Script for setting up experience sampling study
What?
The experience sampling study aims to collect data from employees in two ways.
1. Employees will wear a Fitbit. This allows us to collect hard and validated data regarding sleep. 
2. Employees will fill in multiple surveys. These surveys address various topic; from sleep quality to job performance and creativity. 
Study set-up
The experience sampling study happens in multiple phases. The outline of these phases can be found below.Monday before start-up: baseline survey

Saturday morning: last morning survey & end survey

Friday morning: stop wearing the Fitbit

Monday-Friday: participants fill in multiple surveys, daily  and hourly

Saturday-Sunday: participants receive their first surveys via text message

Friday (start-up): participants start charging and wearing Fitbit





1. The baseline survey is distributed among the participants on Monday before the actual start of the study. This is a deliberate choice, since we need the data from the baseline survey to set up the Fitbit-accounts and surveys. We will not let the participants set up their own account, since this is a lot of work and when things go wrong, we won’t have access to their Fitbit-data.
2. On Friday, after filling out the baseline survey, participants start wearing their Fitbit and the actual study starts. 
3. On Saturday and Sunday, participants receive the first surveys via text message on their phone around 6:00 a.m. This survey will assess their sleep and energy level in the morning. We will not ask the participant anything else during the weekend (except for wearing their Fitbit).
4. From Monday till Friday, participants get regular messages. A first one to fill in the morning survey, assessing how participants slept, how they are feeling, etc. After that, the work day starts, and the participants get hourly surveys, asking how they are feeling and what they are doing. In the evening they receive one last notification to fill in a survey, assessing their activities after work and so on. Those hourly surveys can/will be different for every employee, since we will use the information from the baseline survey to set-up the surveys. So, if your working day start at 09:00, the morning survey will appear when they wake up and the first hourly survey will appear at 09:55 (after one hour of working), the second at 10:55. We will program the surveys five minutes before every hour, since most meetings/ lessons/ other activities start at a specific hour (e.g. meeting at 10:00). Asking people at 10:00 might therefore be difficult and result in many missing values. 
5. On Saturday, participants receive their last morning survey and end survey via e-mail. Since it’s a quite long survey, filling it in on a laptop is more comfortable. 
Preparation
Phase 0: before study
Participant hunting
Search for participants, ask them to send their e-mail addresses to you. Collect every participant and their contact information in an Excel-sheet. The Excel sheet should contain following information:
· Name
· E-mail address
· Period of participation
· Participants number (e.g. p015) 
If you have more participants than Fitbits, you can spread the study across multiple weeks. We noticed that some participants started wearing their Fitbit immediately when they received them. As a result, we have participants that created their own Fitbit account and this makes it difficult for us to access the data. We created a message that states: “Hi, great that you opened me! Please wait until Friday to start wearing me, because you will receive more information then to log in.” We put this message in the Fitbit box. 
Purchase Google domain 
Purchase a Google Domain (100 aliases). There are a few reasons for this purchase:
· We will use this for creating Fitbit account when they have already one.
· It looks more professional for participants to have a ‘carveproject’-address during the study instead of creating ‘fake’ Gmail-accounts.
· We can override and reuse the addresses for new groups of participants.
This purchase is less than 20 dollars for a year (so we get more quality for a small price). This is only necessarily when participants already have an existing Fitbit account on that e-mail address. In this case we will create a google e-mail address linked to their personal.
 


Prepare survey DISTRIBUTION
Prepare the survey in the app (Do it Later, available on Android phones). More information below! 
It’s important to mention the participants that they cannot open their Fitbit-app before filling in the morning survey. So, create a message box closing the morning survey, stating that they can now open the app.  You can create templates with the different messages in the app (Do it Later). In the end double check for spelling errors and whether the notifications work. When you see an alarm clock in the notification screen, the app will function. Make sure that the telephone is constantly charged, because if not the app will shut down to save battery and the messages are not send automatically.
Prepare QUALTRICS SURVEYS
· We have programmed the English version of the surveys in Qualtrics. In total there are 13 surveys
· Baseline
· Morning survey
· Evening survey
· One survey per hour (for 9 working hours)
· End survey
Translate the mails that will automate the sending of the baseline and end survey and the information concerning the Fitbits. We included some piktocharts to make the emails more understandable. It is optional if you also want to include these. (More information on this below - please use SAVE AS when you translate or change something, or you will also change the English message that I have to use for some respondents).
Phase 1: beginning of the study
PUT PARTICIPANTS LIST INTO QUALTRICS
Prepare the list in excel
· The goal is to create a list to later import to Qualtrics. Some of the column names will be a bit strange, but Qualtrics can only understand 3 types of columns and otherwise it is impossible to automise the emails and their reminders.
· Create an excel file with the following columns (these column names should literally be this!!)
· First Name: put the respondents first name here
· Last Name: put the respondents personal code here. We worked with personal code for the survey p015, Fitbit accounts such as p015@carveproject.net, and password of the Fitbit CarveProject15. So, in our case for this respondent in the Column Last Name, we put 15
· Email: their private or work email address
· Save as csv file
Import into Qualtrics
· In Qualtrics, click on contacts (right above corner) and choose create new participant list (csv)
· Follow the steps to import – give the list an understandable name to you. E.g. the date of the start-week or the name of the organization and assign it to the right folder. 
· In the survey itself (below) you are able to choose this participant list when you set up the emails.
Send out and schedule email with baseline (monday) and ENDSURVEY (SATURDAY)
· This email can be sent on Monday manually or it can be scheduled automatically using Qualtrics. As Qualtrics allows us to also send follow up mails automatically, this is the preferred option that we will further discuss. 
· Go to the baseline survey and click on distribute survey. Choose email
· Send to: participant list (as described above)
· Email from and respond to: that is per default my email address, but you can change both manually. I changed them for me to carve@kuleuven.be
· Set timing: I chose the Monday at 9 AM, four days before they start wearing the Fitbit
· You can save your message (please use SAVE AS, or you will also change the English message that I have to use for some respondents). Later on, you can just click the saved message that you want and it appears automatically so you can easily send it out to a second group.
· You will see in this message that we use ‘last name’ to personalise their code.
· Click send later and you will automatically go back to the start page where you see an overview of the emails that will be sent.
· Schedule a reminder
· You cannot choose your participant list, this will automatically be sent to everyone who has not filled it in by a certain date. The rest of the information is as it was above.
· Set timing: I chose Wednesday around 11.
· When you alter the message, please again use SAVE AS.
· Schedule a second reminder
· The second reminder is for those who have not filled it in by Thursday 16h and it states that they were too late and cannot longer participate to the trial that starts the next day.
· When you alter the message, please again use SAVE AS.
· Schedule a thank you message
· This message includes information on starting with the Fitbit. It discusses how to install the Fitbit and their account information. We mention a link with the most frequent questions answered https://gratistoolbox.wixsite.com/carve/fitbit-faq-en
· Timing: Friday around 10.
· You will see in this message that we use ‘last name’ to personalise their Fitbit account and password. 
· When you alter the message, please again use SAVE AS.
· You can already schedule the end survey messages as you want. The process is the same as above, except that we only use one invitation email and one reminder. We send this out the first time on Saturday morning and the reminder is planned for Monday noon.
We will send the e-mails to their personal or work e-mail addresses. . 
Schedule the text messages for participants
Participants receive the links to the surveys via text messages. The app we use for this is Do It Later (Android). It enables us to program text messages in advance. A few things have to be kept in mind when using this application: 
· the phone that is being used has to be constantly connected to WiFi for optimal functioning of the app. 
· You need a certain abonnement with a trustworthy provider. 
· Make sure the battery saving of the phone is off. It might switch off the application, stopping it from sending the messages. 
· This app is developed for Android so you can only download it on Google Play Store. 
· When you schedule the messages, make sure that an alarm clock will appear in the navigation dock. 
· We therefore use an old phone that stays at the office 24/7, connected to WiFi, constantly charged and the app left open 
Things to do before scheduling the messages.  
· Make it yourself easy by putting the participants into your contact list with their participant number as contact name 
· Download and open the Do It Later app. 
· Open the app and choose ‘+’ in the lower right corner of your screen 
· Type your different text messages and save them as templates. Make sure that there are no spellings errors and that you copied the correct survey link. We decided to create different hourly surveys for every time point. This means that per day there are 9 different surveys (of course with the same content, but behind the scenes these are different surveys). It will enable us to organize the data in an easier and more trustworthy way. In the table below, you can find the correct links to the surveys. These have to be copy-pasted in the messages you schedule. Please make sure you select the correct language and time point.  If you create template, the actual scheduling will go more smoothly. Also, once you scheduled them, you can keep changing them. So, the text message with the morning surveys from last week, can be rescheduled for next week, without having to rewrite the message. You only have to select the message that you want to send, the participants number and the date. All your messages will be saved in templates and you can select out of them.  
One disadvantage of the app is that you can only schedule the same message for three persons (if you are using the free version). So, you will have to copy paste a few times. Big advantage is of course that is works!  Based on the answers participants gave in the baseline survey, we can now personalize the survey per participant. Based upon this we will group the participants in groups of 3. 
· Download the data of the baseline survey in Qualtrics as CSV 
· Open the data file 
· In the file you will see that the participants answered when they wake up and go to work. Look at this data and see if you find any similarities 
· Start grouping your participants in groups of 3 that have similar timing of waking up. You will use these groups for scheduling the morning surveys.  For example, participants 36, 40 and 50 wake up at 6 AM, then we will schedule that they receive the morning survey at 5:30. 
· The participants also mentioned when their working day starts. Make again groups of 3. We will use these groups for scheduling the hourly survey. For example, participants 35,40 and 48 start at 8:30, then will they receive T1 at 9:25. As mentioned before, we should schedule the text messages five or ten minutes before every hour/ shift. Usually meetings, lessons and other activities are scheduled on a certain hour. It might be hard for participants to interrupt their activity when it just started. 
· You can use the same groups for scheduling the texts for start wearing the Fitbit, the evening survey and for thanking them to participate. 
Scheduling the messages
· Choose ‘+’ in the lower right corner of your screen 
· Choose message (see picture) 
· Allow permission to the app to read your contacts 
· Choose the group of participants that you want to send the message 
· Select the right template. Make sure that you select the right template for the different hourly surveys. 
· Don’t activate the ‘ask me before sending’. It would imply you confirm every time before the message is send. 
· Select the custom-button. It allows us to schedule the messages more precisely 
· Select the right date and hour for this specific group! Pay attention to the AM and PM difference. 
· Choose repeat and then select daily. For the morning survey and hourly survey, we will choose that the messages repeats 5 times. Be aware of the fact that the morning survey in the weekend is different. Then we let it repeat 2 times (Saturday and Sunday). 
[image: ]			 [image: ]
Below you can find a scheme which indicates when to schedule each message. NOTE: Make sure to set the right dates and check whether you included the correct links to the surveys. 
[image: ]For the hourly survey we will select that the messages repeat daily on that specific hour. We will also indicate that the daily repeat will stop after 5 times. 
We always need the custom-button here. It allows us to schedule the messages more precisely!

Important: Since we have different groups, you have different starting points. You schedule hourly T1 for example on Monday, at 8:55, and repeat daily. T2 will be scheduled on Monday, at 9:55, and will be repeated daily (also see the changed scheme).  Those hourly surveys will be different for each participant/ group. This also means that T1 can be scheduled at 8:55 for participant A, and at 13:55 for participant B (depending on their answers on the baseline survey).


	
	DUTCH
	ENGLISH
	BULGARIAN

	T1 (hourly)
	https://kuleuven.eu.qualtrics.com/jfe/form/SV_9KY385Dw0BrTBVb
	https://kuleuven.eu.qualtrics.com/jfe/form/SV_8J4cNOfNAo73h2J
	https://kuleuven.eu.qualtrics.com/jfe/form/SV_0iw3qubz4zPfdQx

	T2 (hourly)
	https://kuleuven.eu.qualtrics.com/jfe/form/SV_0TXLVK8GB9OrFnD
	https://kuleuven.eu.qualtrics.com/jfe/form/SV_4Jv4Tkbpf6V4LBz
	https://kuleuven.eu.qualtrics.com/jfe/form/SV_8oZGUg7l5w8utBb

	T3 (hourly)
	https://kuleuven.eu.qualtrics.com/jfe/form/SV_1H1kcfcX0SmSdBH
	https://kuleuven.eu.qualtrics.com/jfe/form/SV_9RCX1PmrOEbu2Ff
	https://kuleuven.eu.qualtrics.com/jfe/form/SV_3JKunbBSJ1BfkTH

	T4 (hourly)
	https://kuleuven.eu.qualtrics.com/jfe/form/SV_5oRGJ4SIGYdCRKJ
	https://kuleuven.eu.qualtrics.com/jfe/form/SV_6MboWzcjvnZVpVH
	https://kuleuven.eu.qualtrics.com/jfe/form/SV_3z3gnklOPYJjiBf

	T5 (hourly)
	https://kuleuven.eu.qualtrics.com/jfe/form/SV_0ecyusNQP3T5eg5
	https://kuleuven.eu.qualtrics.com/jfe/form/SV_0GwcUUKpfsLZFqd
	https://kuleuven.eu.qualtrics.com/jfe/form/SV_dh5GkOKYpmgmRFP

	T6 (hourly)
	https://kuleuven.eu.qualtrics.com/jfe/form/SV_b7QesH4Q3eKjjOl
	https://kuleuven.eu.qualtrics.com/jfe/form/SV_cBepeIeQWIr8jNH
	https://kuleuven.eu.qualtrics.com/jfe/form/SV_4MCq6H7kjYnhPEx

	T7 (hourly)
	https://kuleuven.eu.qualtrics.com/jfe/form/SV_eJOqH0onsfOaecR
	https://kuleuven.eu.qualtrics.com/jfe/form/SV_6VFVgtyxhVLJsG1
	https://kuleuven.eu.qualtrics.com/jfe/form/SV_bvAJWsCmFSm1wPj

	T8 (hourly)
	https://kuleuven.eu.qualtrics.com/jfe/form/SV_3IuQWCeXe6xhyTz
	https://kuleuven.eu.qualtrics.com/jfe/form/SV_8dZTjMGibf2gNXT
	https://kuleuven.eu.qualtrics.com/jfe/form/SV_ahgxWnnNZqBfd53

	T9 (hourly)
	https://kuleuven.eu.qualtrics.com/jfe/form/SV_bqnDWgPFSogamUJ
	https://kuleuven.eu.qualtrics.com/jfe/form/SV_eWhKBJXmRcNT66x
	https://kuleuven.eu.qualtrics.com/jfe/form/SV_43k7n6Gsr1ungIl




	MAANDAG
	VRIJDAG
	ZATERDAG - ZONDAG
	MAANDAG - VRIJDAG
	ZATERDAG

	MAIL MET BASELINE
	SMS 2:
Fitbit dragen
Eénmalig, vrijdag 14:00
Beste deelnemer,
Onze studie gaat vanaf morgen van start. Wij herinneren u er graag aan om vandaag uw Fitbit op te laden en ten laatste vanavond om te doen. 
De Fitbit-app geeft aan wanneer de batterij van uw Fitbit bijna leeg is. Gelieve deze dan zo snel mogelijk opnieuw op te laden.

Tot morgen!
Het CARVE-team
	SMS 3:
Ochtend-survey
Tweemaal, zaterdag en zondag-ochtend (uur afhankelijk van baseline maar liefst voor uur van opstaan)
Beste deelnemer,
Alvast een goedemorgen en fijne dag gewenst. Hieronder vindt u de link naar de survey. 
[link]
Gelieve uw Fitbit-app pas na het invullen van de survey te bekijken. 
Moest u de Fitbit nog niet omhebben, gelieve dat dan zo meteen te doen.
Bedankt!
Het CARVE-team
	SMS 4: 
Ochtend-survey
Eénmaal per dag, (maandag-vrijdag), uur afhankelijk van baseline maar liefst voor uur van opstaan.
Beste deelnemer,
Alvast een goedemorgen en fijne (werk)dag gewenst. Zou u onderstaande survey willen vervolledigen? Gelieve de Fitbit-app pas te openen na het invullen van de survey.
[link]
U zult gedurende de werkdag elk uur een korte survey ontvangen, alsook vanavond. 
Alvast bedankt voor uw deelname!
Met vriendelijke groeten
Het CARVE-team
	LAATSTE OCHTEND-SURVEY + END SURVEY
VIA E-MAIL

	
	
	
	SMS 5-14: 
Uurlijkse survey T1 t.e.m T9
Dagelijks (maandag-vrijdag), uur afhankelijk van baseline
Beste deelnemer, 
Hieronder vindt u de link naar de korte uurlijkse vragenlijst (…).  [link]
Met vriendelijke groeten
Het CARVE-team
	

	
	
	
	SMS 15: 
Avond-survey
Dagelijks, om 21:00
Beste deelnemer, Wij wensen u een fijne avond. Zou u voor ons onderstaande survey willen invullen?  Alvast bedankt!
Met vriendelijke groeten
Het CARVE-team
	

	
	MAIL MET PRAKTISCHE INFORMATIE OVER DOWNLOAD FITBITAPP
	
	SMS 16:
Vrijdag, na ochtendsurvey
Beste deelnemer, U heeft alle fitbit-data verzameld. Dankjewel! U mag vanaf nu stoppen met het dragen van de fitbit en deze inleveren bij uw contactpersoon. Vergeet hierbij niet uw laatste gegevens te synchroniseren met de app. U ontvangt wel de rest van de dag nog de uurlijkse surveys, om ook vandaag in kaart te brengen.
Het CARVE-team
	



	MAANDAG
	VRIJDAG
	ZATERDAG - ZONDAG
	MAANDAG - VRIJDAG
	ZATERDAG

	MAIL WITH BASELINE 
	SMS 2:
Wear Fitbit 
Once, Friday 14:00
Dear participant,
Our study will start tomorrow. We would like to remind you to charge your Fitbit today and put it on tonight at the latest.

The Fitbit app indicates when the battery of your Fitbit is low. Please reload it as soon as possible.

See you tomorrow!
The CARVE team
	SMS 3:
Morning survey
Twice, Saturday and Sunday morning (hours depending on baseline but preferably before hours of getting up)
Dear participant,
We wish you a good morning and a nice day. Below you will find the link to the survey.
[link]
Please only view your Fitbit app after completing the survey.
If you do not yet have the Fitbit on, please do so immediately.
Thanks!
The CARVE team
	SMS 4: 
Morning survey
Once a day, (Monday-Friday), hours depending on baseline but preferably before hours of getting up.
Dear participant,
We wish you a good morning and a nice (working) day. Would you like to complete the survey below? Please only open the Fitbit app after completing the survey.
[link]
You will receive a short survey every hour during the working day, as well as tonight.
Thanks in advance for your participation!
With best regards
The CARVE team
	LAST MORNING-SURVEY + END SURVEY
VIA EMAIL

	
	MAIL WITH PRACTICAL INFORMATION ABOUT DOWNLOADING FIT BIT APP
	
	SMS 5-14: 
Hourly survey T1 to T9
Daily (Monday-Friday), hour depending on baseline
Dear participant,
Below you will find the link to the short hourly questionnaire (…). [link]
With best regards
The CARVE team
	

	
	
	
	SMS 15: 
Evening survey
Daily, at 9:00 PM
Dear participant, We wish you a pleasant evening. Would you like to complete the survey below for us?
[link] Thanks in advance!
With best regards
The CARVE team
	

	
	
	
	SMS 16:
Friday, after morning survey
Dear participant, You have collected all fitbit data. Thank you! From now on you can stop wearing the fit bit and hand it in to your contact person. Please don’t forget to synchronize before you do so.  You will keep receiving the hourly surveys today. The CARVE team
	



Creating fitbit accounts 
We will create the Fitbit accounts for the participants, since it is easier to access the data.  
· Go to fitbit.com and select in the right above corner ‘log in’
· Select sign up 
· Fill in the their personal/ work email and the password of the Fitbit will be: CarveProject… followed by their individual participant number. Keep track of the passwords and email addresses in an excel file. 
· Select: “I agree to the Fitbit Terms of Service” and “ I agree to the transfer of my personal data to the United Stated and other countries with different data protection laws”. Leave “keep me updated” blank. Now the participants will not receive spam mail. Click on join Fitbit 
· If the website says that there already is an existing profile with that email address. We will solve this problem through google domain. Their personal email will be linked to a google email. If you create a google domain address, make sure that you change this in the participant excel file and let the participant know how they can log-in. 
· Agree with the policy statement 
· Fitbit will ask some personal information, we will fill this in with very general information (see pictures) 
[image: ] [image: ]
creating a google domain for fitbit account
Your participants have indicated they want to join the study and have now received all necessary information. We’re only going to create an address linked to their personal/ work e-mail addresses when they have an existing Fitbit account. How to do that? 
· [image: ]Go to Google Domains 
· Click “Manage my domains” 
· If you’re not signed in with the Carve Project-account yet, you should also follow this steps:
· If it is the first time you use the Carve Project-account:
·  Right upper corner: “Add account”. 
·  Email: carve.kul@gmail.com
·  Password: Carve1KUleuven
[image: ]
· If you used the Carve Project-account before, select Carve Project in the upper right corner.
· You now see this page. Click on carveproject.net. Go to Email (on the left side of your screen).
[image: ]
· Here you can create the anonymised addresses. In the left lower box, you fill in what you want to be the new address (e.g. p001). In the right lower box you fill in the participants personal address. Then click add. (THIS STEP IS OPTIONAL)
[image: ]
NOTE. We can create 100 new addresses on this domain. After certain participants finished the study, we can remove their addresses and create a new one them for the next participants. This way every participant starts with a new and blanc account and cannot see the data of other respondents. Be sure to download the Fitbit data before deleting the account because we need these for the feedback doc and for research
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Phase 2: end SURVEY
Programming end survey
Make sure the end survey is ready for distribution. Check for lay-out, spelling errors and so on. This end survey should be sent by email (since it’s is a quite long survey, filling it in on laptop is more comfortable). 
This survey consists of the participants experience of the last week, so we changed the verbs from present to the past tense. 
DATA CLEANING AND FEEDBACK reports
DATA CLEANING
Participants receive a feedback report at the end of the study, which indicates their scores and gives them some tips & tricks to improve their chronotype fit or misfit. We are now creating and testing this report. It will be made with Excel and mail merge. 
There are twee steps to download the data from Qualtrics and Fitbit. First, we will download the data from Qualtrics and putting it in Excel. 
Qualtrics data 
Import the data
· Import the data 
· Download in each separate data file (so per language 13 surveys) 
· Click on data & analysis
· Choose export 
· Select legacy format (right top) – csv
· Get csv files out of zip files
· Save all csv files in data folder
· Make a new excel file 
· Make for each survey (baseline, morning, evening, hourly and end survey) a different tab
· You can find an example in the dropbox file. 
· For the baseline and end survey 
· Open the data file
· Select all the data and click on data and choose “text to columns” 
· Select delimited with commas and finish 
· Select the ID-column and choose sort & filter and sort A to Z. This will sort the ID numbers from small to large. 
· Copy the data and go to the all_data file 
· Leave the first two columns blank and paste the data 
· Copy the ID number to the first column 
· In the second column you can indicate in which language they filled in the questionnaire
· For the morning and evening survey 
· Repeat the first three steps of the baseline and end survey
· Copy the data 
· Go to the big excel file, select the right tab and leave the first three columns blank. 
· Paste the data
· In the second column, you copy the ID number 
· In the third column you manually add the day in which they filled it in. Saturday is day 1, Sunday day 2, etc. until Friday which is day 7.
· The first column ‘concat’ is created to help the automatic merging of all the data in the ‘merged data’ tab. It is the combination of the ID number (column 2) and the day (column 3). You create it by using the formula: =CONCATENATE(B2;C2). Once you filled in the formula for 1 participant, you put your cursor on the bottom right of the cell and drag down to the end of the new data or double click to do the same. 
· You do the same with the evening survey, there you will only have day 3,4,5,6 and 7 since we didn’t send evening surveys in the weekend. 
· For the hourly survey 
· For each hour you have a different file. So you have to repeat the first three steps for every file. 
· Copy the data and go to the big excel file and leave the first four columns blank. 
· Past the data. 
· In the second column you copy the ID number 
· In the third column you manually add the hour in which they filled the questionnaire in. So if you go file by file, you can first fill in 1 for all participants, then 2, etc. 
· In the fourth column you manually add the day in which they filled it in. Monday is 3, Tuesday is 4, etc. until Friday which is day 7. To make it yourself more comfortable rank & order the start data and then order the ID number. This will make sure that the hourly’s are ordered for each day for & participant. Then you can first fill in 3, then 4, etc. for each participant. 
· The first column ‘concat’ is to combine column 2,3 and 4 by the formula =CONCATENATE(B2; C2; D2). Once you filled in the formula once, you can drag the cell down to the end of the new data. 
· For the fitbit data 
· The fitbit tab is further discussed in the section below
· For the merged tab 
· All the data from the different tab will be automatically put into the merged data tab. This file ‘reads’ the data from the other tabs with the VLOOKUP function. Normally the first column (A; ID) is needed to link the data. If there is an error in the column, there will be no integration of the data. It should automatically add the new ID numbers from the baseline tab. However, if it does not, manually copy the first column with the ID numbers from the baseline survey. The rest should go automatically from there.
· For the feedback tab 
· First, copy all the data from the ‘merged data’ tab. You can do this by putting your cursor in the top left of the screen to select the entire tab (or press ctrl A). Then copy all the data (Ctrl c). 
· Go to the ‘data for FB’ tab and paste the data there by using the paste values option (right click mouse, paste, paste values).
· Press Ctrl F, replace, in the find what box put #N/A and in the replace with box put nothing. This way you will actually delete all the cells that have #N/A in them and create a cleaner feedback sheet. 
Clean the data 
For all the questionnaires 
· It can be that some participants filled in multiple times the same questionnaire. First, you will have to check if it’s the same participant, because it can be that another participant filled in the wrong number. This mistake occurs when they have numbers that often resemble (92 or 95). A trick is to look at the net number and see if it matches.  If it’s really the participant that filled in twice the survey, then you keep the most recent one. 
Evening survey 
· In each evening survey, we asked the participants which leisure activities they did. 
· The problem is that some didn’t follow the prescribed notation method. So, you have to check and change manually the typos. 
Hourly questionnaires 
· The day and hour 
· Some participants don’t remember which questionnaire they already filled in. 
· So it can be that for hour 5 and 6, the participant filled in questionnaire 5.  So go through the excel data-file and look at the different hourly questionnaires and their time-point. Since you have to manually add the day and hour, you can change it. 
· Task data 
· Each task is also indicated by 1 or 0, but in the feedback report each task has a different number. Our goal is to replace the 1 by the specific task number. 
· You can do this by selecting the colomn in the excel of the task
· Press CTRL+F
· Select “replace” 
· Fill in “find what”: 1 
· Replace with: the specific task number (1-8, a, b, c) 
· Press “replace all” 
· Do this with every task (1-8, a, b, c) 
· Secondly you have to manually add a column after the H_performance. This column will be the summary of the different tasks that a participant performed during one hour. 
· You can implement this by using the formula: =S2&T2&U2&V2&W2&X2&Y2&Z2&AA2&AB2&AC2&AD2 (select all the different tasks) 
· Once you filled in this formula, you can drag this down to all the new data. 
Fitbit data 
Download the data 
· Go to http://accounts.fitbit.com and log in with the participant’s username and passwords. 
· Go to the settings and choose data export. 
· You can select these options or you can also select a precise time interval to download data (“custom”). However, since each participant will have a different Fitbit account, it is much faster to select last month with one click (rather than clicking a lot to select the concrete date) and you are not risking to download data that pertains to a different participant that took part in the study before. 
· We will include the data of activities and sleep. 
· Select csv file format 
· When you click “download”, you will get an csv file. 
· Rename it with the number of the participant. 
 [image: ]			[image: ]
Input the data 
· Open the data file
· Select all the data and click on data and choose “text to columns” 
· Select delimited with commas and finish 
· Copy the data and go to the all_data file 
· Leave the first three columns blank and paste the data 
· In the second column you will manually add the participant number 
· In the third column you will add the day (1-7) 
· The first column ‘concat’ is to combine column 2,3  by the formula =CONCATENATE(B2; C2). Once you filled in the formula once, you can drag the cell down to the end of the new data. 
Clean the data 
· The first and most important aim of cleaning the data is to correctly identify what is actually sleep (night sleep, naps) and what is not sleep (inactivity due to charging, etc.) To do that it is necessary to contrast this data with the reported data from the diaries each day to identify the sleep window every day. 
· Sleep 
· When you add the day, you have to look at the sleep window and look if it resemble the reported sleep window. 
· An important remark is that sometimes Fitbit separates one night sleep into two parts (e.g. happens when parents wake up for a longer while).  If both of these parts fall more or less in the reported sleep window, these scores (the minutes of sleep and being awake) have to be summed up and should be included in the line that corresponds to that night’s sleep. 
· Nap 
· Participants are telling us in the morning survey if they took a nap the day before.
·  If yes, then you will have to look if Fitbit identified day sleep the day before and you will keep an additional sleep identified by the Fitbit during the previous day. I would suggest to create to new variables in the excel file and call it “Fitbit_nap-yes/no” and “Fitbit_nap-minutes”, so there is only one line for each day. 
· [bookmark: _GoBack]If participants said they didn’t have a nap the day before, but Fitbit has identified that there was “sleep”, you just ignore and eliminate this sleep. It was probably caused by inactivity due to charging. 



APPENDIX 1: emails for Qualtrics Baseline survey
New distribution email – on monday morning
Dear ${m://FirstName},

First of all, thank you very much for your interest in our study. In the coming two weeks, you will gain more insight into your energy level throughout the day and your sleeping rhythm. To get to this insight, you will have to fill out several questionnaires over the coming time and wear a Fitbit for a week. In this first email, we will give some more information on what the exact process is that you will go through and we will help you get started. 

This study follows the following timeframe: 

[image: C:\Users\u0064556\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\E9B5EC59.tmp] 
 
More specifically, this means that you will start today by filling out a questionnaire. In this questionnaire, there are some pieces of information that will allow us to send you texts with short questionnaires and other information, starting this friday. We thus ask you to fill out this questionnaire as soon as possible, and latest by Wednesday noon by clicking at the following link: ${l://SurveyLink?d=Take the Survey} or cut and paste this link in your browser: ${l://SurveyURL}

Your personal code for this questionnaire is: p0${m://LastName}. 
Latest on Friday, you will get a Fitbit for loan at work. You will receive an email on Friday from us with specific instructions on how you can install your Fitbit. For privacy-reasons, we ask you to use an anonymous account that we created for you. Please wait until you receive this information from us next Friday.

Thank you again for participating. 
We wish you an inspiring period. 

Best regards, 
The CARVE project team


Follow the link to opt out of future emails:
${l://OptOutLink?d=Click here to unsubscribe}



B. Reminder – Wednesday morning
Dear ${m://FirstName},

We have noticed that you did not find the time yet to fill out the questionnaire. Without this questionnaire, you will not be able to start wearing the fitbit and registering your energy the day after tomorrow. We thus want to ask you to fill it in today or latest tomorrow before noon. Below you find all the information again.

Best regards,
the CARVE project team
---------------------------------------------------------------------------------------------------------------------

First of all, thank you very much for your interest in our study. In the coming two weeks, you will gain more insight into your energy level throughout the day and your sleeping rhythm. To get to this insight, you will have to fill out several questionnaires over the coming time and wear a Fitbit for a week. In this first email, we will give some more information on what the exact proces is that you will go through and we will help you get started. 

This study follows the following timeframe: 
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More specifically, this means that you will start today by filling out a questionnaire. In this questionnaire, there are some pieces of information that will allow us to send you texts with short questionnaires and other information, starting this friday. We thus ask you to fill out this questionnaire as soon as possible, and latest by Wednesday noon by clicking at the following link: ${l://SurveyLink?d=Take the Survey} or cut and paste this link in your browser: ${l://SurveyURL}

Your personal code for this questionnaire is: p0${m://LastName}. 
Latest on Friday, you will get a Fitbit for loan at work. You will receive an email on Friday from us with specific instructions on how you can install your Fitbit. For privacy-reasons, we ask you to use an anonymous account that we created for you. Please wait until you receive this information from us next Friday.

Thank you again for participating. 
We wish you an inspiring period. 

Best regards, 
The CARVE project team


Follow the link to opt out of future emails:
${l://OptOutLink?d=Click here to unsubscribe}


C. reminder 2 postponing participation – Thursday afternoon
Dear ${m://FirstName},

We have noticed that you did not find the time yet to fill out this questionnaire. Without these responses, you are unable to start wearing a Fitbit and registering your energy from tomorrow onwards. Seeing as it is too late now to program your personalized account by tomorrow, we will have to postpone your participation for the time being. We will contact you to see if we can have you participate at a later time. You can still fill out the questionnaire for your future participation. The link for the survey is: ${l://SurveyLink?d=Take%20the%20Survey}

Best regards,
the CARVE project team

Follow the link to opt out of future emails:
${l://OptOutLink?d=Click here to unsubscribe}


D. THANK YOU EMAIL TO START WEARING FITBIT – FRIDAY MORNING
Dear ${m://FirstName},

It is time! You can start wearing your fitbit. If all is well, you have received him earlier today, or you will in the coming hours. The intention is that you wear the fitbit from tonight onwards for a week. You can wear it during the day, but the most important thing is that you use it to register when and how well you sleep. Next week Friday morning, you can take it off again and give it back to whomever gave it to you. Below we will give you another overview of the whole trajectory for completeness sake. 

[image: C:\Users\u0064556\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\2AABFAAD.tmp] 

So, how do you start wearing a fitbit?
We have used this email address(the one you are receiving this email with) to create a fitbit account for you.
Just download the Fitbit-app on your smartphone. Login to (!do not create a new account) the account that we created for you with this email address as a login and password: CarveProject${m://LastName}.

Want more information to get started?
* For how to install the fitbit please look at the information below this email. Sometimes company servers disrupt the showing of this image. if this is the case, use the following link to see the picture: https://gratistoolbox.wixsite.com/carve/fitbit-piktos
* If you have questions, please have a look at our FAQ page: https://gratistoolbox.wixsite.com/carve/fitbit-faq-en
* Still stuck, wanting or needing more? Just reply to this email.


Thank you again for your interest. We hope you will have an inspiring week. 
Best regards,
The CARVE team

[image: C:\Users\u0064556\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\5A900E43.tmp]


Do you no longer wish to receive emails or stop with this study? Click here:
${l://OptOutLink}

APPENDIX 2: emails for Qualtrics ENDsurvey
A. New distribution email – on SATURDAY morning
Dear ${m://FirstName},

Our study is ending. If all went well, you have given your fitbit back to your contact person yesterday. Today you will receive the final questionnaire. Please fill this out as soon as possible, now you can still actively remember last week. We therefore ask you to fill out this questionnaire as soon as possible, and latest by Monday noon by clicking on this link:  ${l://SurveyLink?d=Take the Survey} or by cutting and pasting this URL in your browser: ${l://SurveyURL}

Your personal code for this questionnaire still is: p0${m://LastName}. 
Once the questionnaire is filled out, we will start making your personal feedback report. Soon you will get an invitation and more information from your contactperson about your potential participation to a workshop to discuss the results of your personal feedback report. 

Thank you again for your contribution.

Best regards,
The CARVE project team.


Follow the link to opt out of future emails:
${l://OptOutLink?d=Click here to unsubscribe}


B. Reminder – Monday morning
Dear ${m://FirstName},

We have noticed that you did not find the time yet to fill out the questionnaire. Without this questionnaire, it will be difficult to make a full feedback report for you. We thus want to ask you to fill it in today or latest tomorrow before noon. Otherwise you might forget too much about how you experienced last week. Below you find all the information again.

Best regards,
the CARVE project team
---------------------------------------------------------------------------------------------------------------------
Dear ${m://FirstName},

Our study is ending. If all went well, you have given your fitbit back to your contact person yesterday. Today you will receive the final questionnaire. Please fill this out as soon as possible, now you can still actively remember last week. We therefore ask you to fill out this questionnaire as soon as possible, and latest by Monday noon by clicking on this link:  ${l://SurveyLink?d=Take the Survey} or by cutting and pasting this URL in your browser: ${l://SurveyURL}

Your personal code for this questionnaire still is: p0${m://LastName}. 

Once the questionnaire is filled out, we will start making your personal feedback report. Soon you will get an invitation and more information from your contactperson about your potential participation to a workshop to discuss the results of your personal feedback report. 

Thank you again for your contribution.

Best regards,
The CARVE project team.


Follow the link to opt out of future emails:
${l://OptOutLink?d=Click here to unsubscribe}
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