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Projects Basic Overview 
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Tip: you can also collaborate on the question level. You can add notes to questions. You can access the 
notes tool here, by clicking on a question:  

 

Notes will appear as such:  

 

 

 

Creating a Project 

 



9 | P a g e  
 

 



10 | P a g e  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



11 | P a g e  
 

Survey Basic Overview 
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Tip: ‘Piped text’ is a way to recall demographic information throughout the survey process. For example, if 
you would like to address your users by first name, you can use ‘piped text’ to link first name (if you asked 
your users this at the start of the survey) on subsequent questions.  
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Tip: Add ‘page breaks’: you can accomplish this function using the right-hand tab, ‘add page break.’ We 
recommended that you break-up a survey over many pages. This will increase response rates and limit 
survey fatigue.  
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Tip: Please use AWC static theme. This will help standardize AWC surveys and help with marketing 
campaign.  
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Tips 

• ‘Auto-Number Questions:’ for use to keep track during survey drafting. This will automatically 
number all questions within a survey, disregarding the order in which a question was created.  

 

• ‘Reset Recode Values:’ Sometimes you’ll want to reset all of your recode values. Maybe you 
copied your survey from an old one and don’t want the same recodes, or maybe you made many 
edits you don’t like and want to start over. If you go to ‘Tools’ and select ‘Reset Recode Values,’ 
your recode values will be removed, and your data will calculate based on default choice IDs. For 
example, your first choice in a question will usually value 1. 
 
 

• ‘Collaborate:’  
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o We recommend you ‘collaborate’ your surveys with Arturo Magaña 
(arturo.magana@azwestern.edu). Check-mark ‘edit,’ ‘view reports,’ ‘activate/deactivate,’ 
‘copy,’ and ‘distribute.’ This will allow Arturo to view, edit, and offer clear advice and 
edits on your surveys.  

 

 

Tips: ‘Review’ offers many tools. Of which these are particularly important:  

o ‘Spell Check:’ we recommend you use this tool before you publish your survey.  
 

o ‘Check Survey Accessibility:’ we recommend you use this tool and make any suggested 
edits before publishing. This tool will help make surveys accessible to people with 
disabilities and mobile users.  

 
 

o ‘Analyze Survey:’ this tool will provide you with an overall score on how accessible your 
survey is. Please follow any tips and edit accordingly.  
 

 

 

Tip: ‘Quotas:’ for use when you’d like to only field responses from a certain number of participants. To 
access:  

mailto:arturo.magana@azwestern.edu
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o Navigate to ‘Tools’ + ‘Quotas ‘+ ‘Add A Quota’ + ‘Simple Logic Quot’a + ‘Set Count’ (e.g. 
100 participants) + Question + Select question which the quota will compile + set 
conditions:  

 

 

Tip: ‘Import/Export Survey:’ for use to import/export. Export survey to a Word Doc, if you’d like to print 
out your survey and provide to participants in hard-copy form.  
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Creating Questions 
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Question Types and General Tips for Use 
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Tip: Limit the use of ‘Matrix Table,’ ‘Slider,’ and ‘Side-by-Side’ questions, as these questions are not 
accessible and difficult to comprehend for many people. Also, they are not particularly accessible on 
mobile devices.   
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Tip: Limit the use of ‘graphic-slider’ question, as this question type is not accessible.  
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Distributions Page Basic Overview 
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Customizing your Email Message 
Tip: the simplest way to distribute is through an ‘anonymous link.’ You can send this link out through your 
AWC email—this will increase response rates, as participants will more than likely recognize an AWC 
email account. If you decided to compose an email through the Qualtrics platform, there is a possibly that 
some of your emails will be filtered by your participant’s spam filters.  

 

 

You can share this link on various platforms. You can invite participants to your survey through your AWC 
email or institutional social media pages. If you decided to share your survey link through an email, we 
recommend you follow these tips when creating your email:  

Invitation Message/Email Survey Link 

Subject line 

Avoid using the words, “free,” “help,” “percent off,” “survey,” and using exclamation points and all caps.  

 

Message Body (Example)  

 

 

 

 

 

 

 

 

 

 

 

Susana,  
We at AWC want to hear from you! We are conducting research on student 
perceptions on our CAMP Program and want to hear from your experience. 
The survey will only take 3 minutes of your time. We thank you for your time.   
If you have questions, contact John Smith, js@azwestern.edu.  
 

Specific to respondent 

Provides realistic time estimate 

Provides contact info 

Uses 50 words or less 

Clearly states 
survey purpose and 
why participant 
was selected 

Thanks them 
in advance 
for their time 

mailto:js@azwestern.edu
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Qualtrics provides estimated response times on the projects page 

 

Tip: You can then provide the survey link below your message. You can also compose an email through 
the Qualtrics platform, by clicking on the emails tab on the left hand-side of your screen on the 
distributions page.  

 

  

Tip: Please remember to update the ‘reply-to-email’ field—you will want to include your AWC email here. 
This way, your participants can contact you with any questions. You can add a question from your survey 
to your email body—this will increase participant rates.  
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Tip: After you send the initial survey request, we recommend you ‘schedule reminder’ to those 
participants who have not completed your survey. For those that have completed your survey, you can 
‘schedule a thank you message.’ If you decided to send your survey out through the Qualtrics platform, 
you can craft a reminder and thank you message here:  
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Tip: You can see which participants have not completed your survey, you can download a list of 
participants who have or have not finished your survey. This will download as an Excel spreadsheet.  

 

 

 

 

Tip: Once in Excel, you will be able to view which participants still need to complete the survey, as noticed 
by a designation of ‘email sent.’ Then, you can specifically target those participants in your reminder 
email.  
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Data & Analysis Page Basic Overview  

 

Tip: If participants request to ‘retake or delete their survey,’ you can fill this 
request with the ‘Data and Analysis’ tool. Navigate to your participant’s 
response and use the drop-down menu to select either view response, 
delete response, retake response, retake 
as new response, or export to PDF. The 
‘retake response’ tool will provide you a 
link which you can provide your 
participant—their answers will then 
update on your reports based on their 
new responses. Use the ‘response in 
progress’ tool to find participants who are 
not yet completed with their work—you can then target these participants if 
you decided to email them a ‘reminder’ to complete the survey.  
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Tip: ‘Data and Analysis’ Tool is particularly helpful when analyzing recent responses. You can analyze 
responses based on a specific condition—e.g. if on one question participants selected educational 
attainment as high-school, and you want to see only those participants who are educated through high-
school, you’d set your condition with the ‘add filter’ tool to analyze only responses from this population.   

 

As you can see from the above filter, the responses are filtered to only show those that meet the 
condition—answer to question 2 was ‘Yes.’  

Tip: ‘Partial Responses’: you may decide that you want to record or delete partial responses in your 
findings. In order to do either of these, access the ‘partial completion’ tool on the ‘survey options,’ under 
the ‘survey’ tab. 

 

There are various options. You can record or delete 4 hours after first or last activity or up to a year later.  

Tip: ‘Export & Import’ data: you can export data in various formats. If you filter any responses on the ‘data 
and analysis’ tool, only those filtered responses will export. Clear filters if you want to export a complete 
set of data.  
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Tip: ‘Edit’ tool: you can use this to edit any wording on the data.  

Tip: you can use ‘Tools’ to ‘create a new field,’ ‘translate comments,’ ‘save layouts,’ ‘delete data,’ ‘choose 
columns to display,’ and ‘select page size.’ All these tools can alter the presentation of your data.  

 



51 | P a g e  
 

You can also analyze ‘text’ responses through Qualtrics.  

 

 

Tip: for the ‘Text’ tool, you can query for specific phrases and words. Qualtrics offers suggested topics. 
When you create a topic, Qualtrics provides you with an analysis of your topic. For example:  
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Results-Reports Page Basic Overview  

 

Tip: How to download/export report data: use the ‘share report’ function and click on your file type 
preference:  
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Tip: Qualtrics automatically creates default reports for you based on your survey responses. But, if you’d 
like to create a custom report—e.g. if you’d like to only analyze question 8 of your survey—you can 
create a report under the ‘reports’ tab, on the left hand-side drop down menu, by clicking on ‘default 
report,’ and then, ‘create new report.’  

 



55 | P a g e  
 

 

 

 

 

 

After you have created a new report, navigate to the settings icon on the right-hand side of your page 
and click on ‘edit report.’  

 

‘Edit report’ allows you to specify which questions and analysis you want to 
include in your reports.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Tip: Qualtrics will now provide you with a report with your selected question. You can then customize 
report using the ‘metric,’ ‘decimal places,’ ‘breakout,’ ‘title,’ ‘visualization,’ ‘display,’ and ‘color options’ on 
the right-hand side of your screen. If you would like to include other information into your report, you can 
‘create custom page.’ This will add a page to your report, which you can then customize based on ‘data 
source’ (question on survey), ‘metric,’ ‘decimal places,’ ‘breakout,’ ‘title,’ ‘visualization,’ ‘display,’ and ‘color 
options’ on the right-hand side of your screen.  

You can share your reports using the ‘share report’ tool. You can download your reports as PDF and Word 
documents, powerpoint slides, and CSV (Excel spreadsheets) files. Also, you can export raw data and 
schedule a report email, which will attached your report in the specified file formatting.  
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You can provide your report through a webpage. To do this, click on ‘manage public report.’ Qualtrics will 
provide you a link your participants can access the webpage. The reporting on this webpage will update 
according to new participant survey responses.  
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Methodology Best Practices (Research Methodology) 
Beginning of Survey General Tips 
 

Tip: At the start of the research process, create a research plan.  

Typically research plans include a general research section, which is then broken down into business 
questions, strategic questions, and, ultimately, your survey questions, which are specific to a population, 
a time, and an analysis goal.  
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End of Survey General Tips 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Ask yourself 
• Are my research questions answered? 
• Did my answers influence an action? 

• Did you follow best practices? 
• Should I edit my survey? 

• Adjust questions accordingly, reduce 
bias or fatigue to participants.  
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Biases and General Tips to Reduce Bias  

👉👉Consistency Bias 

The commonly held idea that we are more consistent in our attitudes, opinions, and 
beliefs than we actually are, i.e. being unable to see the changes in your 
thoughts/opinions because you’re sure you’ve always thought the same way. This occurs 
during the survey process, where participants try to be fair and consistence with what 
they answered before during the survey. We recommend researchers should be 
particularly aware of the order in which questions are asked. 
Consistency biases can occur when we ask these two questions in a particular order, such 
as, are you supportive of US journalists traveling to Russia? If we then ask, right 
afterwards, are you supportive of Russian journalists traveling to the U.S., perhaps people 
will alter their responses to be consistent with their previous responses.  

 
We can limit consistency biases throughout the survey by ‘randomizing’ the order of  
questions. Access randomization on Qualtrics following these paths on the block level:  
 

 
 
You can access randomization on Qualtrics following these paths on the question level:  
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👉👉Interpretation Bias 

An information-processing bias, the tendency to inappropriately analyze ambiguous 
stimuli, scenarios and events. This bias can occur during the survey process when a 
participant reads a question’s meaning incorrectly. We recommend researchers should be 
particularly aware of the order in which questions are asked.   

For example, if we ask our participants, what is your company’s profit? And if we then 
ask, how would you rate your company’s health? Perhaps our participants will rate the 
company’s health by how much the profit is, incorrectly reading the meaning of the 
question.  

We can limit consistency biases throughout the survey by ‘randomizing’ the order of 
questions.   
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👉👉Priming Biases 

Priming describes how ideas prompt other ideas later on without an individual’s 
conscious awareness. When exposed to certain stimuli, such as words or images, your 
future perceptions and decisions will be influenced by what might seem irrelevant item. 
We recommend researchers should be particularly aware of the order in which questions 
are asked, because a question’s order can pre-dispose respondents to answer in a 
particular way.  
For example, if we ask, what is your favorite ice cream? If we then ask, what is your 
favorite dessert?—because of the order of these questions, we are leading our 
respondents down a particular path. If there is no inherent order, consider ‘randomizing’ 
questions to reduce bias.  
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Minimizing Survey Fatigue, Bias, and General Tips For Survey Completion 

👉👉Primacy Effect 

The primacy effect occurs when you're more likely to remember words at the beginning 
of a list. A suggested reason for the primacy effect is that the initial items presented are 
most effectively stored in long-term memory because of the greater amount of 
processing devoted to them. 
This is most common in list questions. To limit this, we recommend randomizing question 
responses (at the question level) and questions at the block level.  

 

 

 

 

👉👉Acquiescence Bias 

Acquiescence bias is a category of response bias in which respondents to a survey have a 
tendency to agree with all the questions or to indicate a positive connotation. Acquiescence 
is sometimes referred to as "yea-saying" and is the tendency of a respondent to agree with a 
statement when in doubt. 
To limit this, we recommend you focus questions on the respondent’s experiences, not their 
reaction to a statement—e.g. How satisfied are you? How unsatisfied are you?  
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👉👉Straight Lining 

Where participants click the same responses down the line, especially when answering matrix table 
questions. To limit straight lining, we recommend putting one line per page, and not using matrix table 
question types.  

 

Instead, try this:  
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• Do not include “Don’t know” as possible question responses. These responses offer an easy way 
out for participants and are difficult to analyze.  

o We recommend you provide a midpoint response option instead—e.g. “neither satisfied 
nor dissatisfied.”  
 

• Ambiguity bias: The ambiguity effect is a cognitive bias where decision making is affected by a lack 
of information, or "ambiguity". The effect implies that people tend to select options for which the 
probability of a favorable outcome is known, over an option for which the probability of a 
favorable outcome is unknown. 

o To limit ambiguity effect, we recommend you use simple, clear phrases that cannot be 
misinterpreted and words that that have only a single meaning.  
 

• Social desirability bias: is a type of response bias that is the tendency of survey respondents to 
answer questions in a manner that will be viewed favorably by others. Do not write questions 
that include “On average, how often do you…?” Instead ask about a specific time frame—e.g. 
“During the last 7 days, how many days did you exercise for more than 30 minutes?”  
 

• Leading and complex questions 
o We recommend you use, direct, neutral working and include both ends of the scale in the 

question text—e.g. “extremely important…..not important.”  
o Keep questions short and simple and avoid asking about more than one item at a time.  

 
• Evaluating participant attention 

o We recommend you ask participant to commit to providing quality answers at the 
beginning of your survey.  

o For sample, at the start of your survey we recommend you write a question such as, “We 
care about the quality of our survey data. Do you commit to thoughtfully providing your 
best answers?”  
 Yes 
 No 
 I cannot promise either.  
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Mobile Device Accessibility General Tips  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

     Use simple questions 

     Limit open-ended questions 

     Play only 1 or 2 questions per page 

     Position scales, if any, vertically 
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Survey Length General Tips 

 
You should strive to make your surveys as short as possible—this will increase survey completion rates.  

Leading and complex questions 

• We recommend you use, direct, neutral working and include both ends of the scale in the 
question text—e.g. “extremely important…..not important.”  

• Keep questions short and simple and avoid asking about more than one question at a time.  
 

Do not include many long text answer boxes, double topic questions, and matrix tables—this can tax survey 
comprehension and lower completion rates.  

Design each question with analysis and reporting in mind—this will save you time in the long run.  

Longer surveys result in lower completion rates and lower quality.  

 

 

 

 

 

 

 

 

 

Length of Survey 
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Use These Questions Sparingly  
 

 

 

‘Matrix Tables:’ use these questions sparingly. These are difficult to answer, they do not increase 
response time, do not limit survey completion times, are not accessible to people without a 
formal education, they favor fast responses over thoughtful responses, can lead to straight lining, 
and are not accessible on mobile devices.  

We recommend you split each row into separate questions.  

 

 

‘Open Text Questions:’ use these questions sparingly. These produce anxiety in many participants, 
participants will provide a wide range of answers, these questions are difficult to analyze and 
quantify for researchers, and, many times, participants skip these questions.  

We recommend you only use these questions as follow-ups to multiple choice questions, when you 
want further, clarifying information.  

If you decide to use open text questions, provide a motivating statement within the question for 
the participants—e.g. “Your feedback will help us improve for your next experience.”  

 

 

 

 



68 | P a g e  
 

 

‘Slider Questions:’ use these questions sparingly. These questions have the potential to limit 
comprehension. Also, these questions are not very accessible on mobile devices.  
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Increasing Response Rates General Tips 
 

 

Response rates are positively affected by respondent motivation, invitation message, survey experience 
and length of survey, and timeliness.  

Distribute survey immediately after event to increase accuracy and response rates.  

It is best to send surveys out on Monday mornings, Monday’s which are not holidays. Friday is the worst 
day, in terms of survey completion rates, to send out your surveys.  

Email reminders to participants who have not completed your survey. Do not remind participants more 
than twice. For more information on how to send out reminders visit the Qualtrics website.  

INCENTIVES THAT WORK! 

https://www.qualtrics.com/support/survey-platform/distributions-module/email-distribution/reminder-thank-emails/
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71 | P a g e  
 

Invitation Message/Email Survey Link 

Subject line 

Avoid using the words, “free,” “help,” “percent off,” “survey,” and using exclamation points and all caps 
on the subject line.  

 

Message Body (Example)  

 

 

 

 

 

 

 

 

 

 

 

Qualtrics provides estimated response times on the projects page 

 

 

 

 

 

 

 

 

 

Susana,  
We at AWC want to hear from you! We are conducting research on student 
perceptions on our CAMP Program and want to hear from your experience. 
The survey will only take 3 minutes of your time. We thank you for your time.   
If you have questions, contact John Smith, js@azwestern.edu.  
 

Specific to respondent 

Provides realistic time estimate 

Provides contact info 

Uses 50 words or less 

Clearly states 
survey purpose and 
why participant 
was selected 

Thanks them 
in advance 
for their time 

mailto:js@azwestern.edu
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Advanced Technical Tips (Research Core)  
Advanced question types  

 

‘Timing:’ This question lets you record and manage how long a participant spends on a page. This 
question will not be displayed to the participant. We recommend this question for use on tests and 
quizzes, as these are usually timed. Section blocks or an entire survey can be timed. For an open-ended 
survey, we suggest do not use this question, as survey completion times vary per person.  
 
‘Captcha Verification:’ This question will help you verify actual human interaction with your survey. We 
recommend you use this question at the beginning of the survey, if at all.  
 
‘Meta Info’ Question: This question will record the participant’s meta/browser information. It will not be 
displayed to the participant—you can collect browser type, browser version, operating system, screen 
resolution, flash version, java support, and user agent. This data is useful when analyzing how your 
participant’s access your survey—we can then plan future surveys accordingly.  
 

Adding graphics/images to questions 
You can add images at the question level and at the choice level, by accessing the ‘rich content editor.’  

 

Then, click insert graphic 

 

You can then insert a graphic from the library or you can upload a new graphic. 
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Enriching Questions with Styling and Media 
You can alter content using the ‘rich content editor,’ on the question level. Change fonts, alignment, 
and link to webpages.  

 

 

Applying Styles to Your Survey  
You can change survey themes by accessing the ‘look and feel’ tool.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
AWC has its own survey theme you can use 
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With this tool, you can also change your survey’s page transitions, and general styling, like fonts.  
 

Displaying and Hiding Questions  
 

You can display and hide questions, for specific participants, in various ways. Through ‘skip logic,’ 
‘display logic,’ or ‘branch logic.’   

‘Skip logic:’ Skip logic is a feature that changes what question or page a participant sees next based on 
how they answer the current question. Skip logic creates a custom path through the survey that varies 
based on a respondent's answers. Access the tool by following these steps:  
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Set a condition:  
 

 

 

‘Display logic:’ You can use Display Logic to create a survey that is customized to each respondent. When a 
specific question or answer choice pertains only to certain respondents, you can set Display Logic on it so 
that it shows conditionally, based on previous information.  
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‘Branch Logic:’ Allows you to hide entire blocks from participants, if they do not meet a certain condition. 
This is useful if you want to filter participants. For example, if you want to survey only AWC students you 
can work something like this.  

First write a question like this 

 

Then, navigate to the survey flow and add a new element.  
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Than, click on branch. And add a condition. This will set your filter.  

 

 

 

Select question we wrote previously—are you currently enrolled at AWC?  

 

 

 

Then add an end of survey element below this branch condition. We will then customize the end of 
survey element.  
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Customize the element and click on override survey options and the screen out response box. This will 
override the settings and will filter out those participants which do not fit conditions to be redirected to 
the end of the survey.  

 

 

 

Finally, you will position the branch element, with the end of survey element below, below the block with 
the original question we asked within the survey flow page:  
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Now you can filter out those people who are not enrolled at AWC.  

 

Validation Tools 
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We recommend you limit ‘force responses’ throughout your surveys, using them for responses such as 
email addresses and contact information. Including many force responses throughout can increase survey 
fatigue and frustration.  
 
We recommend you use ‘request responses’ on particularly important questions throughout your survey.  
 
For further information on custom validation and custom validation messages, please refer to Qualtrics 
XM Support.  
 

 

https://www.qualtrics.com/support/survey-platform/survey-module/editing-questions/validation/
https://www.qualtrics.com/support/survey-platform/survey-module/editing-questions/validation/
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Question Randomization 
 
‘Question randomization’ can be applied at the block level (which will affect and randomize all questions 
within a block) and at the question level (which will only affect a particular question). Access these tools 
by following these paths:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
We recommend you use question randomization to limit survey fatigue and to limit biases induced from 
previous questions.  
 
Question randomization can also be applied at the survey level. To access the randomizer tool, click on 
survey flow. From survey flow, click on add a new element here. Click on randomizer. Then nest your 
blocks, by using the move button—drag and drop the blocks below the randomizer element.  
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This will allow your participants to randomly access a set of questions within a block when they start their 
survey. Your participant may see the default question block or they may see a new question block—they 
are randomly assigned to one or the other. A key option in the evenly present elements option. It ensures 
that 50% or your participants will see the default question block or the new question block.  
 

Survey Termination Settings 
 

 

You can access various survey termination options from the survey options menu.  

‘Show response summary’ is particularly useful if your project was an events registration.  

If you’d like to ‘redirect participants’ to the AWC website, sue the redirect to full URL too.  

You can also send your participants a ‘custom end of survey message’ and ‘anonymize responses,’ if you 
are conducting a truly anonymous survey.  
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Evaluating Multiple Products on The Same Scale: Loop and Merge Tool  
 

Tip: in order to use the ‘loop and merge’ tool, you will have to use 2 question blocks. The first block will 
have the question you want to base your loop on. Make sure to set the first question block as ‘multiple 
answer’ so respondents can choose more than one answer—the tool will then circle around and show to 
the respondents a separate question, in the subsequent block, based on what they answered in the first 
block. The second block will contain the questions you would like to loop or repeat for each of the 
previously selected choices.  
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Creating Contact Lists  
 
Creating a contact list is a simple way that helps you distribute your survey to a long list of people at the 
same time. Access the ‘contacts’ tab on the upper right-hand corner of your screen:  

 
 
 
 
 
 
 
 
 

 
From the contact page, click on create contact list, on the upper right-hand corner.  
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Name and save in one of your folders.  
 

 
 
Then, follow prompted instructions. You can add a contact list manually, by adding one by one, or you can 
import a spreadsheet with a list of names and emails. In order to import a spreadsheet, follow Qualtrics’s 
formatting.   
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Expected formatting is in this form:  
 

 
 
When prompted click on ‘consolidate duplicates’—if a contact was already in the system, their 
information will update based on new information.  
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