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Sending Subject/Patient Surveys: Microsoft 365 Forms, Nebraska Medicine REDCap
NM REDCap and Microsoft 365

Microsoft Office 365 Forms provides an easy method to survey your audience. This system is secure and can
be used when Protected Health Information (PHI) is being cited.

A REDCap survey is also a data collection instrument, which can be used when PHI is involved. The surveys
are created and sent via REDCap. This program offers options to track who has responded, send follow-up
reminders, and notify the sender when responses have been received. While REDCap is more complex, it may
provide you with the information you need to successfully track responses.

These two programs are Nebraska Medicine approved when sending surveys that contain PHI. No other
programs should be used (i.e. Survey Monkey) to obtain survey data.

Creating a Survey Using Microsoft Office 365 Forms
Office 365 Forms provides a fast, efficient way to create surveys to share. Use the instructions below to try it

out.
1. Open Office 365 and click on the Menu button.

2. Select All apps, then select Forms. Form

3. A pop-up will appear. Select Create a new form.

Click New Form and then select Add new.

5. For questions with a multiple-choice response, click Choice. For open-ended responses, select
Text. For a star rating, select Rating. Choose Date when asking that the date be added. Use the
... for additional options.

'@ Choice Text ﬁ Rating Date -:|

6. Click on the Untitled form to change the name of the survey Staff Survey-
and to add a description.

7. Click on Question, then Option 1 to add your question and
the option of responses.

8. To add additional responses, select +Add option.

9. Use Add “Other” option to auto populate Other as a choice.

»

10. To allow multiple answers or to make the answer required, click the toggle next to the
corresponding option. Use ... to select additional options.

| @) Multiple answers (@) Required

<
~+ Add new Drop-down

11. Click +Add new for additional questions.

12. Select Preview from the upper right of the screen to view the survey. > Preview
13. Click Share to copy a link (for insertion into an email) or the to email the survey directly

from Forms.

You may wish to send yourself a survey to test the appearance of what patients/subjects will see. When the
survey is as intended, please send a copy of the survey to jcarr@nebraskamed.com for approval by the
Patient Experience Department and a personal follow-up email to advise of the survey.
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Creating a Survey Using Nebraska Medicine’s REDCap

When conducting a survey, REDCap provides a safe and secure way to send and receive responses.
Respondents go to the secure webpage and submit their data from anywhere at any time. There is no login
required, so a respondent only needs a device with internet access. REDCap can assist in sending out the
survey link and tracking responses. Project users can then login to REDCap to access their respondents’ data.

The below instructions are intended for use to build a basic REDCap survey only. (Note: These instructions are
specific to NM’s REDCap and may vary when using UNMC'’s version of REDCap.)

1. Log into REDCap Development after receiving the appropriate project approval. You are taken to
your Projects.

2. Select the appropriate project (or select New Project-=>Fill in the missing information=>Create
Project).

3. Move to the Project Setup tab and click Enable next to Use surveys in this project? (This
enables your survey to be sent to the public.)

# Project Home | i= Project Setup | B Other Functionality = £) Project Revision History

Project status: / Development Completed steps 3 of 7

4 Main project settings
@ Use surveys in this project? [?] %2 VIDED: How o create and manage a survey

1
Eompietel Enable | @ Use longitudinal data collection with defined events?

Modify project title, purpose, etc. J

at-L ollection Edit instruments |—|
4. On the left of the screen, select Edit instruments. N - -

825 Survey Distribution Tools

- Get a publi rery link or build 3 participant list
. . . for inviting ndents
5. Select your Instrument name to begin creating questions for the Record Stetus Dashbosrc
Su rvey. - View data collection status of all records
2r Add / Edit Record

6. Click Add Field.
Currentinstrument: My First REDCap Survey Preview instrument

&7 Voriable: record_id * This field will NOT be displayed on the survey page.

Record ID

NOTE: The field above is the record |D field and thus cannot be deleted or moved. It can only be edited

| Add Field | Add Matrix of Fields
Add New Field x

You may add a new project field to this data collection instrument by completing the fields below and dlicking the Save

7. Select the type of question and aerant e e salebi you my vewthe B e hpmssttathml
display for your first question.
(A multiple-choice question was chosen Tor B (hen Tt e DT )
f0|’ thIS example_) Motes Box (Paragraph Text)

Calculated Field

Multiple Choice - Drop-down List (Single Answer)
Multiple Choice - Radio Buttons (Single Answer)
Checkboxes (Multiple Answers)

Yes - No

True - False

- Select 3 Type of Field — v

Signature (draw signature with mouse or finger)

File Upload (for users to upload files)

slider / visual Analog Scale

Descriptive Text {with optional Image/Video/Audio/File Attachment)
Begin New Section (with opticnal text)
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8. Complete the following fields:
o Field Label Type out the question.
o Choices (one choice per line) Add the options per the question.
o Variable Name Using letters, numbers, and underscores, type short information to describe
the question.
o Required? Mark if this is a required answer for the survey.
o ldentifier? Mark if the fields contain identifying information about the subject (i.e. name,
SSN, etc.).
9. Select Save.
10. You are returned to the Online Designer tab.
11. To add additional questions, select Add Field and repeat steps 7-9.

Preview instrument ”

12. To view the survey, from the Online Designer tab, select Preview Instrument.

Managing the Survey Settings

# Project Home  != ProjectSetup [ Online Designer | 7 Modify survey settings

You may edit the survey's basic information by madiying the fields below and clicking the Save Changes buttan.

1. Enable your survey by selecting Enable
next to Enabled as Survey. (If your survey S & [Sorricee v
was already enabled, while on the Online ol g sl b e i

Basic Survey Options:

Designer tab, select Survey settings.) R
| [E Survey settingsl

& Medify survey settings for data collection instrument "My First REDCap Survey” Save Changes IRt

My First REDCap Survey

Survay Instructions
(Bisalayed ot tap of survey after tide)

Survey Design Options:

=} Copy design o other surveys

“ Logo Add naw logo

{Optianat: display an imags above the survey i) | Choose File | No file chasen

2. You will be presented with a list of
personalization choices for your survey,

If using a Iogo, hide survey tirle on survey page?

~ Use enhanced radio buttons and Standard radios and checkboxes ¥ | Shew exmple

including survey instructions, size of text, Ancose Yeuniaand TP i)

maximum number of respondents, etc. = Y
Answer each section appropriate to your rentersumey s -
stu dy X Survey theme Default A Customize

Survey design preview (sample survey) Expand
This is the survey title

Your survey instructions will go here. The instructions can tell your survey participsnt sbout the purpe
as well s what to expect once they have completed the survey. Below is a listing of various question ¢

Manage Survey Participants e Gplped anyor ey

1. To send survey links to subjects, select Survey Distribution Tools from the left navigation menu.

The tab for the Public Survey Link is for using a singular URL to your survey, which does not track IP
addresses, email addresses, or any other identifying information. This means that any person with that survey
link can take the survey multiple times if need be. While this is an optimal feature for some surveys, it is not the
best option for projects in which we must ensure that no participant has taken the survey more than one time.
The URL can be copied and pasted into an e-mail.

The Participant List tab will enable you to send a customized email to anyone in your list and track who
responds to your survey. Each email will contain a unique URL that is only valid for one submission.
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Add Emails to Participant List x

1. To add the email addresses of your
participants to the participant list, from the
Participant List tab, click Add participants.
| J& Add participants |

2. Type the subjects’ email addresses, one per
line.

Copy and paste your list of participant email addresses, one per line. If you are
importing Idenrtifiers for any participant, separate them by commas following the
guidelines below.

ail.com

otmail.com
ars@gmail.com

Each participant starting on a new line
Field Order: Email, Participant Identifier (oprtional)

3. Click Add participants when you have
completed the addition of subjects.

Example #1: john.williams@hotmail.com
Example #2: jimtay oo.com, Jim Taylor
Example #3: putnamtr@gmail.com, ID 4930-72

| Add participants | Cance

Sending Surveys

(7] Send a Survey Invitation to Participants o

1. To send the survey to e o

participants, select Compose Whh‘“‘h . T —————

Survey Invitations. - -
2. Choose the time at which the S i

emails are sent, the subject Of the | e i s e fsampansros rosvesponiedsy = S - B

email, any additional content or —— S b

comments of the email invitation, | -7 }

and the checkilist of participants T

To: [All participants selected from Participant List]

to whom you would like to send Subec

the email. Lcampese _Preven e
3. Select Send Invitations. g et | e e
4. A confirmation message will

appear. Concel

You may wish to send yourself a survey to test the appearance of what patients/subjects will see. When the
survey is as intended, please send a copy of the survey to jcarr@nebraskamed.com for approval by the
Patient Experience Department and a personal follow-up email to advise of the survey.

Once approval has been received and to have your project moved to production, please contact Christopher
Oster with Information Technology, coster@nebraskamed.com.
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