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Background

Automated survey invitations may be understood as a way to have invitations sent to your survey
participants, but rather than sending or scheduling them manually via the Participant List, the
invitations can be scheduled to be sent automatically (i.e. without a person sending the invitation)
based upon specific conditions, such as if the participant completes another survey in your project or if
certain data values for a record are fulfilled. Using the settings below, you may compose your survey
invitation message, and then specify the conditions that must be met in order to send/schedule the
invitation. You will also need to provide the time at which the invitation will be sent.

When defining the conditions below, you may choose to have survey invitations be triggered by the
completion of a survey or when pre-defined logic becomes true (i.e. when the data values of a given
record fulfill a requirement). You may use either the logic or survey completion options as triggers, or
you may use both together. (Please note that if you set it to be triggered when a specific survey is
completed, this also includes if a non-survey user sets the Form Status field as 'Complete' on that
survey's corresponding data entry form.) When setting the time after which the invitations will be sent,
you may have it send the invitation immediately after the conditions are met or at a relative or fixed
time after they are met. Lastly, you will need to activate the automated invitation settings you have
defined here, which means that your settings will be initiated immediately and that REDCap will be
actively 'listening' in order to send/schedule invitations for your surveys based upon the conditions you
defined.

It is also important to recognize that whenever the conditions below are met, the survey invitation will
be immediately scheduled at that moment (whether it gets scheduled to be sent immediately, or after
one minute, or after one month). So if an invitation, for example, is scheduled based upon data values
using the conditional logic, then the invitation will be scheduled to be sent when that logic evaluates as
true, even though the data may be changed again afterward, in which the logic may no longer evaluate
as true. So even though the data values might be reverted, the invitation will still remain as having
been scheduled.

How to Use Automated Invitations
Navigate to Online Designer and click on the Automated Invitations icon.

Survey options: Add new instrument:

Data Collection I= Survey Queue © | Survey Login | @ Create | a new instrument from scratch
Instruments = —— | — © Import | a new instrument from the official REDCap Shared Library &
| Survey Notifications . , -
o Y &t Upload |instrument ZIP file from ancther project/user or external libraries &2

Instrument name Fields E‘SE Er;%brl\?&af Instrument actions ~ Survey-related options
Demographics 6 t /] Choose action | @ Survey settings | [+ Automated Invitations |
Lab Visits 3 =B ] Choose action | @ Survey seftings || @ Automated Invitations |

Step 1: Compose Message
From: Use the drop down and select an email address
To: This will automatically include all participants who meet your criteria.
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Subject: Enter an optional subject
Message: Enter an optional message.
Note: you may use piping and/or HTML in your survey invitations.
[ STEP 1: Compose message
From: researchi@uchicago.edu ﬂ
(select any project user to be the "Sender’)

To: [All participants who meet the conditions defined]

Subject: | University of Chicago Survey

Hello!

.
Thank you for having previously agreed to participate in
our research study.
By clicking on the link below, you will be directed to your
follow-up survey. WV

If wrman bnsen s oooedinme o coneorne fonl frome o

Step 2: Conditions — Specify the conditions for sending the invitations

You may select “When the following survey is completed” and then use the drop down and select a
survey. If you would like to add additional logic as to when the next survey should be displayed, use
the Boolean operator box and select AND/OR and then check the box next to “When the following
logic becomes true” and then add your logic in the text box. For an example, you may want your
second survey to start after your first survey is completed AND the participant’s age is greater than 12.
To do this, | would add my variable for the participant’s age field in square brackets and then the
greater than sign and the number in quotations. [age] > 12.

If you would like REDCap to check the logic in real time prior to sending the message, click the box next
to “Ensure logic is still true before sending invitation”. REDCap will re-evaluate the logic against the
record’s data values whenever the record values are changed AFTER the invitation has been scheduled
but BEFORE it has been sent to the respondent. If the logic is no longer true, the invitation will not be
sent.

i STEP 2: Conditions

Specify conditions for sending invitations:
#| ‘When the following survey is completed:
Demographics b
AND ¥
#| When the following logic becomes true:

[ege] = 12

(e.g., [age] = 30 and [gender] = 1"} How do | use special functions?

Ensure logic is still true before sending invitation? |?
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Step 3: When to send invitations AFTER conditions are met
Choose to send immediately, send on the next X day at the X time, send after X amount of days, hours
and or minutes, or send at the exact same date/time.

= STEP 3: When to send invitations AFTER conditions are met

% Send immediately

Send on next [ - selectday — ¥ | attime &l
Send after lapse of time: days hours minutes
Send at exact dateftime: G1E]

Optional: Enable Reminders

Check the box if you would like the survey invitation to be sent as a reminder if the participant hasn’t
answered in a specific amount of time. You may specify to send the reminder every day, every
weekday, on a specific day, every x amount of day, hours and/or minutes or send the reminders at a
specific date and time. You will also need to specify how many reminders should be sent. The limit is 5.

4 OPTIONAL: Enable reminders

#| Re-send invitation as a reminder if participant has not responded by a
specified time? (Times below refer to AFTER original invitation time. )

Send every | — selectday — ¥ | attime E
Send every days hours minutes
Send at exact datetime: GIED

Recurrence: | Send only once r

Step 4: Activate
Once you are ready, click Active and then click Save.

[ STEP 4: Activated?

Activate these automated invitations 7 In order for automated survey invitations to be
sent using these specified conditions, it must be set to Active. You may make them Mot
Active (and vice versa) at any point in the future.

Active Mot Active

Save Cancel

Using the Public Survey Link versus the Participant List with Automated Survey Invitations

If you use the Public Survey Link, the survey cannot be anonymous as you will need to request the
participant’s email address in order to send future automated surveys. That email address field must
then be designated as the email field to use for invitations to survey participants.
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To designate an email field to use for invitations to survey participants, navigate to Project Setup and
click Enable next to “Designate an email field to use for invitations to survey participants”.

Enable optional modules and customizations

& Auto-numbering for records
“Enable | @ Scheduling module (longitudinal only)
“Enable | @ Randomization module
(Enable | @ Designate an email field to use for invitations to survey participants

Additional customizations |

Settings displayed to super users only:
Enable | @ Twilio SMS and Voice Call services for surveys

From the drop-down box, choose an email field to use for your survey invitations and then click Save.
Note: The field should already have ‘Email’ validation applied to it.

Designate an email field to use for invitations to survey participants ®

You can capture email addresses for sending invitations to your survey participants by designating a field
in your project. If a field is designated for that purpose, then any records in your project that have an email
address captured for that particular field will have that email address show up as the participant's email
address in the Participant List (unless an email address has already been entered for that participant in
the Participant List directly).

Using the designated email address field can be especially valuable when your first data collection
instrument is not enabled as a survey while one or more other instruments have been enabled as
surveys, Since email addresses can only be entered into the Participant List directly for the first data
collection instrument, the designated email field provides another opportunity to capture the email
address of survey participants.

Plzase be aware that designating an email figld means that survey responses can NEVER BE
ANONYMOUS because of the fact that the participant's email address can be viewed on a data entry
form, which means it is easy to identify the recordiresponse to which the email address belongs.

MNOTE: Ifthe participant's email address has already been captured directly in the Participant List, then
that email address will supersede the value of the email field here when survey invitations are sent to the
participant.

Choose an email field to use for invitations to survey participants:
email ("Email Address.") v

Save Cancel
P

If instead you are adding your survey participants through the Participant List, the above step is not
necessary. The Automated Survey Invitations can be scheduled to be sent automatically based upon
specific conditions as described in Steps 1-4 above.

Acknowledgement: The original content of this document was provided by The Center for Research Informatics
at The University of Chicago: http://cri.uchicago.edu/redcap-training/
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