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my Configuring Tasks & Scheduling

in MyCap — Longitudinal
REDCap v14.3.0 or greater

Mobilizing the Participant Voice

After following all steps from the Getting Started Quick Guide-Longitudinal Projects resource to set up your Longitudinally
enabled project, any project instrument designated to an event can be enabled as a MyCap Task from the Online Designer
(exceptions to this include a project’s first instrument or an instrument capturing the field selected as the baseline date).

Using the Baseline Date

By default, MyCap Tasks are scheduled based on participant’s install date. However, check out the Using MyCap’s
Baseline Setting guide if any Tasks recur based on a “baseline date” (e.g., date of discharge, surgery date). The baseline date
is turned on under > and if enabled, Tasks in your project can be schedule based
on the participant’s install or baseline date.

MyCap Task Appearance and Availability

After defining your events and designating instruments for the events, the next step is to enable the tasks for MyCap and
set the schedule.

The first step in configuring a MyCap Task is to determine how it will appear on participants’ MyCap App and how it can
be completed (e.g., retrospectively or save & return later).
1. From the Online Designer, click in the Enabled as

MyCap Task column for an instrument.

2. Entera for the task as it should appear to [ oa coliection mstruments o
participants in the app, which can be different e e
from the Instrument name. —— e
3. [BRIndicate the you prefer to display
questions:
a. Questionnaire — Participants will see one_
question per screen.
b. Form — Participants will see all questions on a single screen. Note: branching logic is not supported in the
“form” format at this time.

2, e-Consent and PDF Snapshots |

Marning Checkin Mormning Checkin

YES-NO: Did you take your ¥ES-NO: Did you take your

medications this medications this morning?
morning?
Yes No
Yes No

CONTINUQUS SLIDER:
How happy are you
feeling right now? 0 =
Unhappy, 10 = Very
Happy

® NEXT



https://projectmycap.org/wp-content/uploads/2023/09/Getting-Started-Quick-Guide-Longitudinal-Projects.pdf
https://projectmycap.org/wp-content/uploads/2022/11/MyCapBaselineDate_Core_20221128.pdf
https://projectmycap.org/wp-content/uploads/2022/11/MyCapBaselineDate_Core_20221128.pdf
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4. Choose the preferred to let participants know how much of the task is complete:

e Percent Complete — Displays task progress using a circular progress indicator and is most frequently used.
e Chart—Displays task resultsin a chart view for tasks that have an integer and date field.

MyCap Task Schedules
After completing the appearance settings, Set the Task Schedule:

1. Designate which events the task should be enabled for by clicking the “Enable” under the task name. Tasks should
first be designated to an event in the “Define My Events” section of REDCap prior to enabling as a MyCap task.

2. ChOOSG any add|t|0na| deSIred Designate which events this task should be enabled for below.
. Enabled? Task Schedule
e  Allow retroactive penthilrglioue
Consultation

completion? — Participants
can complete tasks after the bt
date it was scheduled. Etie ]

e  Allowsave and complete

.

later? — Participants can
complete part of the task ~Cancel- |
and return to finish later. D

e Include instruction step? Delate MyCap Settings |
— Participants will see an

instruction step before the task begins.
e Include completion step? — Participants will see a completion step after the task is completed.

3. Indicate whether the task should appear the:
a. Install Date — Task should be scheduled relative to the date the participant scanned the QR code.
b. Baseline Date — Task should be scheduled relative to the participant’s baseline date. Note: This option will

appear if the baseline date Designate which events this task should be enabled for below.
settings are enabled, and a Enabled? Teseschedle
baseline date field has been prodteaasiil
designated for the arm. */ @ optionalsettngs: .
4. |fthe taskis part of multiple events, Enabled laﬂymlﬂ:::m:;:\“:!“:T:I:MHM PR e B e e e o prm s e Rl or
you can use the Copy below settings = g , L e e reppm et
To: drop down to apply the same (] = Include instruction step? You may dispiay an insiruciion step that sppears befare the task begins
settings to all or other events. After ] Il completion step? o e Sl e n e s et s copeed
copying the settings, you can also © set the Task schedule: (At
make tweaks to the schedule within Releteto which date sk should. sl Osce o Mont 2 Pt U Consutio)
that event.  eslne e [ Month 3 Follow-Up Consultation

Schedule it how many times? O 0ne Time [ copy |
Olnfinite

(®) Repeating

© Repeats| paiy v
Adding Active Tasks to a Project
Active tasks are designed to measure T .
sensory information from participants. . O ever
Amongst many other capabilities, active Wgwyfhh:‘m;dm;
tasks can measure aparticipant’s range of 0 N 5 e
motion, spatial memory, reaction time, Bz

speech recognition abilities, and tapping
speed. We recommend adding active tasks after defining events for your project. MyCap also supports the Mobile
Toolbox (MTB- https://mobiletoolbox.org/) tasks on REDCap v 14.3.8 or greater.

To set up an Active Task, from the Online Designer:


https://mobiletoolbox.org/
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to add a desired Active Task.

8 Import | a new instrument from the official REDCap Instrument Library

ent ZIP file from another project/user or external lioraries

askc | for MyCap from a library of Researchki ActiveTasks

1. Select, “ ”

2. Under “Action”, select

3. Name the new
. Data Collection Instruments
instrument and o] e
select

2 Uoload.|

4. Before vyou can Instrument name

Complete the Demographics

Form options: Survey options:

@ Form Display Logic | i=Survey Queue | | %o Auto Invitation options ~ | [ 2 Survey Login

& survey Notifications |
MyCap Options:

Fields g E”:Er'\%g‘yai ,a;ac‘;‘;faai Instrumentactions  Survey and MyCap related options

& Baseline Date Settings ©

. o = - - - A
31 = 7] Choose action =~ | | & Survey semings || + Automated Invitations |

MyCap Task settings, you have to designate the event(s) in which to include this task. Follow the REDCap prompt to
Navigate to Designate Instruments for My Events to designate the Active Task to an event.

Task Setup is not accessible!

Online Designer.

Designate Instruments for My Events

This instrument has not been designated for any events. Use the link below to include this instrument in an event(s), and then return to finalize the MyCap Task Settings in the

5. After designating the Active Task to an event, you are redirected to the MyCap Task Settings to finalize the setup.
6. Configure the appearance and schedule, and press

Publishing Changes to MyCap Tasks & Schedules

Once the initial MyCap Tasks settings have been finalized, users MUST press
settings and before participants are able to see Tasks. User should press

to assess the
after making any

changes to MyCap task schedules or MyCap App Settings. The Publish button will appear green if there are any changes
made that need to be published. Once an updated version is published, participants automatically see the updated
configuration when they open their App. Changes made to instruments enabled as MyCap Tasks (e.g., new questions,
deleted questions, new response options) will automatically appear in the app.

To publish task settings:

1. Go to the Online Designer OR the
MyCap App Settings screen.

2. Click

Note: MyCap versioning is automatic.
When participants complete a Task,
the MyCap version is logged and can be
viewed in the REDCap exports.

Frequently Asked Questions:

& Project Home  iSProject Setup (4 Online Designer  [Ji Data Dictionary B Codebook

BB YIDEQ: How 2o use shis page

The Online Designer will allow you to make project mod
NOTE: While in development status. all field changes will take effect immediately in real time

Data Collection Instruments

Instrument name

Cemographics

r project/user or sxernal libraries

& Publish new MyCap version |3

0 Create snapshot of instrus

ments 10r31/2022 9:58am

ions to fields and data collection instruments very easily using only your web browser.

MyCap Options:
0 App Settings [

E View Enabledas Enabled as
Fields ' =

F su

88 Baseline Dote Settings o

Instrurm jans  Survey and MyCap related options

o

=@

+Automated Invitations

v

1. When do push notifications go out and can | change task schedules? 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 via MyCap App Settings. 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. Note that notifications are not sent for infinite tasks because they do not have a scheduled

due date.

2. Whatdo participants see on their app when a task is due? Participants will see any task(s) due for the day in
the “Due Today” tab on the ‘Activities’ screen in the app. See screenshot.

3. Can participants complete data that was due before their install date? Yes, as long as the task is configured
to allow ‘retrospective data entry’. There is an “Overdue” tab in MyCap where participants can see a list of

‘overdue’ tasks.
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4. Canluse multiple baseline dates? No, not in a single project. If tasks need to be based on multiple baseline

dates, not just a single baseline date or the install date, you could create separate MyCap projects for each
trigger date. For example, you could have one project to capture tasks that are to occur while a participant
is in the hospital after a surgery (baseline = surgery date), and another project to capture data from tasks
based on the participant’s discharge from the hospital (baseline = discharge date).

5. Can MyCap notify participants about a one-time task until it is completed? If a one-time task has a “days
delay” parameter set, a notification will be sent the day the task becomes available, but it does not recur
each day until it is completed. Only one notification is sent. Alternatively, if you’d like to limit how long the
task is available AND send notifications, you can set a task to repeat (e.g., daily) and end after # days or when
it is completed 1x, for example. In that case, participants will be notified when the task is set to repeat (e.g.,
daily) until ONE of the “end by” parameters have been met.

© Set the Task Schedule: B Copy below settings To: - J

Relative to which date task should @ |nstall Date
be scheduled?
\_) Baseline Date
Schedule it how many times? O one Time
O Infinite
® Repeating
C' Repeats| paily v

) Fixed

Number of days to delay 0

End this Repeating task O Never
® when any of the below conditions are TRUE:
& after it has been completed | 1 times
After| 21 days have elapsed

() At exact date: B M/DfY

6. Can I schedule a task to occur for a certain number of days and then stop? Yes. If you'd like to limit how long
the task is available, you can set a task to repeat (e.g., daily) and fill out the “End this Repeating task” parameters.
Multiple parameters can be set. For example, it can be set to end after it has been completed # times, after #
days, or on exact date. Participants will be notified to complete the task until ONE of the “end by” parameters
have been met.



