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Projects Basic Overview

About the Projects Page

All Qualtrics sessions begin on the Projects page — a one-stop shop listing all the XM projects you

have created and those that have been shared with you. The Projects page lets you:

oo qualtrics
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Organizing, Viewing, Searching, & Sorting Projects

The Projects page displays practical, at-a-glance information to help you organize, view, monitor,

track, and sort through your projects. For example:

:: q u altrlﬂ 5 Projects Contacts Library Admin Survey Director Helg @
i
My Active Tickets Oipen more than 24 hours Mty New Tickets in 24 howrs Aoy Resohstion Time 4 Days Resoluton Time Trend
Follow-up
View All Tickets 1 41 1 41 0 0 mintes
x G)
@Cl Support Pagesl B | Last Moddified |'|: 4) o 4 Creats Project
Al Projects L1
Projuct Type
Shared with Me o 18t 30 Days Project Name
(6)
Starred -y
U izad O sy
e L ' " 3 Status
Bio 100 Registration Fo Caemve ) 6 110
AP ; Modified Apr 18, 2018 + Loat Modified Status Questions Rosponses
Created
Delote & 0 Reaponses
Survey
u . Crirviet
Buni Guiz " Country Questionnaire NEW 10 0
Modified Apr 10, 2018 Group Status Questions Languages
< Support Pages k1]

Track any tickets assigned to you or your team by your XM projects.

View and organize projects by folder or category.

Expand or collapse your projects for easy viewing.

Sort your projects by various criteria, such as Project Type, Project Name, or Last Modified.

Search for projects by name.

View metrics summarizing your projects.
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On the far-right of every project name you'll see a small dropdown arrow that opens the project
actions dropdown menu, which will greatly facilitate your navigation of that project. From here you
can Activate, Rename, Copy, Edit, Translate, and Delete your projects, and more.

ﬁ Survey Q
Bio 100 Registration Form 6 @ Close

Modified Apr 18, 2018 Status Questio

« Collaborate

A Rename Project

B survey W Copy Project
Country Questionnaire NEW 10
Modified Apr 10, 2018 Status Questio  # FEditSurvey

[# Preview Survey

B Translate Survey

More Than 30 Days Ago o
<=7 Distribute Survey
O Ssurvey B Data & Analysis
Independent Project 9 | il viewReports
Modified Mar 21, 2018 Status Questio

3 Delete Project

Go to the Organizing & Viewing Your Projects page for step-by-step examples of how to get the most

value and power out of the Projects page. On this page you will go through:

1 The project actions dropdown menu's options.

2 The organization of your folders and categories.

3 The sorting and searching of your projects.
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Collaborating On Projects

Collaborating on projects is as easy as clicking Gollaborate from the project actions dropdown menu.

ﬁ Survey °
Bio 100 Registration Form 6 @ Close

Modified Apr 18, 2018 Status Questiol

" Collaborate

A Rename Project

ﬂ - @ Copy Project
Country Questionnaire NEW 10
Modified Apr 10, 2018 Status Questior  # EditSurvey

[# Preview Survey

&0 Translate Survey

More Than 30 Days Ago P
- <7 Distribute Survey
© survey B3 Data & Analysis
Independent Project 9 il viewReports
Medified Mar 21, 2018 Status GQuestior

€3 Delete Project

If your account has the proper permissions, you can collaborate with:

* |ndividuals inside your organization.

* Teams within your organization.

& Collaborators outside your organization.

* New collaborators that may be added later.
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To begin collaborating, enter a collsague’s email address in the Collaborate popup menu.

Collaborate with Karl

Share this project with Karl
Custom Message (Optional)

Let's Collaborate!

Cancel « OK

(™ |

You determine the security level of the projects you share. You can designate full or limited access.

¢ Full access rights: Allows collaborators unrestricted access (while still protecting your account

information).

* Limited access rights: The Collaborate on Project popup menu lets you customize access to

specific collaborator needs.
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Collaborate on Project: Learn the Research Core

Emily § BV NI User and Group Address Book

Usar Edit View Reports Activate/Deactivate Copy Distribute

* Details # Details L4 o o =

[=
£

Cancel ' Save

For example, translators may be limited to Edit permissions only while their Activate/Deactivate and

Distribute permissions are disabled.

When people invite you to collaborate, their projects will show up in your Projects page. There is even
a folder called Shared with Me to help you find these projects quickly.

i Tickets Dpen mors than 24 hours My New
Follow-up My Actre
View All Tickets 141 141
x
(] supportPages B=| Lastw
All Projects &7
Shared with Me o pot 30 Davs
Uneatagorized 14 °. By 3 ;
Bio 100 Registration Fo...

Brand Awareness | Modified Aps 18, 2018

' Support Pages k| ° i

Country Questionnaire
Maodifisd Apr 10, 2018

Viocalize 3

+ Mew Folded
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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:

Actions

] Add Page Break
L, Add Display Logic Notes will appear as such:

£ Add skip Logic
||=. EopyiQuestioy 0 seconds ago Arturo Magana  This is a collaborative note your peers will see.
% Move Question

E Add MNote Hide Discussion | | Add a Comment

Q, Preview Question

Creating a Project
Creating a Blank Survey Project

Blank Survey projects are surveys you build from scratch.

1 MNavigate to the Projects page by clicking the XM logo or clicking Projects on the top-right.

ﬁ: @]alt |‘|CS @ Projects  Contacts Library Admin Survey Director  Help |i)

My Actior Thcknts Openmons than 28 hours My New Ticlonts in 24 hours Awg. Resclution Time 14 Dy Rvsolution Timne Tr

Follow-up

View All Tickets 1 41 1 41 O 0 mEntes

[ Al Projects Status ~ Q, Saarch Projoct + Croats Project
° Survay
Single-Instance Incentives Pa... 6 18 I.i.l..lli..
Modifiad Apr 20, 2008 Status Questions Respenses 12 Day Trend
B Surary
Rin 100 Reaistratinn Earm AETIVE 6 110

2 Click Create Project.
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3 Click Blank Survey Project.

0 Research Core RESEE{Ch CDI’G

Customer Experience

’9 Employee Experience .

Product Experience E';ﬂe;?u“-ﬂ :‘lr:)ject s g;zs‘tf;m'ﬂ

e’ Brand Experignce

@ Collapse Cancel

Gitip: If you don't select a folder, the project will fall in the default Uncategorized folder.
You can always move your survey to a different folder later on. See our Organizing
Your Projects page for more information about folders and subfolders.
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4  Enter a name for your survey.

Research Core

Customer Experience

39

Employee Experience

Product Experience

QU

Brand Experience

@ Collapse

< Research Core

Blank Project
Start with a blank survey project and build it to suit your

needs. Learmn More

Projact Name

Customer Satisfaction @

5 Click Create Project.

After clicking Create Project, you'll be taken to the Survey tab where you can begin adding questions

to your survey.
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Survey Basic Overview

As the Survey tab opens, you'll the see the survey editor's most prominent features:

;: Learn the Survey Editor Projects  Contacts  Liwsry Help (L)

Sagreny Aection Dowtrizations [uata & Aralyss Aeperiy

| & :
& Look&Fesl =C SurveyFlow ) Sorvey Options <, Teoh =y Colsboiwis

Learn the Survey Editor
O

Ll Click to write the question texd

Q Tk 1wt e |

Click o widts Ofsosow 3

ik o 'wrvie Cregice 3

W oot Qusstions Froe 4 Crosts a Mew Cusstion

Walsdption Options
Force Raspenan -

Vskdation Typa
= Mo
Cratern Vilaaton

1 Question block
2 Question editing area
3 Cuestion editing pane

4 Survey toolbar

o Qtip: Clicking on a question’s editing area opens its editing pane.
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Block Basics

All survey guestions are created, edited, and stored inside blocks. Every survey includes at least one
block initially called the Default Question Block.

Three elements appear in every block:

88 | oarn the Survey Editor

Library (1155 w

F i Projects  Contacts
Survey Actions Dt i tions Data & Analysis Aepoits
& Lock&Feel ™\ SurveyFlow £ SurveyOptions  ~, Tools ~ = Collsborate Q, Searct

Changs Question Typs

Learn the Survey Editor 5
a
- Oefault O ...-|_r,® Block Dptions Chokoas
Wiaw Block... 3 Edi Multiply
w @l Click to write the question text Viws Block i Survey Flow. Automatic Choices
# Cofigix o write Chikce 1 R
) Codlace Queaticns . AnEwers
Gl b0 wiThe Chokce 2 5
Clicin i werite Chosos 3 Lo Bioi. . My ipls Areer
Cusston Randomizstion. Mare...
Loap & hergs... Position
B import Queations From. Craato a New Queatin
. e e | [ e
Harrantsl
Move Block Up . Mare.,
Add Bloci
o Blook Dowen... Validation Options
Foree Fueponse -
Add Biock Baiow
Cogy Bisck.., waiidatian Type
* Mone
Bock To Library..
m’ i Custormn Vaddation
Cogry Cussstions To Libeary._
Disbaite Bsch_ Actions
Add Page Breaa

L Add Duplay Logie

1 Block name: Change at any time by clicking in the name box and typing a new name.

2 AddBlock: Lets vou create new blocks.

3  Block Options menu: Displays an array of one-click block editing choices.
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Blocks are best understood with a couple of examples:

* Many surveys start with an initial Demographics block which directs different respondents
(e.q., male/female, younger/older, education, etc.) to distinct survey question blocks that
precisely target their needs.

® An application of multiple blocks is revealed in the image below where a starting demographic
block collects first and last names. In the following blocks, the names can be recycled to
address respondents by their names with the use of Embedded Data logic. The names entered

can also be used to generate or update contact lists.

e Additionally, you could channel the various demographics down different survey pathways (i.e.,
one path for men and another for women) with Branch Logic.

* YYou can opt certain respondents out of the survey based on guotas achieved for a specific
demographic (i.e., guotas based on age, gender, or income level).

® Finally, you could display different survey endings to different demographic groups.
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Let’s look a little deeper:

Besviry At Castribetions Dats B Anslye g1

& lookAFesl ™\O SurveyFiow £ SureeyOptiom < Took a* Collsbarats
.

HTML Assessment Project
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T
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W oot Duestors From,
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£ o e e, onm " ruairios oo e
g < Pt i e Dt o oom ™ =Ohs e

i e TN wrwm G o COPT w00 T e

et Bt feera Dualtrica cemuart- cadfin

4 Creatna New Cusstion |

(% Provies Survy G, Sears

@ Back Optiors
Vit Bk

Wi Biack in Sarvey £igw..

Lo b Mwrge

HomtTrpwigu Byteon Tt

= Mgy Back U

= Mz ek Down
] Mook Bakow
ey Bz

Coery e T Libwry.

Cacry Grosationa Ty Litsary.

Dmgtn Sa<s

Charge Dusation Typs

Tt Tyrpe

bl Lirw
Txawy Tewt Bem
® Form

Fanwpo

W uiatie Ot o
«  Forom besporee ~

alidatie Typs
e
Cus e Wil ki

Aactiann

A3 Puge Breaa
L Aidd Doty Logic
' Ade Biop Legie
W Capy Questian
£ Mgwe Quastion

A Mots
S, Prevew Qumton

1 A second block (Easy Questions Block) appears below a renamed Default Question Block (now

called the Demographics Block).

2 The Block Options menu reveals block-level commands, such as Move Block Up/Down, Question

Randomization, and Collapse Questions (which shrinks a block’s questions for easier viewing).

3 Blocks are separated by a spacer (which includes a handy Add Block command).

For simple surveys, placing all of your questions in a single block is just fine. But as surveys become

more intricate, organizing questions into multiple blocks allows the application of sophisticated

survey Flow logic, branches, randomization, authentication, and Embedded Data logic.

Visit the Block Options page to learn how to take full advantage of blocks in building sophisticated

survey Flows.
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Question & Editing Pane Basics

Initially, a default multiple-choice guestion will be inserted into your Default Guestion Block. This
ensures that your block has at least one question to start with.

1

2

To add additional questions to a block, click Create a New Question.

== Learn About Blocks Prajects  ostects  Lbesy  Welp ()

vy At Dwirdntieen  Duts & Sosiyma Sepih

F ki el 22 Sewyies ) GeveyOptow <, Tl u Dolsboeme m [ ——

Learn About Blocks Chart Tt Thos

<01 Chok e write the guestion b Aubimmiia Cinion

o Tt e D |

ek by ey Consiced B

Bk b5 B o 3 W e

To add more questions, hover over any existing guestion and click the green plus (+) buttons

(erther above or below the existing guestion).
:: Learn the Survey Editor Prajects  Costacts Lbwy Hep ()

Sy Actiors DetrBatons Dol Adalysi  Regorts

o LmkAFesl 2 Bervey Fiow 0 Sureoy Oplioss o}, Teols «F Collaboria Q, s
Crampe Cusation Type
Learn the Survey Editor - _

o DR E R Mutiole
i What is your gender? Aol Cresesh
-0 Feomam e

Arma
Mt = Bingio hrgwa
Mt A
(2) o
e What is your sgal
Q Paithn
e 18 i
M foripanea
= More
- latln Qptoss
LR s Baspanad -
658

ks Ty
L3 ) " Nony
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3 Click the red minus (-) sign to delete a question.

Qtip: You can recover deleted guestions from the Trash at the bottom of the survey.
See the Deleting Questions section for more details.

4 Move guestions up or down in the survey with the question reorder controls to the left of the

guestion editing area.

EDITING QUESTION TEXT
You'll write questions, edit question text, and apply text formatting in the question editing area.
®® | parn About Blocks Projscts  Contsets  Lbesry  Help (L)

Burvey Articna Distribotions Durtn & Araafymes Respanrts

o lockAFesl ™2 SurveyFlow £ Survey Options <, Toals =) Collsborate @, Search

Crangs Quaition Type

Learn About Blocks

s : |, v | =) 3 (= Edi Matiple
01| Click to write the question text @ Auttomati Croscas

il b write Che 2
= writn Choice o m

ek e it Chaies 3

Position

B 'mport Guestions From & Create o New Question &

Acd Bock

Vilistion Optizha

Forpe Resporas -
Vst ion Type

& Mans
(=l
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1 Click in the question text (or answer choice) text boxes to enter or edit your text.

2 Click the Piped Text button to grab information from previous questions and blocks (e.g., pulling
in someone’s name from a Demographics Block to personalize a question).

3 Click the Rich Content Editor button to format your text by changing fonts, font sizes, applying

bolds, bullets, italics, and more.

Warning: GQuestions are numbered in the order you create them. If you change the
arder of your guestions by moving a question up or down, the question numbers

o DO NOT change.

Participants will see your questions in the order they appear your Survey Editor, regardless
of numerical order in which you created the questions. Read the Auto-Number Questions

page if you wish to re-number your questions, but that's not typically necessary.

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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CHANGE QUESTION TYPES

When you first click Create Project, a multiple choice question is inserted into your first question
block by default. However, you might want to change it to another type or style of guestion. Use the

question editing pane to choose among more than a dozen guestion types (e.g., Multiple Choice, Rank
Order, Heat Map, NP5, Graphic Slider, among many others).

o Qtip: Clicking on any guestion will open its unigue question editing pane.

To change question types:
1 QOpen the editing pane by clicking on a question.

2 Click the dropdown menu under Change Question Type.

& Lockhlodl N2 Sy T () Surveylptions o, Tooh ~ o Dulabersts m a
- =

Loarn the Survey Editor

R 5 o genaeT

S R~

o'l e
L
m.m
e
P
- carFos Bemtsenne = = =0 S ™ wny doas this restaarant not Bataly youT " Sorees Capture Traedgaas Tanit
LB N Paslion Tt e
o i = — . S Rt Hsanny

[rEws—, » - - - Add whins Space

o e . . e A L

3 Pick a new question type from the list.

4  Observe that the editing pane displays samples of each question type as you scroll over them.
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EDITING PANE OPTIONS

You can also use the editing pane to apply the specific options available for each unique guestion
tvpe (e.g., Automatic Choices, Vertical or Horizontal positioning, Force Response, etc.).

Let’s demonstrate how these commands work with the Gap Analysis guestion type:

o LockBFesl ™ SurveyFlow (3} Sureey Options 4 Tools -« Collsborate (4 Previes Suwvey Q, Sparel
- Changs Gusstion Typs
- 44 & g Ansiyna
i _—————.____G)

(=

- 84 5 o Edin Muitishs
- v Auomatis Categoriss
- B - Good ~
B ar g -@ Anwaern

ke
Catiigae s
E.: Esframaly good
L]
Somewhal gocd
Nertrer goed o el
Smarwhal bad
Extramaly sad

1 Categories: Decide how many options you want to display to your respondent by clicking the + or
— buttons. Check Automatic Categories and you can have sample categories filled in
automatically.

2 Answers: Use the + or — buttons to increase or decrease the number of possible answers.

3 Type: In this case, choose to emphasize either the positive or the negative emojis in your answer

choices.
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4 Validation Options: Click Force Response if you want to require a respondent to answer this

qguestion before continuing.

5 Actions: Lets you Copy, Move, and Preview guestions. Add Page Break lets you break guestions
out on separate pages so the respondent won't see too many guestions on a single screen. You
can also add Display and Skip logic to the question, in addition to notes.

Since there are more than a dozen different question types with a multiplicity of editing pane options
for each, you'll want to explore each of these more in the Creating Questions and Question Types
support pages.

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.

Cick to write the question text

BE ©

| Copy Guestion

$ Moo Quastien

Add Hote

W Import Guestions From._ = Create s New Question

O Preview Guestion

Toolbar Basics

Thetoolbar manages your survey's design options, security settings, and logic structures (i.e, Survey

Flow). It also lets you share, test, and preview your survey.

& LookA&Fesl ™3 Survey Flow £ SurveyOptiors 4, Tools = Collsborate m

LOOK & FEEL

Your survey's look and feel must hit the mark. It has been proven again and again that clear, good-looking
surveys get better response rates.

The Look & Feel menu opens settings that will help you design your survey, like choosing a theme, fonts,

colors, and headers. Here you can apply your institution's logos and color schemes.

You can alzo set a variety of survey experience choices, such as displaying a progress bar or having
guestions highlight upon selection.
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Gemeral Mt Button Tast ., . Highiight Questions
WNTTOLEMEA_ Turuss
g e Forrts, [Back Bution Tei: - . # (ostisn Separstor
F.' = Coloes Progrma Bar: Mo Progress Ba
7 mm——
Acwarced Puge Trarsition: Fade i
Grusitiors pe Page:
‘ W thank you for your time spant taking this survey.

Your responss has been ecorded.

EMEA

Tip: Please use AWC static theme. This will help standardize AWC surveys and help with marketing
campaign.
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Look and Feel

Theme A

Arizona Western
College

General

Need help?

Glacier Mountains

Mountain Valleys

Cherry Tree

Blank

Static Themes

Arizona Western College
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SURVEY OPTIONS

Survey Options presents a list of general settings that affect your respondents’ survey experience. These
settings include a command to add a back button to your survey, display a custom end of survey

message, include question numbers for respondents to see, and more.

You can also set Survey Protection settings. For example, you can stop respondents from taking a survey
more than once with the Prevent Ballot Box Stuffing option and set date and time ranges for Survey

Expiration. You can customize the Survey Experience too, such as changing a survey's language settings.

Survey Options

Surviy ¥ Baek Buthen. Erabie respondents bo ohange thisr respoeses.  DoCk Bution s not svadiabie acroas branches. Moe Infe
Exparience L d Cont Al b sarve and conlines laber
Skom Dusation Numb Lo For iry & Proyress Bar inabasd.
E U Cuntem Survey Vadation Messges...

Burvey Language: | English (US) ¥ | The hanguage the survey s weithes in.
Burvey Tile:  Onbng Sueviy Softwans | Quaitvs  This e will Sppear in th browasd &3 the window of Lab Btls.

Mot Descriphion:  Quafrios sophisticated onine . Search engines and social media srvices uss this desoription

Opan Asceia. Allow BTycrs 1o Lk thisl iy,
By lervitaition Dby, Pravent poophe Tromm Laking 15 Survsy Lsing & SRGmyTTsus surviry i

Pasdwerd Protection, Thi passwssd ool be efbensd 1o take this Survey:
Prevee! Baliol Bax 81uffing. Keep peopie from taiing this survey mose than once
HTTP Bidirer Virification, Tha wied Maudt S fiorm D LIRL 1 Lais the Sufvey:
Prirvae | icbaning. A Lagg wi| 2 aciched 10 2he sy 13 gomve s smarsh e s Fom e g o
o Bpours Partoipenty’ Files, Files uplopded 88 resdoeses can 0ndy be wiewed by users wih per s bo v

P
But iy Engr mitar Tt sy wei | (1'y Bt irmieiion P A Smcl ool clate fape.

Sastwy Dadnal and of U vey Messige
Terirataon Cutam il of furviry Sitiage .

e Redvect to sirsge s poTse repart.
Radirect to u bull URL, s "M fevwsguaiinca.ooe™

Qtip: You can also navigate to the Survey Termination Survey Options by clicking the blue End of
Survey element at the bottom of the survey editor. This allows you to edit what messages
people see, what websites they redirect to, and more when the survey has ended.
T Slightly likety
" Neither likely nor unlikely
Slightly unlikely
Moderately unlikely

" Extremely unlikely

i@ Import Questions From... 4 Createa Mew Question | ~

Add Block

A

End of Survey Survey Termination Options... ‘
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TOOLS

The Tools dropdown menu contains a variety of advanced survey features. These features include

options like Auto-Mumber Questions, Email Triggers, Quotas, Translations, Scoring, and maore.

Tools also contains specific survey building aids, like stripping formatting, generating sample test

responses for testing your surveys and exporting your survey to other formats.

& LochAFeal O Suresy Flow £ SurveyOptions | i, Tools = | = Colsbormie

At Mol Cusstions et

Fenat Recode Vahaa L
Aufomatic Chosios

W do you sufvey? (Chck all that apply.)

. Empsipens: (beam mwmbary and colsagse
Cundnmers. BRI [Business-So-usreasl Trisggern ¥ &ramers
Cutomas BET (Bt nam - 0-ooevsames Saesfoe ¥ # Segle Anpwer
Wbt A
Horpnida iegard o [-— Mo
Frignce, famely of COMMESTY MEmbes Coaint Asaryses
Ty rerraret andior Foucatis e ags Reunabie Choces » erthosl
Searing_. Mot
Ak
as Traralite Survery. o
« 1 How long have you been using Qualtrics?
WHlation Dptiona
Dwvebacm *
Q’ ) ymary o mn Force Resporms
o e
-4 ymarn impart Sarvey.. e
@ Mors
K2 youry Export Sunesy Custoen Waaton
Lavmen, thaen m yoar Export Guremy 1o Woed .
Art
A Pags Brags
Dr I kK A I i i
ng e slider o rank your knowlsdge o
;:} Gualtrics: I Add Blip Logio
B Copy Question
10 = Professanal or certified-level = Mowe Question
undamianding | A Wt
1 = Movics vel understanding 0, Pravees Gosstice

Wit s the firsd word you think of when you hear the word "Cuaitrics™?

Tips

e ‘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.

e ‘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.

e ‘Collaborate:’
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0 We recommend you ‘collaborate’ your surveys with Arturo Magafia
(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.

Collaborate on Project: 2019_4_24_Test_Draft

User and Group Address Book

User Edit View Reports Activate/Deactivate

9 Marisela Dickman ; .
- ¥ Details || Details S
(md136#azwestern)

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

Copy Distribute

0 ‘Spell Check:” we recommend you use this tool before you publish your survey.

0 ‘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.

0 ‘Analyze Survey:’ this tool will provide you with an overall score on how accessible your

survey is. Please follow any tips and edit accordingly.

ExpertReview
ronzren ey 0L
We found 3 ways
fo improve your survey.
Severe - 8 ranslations
e -
o

FILTER BY ISSUE TYPE

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

access:
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0 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:

Quotas Default Quota Group Q112

0/100 an,

0/100 | an-

Tip: ‘Import/Export Survey:’ for use to import/export. Export survey to a Word Dog, if you'd like to print
out your survey and provide to participants in hard-copy form.
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PREVIEW SURVEY

The Toolbars' Preview Survey feature lets you view and experience your survey just as your respondents

will. This preview provides both computer screen and mobile device preview options.

Previewing is essential. Think of the Preview option as a debugging tool that helps you find all the

potential mistakes, logic errors, and readability issues you may have missed when you were creating your

SUrvey.

-n

Did you do your Snippets this weak?

Yos

Did you spend at least 1 hour personally recruiting this week?

Yos

Is the Seating Chart (on Odo) and Coverage Document up to date?

Yoz

Did you do any pipelinge audits this week?

Yos

Placs Bookmark

L W

Did you do your Snippets this

Did you spend at least 1 hour
personally recruiting this week?

Yos

Mo

Iz the Seating Chart (on Oda) and
Coverage Document up to date?

b
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Creating Questions
How to Add New Questions

1 Click Create a New Question.

:: Webeite - Customer Satisfaction - Projscts  Contacts  Libva
Survey Actions Distributions Data & Analysis Reports
[+ Preview Survey

& Look&Feel ™3 SurveyFlow £} Survey Options  ~4, Tools -

Website - Customer Satisfaction

Add Block

Qtip: Guestions are numbered in the order they are created, not the order they appear in
o the survey. You can renumber your questions by using the Auto-Mumber Questions

feature.

2 |fdesired, change the guestion type by clicking the green dropdown labeled Change Question Type
and then select your desired question type.

3 Click on any text to begin editing your question or choices.
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2015

How satisfied are you with our product?
Dissatisfisd
Somewhat dissatisfied
Heutral
Somewhat satisfied
Satisfied

[eyesised B
[+ oo |

Change Question Type

Chodces
B 1+ Edit Multiple

Automatic Cholces

ANSWErs

® Singhe Answer
Muttiphe Answer
Mora...

Position
® Vertical
Horizontal

Morg...

Validation Options

Force Response -~

To add another question, you can hover over an existing question and click the green plus (+) butions

(either above or below the existing question), or you can select Greate a Mew Question again.

Warning: Be careful to finish all your editing before you distribute your surveyl Changing a

guestion's type after you've started collecting data may invalidate previous responses to that

guestion.

Attention: The Edit Multiple feature is disabled as soon as you collect data on your survey. This
is to preventinvalidation of your data. If you copy a survey where this feature has been dizabled,

the copy will also not contain the Edit Multiple feature.
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Deleting Questions

If you no longer need a question, it can be deleted. A deleted question will be stored in your Trash at the

bottom of the Survey tab screen until permanently deleted.

Warning: If your survey has collected responses, deleting a question will remove all of the data

associated with that question. View our pages on Testing and Editing an Active Survey and

Saving and Festoring for more information.

TODELETE AQUESTION

1 Move your mouse over the question.

2 Click thered minus sign that appears to theright.

44 Website - Customer Satisfaction

Survey Actions Distributions Data & Analysis Reports

& Lock&Fesl 3 SurveyFlow £} SurveyOptions <4 Tools -

Website - Customer Satisfaction

Q2 Haowy satisfied ane you with our product?

G Extremsly satisfied

i Somerwhat satisfied
s Mentheed aatistied nod dedantaafied

Somerwthat dissatisfied

Extremedy dissatisfied

@ import Cueaticns From..

Projects

Contacts Library

t

Bl

& Optiona
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TOUNDELETEA QUESTION

1 Click Trash/Unused Questions located at the bottom of your survey.

2 Selectthe question you would like to undelete.

Extramely dissatisfied
@ Import Guestions From... =+ Creatoa New Guestion |
Add Black
+ Trash | Unissed Queastiona (1 Question) @ Empty Trash

Click to write the question test @

3 Click Restore.

Add Black
* Trash | Unused Guestions (1 Question) Empty Trash

Click to write the question taxt

Chek o wiile Choles 1

Chck (o wiite Choice 2

— 0 £ e

Gualticicom  Contact kefonmartion ik Q quattrics
qualines
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PERMANENTLY DELETING AQUESTION

If you would like to permanently remove a question from your trash, select the question and then click
Permanently Delete. To finalize the deletion, refresh your account. To permanently delete all questions
from your trash at once, select Empty Trash.

Add Block
w Trash / Unused Questions (1 Question)
Click to write the question text
Click to write Chaics |
Click to write Choice 2

Click to write Choice 3 Rastore Parmanantly Delats

Qualtricicom  Contact Information Lega w I'l"' t' C3
qualtrics
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Editing Multiple Questions

Once you have selected multiple questions in your survey, a new menu will appear allowing you to delete,
copy, and move guestions in addition to other options.

You have three ways to select multiple questions:

® Select the checkboxes of the questions you want to group
Agdd Block

= Block 4 Bleck Dptiona

~ G5 | Onascale from 0-10, how likely would you be to recommend this product or service to a friend
Q or colleague if it were in the marketplace today?
Mot at all likaly Extramaly Boly
0 i . a 4 ] [ T # o 10
2 Qubdationg Selectad
@ Sand to Trash
B Copy
Overall, how satisfied or dissatisfied are you with our selection of products or services? - Broup
© Move to o How Block
o Extremely satisfied S
Maderately satisfied Validation
Shightly satistied * Nene
Meither satisfied ror dissatisfied Force Resporee
e e
Moderately dissatisfied
Extrernely crsatistied
Bl Rk

® Hold ctrl and click the questions you want to group

® Click the first question you want to select, hold shift, and then click the last question you want to
select. This will select both the gquestions you clicked and all the questions in between.
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Onceyou have selected multiple questions, a list of group actions will appear to the right of the questions.

» Dafault Quastion Block Block Options

+ Q1 What is your gender?

B O me
2 Questions Selected
Femalke
Sand to Trash
Orthar e
W Copy
= Group
Move to a New Block
~ 02 Please select the program you wish to review. ? L
R ch C
Q b i Validation
Custormir Exparience * None
Employes Expafiancg Force Responsa
Brand Experience

Product Experiance

GROUP ACTIONS

® Send to Trash: Delete selected questions. Deleted questions will be stored in your Trash until

permanently deleted.

Copy: Copy all selected questions at once. Copied questions are placed below the currently selected

guestions.

Group: Pull questions that are spread out across the survey into one location. Grouped questions
are pulled to the location of the last selected question.

Move to a New Block: Moves selected questions into a newly created block placed at the end of the

sUrvEy.

Move: Relocate all selected questions to a designated area in the survey.

Walidation: Enable Force Response on all selected questions.
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Question Types and General Tips for Use

Each of the question types described below can be added to your survey by either (1) using the Change

Question Type dropdown menu to change an existing question or (2) clicking the dropdown arrow next to

Create a Mew Cluestion to add a new question.

£ Survey Options A, Toals ~

sfaction
Static Content
Standard Questions
ron gur website?
Speciaity Questions
you purchase on

Moderately dissatisfed
Extremsly dissatiafiod

A Descriptive Tex

5= Multiple Choice

| Al Text Entry

Rank Order

]
= Constant Sum

] Hot Spot

--E-;- Graphic Slider

t EE Graphic

*12 Matrix Table

£ i

ill\.'l

ole Side by Side

(BB ick. 6roup. snd Rank

A Heat Map

& Gap Analysis

B |mport Questions From... + Croato a New Cueation .

Qz Haow would you rate the case «

2o Extromsty sany
Maoderalaly nasy
Blightly sasy
Haither sasy ner difficult
Shaghthy difficult
Moderntely difficult

Fatrnirah clifficot

Static Contant

Btandard Gueatiana

Specaity Questians

A Descrigtive Text
; Graphic
. - Mudtipghs Choioe
S5 Matrix Table
[ ] Tewt Ertry
T+ Slides

Fhaek Crclae

5ls Side by Gide

Constant Sum

Blachk Diptions

Change Question Type

| 5= Multigle Choice :

Cholcas
= § {4 EditMultiple

Automatic Choices

Answers
®  Single Answer
Multiple Answer
More...

Position

* Vertical
Horizontal
More...

» Wartical
Horiontal
Mose...

Valsdation Options
Foico Resporse

Walidathan Typa
& Nors
Cwtour Vislidalion

Actiana
Add Page Break
L Add Display Loges
© Add Skip Logie
8 Cogy Question
= Move Question
Add Nets
Q, Proview Guestion
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Static Content

These questions do not require any action from the respondent. Information in these gquestions is merely
displayed to respondents.

Descriptive Text: Descriptive Text guestions can be used to add an introduction or
A instructions to your survey, or wharever you need to display content to the

respondent, without asking for feedback.

Graphic: Graphic guestions can be used to display an image to your respondents
= without asking for feedback.

Standard Questions

These question types are some of the most commonly used. They are a simple and effective means of
gathering information.

B Multiple Choice: Multiple Choice guestions form the basis of most research.

g They can be displayed as a traditional list of choices or as a dropdown menu, select
box, etec.
Text Entry: Text Entry is used to gather open-ended feedback from respondents.
LR These responses can be lengthy essays, standard form information such as name
and email address, or anything in between.
Rank Order: Rank Order is used to determine each respondent's order of preference

for a list of items.

Matrix Table: Matrix Table is used to collect multiple pieces of information in one

H% guestion. This type provides an effective way to condense your survey or to group
similar items into one guestion.
Slider: Sliders let respondents indicate their level of preference with a draggable bar

'[' rather than a traditicnal button or checkbox.

Side by Side: Side by Side guestions let you ask multiple guestions in one condensed
. table and provides an effective way of shortening your survey while gathering the

same amount of data.

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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Specialty Questions

These questions are used in more specific situations and gather more targeted data.

L

)

(3]

S

Constant Sum: Constant Sum collects numeric data and displays a sum to the
respondent. This type is often used for allocation assessments, such as defining how
you spend your time in different activities.

Hot Spot: Hot Spot allows respondents to interact with regions of an image. This
type is often used in usability testing and concept testing.

Graphic Slider: This variation of the Slider question has respondents use various
graphic options, such as changing a frown to a smile or choosing a grade, to indicate
their level of preference.

Drill Down: Drill Down helps respondents choose from a long list by starting with a
broad category and then honing in on the choices that are relevant to the
respondent.

Pick Group and Rank: Pick Group and Rank is used for sorting activities.
Respondents place items into groups and have the option to rank the items within
the group.

Heat Map: Heat Map lets respondents click a specific point on an image. In your
data, you can see a heat map that shows which parts of the image were most often
clicked. This type is often used for web development (e.g., eye flow analysis) and
gdvertisement testing.

Gap Analysis: This variation on the Side by Side guestion measures satisfaction and
then detects why any “gaps” in satisfaction exist.

Met Promoter® Score: MPS® tracks customer loyalty with one simple, standardized

guestion: “On a scale from 0-10, how likely are you to recommend our company to a
friend or colleague?”

Highlight: The Highlight guestion type allows you to present survey participants with
an interactive text sample. Participants can select words from the text and evaluate
using criteria you choose. For example, whether they like or dislike the selected text.
Signature: The Signature guestion Type presents survey participants with an entry
box where they can draw their signature. On a desktop, they can use their mouse,
and on a mobile device they can use their finger.

Tip: Limit the use of ‘graphic-slider’ question, as this question type is not accessible.
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Advanced

These questions go above and beyond standard survey insights; they allow you to obtain detailed
information about your respondent and their interaction with your survey, often without requiring any

action from the respondent.

Example: You can use the Timing question to keep track of how long participants view one page

of your survey. This can be done automatically without requiring any added action from the

respondent.
3 Timing: This hidden guestion is used to time—as well as limit—how long participants
Q') spend on a page of the survey.
File Upload: File Upload is used to collect information beyond the survey guestions,
D such as user-uploaded photos or documents. The File Upload question type is an
gdd-on feature not included in the standard Qualtrics license. Please contact your
Gualtrics Account Executive for more information.
Screen Capture: Screen Capture allows respondents to attach a screenshot of the
O

site they are viewing when taking a survey through a Website / App Feedback (Site
Intercept) project. This guestion type is only available to users that have purchased
access to Website / App Feedback projects.

Captcha Verification: Captcha Verification is used to ensure that your

respondents aren't robots. This question has participants respond to a challenge to
verify they are real humans.

Meta Info: Meta Info reports the public information about the

respondent's computer, such as their browser and operating system. The question
requires no respondent action and is completely hidden.
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Distributions Page Basic Overview

:: Customer Satisfaction Phase 1 - Projects  Contacts  Libary  Admin  Help (P
Survey Actions Distributions Data & Analysis Reports
@ Pause Response Collection + Distribute Survey

|=| oistritution Summary Recent Responses

3
¢£* Anonymous Link

| Emails
- - ——T . -
CHANMNELS & METHODS

As the Distributions tab first opens, you'll need to pick a distribution channel and a method within that

channel to start collecting survey responses.

How do you want to distribute your survey?

= < @

Email Web Social Mobile

Send with Qualtrics Use your own email system

<2” Get a single reusable link

Ganarate a trackabls link for each contact

1 Channels: Choose from Email, Web, Social, or Mobile.

2  Methods: Pick from the available invitation cptions (e.g., email invites can be sent via the Qualtrics
mailer or through your own email system). The options available here will change depending on the
channel you have selected.

o Qtip: You can use several distribution methods for the same project.

Visit the Collecting Responses page for step-by-step instructions on how to distribute your survey and
to start gathering responses.
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Distribution Summary Basics

After you select your initial channel and method, Qualtrics will reveal a Distribution Summary so you can
track your response metrics.

@ Pause Response Collection = Distribute Su
=/ Distribution Summary Recent Responses

B=
<;;,¢> Anonymous Link
Emails

@ Personal Links

:; B Anonymous
- -
| 8MS 2 M Irvite Ower E
=) Social Media
B Offiine App
D-
".E:f-g R Code Jul 30 Aug 1 Aug 3 Aug 5 Aug T Aug 8 Augn
(Il Purchase Respondents All Responses
Distribution Channe Audience Size Surveys Started Responses Completion Rad
Anonymous Link 2
Inwite Owver Email 5 4 3 5%

The Distribution Summary will show you, in real time, all of the responses that have been collected.

Responses are broken down by channel with an interactive graph and a table displaying your response
trends.

These metrics can help you spot troubles early and adjust quickly to keep your research on track. The
summary can also help you decide if you have sufficient data to stop collecting data.

o @tip: To learn more, visit the Distribution Summary page.
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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.

Survey Actions Distributions Data & Analysis Reports

@ Pause Response Collection

Distribution Summary

Areusable link that can be pasted into emails or onto a website,

Emails and is unable to track identifying information of respondents.
Personal Links https://azwestern.col.qualtrics.com/jfe/form/SV_4VkDmvlfsSRUBwx
Social Media Customize Link

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

” u ” u

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

Message Body (Example) Clearly states
survey purpose and
i P . p Uses 50 words or less
Specific to respondent why participant
4 T was selected
Susana,

We at AWC want to hear frgm 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, contaft John Smith, js@azwestern.edu.

Thanks them
Provides contact info in advance

for their time

Provides realistic time estimate
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Qualtrics provides estimated response times on the projects page
§° survey

Student Satisfaction Survey NEW 18 1 E> 13
Modified Jun 12, 2019 Status Questions Languages Est. Response Time

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.

Compose Email

To: | Select Contacts ~

From Address From MName Reply-To Email

From: noreply@gemailserver.com Arturo Magana Arturo.Magana@azwestern.

When: ‘ Sendin1hour ~ ‘

Subject: | Test Survey v

Message: | Load Message ~ | Save As

B = A B Font ~ Size ~ B I U
O A B =

|
=
-
i3
@

Ith

lih

+
i

H
B
|

TEST

Follow this link to the Survey:
B{l//SurveyLink?d=Take the Survey}

Or copy and paste the URL below into your intemet browser:
${:/1SurveyURL}

Follow the link to opt out of future emails:
S{1N0ptOutLink?d=Click here to unsubscribe}

Show Advanced Options Cancel Send Preview Email

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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Part 2 - Adding the Question to the Email Body

Write the body of the email, place the cursor at the point where you want to insert the survey

question. Click the Inline Email Question icon =
Compose Email
To: | Select Contacts ~
From Address From MName Rephy-To Email
From: lansky.B@osu.edu Heather Lansky lansky.8@osu.edu
When: | SendNow ~
Subject:  Inline Question Example -
Load Message ~
Message:
E[a%ﬁnﬂ NE= 5 + + E & & | 4 =i
I Fom - see | B I U % x B A- [@sSouce
Dear Participant,
Email text goes here, whatever it needs 1o say, infreducing the survey and lalking aboul the study
When you're ready to insert the question, it goes hera |
Follow this link to the Survey:
{11 SurveyLink ?d=Take tha Survey)
Or copy and paste the URL balow into your internet browser.
S{liSurveyURL}
Show Advanced Options Cancel Send Preview Email

Save As ‘
-
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Select which question to use in the email

Inling Email Guestion

I Q, lsearch...

Do you like apples
Do you like oranges
what kind of apples do you like *

Which do you like better? 2

Select a color scheme (blue or grey up the best). Send a test email to view it, it can be changed
(delete the question and select it again, with a different color). You can also create a custom
color scheme if you're comfortable with that.

Inling Email Question

| Q, |search... ‘

Do you like apples il Color Scheme
Do you like oranges ’ White
what kind of apples do you like * Blue
which do you like better? ? Gray

Custom
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The placeholder question box will appear. It contains Qualtrics code for the question and
responses, don't worry that it doesn't show the actual text.

The guestion is formatted to be centered in the email, it cannot be changed.

Compose Email

Subject: | Inline Question Exampie

Load Mesaage

Save A
Message:
BEhlENBE O =g +« E & & £ = =
L. | Font < sze | B T W x x' |B- A- |[RSoue
Diear Panticipant,

Email lext goes here, whabever a needs 1o say, introdung the survey and talling about the study

Whean you're ready 1o inserl Bie guestion, il goes here

S{g Q1D QuestionText)

o WD CrokeDeseriphion 1}

Hg WHD A ChoceDescriphond |

Fallow this link 1o the Swrvey:
S[SurveyLink Yd=Take the Survey)

Or copy and paste the URL betow ino your intemst browser
S[HBurveyURL)

Shiw Advanced Optons Canced Send Preview Email

Gray Color Scheme White Color Scheme

${qIQID1/QuestionText} ${qfQID1QuestionText}

${gMQID 1 iChoiceDescripion/ 1}

${g-MQID 1 ChoiceDescripbon'1)

S MAD 1 ChoiceDascription/2)

Sgral

IChaiteDescription2)

It's good practice to send a Preview Email to yourself to make sure it looks and functions as you
expect.
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Preview of the example email:

Intine Queston Bumple - Message (HTHL]

Fie S e Tell meewhat you want to do
= — i s - i [=1 S . 0 ; o]
1T lgreoe x I {_: ;" Pl f 3 I-.i_ Workshops 4 [0 Manages ;' = h I 1‘ ==I |h— a% : q
[ Team Bmal W Done 0 i A~
= Deleie Archnie Risgd Rept Fosward T ~ Mowve Adpoey  Mark T i Follos Translate L]
b Junk * ’1' Py * fCEpp a o o o o e
- i B SlRephaDdie F Conts New e e e Up- e =
Deiele Beapgand Chuids Shepy - Rellcapp Tagn () tdiling Foom
qu. {Eatier | Endk langicy BEGE0 Sdy Ay, Heabee
: Inline Question Example
De=gr Particapant,

Ernail text goes hers, whatever it nesds 1o say, irfroducing the swrvey snd talking abouf Ehe stisdy.

When you're ready to insart the question, it goes hera:

Dho you like apples

Follow this fink to the Sunaey:

Take the Surey

Or copy and paste the URL below inko your inbernet browser:
bittpsfosu. At qustics com/ifepreview 5V SA0UDPIMNLEWRCITOL CHL=previes

Failons The WA 53 opr oua ot fetare smain
Eich bary tp gmubnerdsy

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:

;| Distribution Summary Emails

|
E Email to Contact List: [Deletad] o

(5'.} Anonymous Link
Sent On: 14 May 2019 3:57 PM MDT

D<) Emails

Personal Links - == Schedule Reminder... | == Schedule Thank You...
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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.

Distribution Summary Email g

_ 1L PAA [ 137 ) 137 Emaila Sent
14 May 2019 3:56 PM MOT 0 Emails Failed

41 Surveys Started

25 Surveys Finished

3 Emails Bounced

7¥  Anonymous Link

0 Duplicate Emails
0 Complaints

Hide Detalla
I

View Distributian..

59 QR Code Survays with Anonymize response option enabled do not support thank you messages.
Schedule Reminder...

e

Delete Distribution

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.

| A B C D E F G
1 |Response ID Last Mame First Name External Data Reference Email |Status lEnd Date
2 |Omitted for Privacy Balicevac Admir Admir.Balicevac@azwestern.edu Email Sent Omitted for Privacy
3 |Omitted for Privacy Buchtel Al Arnold.Buchtel@azwestern.edu Finished Survey Omitted for Privacy
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Data & Analysis Page Basic Overview
About Data & Analysis

The Data & Analysis tab lets you filter, classify, mergs, clean, and statistically analyze your response data:

1 Click Data & Analysis to reveal up to five key sections.

L ]
L

Survay Actions Distributions Data & Analysis R

Demographics

Projects Contacts Libwrary Admin Halp il

B Data g Tect g, As

2  Select between the sections as introduced below:

© Data

o Text

o Analysis

o Cross Tabs

2 Weighting

4 Export&import ~ || 4 Edit <, Tools ~

ur email: Actions

View Response

Delete Response

Retake Response

Retake as New Response

Export to PDF

‘V|

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 ecorded Responses. 18
update on your reports based on their E> Responses in Progress 0
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.

Projects Contacts Library Admin Help @

S Tools ~
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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.

Survey Actions Distributions Data & Analysis Reports
Data Text Crosstabs Weighting
Manage Filters... Q2 - We care about the quality of ours.. ~ | Is ~ | 1-Yes ~ | () Filtered Responses: 8

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.

Partia : . —
Completion responses in progress| 1Week ¥ |after respondent's | last activity ¥
Record

e, the recipient cannot continue taking the survey once their data is recorded or deleted.

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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Download Data Table Use Legacy Exporter

CsvV el ‘ XML ‘ SPSS ‘ Google Drive | User Submitted Files

Comma separated values

This is a .csv file that can be imported into other programs. Each value
* in the response is separated by a comma and each response is

separated by a newline character. If your responses contain special

characters and you will open this export in Microsoft Excel we

recommend using the TSV export. Qualtrics CSV exports use UTF-8

encoding, which Excel will not open correctly by default.

Learn More

+ Download all fields

Use numeric values

®  Usechoice text

More Options Close
| 4 Export&Import ~ | & Edit | 9, Tools ~

Q6 - Please verify your email: Actions

amagsE?@yahoo.enm| ‘ ~

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.
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You can also analyze ‘text’ responses through Qualtrics.

Survey Actions Distributions Data & Analysis Reports

Data Text Crosstabs Weighting

Field: Q1: How do you envision the PAA will.. ~ Total Responses: 47 Total Comments: 39 Viewing 18 comments (41.03% of all)

You have staged changes that have not been applied. Click here to review your changes.

You have not added any topics. Add a topic to
get started!
Showing 16 results

Export Topics Q, opportunity or concern x n e

Create Topic...

Import Topics

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:

Field: Q1: How do you envision the PAA will... ~ Total Responses: 47 Total Comments: 39 Viewing 25 comments (64.1% of all)

Search Topics ﬂ B
o P Your topic-level sentiment is being generated. This may take a while and will require a page refresh before the data can be shown.

All Gomments Ny 20 2t 8 ||
W 100% - Giving a stronger voice of our needs on campus with the VPs & President Professional
Comments without a Topic I~ Development Grass-training
80%
All Responses 0% opportunity || others || ways || point |... |
. - 60%
oppertunity || others || ways || point || v... 25 0%
40%
May 22, 2019 3:17 PM, Survey Preview
@
20% Networking, professional development opportunities designed with pa needs in mind,
10%

provide a group voice /platfarm for discussion/advocacy of pa needs.

0%
May20 May2! May22 May23 May24 May25 May26 May?27 May28 May29

opportunity | others [| ways [ point |... |

@ opportunity || others || ways | poin.
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Sentiment Breakdown
May 20, 2019 to June 2, 2019

May 21 May 22 May 23 May 28 May 29

@ Positive 0 MNeutral @ Mixed @ Negative

ooarimens COMMUNication
" giveprofessional
concern PRa provide
__ Issue VOICE network
;gf;ifl'ii;tgpportumty policy
1ale ” campus paa
GroalS ¢ i WOrK
development

information
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Results-Reports Page Basic Overview
About Results-Reports

A goal of the Results section is to provide 80% of the reporting a user needs with 10%: of the effort. To
put this goal to the test

:: Leam the Ressarch Comne - Projects Costacts Lbiwy Help ()

Beatewry At [P ER e Data B Anabyuii Pt

L R

- m AR ok binuauls e

2 G W e s vy -h—:-—._u. ~

ELE o

E: - i kg T e b
L]
L ] Ol

Parvwed

5 08 - Oy 1o wheter .19y
rtbeige of CGusfirien. W+
e ey SR
eimruiarcing | + Fowics e -
wderandeg i s o Latingrary mas:

[ IS

1 early ' [

1 Click on any question to view its default question page with:
o A default title

o Two default visualizations

2 Click any visualization to open its unique editing pane

3 Customizevisualizations quickly by picking from the editing pane's cptions.

Tip: How to download/export report data: use the ‘share report’ function and click on your file type
preference:
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urvey  Actior Destributions  Dala & Anslysis. Reports

gl Default Report ~ Add Filter - =2 Share Report « | | €

POF Document

=& Add Repart Breakout - New Custom Page weord Docurment Dption

PowerPaunt Shces

Q

CSV (Comma Separated)

[ M Comteen Page ' ' Download Previous Exports.

Click any visualization, ocpen its editing pane, and eperiment! Don't limit yourself to the default
visualizations and the predetermined color schemes, charts, or table typas. For example, Multiple Choice

fuestions can appear as:

e Horizontal Bar Charts

Yertical Bar Charts

Tables

Pie Charts

®* [More..

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.’

Survey Actions Distributions Data & Analysis Reports

Results Reports

el Default Report Add Filter ~

Add
< New Custom Page
| « Default Report

b Create New Report...
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Create New Report

Name

Question §|

Cancel

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.’

= Share Report - | o -

Response Counts ‘Edit report’ allows you to specify which questions and analysis you want to
Total Filtered include in your reports.
18 18

Edit Report

View Cross Tabs

Edit Report... Name
- Report Settings... Question 8

Hide All Pages Q

Clear All Select Pages... SELECTED: 1

Delete Report... 6_Q23 - San Carlos - How did you enjoy your stay at [Field-1]? a

Q5 - Please provide your email:

Q6 - Please verify your email:

QT - Please enter your zip code so we can locate your nearest store:

&

Q8 - How was our service?
Q15 - How was our service on Friday? (On a 1 to b scale, b being the best)

Q9 - Would you like an email that details your survey responses?

F R T S S TR

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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= Share Report ~ H o' SR

PDF Documenmnt

X
ptions Word Document

wing

PowerPoint Slides |
inlast -

CSV (Comma Separated)

Export Raw Data

- ‘

Download Previous Exports...

Manage Public Report...
-]
Schedule Report Email...

BrearouT By

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
guestions, strategic questions, and, ultimately, your survey questions, which are specific to a population,

a time, and an analysis goal.

General Reserach
Questions

Strategic Questions

Survey Questions
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End of Survey General Tips

Ask yourself

e Are my research questions answered?
e Did my answers influence an action?
e Did you follow best practices?

e Should | edit my survey?

e 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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L What is your current education status?

Qi3
In high school
|Q| ) Just graduated high school
L, Add Display Logic... or vocational training program

] carry Forward Choices...
£ Add Skip Logic...
Add JavaScript...

(@] Add Default Choices...

education status? In high 5

[7 Add Note...

) ter high school?
- Scoring...

Recode Values...

Add Choice Group

I Have not aecioea

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
guestions.

o‘o
07 i
t 9
.4
90000’
e S
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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.

LI
¢ Yo
t o

® o
® o) e -
® -
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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.

L
¢ Vo

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.

How was our service?

On Friday
On Saturday

On Sunday

Would you i hat details your survey responses?

Instead, try this:

v How was our service on Friday? (On a 1 to b scale, 5 being the best)
Q15
8. 2
3
4
5
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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.
0 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.
0 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
0 We recommend you use, direct, neutral working and include both ends of the scale in the
guestion text—e.g. “extremely important.....not important.”
0 Keep questions short and simple and avoid asking about more than one item at a time.

Evaluating participant attention

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

0 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
= | 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

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

kL
[
>

Length of Survey

Response Rates
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Use These Questions Sparingly

Q18

How satisfied were you with the following during your visit to AWC?

Very Very
dissatisfied Dissatisfied Meutral Satisfied Satisfied

The air conditioning temperature set to
56*F?

The craziness of John's beard?

John participating in the bearding
Olympics?

The quality of John's drip coffee?

The college fight song while siting in the
56* temperature?

‘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.

Finish this sentence in no less than 11 words: In West Philadelphia born and raised...

‘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
guantify 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.”
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v What top speed did your reach while traveling to work today, John? You were late.
Q18

&
©

‘Slider Questions:” use these questions sparingly. These questions have the potential to limit
comprehension. Also, these questions are not very accessible on mobile devices.

0 10 20 30 40 o0 60 70 80 20 100

Miles Per Hour 0
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Increasing Response Rates General Tips

pm o
|l|I|II||| 1l I||II||I |

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!
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Using Exchange and Incentives to Increase Online Survey
Response Rates

The process of using survey technigues to obtain information from potential respondents can be viewed as a
special case of social exchange. Very simply, social exchange theory asserts that the actions of individuals are

motivated by the return (or rewards) these actions are expected to, or usually do, bring from others.

Whether a given behavior occurs is a function of the perceived costs of completing a survey and the rewards

(not necessarily monetary) one expects to receive as a result of completing the survey.

You can increase survey response rates with the following tips:

e Asmallincentive for each respondent is better than a large incentive for a few
e Raffles generally produce a lower response rate than g small incentive for each respondent

e Appeal tothe desire of respondents to feel important by explaining how their feedback will change
the status quo

e Clearly explain to respondents how you will use their feedback and who will see it

e [ellrespondents why you chose them for this survey

Larger incentives for survey completion will generally produce higher response rates. These incentives are
often offered to the first 100 respondents to complete the survey.

Using Cognitive Dissonance to Increase Online Survey
Response Rates

As used to explain survey response, the theory of cognitive dissonance states that reducing dissonance is an
important component of the respond/not respond decision by potential survey respondents.

The process is triggered by receipt of a questionnaire and cover letter asking for participation. Assuming that
failure to respond might be inconsistent with a person’s self-perception of being a helpful person, or perhaps
at least one who honors reasonable reguests, failure to respond will produce a state of dissonance that the
potential respondent seeks to reduce by becoming a survey respondent.
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Invitation Message/Email Survey Link

Subject line

” u

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

on the subject line.

Message Body (Example) Clearly states
survey purpose and
. P . p Uses 50 words or less
Specific to respondent why participant
4 T was selected
Susana,

We at AWC want to hear frdm 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, contaft John Smith, js@azwestern.edu.

Thanks them
Provides contact info in advance

for their time

Provides realistic time estimate

Qualtrics provides estimated response times on the projects page

§° survey
Student Satisfaction Survey NEW 18 1 E> [
) Stat Est. Response Time

odified Jun 12, 2019 tatus Questions Languages
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Advanced Technical Tips (Research Core)

Advanced question types

| F/| signature

AT Fon YN sale :
Advanced (») Timing ‘i1 Meta Info Question

@ Captcha Verification

‘Timing:’ This question lets you record and manage how long a participant spends on a page. This
guestion 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

= Font -~ Sze - B T
'3
n' How did you enjoy your stay at ${lm://Field/1}?

You can then insert a graphic from the library or you can upload a new graphic.
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Insert Graphic

This fibrary does not contain any araphics,

Enriching Questions with Styling and Media
You can alter content using the ‘rich content editor,” on the question level. Change fonts, alighment,
and link to webpages.

[A} & Font - Size - B I U [ |Less.
O A- R =

It

i

24
il

Please provide your email:

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

XM 2019_4_24_Test_Dra

Survey Actions Distributions

| 4 Look & Feel ‘ “\= Survey Flow

You are currently making edits to this surve

2019_4_24 _Test_Draft

AWC has its own survey theme you can use
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Look and Feel

_ I

Glacier Mountains
Theme A
Arizona Western
College

Mountain Valleys

General

Style

Cherry Tree

Need help?

Blank

Static Themes

Arizona Western College

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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v Q1 Please enter your name:
| Q | First name
L, Add Display Logic...
Carry Forward Form Fields... /@8

£ Add Skip Logic...

5| Add JavaScript... tion text

Add Default Choices... ywrite. Clicktowrite  Clicktov
ce 2 Choice 3 Choice

[/ Add Note... ) o o

Randomization...

Set a condition:

+ Q11 | will attend the following session:

ﬁ' ® Friday April 3rd

- ) Monday May 5th
_
) Friday May9th

£ LT LU Friday April 3rd v | Is Selected v B AR R Q12 Click to write the ¥

@12 Click to write the guestion text
End of Block

End of Survey

‘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.

Display Logic (What are your plans after high school? )

Display this Question only if the following condition is met:

Question ~ || Q13 What is your ...ducation status? ~ || In high school ~ || 15 Selected ~
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v What is your current education status?

) In high school
) Just graduated high school
) In community college or vocational training program

) In university

ﬂ
© O 0 0 C

) In graduate school

Display This Question:

If What is your current education status?&nbsp; In high school Is Selected

What are your plans after high school?

O community college
'ﬁ' © University
Military
Full-time work

Have not decided

@ 0@ @ @

Other

‘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
v Are you currently enrolled at Arizona Western College?

Q19 _
) Yes

‘0 ) Mo

Then, navigate to the survey flow and add a new element.
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Survey Flow 2019 4 24 Test Draft

£ show Block: Demographics Block 2 questions)
n Show Block: Easy Questions Block (4 Questions)
m Show Block: Block 2 (3 questions)

Set Embedded Data:
Reserved Embedded Data fields car

Add a New Eield
..L.‘l .Ir\’T-. ciu

E End of Survey Move Duplicate

+ Add a New Element Here

Than, click on branch. And add a condition. This will set your filter.

This branch will not be triggered until you Add a Condition

+ 2dd a Mew Element Here

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

Then Branch If:

Question ~ || Q19 Are you curre...Western College? ~ || No ~ | 1s selected | ao

Is Mot Selected

Then add an end of survey element below this branch condition. We will then customize the end of
survey element.
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=
Then Branch If:

If Are you currently enrolled at Arizona Western College? No Is Selected Edit Condition

Move  Duplicate

E End of Survey Move Duplicate Customize Delete

+ Add a New Element Here

Collapse  Delete

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.

Customize End Of Survey

¥ Overnide Survey Options

®' Default end of survey message.
Custom end of survey message...
Redirect to a URL ...

Send additional thank you email from the library...
¥/ Do not increment gquota counts.
Show Response Summary.
¥/ Do NOT record any personal information and remove panel association {not recommended).
¥ Flag Response As
¥/ Do NOT record survey response (not recommended).

¥ Screen-out Response Show Screen-out Counts

Wame: |If Are you currently enrolled at Arizona Western College? Mo s Selectad

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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Survey Flow 20194 24 Test Draft

n Show Block: Block 5 (1 Question)

5
Then Branch If:

If Are you enrolled at AWC? No Is Selected Edit Condition

AddBelow Move Duplicate Delete

Move Duplicate Options Collapse  Delete

E End of Survey Move Duplicate + Customize Delete

Screen-Out

+ Adda New Element Here

Now you can filter out those people who are not enrolled at AWC.

Validation Tools

About Validation

fou can use validation to force respondents to answear a quaestion or request that they consider

answearing the question before leaving the page Thess options can also be Used to force a cartain

type of response (e g . valid phone numbers only).
There are four main validation f vallable for nearly every question type: Force Responss,
~equest Response, Cu dCu Wezszages When any of the validation

options are enabled, an cating that

the guestion has some form of validation.

Website - Customer Satisfaction

Q6 Did you make a purchase on our website?

.Q Yes

i

Which of our product categories did you purchase on our websita?
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Force Response

If certain quastions in your survey are mora important than others, or if survay logic depends on
them. you may want to enable Force Response. This option reguires respondents to answer the
guestion before they can progress to the naxt page of the survey. If thay try to progress without
answering the guestion. they will see a message letting them know they must answer the guestion to
proceed.

Please answer this guestion.

Did you make a purchase on our website?

Yes

MNo

Which of our product categories did you purchase on our website?

Products

TO SET FORCE RESPONSE ON A QUESTION

1 Selecttheaguesiion.

116 & msntss
" Changa Guesiion Type

& mniha 80 | -
-

« QT How cloar ware the product’s instructions? b .
& (v [de Multipe
o Extremesy clear  Butomatic Choicen
ﬂ Sormwwhal caa Cisar - Linclame -
Bther clia for ueclie
Anymwn
Sermehat unclear ¥ Birgie Answar
Extramely unclear Muitiple Angwar
Mo,
O Chackaff all the preducts that e
sl
o uc FOu uBe, -
O Strengly agrse vsnzoma
[ .
Semewhal bpree ‘akdation Cptinm
Fored Rasporas
Mether agres ot dissgres @ -
Bormarwhal dissgres Wakaatian Trps
Fr— ® hane
Enstons Ylatation
Strenoi diuacren

2 Select Force Response on the editing pane to the right of the guestion.
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Request Response

Reguest Response allows you to remind respondents that they missed 2 guestion without reguiring
that they go back and answer it. This can be a tactful way to increase guestion response rates
without violating privacy guidelines that apply to many studies

pondent skips the guestion, Qualtrics will ask if the
skipped guestion before they move to 3 new page.

Response Requested

There is 1 unanswered question on this

page. Would you like to continue?

Continue Withoul Answering Answer the Question

TO SET REQUEST RESPONSE ON A QUESTION

1 Click the Validation Options dropdown on the editing pane.

2 Select Request Response.

0 L 1t | gty Postioe
» ertical
|'in & mentfe
Henantal
8 monthe 8o | yeer Wom

niictatian Options

< ar Hiow clear wane the product’s instnactions? g
Fors Avspons
ﬂ Exiramedy clear
e
Cuaterm Valratior
Mether clear Mor unclea
i £ Retioea
Extremely unciear Add Page Break
L Adu Duplay Legic
F add Skip Legis
=] Chack off all the products that you usa. e
= iows (unesinn

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.
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https://www.qualtrics.com/support/survey-platform/survey-module/editing-questions/validation/
https://www.qualtrics.com/support/survey-platform/survey-module/editing-questions/validation/

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:

: v How satisfied were you
Block Options «~ Q16

View Block... H}‘
L. Add Display Logic...

View Block In Survey Flow...
] Ccarry Forward Statements...

CD”E]FISE Questions... ] carry Forward Scale Points...

£ Add Skip Logic...

1
Lock Block... Add JavaScript...
Question R i ization Add Default Choices...
[[7 Add Note...

Loop & Merge...

Scoring...
Mext/Previous Button Text...

Recode Values...

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.

Survey Flow Example Survey | NP Make Smaller | Make Bigger

E Randomizer

Randomly present ° 2 n of the following elements i Evenly Present Elements Edit Count

AddBelow Move Duplicate Collapse Delete

n Show Block: Default Question Block (23 Questions)

Add Below Move Duplicate Delete

n Show Block: New Question Block (22 Questions)
Add Below Move Duplicate Delete

+ Add a New Element Hera sl

+Add a New Element Here
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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

Survey Options

DUIVEY TIUE. | UIINE DUIVEY DUTUWIE | WUDIUN | TS LEAL WL dpPpEdl I UIE DIUWSED db UIg wWINuuy

Meta Description: | Qualtrics sophisticated online su | Search engines and social media services u

Survey '® Open Access. Allow anyone to take this survey.
Protection ) By Invitation Only. Prevent people from taking the survey using an anonymous survey link.
a || Password Protection. This password must be entered to take this survey:

|#| Prevent Ballot Box Stuffing. Keep people from taking this survey more than once.
|| HTTP Referer Verification. The user must come from this URL to take the survey:
|#| Prevent Indexing. A tag will be added to the survey to prevent search engines from indexing it.

|#| Secure Participants’ Files. Files uploaded as responses can only be viewed by users with permis
responses.

") Show a custom message when a respondent revisits a previously completed link..
[ Survey Expiration. The survey will only be available for a specified date range.

Survey '® Default end of survey message.

Termination ) custom end of survey message...

e ") Show Response Summary.

-/ Redirect to a full URL, ex. "https:/fwww.qualtrics.com":

| Send additional thank you email from a library... When distributed via the Survey Mailer.

_| Anonymize Response. Do NOT record any personal information and remove contact association.

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.

About Loop & Merge

Loop & Merge allows you 1o take a block of gquestions and dynamically repeat them multiple timeas for
a respondent.

Example: A clothing company wants to ask a set of guestions about each of its clothing
~ departments. Rather than taking the time to create new guestions for men’s clothing,

@ women'’s clothing, and children’s clothing, the guestions could be created once. Loop &
. Merge could then automatically repeat the set of guestions once for each clothing

department the respondent indicated they visited.

Cale:] From which departments have you purchased items at The Clothing Company?

o Men's Clothing
Waornen's Clothing
Children's Clathing
Fitness and Sports

Shoes, Jewelry, & Accessories

W !mport kems From... = Croate a New ltem .

Add Block

SRl (7 Loop & Merge Block Options

e How often do you shop in the ${im://Field/1} deparment?

Q Dhaily
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Looping Based on a Question

Looping off of a question allows you to present respondants with the same block of guestions once

foreach of 2 previous quastion's choices.

v

Example: You could ask your respondents which products they typically purchase and then
ask them guestions about each product.

Before setting up this Loop & Merge, yvou'll need at least two question blocks in your survey. The first
block should contain a question that will determine which loops to show to the respondent. The

second block will be looped.

 Default Quastion Block

+ 08  From which departments have you purchased items at The Clothing Company?
ﬁ' Men's Clothing
Women's Cithing
Children's Cithing
Fitness and Sports

Shoes, Jewelry, & Accessones

il Import Questions From...

= Product Awaraness | R g e

Q17 Have you heard of the ${lm:/Field/1}?

{} Yes

Mo

In the first block, respondents are asked which departmeants they shop in. The
the Product Satisfaction block once for each department they selact.

This question determines the

number of loops in the Loop &
Merge. It also determines the
content to be merged in the

This is the Loop & Merge block.

Change Queastion Typa

¢ — Muttipla Choice

Choices
= 5 |4 Edit Multiple
Automatic Choices

Answers
Single Answer
= Multiple Answer

Position
* Vertical
Horizontal

Validation Options
Force Response

Validation Type

* None
Al Least
Answers Range
Customn Validation

Actions

ill then loop through
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TO LOOP BASED ON A QUESTION

1 Inthe Survey tab, click Block Options for tha block you want to repeat and select Loop & Merge.

- Block3

Wiew Block...
0%  How often do you shop in the ${im:/Field/1} deparment?
Collapse Questions. ..
L o oaiy
A fow times & wesk Lock Block..
Adew times a month Question Randomization..
Manthly Loop & Merge...
Onie 8 Weak Next/Previous Bultan Text...

2-3 Times a Week
a Move Block Up...

Diaily
= Move Block Down...

Capy Block.,

m mport it From... Create a Mew H

Copy Questions To Libeary..,

Add Block Delete Block...

2  Click Turn On Loop & Merge.

Loop & Merge

Loop & Merge is tumed off for this block
Tum On Loop & Merg-e Click *Tum On Loop & Mege® to sierd lboping
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3 Clickthe Loop based off of a question checkbox.

Loop & Merge
Loop & Merge is turned on for this block
Turn Off Loop & Merge Chek *Tum Off Loop & Mergs® 1o siop looging

% Loop based off of a question:

Select Question.,. &

Qtip: A block can be looped basad on the following guestion types: Multiple Choice,
o Matrix Table, Slider, Side by Side, Text Entry, Rank Order, Constant Sum, Pick Group
and Rank, and Hot Spot.

4 Select the guastion with the information to be looped and choose which answer choices to loop
through.

Loop & Merge

Loop & Merge is turned on for this block
Turn Off Loop & Merge Clisk *Tum Off Loop & Marge® 10 sbap lboping

7 Loop basad off of & question:

Q8 From which da_3

Qtip: The answer options will vary for each question type. For a multiple choice
o question, for example, choose to loop through All Choices, Displayed Choices, Not
Displayed Choices, Selected Choices, or Unselected Choices,
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5 Ifdesired, select the Randomize Loop Order checkbox. To limit the number of loops shown o
each respondent, select Present only [#] of total Loops.

Loop & Merge

Loop & Merge is turned on for this block
Turn Off Loop & Marge Click *Tum Off Loop & Mage™ i shop looping

rJ Loop basad off of a question:

08 From which de_

Flald 1 Fold2 Feld3 Feldd & @

Women's Clothing
Children’s Clothing

Fitness and Sports
Shoas, Jewelry, & Accessoras

« Randomize loop onder
]

| Presant only | of totel Loops

Qtip: Although you can export the responses given for each Tield, you cannot export
the order in which the loops were presented to the respondents.
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6 Click Save.

¥l Loop basad off of a quesiion:

Field2 Fiold3 Fieldd @ ©

| Randomize loop order

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:

Projects Contacts Library Admin Help @

1T Publish Q, Search

From the contact page, click on create contact list, on the upper right-hand corner.
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Projects Contacts Library Admin Help @

== Create Sample == Create Contact List Q, Search Contact Lists...

Name and save in one of your folders.

Create Contact List

Name

Sample

Folder

Uncategorized v ‘

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.

Add Contacts

WS LELSIEE Add Manually | Import From a Survey

File Requirements

« The first row must have the field
names for each column.

Each row must have a primary
email address (Email). All other
fields are optional (FirstName,
LastName, etc.)

' |
\ '

' '

' |

' |

\ '

' '

' |

' |

\ '

' '

' |

' |

1 1

' '

' |

I i + The maximum file size is 100mb.
' Browse... Show Options i

' 5 .

' i Updating Existing Contacts
\ i
' |
\ '
' '
' '
|
i i
' '
1 1
] 1
(] ]
1 1
1
1
1
1

« Use a 'RecipientlD’ column
containing recipient 1Ds and add
any optional fields

« Contact data will be updated. New
fields will be added as necessary.

Eﬂ Example Document

Skip this step
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Expected formatting is in this form:

A B C D E F
FirstMame LastName PrimaryEmail ExternalDataReference EmbeddedDatad EmbeddedDataB
John Doe John_Doe@email.com

1
2
3
n I
e,
B

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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