Display format of attachment on page:
O Link
© Inline image

Audio file (play in embedded player on page)
iy notice for embedded audio

© Comp:

(images wider than 600 pixels wl be downsized to fit page)

Save  Cancel
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(& Define Conditions for Automated Survey Invitations (ASI)
Survey title: WVU Informed Consent Form

~[7ISTEP 1: Compose message
From: | WVU Research imiller1 @hsc.wvu.edu v

(select any project user to be the 'Sender)
To:  [All participants who meet the conditions defined]

Subject: Message From WVU

Paragraph
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Please click on the link below to open the informed consent form.

[survey-link]

I the link does not work, cut and paste the url below into the address bar of your browser.
[survey-url]

Please contact the Principal Investigator if you need assistance.

4

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

# How o use Piping in the survey invitation

Specify conditions for sending invitations:
When the following survey is completed:

"WVU Email Disclosure Form

|AND v |

When the following logic becomes true:
femail_permission_v21="1"

(e&. loge] > 30 and [sex] = 1)

How do| use specil functions?

Testlogic it  record: (= selectrecord— v

[ Ensure logic is still true before sending invitation? [2]

® How 10 use 'stop logic' o disable an automated invite

(& STEP 3: When to send invitations AFTER conditions aremet

© send immediately

Osend on next | -selectday~ v | at time (o
O send the invitation after time lapse of days | hours| | minutes
O send at exact date/time: B oy

|« OPTIONAL: Enable reminders

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

[ STEP 4: Activated?
Activate these automated invitations? In order for automated survey invitations to be sent
using these specified conditions, it must be set to Active. You may make them Not Active:
(and vice versa) at any point in the future. NOTICE: Setting it to "Not Active' will not prevent
any invitations from sending that have already been scheduled, in which case they must
instead be deleted manually.

@ Active O Not Active

Save | Save&Copyto.. = Cancel
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Project Setup | [ Online Designer | [ Data Dictionary B Codebook

& Project Home

NOTE: The project is currently in PRODUCTION status, and thus changes cannot be made in real time to the project as when in
Development status. However, changes to the project may be drafted in DRAFT MODE, after which such changes will be reviewed and
approved by a REDCap administrator. Once those changes are approved, you will then receive an email confirmation informing you that

those changes have taken effect on your production project.

Would you like to enter DRAFT MODE to begin drafting changes to the project?

h Enter Draft Mode

@ share your instruments with others via the REDCap Shared Library
‘The Online Designer will allow you to make project modifications to fields and data collection instruments very easily using only your web
browser. In order to make any modifications to your instruments listed below, you must first move the project into Draft Mode by clicking
the 'Enter Draft Mode’ button above. However, whether in Draft Mode or not, you are allowed to download the PDF or modify survey

B VIDEO: How to use this page

settings for any instruments below.

Data Collection Instruments

Survey options:
5 Survey Queue) | | Survey Logn

Automated survey Invitation options:

[E] Upload or download Auto Invitations = |

Survey Notifications | €' Re-evaluate Auto I

View  Enabled as |nqiyment actions  Survey-related options

Instrument name Fields S Enablecs

@ Survey sectings |+ Automated Invistions |
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A Project Home @3 Data Dictionary 8 Codebook

‘The project is now in Draft Mode. When you have finished making changes to your instruments, click the ‘Submit Changes
for Review’ button so that your changes may be approved.

since this project real time. Tell me more

currently in PRODUCTION, changes will not be mad

Submit Changes for Review \ Fields to be added: 0 / Total resulting field count: 38
- Fields to be deleted: 0 / Existing field count: 38

Renovealdaftsdchanges (), View detailed summary of all drafted changes

8 Creace snapshorof inswruments | B8 YIDEO: How to use this page

Last snapshot: never

‘The Online Designer will allow you to make project modifications to fields and data collection instruments very easily using only your web
browser. Below you have the options to modify an existing instrument, delete an instrument, create a new instrument, download an
instrument 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.

Data Collection Instruments

Add new instrument: Survey options: Automated Survey Invitation options:

Survey Queue [ Survey Login © |1 [l Upload or downlosd Aueo Iiations -

Create | a new instrument from scratch

9 Import

new instrument from the official REDCap Instrument Library [E] 8 Survey Notifications | CRe-evaluate Auto In
0 Upload | instrument ZIP file from another project/user or external libraries [E

View Enabled as

Instrument name Fields Y5Y EN300e™ Instrumentactions Survey-related options
WVU e07 Permission To Use Email with ID Verification Questions 18 ] 9 Choose action =~ | | @ Survey settings || +Automated Invitations |
WVU e01 MMR/OMR EConsent Framework and Login for ID 1s B v Ghooseaction ¥ | (@ S0rveysewings) (@A P =]

Verification

Consenting Person's Signature - Not a Survey Form 2 ] Enable | | Choose action = |
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Data Collection Instruments

Survey options: Automated Survey Invitation options:
Survey Queue || § Survey Login @ | | [E] Upload or download Auto Invtations - |

Add new instrument:
# Create | a new instrument from scratch
9 Import | a new instrument from the official REDCap Instrument Library [H
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'» Define Conditions for Automated Survey Invitations (ASI)
| [ISTEP 1: Compose message

From: | WVU Research hsrcsurvey@hscwvu.edu v
(select any project user to be the ‘Sender)
To: [All participants who meet the conditions defined]

Subject: Message From WVU

Send estemail
Pragaph v — B I U $ == = E 9 O
== Avey Qo L 3

Please click on the link below to open the informed consent form.
[survey-link]

I the link does not work, cut and paste the url below into the address bar of your browser.
[survey-url]

Please contact the Principal Investigator if you need assistance.

4

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

# How o use Piping in the survey invitation

I 1OHUWI I SUTVEY 15 LU

"WVU Email Disclosure Form” v

(A0

When the following logic becomes true:

femail_permission_v2]:

(e [ogel > 30 and [sex]
How do | use special functions?

Testlogic with a record:

[ Ensure logic is still true before sending invitation? [2]
® How 0 use 'stop logic’ to disable an automated invite:

(& STEP 3: When to sen

invitations AFTER conditions aremet

@ send immediately

Osend on next | -selectday~ v | at time Q nm

O send the invitation after time lapse of days | hours| | minutes
O send at exact date/time: B oy

|« OPTIONAL: Enable reminders

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

[ STEP 4: Activated?

Activate these automated invitations? In order for automated survey inviations to be sent
using these specified conditions, it must be set o Active. You may make them Not Active
(and vice versa) at any point n the future. NOTICE: Setting i to Not Active' will not prevent
any invitations from sending that have already been scheduled, in which case they must
instead be deleted manually.

Save | Save&Copyto.. = Cancel
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The Online Designer will allow you to make project modifications 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 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.

Data Collection Instruments

Add new instrument: Survey options: Automated Survey Invitation options:

+ Create | 3 new instrument from scratch ey Queie) |8 Survey Login ) [l e o clomniec At lmzators = |

© Import | a new instrument from the official REDCap Instrument Library [E] 8 Survey Notifications | @ Re-evaluate Auto Invi
0 Upload | instrument ZIP file from another project/user or external libraries [E

Instrument name Fields Y& ENaBIed3% instrument actions - Survey-related options

WVU e07 Permission To Use Email with ID Verification Questions 18 ] 9 Choose action =~ | | @ Survey settings || +Automated Invitations |

WVU e01 MMR/OMR EConsent Framework and Login for ID

Verification 15 B ] Choose action & Survey settings || © Automated Invitations |
Rename

Consenting Person's Signature - Not a Survey Form 2 ] Enable |

X Delete,

© Download instrument ZIP

© Download instrument ZIP with drafted changes
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Copy instrument.

To copy the instrument "WVU e01 MMR/OMR EConsent Framework and
Login for ID Verification", enter the name of the new instrument below.
Also, since all variable/field names must be unique and cannot duplicate,
this instrument’s variables must be renamed when copied to the new
instrument. Please enter a suffix that will be appended to all new variable
names.

New instrument name: | AMENDMENT 07.05.22 {WvU e |

Suffix appended to variable |_v2
names:

Copyinstrument | Close
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Project Setup | [ Online Designer | [ Data Dictionary B Codebook

ince this project is currently in PRODUCTION, changes will not be made in real time.
Submit Changes for Review Fields to be added: 16 / Total resulting field count: 54
Fields to be deleted: 0 / Existing field count: 38
Removeoldraftzdchonges (), View detailed summary of all drafted changes

Tell me more

B Create snapshot of instruments |

Lost snapsnor:never [

B VIDEO: How to use this page

‘The Online Designer will allow you to make project modifications 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 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.

Data Collection Instruments

Add new

strument:
Create | a new instrument from scratch
9 Import | a new instrument from the official REDCap Instrument Library [H
0 Upload | instrument ZIP file from another project/user or external libraries [
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PDF
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el s B
Verification
Consenting Person's Signature - Not a Survey Form 2 ]
AMENDMENT 07.05.22 - WVU e01 MMR/OMR EConsent s B

Framework and Login for ID Verification

Survey options:
= Survey Queue || § Survey Login ©

Automated survey Invitation options:

[ Uplood or donlosd Auto Inviations < |

& Survey Notifications | @ Re-evaluate Auto In

Fields View Enabled as

Instrument actions ~ Survey-related options

Choose action =] (@ Survey setungs ) (+ Automated Invitations |
Choose action ] (@ Survey setungs ) (@ Automated Inviations |

Choose action

Choose action
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(&) Awaiting review of project changes

Your drafted changes to the project were submitted and wil first be reviewed and approved by a REDCap administrator. When the
changes have been approved, you will receive an email notification stating that those changes have taken effect on your production
project.

If you have any questions regarding this, please contact REDCap Admin (redcapadmin@hscwvu.edu).

3 While your changes are pending, you may still view a detailed summary of all drafted changes.
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Download the Consent Form - OPTIONAL -

Click on the link below to download a PDF (Adobe Acrobat File) of the consent form. If you need to use a screen reader, the
PDF can be used with a screen reader of your choice. Click on Next Page to continue and to review the consent form on the
screen.

Atiachment: %) Replace This File with ICF PDEpdf (0.16145)
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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: | Descriptive Text (with optional Image/Video/Audio/File Attachment) v
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Download the Consent Form - OPTIONAL -

.. hipsi//youtube.com/watch?v=E1 cCWMupz0, hizpsi//vimeo.com
162730281, hizpi//example.com/movie.mpd

Click on the link below to download a PDF (Adobe Acrobat File) of the consent form. If you need to use a screen
reader, the PDF can be used with a screen reader of your choice. Click on Next Page to continue and to review the Display format of video: ) Inline (@ Inside popup
consent form on the screen. —ar=

& Attach an image. file. or embedded audio
Replace This File with ICF PDE.pdf

Display format of attachment on page:
@® Link
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O Audio file (play in embedded player on page)

P ® Compaibiity notice for embedded audio

(images wider than 600 pixel wil be downsized to ft page.)
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Save  Cancel
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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 & Eield Types video (4 min).
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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 & Eield Types video (4 min).
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Click on the link below to download a PDF (Adobe Acrobat File) of the consent form. If you need to use a screen
reader, the PDF can be used with a screen reader of your choice. Click on Next Page to continue and to review the Display format of video: ) Inline (@ Inside popup

consent form on the screen. _or-

& Attach an image, file, or embedded audio
ICF Amendment - 7.5.22.pdf  [X] Remove

Action Tags / Field Annotat

Learn about or using Field Annotation
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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 3 Field Types video (4 min).
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Review the consent form; if you have questions, contact the Principal Investigator. After you review the form, click on Next
Page to continue and provide your consent. Note that the screen reader cannot read the contents of the consent form.

Review the Consent Form
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ions for Automated Survey Invitations (ASI)

WVU Informed Consent Form

~[7ISTEP 1: Compose message
From: | WVU Research hsrcsurvey@hscwvu.edu v

(select any project user to be the ‘Sender’)
To:  [All participants who meet the conditions defined]

Subject: Message From WVU

Paragraph v — B I

£ E = BvE M@

u g
A

Please

on the link below to open the informed consent form.
[survey-link]

I the link does not work, cut and paste the url below into the address bar of your browser.
[survey-url]

Please contact the Principal Investigator if you need assistance.

4

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

# How o use Piping in the survey invitation

1p you may define your conditions for automated survey invitations that will be sent out for the survey (and event, if a longitudinal project) listed in the Info

ns

| STEP 2: Con

Specify conditions for sending invitations:
When the following survey is completed:
"WVU Email Disclosure Form" v

|AND v |

When the following logic becomes true:

femail permission_v21=1"

(e&. lage] > 30 and [sex] =

How do| use specil functions?

Testlogic with a record:

O ensure logic s still true before sending invitation? [2]
® How 10 use 'stop logic' o disable an automated invite

(& STEP 3: When to send invitations AFTER conditions aremet

Osend on next | -selectday~ v | at time (o
O send the invitation after time lapse of days | hours| | minutes
O send at exact date/time: B oy

|« OPTIONAL: Enable reminders

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

[ STEP 4: Activated?

Save | Save & Copyto. Cancel
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Copy Automated Invitation settings to other surveys

Using the checkboxes below, select the surveys to which you want to apply the Automated Invitation settings
you just saved, then click the Copy button.

Survey to copy from: "WVU Informed Consent Form" - Event 1

Copy the Automated Invitation settings to the following surveys:
Select All Deselect All

O"Wvu Email Disclosure Form” - Event 1

"WVU Informed Consent Form" - Event 1

Copy  Cancel
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'» Define Conditions for Automated Survey Invitations (ASI)

| [ISTEP 1: Compose message

From: | WVU Research hsrcsurvey@hscwvu.edu v
(select any project user to be the ‘Sender)
T [All participants who meet the conditions defined]

Subject: Message From WVU

Paragraph v . — B I

Please click on the link below to open the informed consent form.
[survey-link]

I the link does not work, cut and paste the url below into the address bar of your browser.
[survey-url]

Please contact the Principal Investigator if you need assistance.

4

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

survey.
# How o use Piping in the survey invitation

8 VI U 1OIUWIIE SUTVEY 15 LUITpIELeU.

"WVU Email Disclosure Form" v
[AND v |

When the following logic becomes true:

femail_permission_v2]:

(8. loge] » 30 and [sex]
How do | use special functions?

Testlogic with a record: (— selectrecord— .

[ Ensure logic is still true before sending invitation? [2]
® How 0 use 'stop logic’ to disable an automated invite:

(& STEP 3: When to send invitations AFTER conditions aremet
@ send immediately
Osend on next | -selectday~ v | at time (o
O Send the invitation after time lapse of days | hours| | minutes

O send at exact date/time:

|« OPTIONAL: Enable reminders

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

[ STEP 4: Activated?

Activate these automated invitations? In order for automated survey invitations to be sent
using these specified conditions, it must be set o Active. You may make them Not Active
(and vice versa) at any point n the future. NOTICE: Setting i to Not Active' will not prevent
any invitations from sending that have already been scheduled, in which case they must
instead be deleted manually.

‘@mwe UNmAnlve\

Save | Save&Copyto.. = Cancel
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