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For any REDCap instrument enabled as a survey, you can schedule email invitations based on conditional
logic via the Automated Survey Invitations (ASI) module.

This guide includes material adapted from the official REDCap Help & FAQ, Women'’s College Hospital, and
The Children’s Mercy Hospital.

Overview

Automated Survey Invitations allow you to invite participants to take your surveys automatically, without
manual action, based on pre-defined triggers and conditions.

For example, you might administer a screening survey to potential study participants. You can define an ASI
to send an enrollment form link to all respondents who meet certain screening criteria.

Setting Up ASls
Before You Start: Designate an Email Field

To use ASls, you must first designate an email field to use for invitations in your project. The email field must
exist on one of your instruments and have email validation enabled (Figure 1). Be sure the email address will
be collected before invitations will be scheduled. In a scenario like the screening-and-enroliment example
above, you might collect respondents’ email addresses on the initial screening survey.


https://www.redcap.ihrp.uic.edu/index.php?action=help
https://www.womenscollegehospital.ca/
https://www.childrensmercy.org/
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Edit Field
Field Type: | Text Box (Short Text, Number, Date/Time, ...)

Question Number (optional)
Displayed only on the survey page

Field Label

Participant Email

Action Tags / Field Annotation (optional)

Learn about [SliYeisyRERH or using Field Annotation

[ Use the Rich Text Editor

8 Codebook

Variable Name (utilized in logic, calcs, and exports)

. Enable auto naming of variable
email based upon its Field Label?

ONLY letters, numbers, and underscores

How to use [EJENEUAEUENES AEE |« Field Embedding

Validation? (optional) | Email

-- select ontology service -- v

Required?* @ No O Yes
= Prompt if field is blank

Identifier? O No @ Yes

Does the field contain identifying information (e.g., name, SSN, address)?

Custom Alignment | Right / Vertical (RV) v
Align the position of the field on the page

Field Note (optional)
Small reminder text displayed underneath field

Save Ca nc‘

Figure 1: Enable email validation

To designate a project-wide email field, navigate to Project Setup and click Enable next to “Designate an
email field for communications (including survey invitations and alerts).”
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# Project Home | = Project Setup | %% Other Functionality = 40 Project Revision History [ Edit project settings
Project status: J Development Completed steps 0 of 7

Main project settings

| Disable | @ Use surveys in this project? [?] B VIDED: How to create and manage a survey
Mot o . - . B
Enable Use longitudinal data collection with defined events? |2
started | ® e
[ Enable | @ Use the MyCap participant-facing mobile 2pp?  [J Learn more about MyCap
| I'm dene! I
| Meodify project title, purpose, etc.
# 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
MNot Online Designer {online method) or by uploading a Data Dictionary (offline method). You may then enable your
started instruments to be used as surveys in the Online Designer. Quick links: Download PDF of all instruments OR
Download the current Data Dicticnary
| I'm dene!
Go to | @ online Des'lgner‘ or | 08 Data Dl'ctl'onaryJ Explore the | ol REDCap Instrument Library]
Have you checked the Check For Identifiers page to ensure all identifier fields have been tagged?
[ i Emosaaing
& Enable optional modules and customizations
| Enable | @ Repeating instruments [2]
Opticnal Disable | @ Auto-numbering for records
|ml Enable | @ Scheduling module (longitudinal only)

| Enable | 9 Randomization module [?]

(| Enable | @ Designate an email field for communications (including survey invitations and alerts) El)

Figure 2: Enable 'Designate an email field for communications’

Choose the email field to use for your survey invitations and then click Save.

Designate an email field for communications (including survey invitations and alerts) x

itations to survey participants:

-- select a field --
-- select a field --

Basic [.)emoglraiphy Forrr-1 lirgct specific email communications to the email address provided.
email "Participant Email"

- -t & sjautomated survey invitations, survey confirmation emails, and Alerts
& Notifications. If a Tield 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).

Figure 3: Select the email field
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Note that you can also set survey-specific email invitation fields. This can be useful if, for example, one
survey in your project should be completed by a patient’s clinician rather than the patient. To designate a
survey-level email field, open that survey’s Survey Settings page and navigate to the Survey Customizations
section.

Survey Customizations:

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

Auto numbered v

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

[ Allow participants to download a PDF of No

their responses at end of survey? ) ) _ | . - : .
Dispfaya burronfor the particfpam to download a 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.
PDF file of their responses for the survey they just £ AL

completed.

[ Save a PDF of completed survey response to Disabled w
a File Upload field
A PDF copy of the survey response will be

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

Survey-specific email invitation field --select a field --
Designate an email field for sending survey
invitations for this survey only

—selectafield - dnail invitation field (if enabled on the Project Setup page) and will

Basic Demography Form 4 into the Participant List. Also, if this field has no value and the
email "Participant Email" hjct-level email field's value will be used instead.

clinician_email "Clinician’s Email"
Figure 4: Designate a survey-specific email field

Step 1. Compose the Message

To set up ASls for a particular survey, navigate to the Online Designer and click the Automated Invitations
button.

Data Collection Instruments Form options: Survey options:
R Form Display Logic ] i= Survey Queue ] g Auto Invitation options ~ J P Surv
+ Create | a new instrument from scratch B survey Notifications
8 Import | a new instrument from the official REDCap Instrument Library
L Upload |instrument ZIP file from another project/user or external libraries

View Enabled as

Instrument name Fields pp Instrument actions  Survey related options

survey

Basic Demography Form 16 e 7] Choose action = | | @ Survey settings || +Automated Invitations |
Consent Form 4 [:,',, ] Choose action | @ Survey settings (+Automated \nwtat\onsn
Health Assessment 2 [ 9 Choose action = | | @ Survey settings || +Automated Invitations |

Figure 5: Open Automated Invitations from the Online Designer

Edit each of the following fields:
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» From: Use the dropdown menu to select an email address. This may include any user with access to
your project. You can optionally edit the sender’s display name.

» To: This will automatically include all participants who meet your criteria.

» Subject: Enter an optional email subject line.

» Message: Customize the email message.

You can use HTML formatting, piping, and smart variables in your subject line and message. Be sure to
retain a [survey-1link] or [survey-url] smart variable in the message body. These smart variables will be
replaced by individual-specific survey links when invitation emails are sent and will allow recipients to access

the survey.

STEP 1: Compose message

From: redcapihrp@listserv.uic.edu v
(select any project user to be the 'Sender’)

To: [All participants who meet the conditions defined]

Subject: Please Complete the Consent Farm
Send test email

Paragraph — B I VY cﬁ’ <> E @ = = = =
= 1= = M@ A rd Q o I 23

rE— -

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 unigue to you and should not be forwarded to others. -

@ NOTE: You may modify or remaove 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 have a way to take the survey.

Figure 6: Compose your message

Step 2. Define Conditions

Use this section to define the conditions that will trigger an email invitation. You can elect to send the
invitation after a preceding survey is completed, after a condition is met, or after a combination of events and
conditions. Note that the ASI works by “listening” for changes in record values or survey completion status.
As such, it will only work for records that meet the criteria after the ASI has been defined and enabled.

+ To use survey completion as a trigger, check the box beside “When the following survey is completed”

and select the trigger survey from the dropdown box.
» To use user-defined logic, check “When the following logic becomes true” and type your conditional

logic in the logic box. Your conditional logic must be a statement that evaluates to either true or false. It

can use piping, special functions, and smart variables.
+ Use the dropdown menu to select “AND” (all conditions must be true) or “OR” (at least one condition

must be true).
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W STEP 2: Conditions

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

- select a survey -—

[ When the following logic becomes true:

How do | use special functions?

Test logic with a record: | - select record - ~ |

U Ensure logic is still true before sending invitation? [?

@ How to use "stop logic” to disable an auromated invite

Figure 7: Define your conditions

In some cases, you may wish to cancel the invitation email if a condition changes between when the email is
scheduled and when it’s sent. For example, a study participant may no longer meet inclusion criteria or may
withdraw before being invited to take a follow-up survey. To stop an invitation from going out when a condition
changes, make sure you incorporate the inclusion criteria into the logic box and then check “Ensure logic is

still true before sending invitation?”



Automated Survey Invitations 7

W STEP 2: Conditions

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

- select a survey -— ¥

[ When the following logic becomes true:

How do | use special functions?

L to disable an auromated invite

Figure 8: Ensure logic is still true

The REDCap documentation explains:

If you have Automated Survey Invitations (ASls) that will not be sent immediately but instead are
scheduled to be sent later, it might be a good idea to consider using ‘stop logic’ (otherwise known
as a ‘kill switch’) in your conditional logic in order to manually stop these scheduled invitations
when needed. [...] By having the [‘ensure logic is still true’] checkbox checked, it means that
every time a given record is saved or has data modified, REDCap will see if there is an invitation
scheduled for this record/survey, and if so, it will then double check to see if this condition/logic is
still true. [...]

The ‘stop logic’ could be a complex set of conditional logic, or it could be as simple as a single
field in the project (i.e., the kill switch). For example, if you are wanting a survey invitation to be
scheduled when a participant is at least 18 years old, your logic might be ‘[age] >= 18’. And if
you want to add the ‘stop logic’ to be able to manually delete a scheduled invitation, you could
have ‘[age] >= 18 and [remove_alert] <> 1’, in which the field ‘remove alert’ is a Yes/No field. So
in this instance, if you wanted to have the scheduled invitation deleted, you could simply go to the
data entry form where the ‘remove alert’ field is located, and set it to ‘Yes'.

Step 3: Schedule the Invitation

ASls are scheduled immediately when a record meets the conditions defined in Step 2. However, you can
decide whether they are sent immediately or at a later time in Step 3.

You have the option to send ASls:

» Immediately

+ On a specific day of the upcoming week
+ After a specific time lag

» At an exact day and time
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@ STEP 3: When to send invitations AFTER conditions are met

@ Send immediately

O Send on next | -- select day - w | at time E] H:M
O Send the invitation days hours minutes

after | | the exact time that the automated invitation was triggered bt E
O send at exact date/time: BE) wiory Hm

Figure 9: Schedule the ASI

You can also elect to send up to 5 reminders after the initial invitation if a survey hasn’t been completed.

A 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.)

O Send every | -—selectday-- v attime £ =em
O Send every days haurs minutes
O Send at exact date/time: EAE) wioiy Him

Recurrence: | Send only once bt

Figure 10: Schedule follow-up reminders

Step 4: Repeating Invitations (for repeating surveys only)

If the survey is enabled as a repeating instrument, you can decide whether to send invitations:

« Just one time
« A set number of times at a set interval
¢ An unlimited number of times at a set interval
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C' STEP 4: How many times to send it (repeating surveys only)
@ Just once
O Multiple times on a recurring basis:

C'Sendevery| 0 | days | afterinitially being sent.

) Send up to times total (including the first time sent).

© L=arn about Data Collection Strategies for Repeating Surveys

Figure 11: Repeating invitations

Activate the ASI

Set the ASI to “Active” to begin evaluating the Step 2 conditions and scheduling emails. To stop evaluating
the logic and scheduling emails, set the ASI to “Not Active.”

() Activate automated invitations for this survey?

Survey title: Health Assessment

"Active” must be selected in order for automated survey invitations to be triggered and sent using the conditions specified in this
pepup. You may make it Mot Active (and vice versa) at any peint in the future. |?

(O Active O Not Active

Figure 12: Activate the ASI

It's important to understand that ASI status (Active/Not Active) refers to whether invitations will be scheduled,
not whether they will be sent. As the REDCap documentation explains:

Setting the ASI to ‘Not Active’ will not prevent any invitations from sending if they have already
been scheduled, in which case they must instead be deleted manually via the Survey Invitation
Log. Additionally, even if the ‘Ensure logic is still true’ setting is enabled, any already-scheduled
invitations will not be re-evaluated while the ASl is set to ‘Not Active’.
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