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Getting Started Quick Guide:
Using MyCap on a Traditional
Mobilizing the Participant Voice REDCap Project

Another guide (here) is available for Users setting up MyCap on a longitudinally-enabled projects with defined events.
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SECTION

Preparing Your REDCap Project for Using MyCap

1
STEP A | ENABLE PROJECT SETTINGS
From the Project Setup page under Main project settings, MyCap can be enabled on an existing project
or a newly created project.
Press Enable next to “Use the MyCap Participant-facing Mobile App?”.
# Project Home | 7= Project Setup | £ Other Functionality = ¢ Project Revision History = (& Editprojectsettings
Project status: J# Development Completed steps 0 of 7
Main project settings
Enable | @ Use surveys in this project? B VIDEO: How to create and manage a surve)
sts'gted Enable \ @ Use longitudinal data collection with defined events?
) Enable | @ Use the MyCap participant-facing mobile app? [J Learn more about MyCap
I'm done! I l
Modify project title, purpose, etc. I
After enabling MyCap, two new fields will be added to the first instrument on your project to capture 1)
the date a participant joins your project (field annotation@MC-PARTICIPANT-JOINDATE) and 2) the
MyCap Participant Code (field annotation @MC-PARTICIPANT-CODE), which is how MyCap syncs data
submitted via the app to the participant’s REDCap record. These fields can be leveraged in reports and
exported from REDCap. PLEASE DO NOT DELETE OR EDIT THESE FIELDS.
Additionally, after enabling MyCap, two new MyCap sections are available [ P& =ten =
in REDCap that are described in detail later in this guide. rw' o e e s
e MlyCap Participant Management will appear in the REDCap menu o ;f;;ﬁ};:::ﬁmms
under Data Collection. Use this page to manage participant access B o D
to your project and bi-directional communications with [ Record Stotus Dashboard.
participants. B add/EdtRecords
Show darta collection instruments
e Design and Configure the MyCap App will be a new step in the
Project Setup checklist. It will contain a link to the MyCap App Settings page where you can design
custom About pages to be displayed in the app, add contacts, hyperlink resources, and select the
color theme.
My} Design and Configure the MyCap App
Design the major components and user interface that your participants will see when they view the MyCap app
Not on their mobile device, Create an About page mntaining a list of Links and Contacts, define a color scheme to
started theme the lock of the MyCap mobile app, and customize when participants should receive a MyCap notification
on days tasks are due,
I'm done!
Go t] | [] MyCap App Settings })r @ view MyCap Initial Instructions
STEP B | DESIGNING INSTRUMENTS: A FEW TIPS

After enabling MyCap, create the instruments for the project. You can enable some of your instruments
for MyCap and have others that are not completed by participants in MyCap. Any REDCap instrument
enabled for MyCap is called a MyCap Task. Please note:

e The first instrument in a project cannot be enabled for MyCap because participants cannot join a
project on MyCap unless they have a record in REDCap. The first instrument is where the
participants record is created.




e Some REDCap features are NOT supported in MyCap including Calculated Fields, Piping, Matrix
fields, Dynamic query (SQL) fields, and Signatures.

e Branching logic works WITHIN a single instrument, but not across instruments.

e Form display logic set up in REDCap does not impact what instruments are displayed in MyCap. If a
task is enabled for MyCap, it will appear in the app for participants. If participants need to have
different study activities and MyCap tasks, you might consider using a longitudinally-enabled project
with defined events and multiple arms, OR creating separate projects.

STEP C | SET A BASELINE DATE (OPTIONAL)

By default, all MyCap Tasks are scheduled based on the date the participant joins your project on their
MyCap App. This is known as the participant’s install date. If you need to trigger some or all MyCap
Tasks to be based on a participant-specific event or date, such as a surgery date, clinic visit, or discharge
date, you can configure Baseline Date Settings from the Online Designer. Click here to learn more about
the Baseline Date.

To configure the baseline date settings:

1. First create a text field with date validation to represent your baseline date in an instrument that
is not captured in MyCap (e.g., the first instrument).

2. Next, navigate to the Online Designer and click Additional Settings.

Data Collection Instruments Form optiens: Survey options:
B POF Snapshots 2, eConsent | | £ Survey Queue = % Auto Invitation options ~

+ Create | a new instrument from scratch B Form Display Logic ~ # Survey Login | | &R Survey Notifications

& import | a new instrument from the official REDCap Instrument Library

@® PDF (all instruments) e e e

O App Settings | Q, View Task Details (all) I £ Additional settings |

2 Upload | instrument ZIP file from another project/user or external libraries

+ Import Active Task | for MyCap from a library of Active Tasks

3. Check the box

to indicate you G Baseline Date Settings
. . MyCap tasks can be scheduled relative to an Install Date or Baseline Date. If any tasks should be triggered based on a baseline
will be using a date, check Use Baseline Date below.
baseline date. I Use baseline date? |2 |
4, Se|eCt the W Designate a Baseline Date Field
baseline date Select an existing field from your instruments to be the baseline date for the project.
field from the surgery date_surgery date "What day was st ~
drodeWn Of Note: The baseline date cannot be a field on an instrument that is enabled as a MyCap task.

available fields with date validation.

5. Enter a title for the task as it should appear in MyCap.

6. Enter a Yes/No question that will appear for participants, asking about whether the the baseline
date was “today”.

7. Enter a question that prompts the user to insert the date of discharge, if it was not ‘today’.

8. Indicate if you want to provide an instruction step before the participant completes the baseline
date (e.g., “Do not complete the baseline until AFTER you have had your procedure.”).

£ Baseline Date Task Setup:

NOTE: All of the be mandatory. However

REDCap before participants join your project (e.g., via hyperlink or QR coc y will NOT

15 on the MyCap App.

date is not entered in REDCap when a participant joins your project, they must complete these questions below
baseline date before they can complete any tasks in MyCap

2

Enter a Task Title: Surgery Date

e.g., Baseline Date, Discharge Date

Enter a Yes/No question about whether the Did you have surgery today? (5]
baseline date was "TODAY":

eg ed fror

Enter a question that asks for the desired What day was your surgery? o
date if the date was in the past:

e.g, When were you discharged



https://projectmycap.org/wp-content/uploads/2022/11/MyCapBaselineDate_Core_20221128.pdf

STEP D | SET FORM COMPLETION STATUS
You may select the completion status to be displayed on the Record Status Dashboard for MyCap Tasks
(REDCap v14.7.1+). To do this, navigate to Online Designer > Additional Settings > Form Completion
Status. Here, you can choose a form completion status of "Incomplete” [@], "Unverified"
[.)] or "Complete" [®]. By default, this setting is set to "Complete" for newly created projects.
¢ Additional Settings %
You may use the options below to make customizations to the project. When done, click Save to save your changes.
@ Form completion status
You may select a form completion status of "Incomplete” [i@ 1. "Unverified” [[7) ] or "Camplete” [@ ]. When submitted through the
MyCap app. tasks will be stored with the selected status for the instrument’s Form Status Complete field as seen on the Record
Status Dashboard and Record Home Page.
Set Status as:| Complate w
STEP E | ENABLE INSTRUMENTS FOR MYCAP IN THE ONLINE DESIGNER

After creating your
project’s instruments
from the Online
DeSigner' seleCt an Instrument name Fields  PDF  Enabled asf Cngbied o hstrumentaccions  Survey and MyCap relaced options
instrument to Enable s ke s R (e S

as a MyCap task. e N

Form options:

@ PDF Snapshots |

Data Collection Instruments Survey options:
2, e-Consent | | i= Survey Queue - | [ % Auto Invitation options - |

A survey Log

+ Create | a new instrument from scratch
8 import | a new instrument from the official REDCap Instrument Library
& Upload |instrument ZIP file from another project/user or external libraries

+ Import Active Task | for MyCap from a library of Active Tasks

® Form Display Logic |

® POF (all instruments)

& Survey Notifications |

MyCap Options:

0 App Settings | [ Q View Task Details (a!

)| [ & Additional settings

Daily Medication Use

After enabling an instrument to be a MyCap Task, an

otice appears at the top of the MyCap Task Settings

(below) noting that new, hidden fields will be added to the instrument to capture when tasks are
scheduled, started, completed, and provide ‘supplemental data’ about the device used to complete the
task. These fields are not visible to participants but can be pulled into REDCap reports and data exports.

NOTICE: MyCap requires 7 fields (with specific annotations) to be included on instruments enabled for MyCap. These fields capture details
such as when tasks are scheduled, started, and completed, as well as stores supplemental data that can be helpful if errors occur while saving

data from the app to the REDCap server. Note: These fields are hidden from participants.

This instrument is missing the fields with these annotations: gMc-TASK-UUID, @MC-TASK-STARTDATE, @MC-TASK-ENDDATE, @MC-TASK-SCHEDULEDATE,

@MC-TASK-STATUS, @MC-TASK-SUPPLEMENTALDATA, @MC-TASK-SERIALIZEDRESULT

To complete the Task Setup

@ Basic Task Info:

1. Confirm or revise the Title, ToskTite oy edsonise _ B
his is Card Title to be displayed to participants at the top of the task page
which can differ from the |. ome OEr e

O Form - all guestio

Instrument name.
Select the Format
guestions: Questionnaire (one

for

I Card Display ® percent Complete|[?]

O chart[?

guestion displayed per screen)

or Form (all questions displayed on one screen).

Indicate the Card Display format: Percent complete (percent of task complete) or Chart (values over

time)

Consider Optional Settings:

o Allow retroactive completion (if participants can complete tasks after they are scheduled. While
tasks cannot have an expiration date, the data export includes the date the task was scheduled
and when it was completed, which allows you to discard data completed later than desired.)

o Allow save and complete later (helpful for long forms)

o Include instruction step (appears before instrument is presented)

o Include completion step (dialogue that appears after all questions have been completed)

Set the Task Schedule:

o Indicate whether a task’s schedule will be relative to the install date or baseline date (if enabled).
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o  One-time tasks appear on the app until the participant completes them, but you can set a
“number of days to delay” the task. Note: one-time tasks send a reminder notification on the day
the task is scheduled only.

o Infinite tasks can be completed multiple times per day with a delayed onset and/or specific
stopping logic (end). Note: because they do not have a specified schedule, infinite tasks do not
send reminder

© set the Task Schedule:

notifications.
o  Repeating daily, weekly,
or monthly tasks can be

Relative to which date task should ® Install Date - Tusk shouk

be scheduled?

O Baseline Date - Ta:

Schedule it how many times? O one Time

set to begin with a delay
and/or an end.
o  Fixed tasks can be set to

Onfinite
@ Repeating

C Repeats| paly v

O Fixed

occur on specified dates
with or without a delayed
onset.

o Indicate Number of days

Number of days to delay o

End this Repeating task O Never
® when any of the below conditions are TRUE:
[ After it has been completed | 1 times

B after| 28 | days have elapsed

to delay. This will delay Dlacexact date
the task start date a set
Save Changes
number of days after the -
install or baseline date. ~ Cancel- |

o Indicate when to End this

repeating task. Unless “Never” is selected, multiple conditions can be selected (e.g., end after a
task is completed 1x or 5x).
See section 2E for information on notification timing.

STEP F

MYCAP ACTIVE TASKS

Active Tasks are designed to
utilize mobile device sensors,
microphones, and/or speakers
to capture data from
participants.

Active Tasks ®

Click one of the add buttons to create a predefined active task. All required REDCap fields are created automaticially. DO NOT
MODIFY the fields in the instrument using Online Designer.

Most active tasks are developed by 3rd party programmers and researchers. MyCap developers have added these active tasks but do
not have expertise in the returned results. It is up to you to ensure you understand the returned results. MyCap developers will help
as much as possible.

ResearchKit Mobile Toolbox

The Mobile Toolbox (MTB) s a research platform that includes a library of cognitive and other tests that can be administered remotely
on a smartphone. The MTB's measures include smartphone versions of assessments from the NIH Toolbox, the International
Cognitive Ability Resource, and the Patient Reported Qutcomes Measurement Information System. The MTB also includes short
versions of cognitive tests for research that uses burst design. The items listed below are the MTB tasks that are available for use in
the MyCap mobile app. Note: Participants using an iO5 device will need to be on i0S version 13+,

Mobile Toolbox Tasks Action

MyCap offers device-sensing
Active Tasks that leverage
device sensors (microphone,

speaker, gyroscope) and Mobile

Toolbox (MTB) tasks to digitally Arranging Pictures e
test cognition (read more - Arrows L
NOTE: MTB tasks available on FHANE tearming Ll

Fname Test e

REDCap v14.3.8 or greater).
More information about these Active Tasks can be found on the Online Designer > +Import Active Task.

To enable an Active Task on your project:
1. Click Import Active Task, where you can also learn more about the available Active Tasks.
2. Toenable an active task, press +Add beside the task.



https://mobiletoolbox.org/

3. Next you will be asked to name the task and the complete the MyCap settings (e.g., schedule).

Data Collection Instruments Form options: Survey options:
B PDF Snapshors | 2, e Consent | | i Survey Queue ~ | | g Auto Invitation options ~

ﬂ] & Tl (eI T ) S @ Form Display Logic ~ I A Survey Login I & Survey Notifications I
8 Import | a new instrument frem the official REDCap Instrument Library

Ty o) wycap options:
L Upload | instrument ZIP file from another project/user or external librarie:| D App Settings N

0 App Sertings | | Q View Task Details (all) J £ Additional settings

+ Import Active Task | for MyCap from a library of Active Tasks

Instrument name Fields PppF Enabledas  Enabled as

suriey WyCap task Instrument actions  Survey and MyCap related options

9 [ "] Choose action = |

Participant Intake Survey se:imgsj, +Automated Invitations

STEP G | PUBLISH YOUR MYCAP SETTINGS

Once you have finalized initial MyCap Tasks settings, you MUST press Publish new MyCap version in
order to test your settings and for participants to see tasks. You will want to press Publish new MyCap
version after making any change to MyCap task schedules or MyCap App settings.

-
# Project Home | ?=Project Setup | [ Online Designer | [J3 Data Dictionary B Codebook [ Y NE AR 2]  Current version: Version 10
£ VIDED: How to use this page O Create snapshot of insruments | Last snapshot: neve

The Online Designer will allow you to make project medifications to fields and data collection instruments very easily using only yeur web browser,
NOTE: While in development status, all field changes will take effect immediately in real time.

Data Collection Instruments Form options: Survey options:

8 PDF Snapshos | 2, e-Consent | | = Survey Queue ~ | | %o Auto Invicasion options ~
+ Create | a new instrument from scratch R Form Display Logic = | | # Survey Login | | & Survey Notifications |
Import i i il
8 Import | a new instrument from the official REDCap Instrument Library @ PoF a1 rstruments) | oo
& Uplosd | instrument ZIP file from another project/user or external libraries Sl
N 0 App Settings | | Q. View Task Details (all) ] % Additional settings
+ Import Active Task | for MyCap from a library of Active Tasks

O App Settings hiee

survey MyCap task Instrument actions  Survey and MyCap related options
Participant Intake 9 . v

Instrument name Fields PDF

Cnoose action = | | Survey settings | | +Automated Invitations

MyCap App Settings: About Pages, Contacts, Links, App Themes, and
Notification Settings

The MyCap App Settings section allows users to create custom pages within the app to display project
descriptions and important information such as About pages; add project Contacts; insert hyperlinks to
project-related resources or information; and select a color them for the project.

SECTION
2

A Project Home  iZProject Setup (4 Online Designer [ Data Dictionary  [J MyCap App Settings & Publish new MyCap version iS4

myY MyCap App Settings

Des: the ma,or components and user interface that your rUopants wil
Y

see when they view the MyCap app on their mobile device. Create an
About page containing a list of Links and Conzacts, define a color scheme 10 theme the look of the MyCap mobile app, and customize when

parucipants should recetve 3 MyCap noofication on days tasks are due. You will need to publish a new:onﬁguutm when chmﬂ are made
to any App Settings. If you would prefer to read detalded instructions for designing the MyCap app, see the b

MAbout [EContacts @Links ®Theme A Notification Settings

STEP A | ABOUT — CREATE INFORMATION SCREENS FOR PARTICIPANTS

The “About” page(s) serve as a quick reference about your project for participants. You can create
multiple pages to display to participants. To create your “About” page:

1. Click the “About” tab on the MyCap App Settings screen.

2. Click Add New About Page.

3. AddaTitle (e.g., study name) that will appear when participants join your project.
6




4. Include a brief description under Page Content.
5. Add a Custom Image or use the system defaults.

6. Press Save.

STEP B

CONTACTS — CENTRALIZE STUDY CONTACT INFORMATION
Specify project contacts to appear under the project’s About menu for participants.
1. Click the Contacts tab on the MyCap App Settings screen.

2. Click Create New Contact.

3. Add a title for the contact (Study Lead, IT, etc.) and the respective name, phone, email, website,

and/or additional information.
4. Press Save.

STEP C

LINKS — SHARE CUSTOM URLs WITH PARTICIPANTS

Projects can include custom URLs to be
displayed in the MyCap App for all
participants. For example, projects can share
links to resources, study websites, and/or
custom webpages displaying participant
results. To add links for all participants:

1. Click the Links tab on the MyCap App
Settings screen.

Click Create New Link.

Give the link a name and add the URL.
Select optional settings, as needed.
Choose a Link Icon.

Press Save.

o hswN

Create New Link x

‘o may defing the links for MyCap mabile 302 below, After clicking the Save button at the bottom, your ink will be saved ang after chcking "Publisn”, It
will immediately become visible in App. You may medify or remave an existing link 2t any time.

@ STEP 1: Enter Link Information

Link Name:

Link URL:

STEP D

THEME — CHOOSE YOUR COLOR PREFERENCES
1. Select the color theme that you would like to use for your project.
2. For additional information, reference the Customize MyCap for Your Project Quick Guide.

Theme

Choose a color scheme or create ir own. We recommend following the Material Design color

system you S o Legend for theme letters:

NOTE: MyCap only updates the theme when the app loads into memory. You need to force P Primary Color LP Light Prir
close MyCap and then reopen (o see your theme change. A Accent Color OP Dark Prin)

LB Light Background Color

Please note: This feature is *NOT* available for android devices.

Option 1: Select Any theme from below Pre-defined Color Schemes.

L

Green Theme

graaee

Purple Theme

P A oP
Blue Theme ¢ #bSestb 165722 #178ace #eef8fa (

@ Mt

L8

8151915

#ebe3ed



https://projectmycap.org/wp-content/uploads/2022/11/MyCap_CustomizeProject_Core_2022112228.pdf

STEP E

NOTIFICATION SETTINGS — Choose a Custom Notification Time

Participants receive a daily notification on days they have a MyCap task due. You can choose the time you
would like participants to receive this daily notification. Participants will receive a push notification saying
"[Profile Name] has a task due today." at the time you choose. Unless the time is changed, the default

notification time is 8:00AM in the participant's time zone.

1. From the REDCap interface, navigate to the Online Designer and click App Settings.

2. Click Notification Settings.
3. Input what time you would like participants to receive notifications.
4. Click Save Changes.

myY MyCap App Settings [ Modify Project Title in App

Design the major components and user interface that your participants will see when they view the MyCap app on their mobile device. Create an
About page containing a list of Links and Contacts, define 2 color scheme to theme the look of the MyCap mobile app, and customize when
participants should receive a MyCap notification on days tasks are due. You will need to publish a new configuration when changes are made
to any App Settings. If you would prefer to read detailed instructions for designing the MyCap app, see the B, MyCap Help document.

™ About | Edcontacts | @ Links ®Theme | B Notification Settings

Edit Notification Settings

Participants receive a daily natification en days they have @ MyCap task due. You can choose the time you weuld like participants to recsive
this daily notification. Participants will receive 3 push notification saying “[Profile Name] has a tssk due today.” at the time you choose.
Unless the time is changed, the defsult notification time is 8:00AM in the participant's time zone.

ion at time: PR, N
08:00 |[E) HH:MM 24-hr format

Save Changes

SECTION
3

MyCap Participant Management:

MyCap Participant List, Messages, and App Sync Issues
MyCap Participant Management is used to manage and invite participants to use MyCap; manage bi-
directional communications with participants and troubleshoot synchronization issues.

mMy® MyCap Participant Management

i participants | ®a Messages & App Sync Issues

STEP A

CUSTOMIZE THE MYCAP PARTICIPANT LIST

From Data Collection>MyCap Participant Management, you can customize the MyCap Participant List

by Enabling a Custom Participant Label and setting Participant Display Logic.

4% participants ~ ®a Messages < App Sync Issues @ Help

The MyCap Participant List allows you invite, manage, and message participants that are using MyCap in this project. Participants will appear in this
list once a record has been created in the project. Each participant may be sent a unique hyperlink or QR code to join the project. If you wish, you can
limit the records that appear in the participant list by using the "Participant Display Logic" option. You may also set a Custom Participant Label to
display a more recognizable identifier for each participant.

Install Date: Th
Baseline Date:
participar
task schedu

e date a participant scanned the QR code to load your project.

me projects schedule tasks relative to a baseline date. For example, the baseline date in a physical
al therapy. See Online Designer > Baseline Date Settings. From there you may turn bas
sed on a specific event (e.g., discharge date, clinic visit).

project might indicate th
ettings on/off if you w

MyCap Participant List &+ Invite Participants Install Date Begin time: Install Date End time: M/DJY H:M)
(in ascending order by record) Display\ All participants v | Display | All records v

I R Participant Display Logic | Apply filters | Beset
Displaying( v |of 0
Custom Participant Label I ® Enable &

Invite

Record Install Date Baseline Date Participant

Action

By default, the MyCap Participants List will display all records in your project.
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0 To Enable a Custom Participant Label for the records, select any text field in your project from the
drop down or pipe other fields or a combination of fields and click save.

O To set Participant Display Logic to only display specific records (e.g., if not all participants are using
MyCap), use the logic editor to indicate the records that should be in the MyCap Participant List.

STEP B | INVITE PARTICIPANTS TO JOIN YOUR MYCAP PROJECT
Participants can join projects by scanning a QR code or clicking on a hyperlink (app link).
e When sending hyperlinks to participants, they can click the link from the mobile device and are
then directed to download the app and then join your project.
e When sending QR codes, participants have to first download the MyCap App to their device and
then scan the QR code with their device (i.e., it must be displayed on another device or printed).
MyCap provides pre-formatted instructions with the participant’s unique QR code/hyperlink that can be
automatically displayed or distributed to the participant after their record is saved. These instructions
can be inserted into (1) Online Designer > Survey Settings > Survey Completion Text or (2) into REDCap
Alerts & Notifications that send emails to participants.
[J  From the Participant List in the MyCap Participant Management screen, click Invite Participant.
[1 Choose the preferred invitation format (QR Code, Hyperlink, or both) and press Copy to Clipboard.
[1 Check out our “How Participants Join MyCap Projects Quick Guide” for more detailed info.
Y e e @ iy it s T
B8 Record Status Dashboard ' Participant Display Logic Apply filters | Reset
& A;{;QLEL‘{R;;&J"”‘ o Displaying[1.7 ] of7
. Custom Participant Label | @ Enable & Record Install Date Parpant  Action
STEP C | SET PARTICIPANT DISPLAY LOGIC (OPTIONAL)
By default, all records are displayed in the MyCap Participant List; however, you can use conditional logic
to limit what records are displayed (e.g., if all participants/records in a project are not using MyCap):
[J Click the “Participants” tab on the MyCap Participant Management screen.
O Click Participant Display Logic.
[J Enter the conditional logic or leave it blank if all records are using MyCap.
SECZION Getting MyCap Setup for Participants
STEP A TEST THE PROJECT THOROUGHLY

[J Task Appearance and Behavior: Ensure all MyCap Tasks and information pages (About, Contacts,
Links) display and behave as desired (e.g., branching logic, appearance of questions). Note: we
recommend initially setting all schedules to infinite so the Task’s display and behavior (e.g., Active

Task functionality, branching logic, slider response options) can be tested and reviewed before
inviting participants to join the project.

[1 Task Schedules: After each Task has been thoroughly evaluated, set the schedule as it should
completed and publish an updated version. Tasks that are due on the date you open the app will be
visible when viewing the Activities. Upcoming tasks are also displayed.

[J Multiple Devices and Operating Systems: We recommend testing on iOS and Android devices.

[1 Publishing a Final Version after Testing: After finalizing testing, remember to publish an updated
version to capture any changes made to the project’s MyCap settings. Changes can of course be
made at any time and immediately released by publish an updated version. Participants’ apps will
load the new changes the next time they open the app.

[J Setting Project User Rights for MyCap: Tailor project’s user rights, as needed. Any user with Project
Design and Setup rights can add or modify MyCap Tasks and schedules. Any user with MyCap
Participant Management rights can invite participants to join the project and message participants.
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https://projectmycap.org/wp-content/uploads/2022/11/How_Participants_Join_MyCap_Quick_Guide_NEW_20221128.pdf

Moving the Project to Production: Move the project to Production before you begin data collection.

STEP B

HELP PARTICIPANTS JOIN YOUR PROJECT

[l Each participant will download the MyCap App to their mobile device of choice from the Apple or
Google Play store. It is recommended that participants only use one device rather than multiple.
However, if a participant needs to install MyCap on a new device, they can scan their original QR
code on the new device and will pick up where they left off in the project on the new device.

[l Once the app is downloaded, participants join your project using the access information provided
(QR Code or URL).

[J Upon joining your project, participants’ notifications are turned on by default, but they are allowed
to turn off notifications. This would include task, message, and announcement notifications.

Android Notes:

e Some Android devices do not ‘wake’ participants’ phones when notifications are received. The
notification will be visible when the participant opens their device, but a noise may not sound and
the phone may not light up.

e Updates, bug fixes, and new features are regularly released to for the MyCap App. The MyCap App
will automatically update for participants using an iOS device. However, Android does not allow
automatic updates for MyCap. You might consider making an announcement to participants
occasionally to ensure they have the most up-to-date app.

SECTION
5

Using Additional MyCap Features

ANNOUNCEMENTS - TO

ALL PART]Cl PANTS my® MyCap Participant Management
. “ ” 8 participants  ®a Messages | < App Synclissues @ Help
[J Click the “Messages
Secure text messaging between you and the participant. When you send a message the participant will recieve a push notification on his or her
ta b on the Myca p device saying "You have a secure message waiting” (assuming the participant allows MyCap to deliver push notifications). The participant may read
.. the message after opening the MyCap mobile app. If the participant dees not allow push notifications he or she will still be able to read the message
Pa rt' Cl pa nt but will not see the netice indicating a new message is available.
Ma nagement screen. Qinbox | - outbox | ¥ Announcements [
5
[J Click the Announcements
“Announcements” tab. Announcement List | + Add Mew Announcement Dispiayg| v |or0
(in descending order by date)
[J Click Add New - —
No announcements
Announcement.
[J Customize the body of

the message.
[J Press Save. This will go to all participants in your project.

MESSAGES — SEND INDIVIDUAL MESSAGES TO PARTICIPANTS

[J From the Participants List, locate the participant and click the “Message” icon under the Action.

[1 Compose your message and click Send Message or clicking the icon under View/Respond to reply to
messages.

my® MyCap Participant Management

& Participants | ®aMessages @) | & App Synclssues @ Help

Secure text messaging between you and the participant. When you send @ message the participant wil recieve a push notification on his or her
device saying "You have a secure messagemaiting” (assuming the participant allows MyCap to deliver push netifications). The participant may read
the message after opening the MyCap mobile <. If the participant does not allow push notifications he or she will still be able to read the message
but will not see the notice indicating  new message s available.

Qinbox @) | 4 outbox | ¥ Announcements

Inbox

Inbox Messages Received On Begin time: Recelved On Envtime: (MIDIY Ham)
N
(i descending order by daie)  From| Al parceipancs v -
N
Applyfiters | Resec -
Dipiaying (17 w]or1 S
N

Received On From Message S Action Needed?  View/Respond
Yes

=
- Q

11/03/2022 9:32am  Emily Good to know. Thank you!
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[J Toggle off Action Needed? to remove from the message count. If one REDCap project user toggles
off Action Needed? It is off for all project users.

Notes:

my} MyCap Participant Management

: 1. When a message is sent,
af participants bMessages < App Sync Issues | @ Help .. . . .. .
[7- participants will receive a notification
The MyCap Participent List allows you invite, manage, and message participants that are using MyCap in this project. Participants will appear in this
list once a record has beewsreated in the project. Each participant may be sent a unique hyperlink or QR code to join the project. If you wish, you can

£ H
I e records that appes PMGartoont i by g e -Parecpan DSPLRY Logle opion Yo iy a5 4t 8 Chseam Parseipant Labalto that says, “You have received a secure

display a more recognizable identifier Tegeach participant.

Install Date: The date
Baseline Date: Some
participant began apy.
task schedules based on 5 spacific even

g losd your project.
o baseline date. For example, the beseline date in a physical therapy project might indicate the date the

ine Designer > Baselineate Settings. From there you may curm baseline date sextings on/off f youwish o rigger
ischarge date, clinic visit) Wi

oh hi! good to know!

MycCap Participant List Install Date Begin um: S Install Date End time: (/D) H:) R o -
® Participent Displey Logic 0) 3 WEEKS AGO 2022-08-30 08:54:0.

(in ascending order by record) £ B Display [ All participants ¥ | D.spv Wikcecords ¥ @ 3 WEEKS AGC 2022-08-30 08:54:04
& Invite Participant (HTML) Apply filcers | Reset

Dispieying[1 -2 v]or2 Action Needed?

Custom Participant Label | @ Enzble & Record Install Date Baseline Date ‘Pa.@&u Action

Emily 1 ey " B bessoes 8 Delet

VICTR iPad 2

873 WiMessages [ Delet

did you get my message?

(® 3 WEEKS AGO 2022-08-30 08:55:13

ID Action Needed?

message”. Participants can click on the notification to open MyCap. Next, they click on “Messages”
to view the message.

2. Therich text editor can be used to format message text and include clickable links within messages
and announcements.

3. For now, project owners are not notified if participants send a message via MyCap.

4. Members of a data access group can only review and send messages and announcements to records
within their DAG.

SECTION Publishing Changes to the MyCap Configuration and Project
6 Instruments/Tasks

Project teams should “publish” any changes made to MyCap task schedules and after making changes to the MyCap
Mobile App settings.

To publish changes:
[1 Go to the Online Designer OR # Project Home | #= Project Setup | & Online Designer | [ Data Dictionary B Codebook Jo)  cumencverson:version 10
the MyCap App Design 8 VIDEO: How to use tns page O Crezte snapsnot of Instruments | Lact snsphot e

screen The Online Designer will allow you ta 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 Form options: Survey options:

O Click Publish new MyCap

18 POF Snapshos | 2, eConsent | | i= Survey Queue ~ | [ % Auto Invitation options ~ |
[+ Create ] & new instrument from scretch R Form Display Logic | | # SurveyLogin | | & Survey Notifications |
. f— § §
version. 8 Import | a new instrument from the official REDCap Instrument Library @ PR lnstromeo)] o Ontions:
2 Upload |instrument ZIP file from another project/user or external linraries D
0 App Semings | | Q View Task Detais (all) | | £ Additional settings |
+ Import Active Task | for MyCap from a library of Active Tasks
Enamed a5 Enabled as
Instrument name Fields  PDF Nyantas; Instrumentactions  Survey and MyCap related options
Participant Intake 9 (3 ] Choose action ~ | [ Survey seqings], [ + Automated Invitations

Note: The version on which a participant completed an instrument is included in REDCap exports.
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