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1. Qualtrics Set up



Create a project and survey

Create a new project

Survey

Create project =2 From scratch

Name

Survey =2 Get started

Untitled project

Folder
Name the Pr’oject (See r‘ight): All Projects and Programs v
- Fi r'st N am e Q ualtr’i CS Tuto r‘ial » How do you want to start your survey?
Create a blank survey project v

Create project

Cancel



Label block and question

Block label

Question label

Do the same
for all blocks
and questions

Directions

v

Directions

Click to write the question text

(O Click to write Choice 1
(O Click to write Choice 2

(O Click to write Choice 3

Import from library ] -+ Add new question




2. First Block



Block 1 - add content

Jin Qualtrics Tutorial | i Score: GIED |

- Directions

Add instructions Qo . e m—
(See the “Template Click to write the question text

& Edit Question Label

for inStru Ctions”) (O Click to write Choice 2

(O Click to write Choice 3

- Import from library
Directions
You can click “Rich Q-
A}/ ¥ Format -~ Font - Size - B I U Less...
2 ”» - - = = = )
Content Editor LLEVLEEE fEEE e

to edit text font : | |
and format



Block 1 - change question type

Select the question
type you need
(e.g., "Text”)

Survey

=

C)]

Workflows Distributions

Edit question

Question type

Data & Analysis Reports

Tools v Saved at 5:11 PM Draft

O w—

Multiple choice

Jin Qualtrics Tutorial

1 —
2 —

3

NPS

— Multiple choice

Text entry

Text / Graphic

Matrix table

Slider

Form field

Rank order

Side by side

Nat nrnmntar crnra

Text / Graphic

Add content to your survey without asking a
guestion. For example, you can create an intro
page or instructions for a specific section.



Add new block and questions

o Direction
v Directions v ections

Directions Directions
Click to write the question text Click to write the question text
- Import from library ’ + Add new question -
Add Block
v  Block1 v Block 1

a Import from library ’ <+ Add new question -

Click here to add new block

Add Block

e— Multiple choice
(D Textentry
== Text/ Graphic
|23 Matrix table
[ =0 Slider
(3 Form field
2— Rank order

o|s Side by side

[ Import from library -+ Add new question

Click here to add new
question and select type



3. Input questions & types



Text Entry question

~ Response requirements
It is a good idea to “Add ifriramerts o
Validation” for text
entry question to get
standardized responses

Tools v Saved at 6:08 PM  Draft

v Demographics x:
Add validation

() age x
Content type

What is your age?

Content type

Number

(e.g., for age, you want Minimum

numbers only, so select , . importtom oy | ()

“Number” for “Content Type”,
set up min and max)

Maximum

Add Block
2




Matrix question

Create a Matrix
type question, you
can input questions
like Likert scales,
Bipolar (for
semantic different)

Question type

|28 Matrix table

~ Matrix type

Likert

Likert

Bipolar

Rank order
Constant sum

Text entry

v

O

Block 2

Q3

Click to write the question text

Click to write Statement 1
Click to write Statement 2

Click to write Statement 3

Add Block

Click to write Scale Point 1  Click to write Scale Point 2 Click to write Scale Point 3

O
O
Q@

O
O
O

O
O
O

Import from library ’ -+ Add new question




Matrix question (cont.)

Change number
of statements
and scale points

v Matrix type

Bipolar

v Statements

Number of statements

v Scale points

Number of scale points

v

9

Block 2

Q3

Click to write the question text

Click to write Statement 1 000 Right

Click to write Statement 2 000 Right

Click to write Statement Right

number of scale points




Add multiple items

Edit multiple answer items

Click to write Statement 1
Click to write Statement 2
Click to write Statement 3

Enter items separated by a hard return

Click “Edit

mUItiple”, then [ Cancel ]
you can paste all )

items at once




Add attention checker

v

o

Block 2

Q3

Please rate your agreement with the following items:

Strong

disagree
i | 2 3
Click to write Statement 1 ® O O
] » . Click to write Statement 2 O O )
INSE rt a-tte ntl on Click to write Statement 3 O ) @)

9

checker” among o o o

— Please select 5 as the
response

other items

O O O O

Q © B O

C B

Strongly
agree
7

O 0 Q ©




4. Block and question settings



Request Response

~ Response requirements v  Block1
Add requirements () r N2 e s
. O Force response Click to write the question text
Select the question ® Request response
} / O Click to write Choice 1
(e ogo’ QZ) an d C h eC I( Add validation Q (O Click to write Choice 2
¢¢ » (O Click to write Choice 3
r.ecl uest response v Question behavior

L, Display logic
- Import from library ] -+ Add new question

&Y Skip logic

Add Block



Randomize items in each block

MNUT wiwvuin

v Block behavior

Select the block v Block!
X3 Question randomization
(e.g., Block I) and . 0 2
. ¢ . Loop & merge
click qu estion Click to write the question text
- - a4 v Format ~ W
ran O m |Zat| O n O Click to write Choice 1
(' Next/Previous button text O iGlicktonueiCitios 2
(O Click to write Choice 3
- Import from library } <+ Add new question
Question Randomization
° €¢ .
Click “Randomize
O No Randomization
th e O rd e r Of al I — @® Randomize the order of all questions
R ’ O Present only of total questions
q u e Stl O n S O Advanced Randomization Set Up Advanced Randomization




Random code



After inputting all questions, add
the last block “random code”

v

O

random code

random code

Thank you for taking time to this survey. Your complete code is .

If you think you might forgot, please take a photo or screenshot of this page.

Import from library ] <+ Add new question




Survey

=01 00

Workflows Distributions Data & Analysis Reports

Survey flow  praft

n Show Block: Directions (1 Question)
n Show Block: Demographics (1 Question)
n Show Block: Block 2 (1 Question)

n Show Block: random code (1 Question)

<+ Add a New Element Here

n Show Block: Directions (1 Question)
n Show Block: Demographics (1 Question)
n Show Block: Block 2 (1 Question)

n Show Block: random code (1 Question)

What do you want to add? Cancel

&# Block ~2 Branch B3 Embedded Data

Add Below

Add Below

Add Below

Add Below

Add Below

Add Below

Add Below

Add Below

28 Randomizer » Web Service @ Group

A End of Survey B Reference survey B Table of Contents

-+ Add a New Element Here

Move

Move

Move

Move

Move

Move

Move

Move

Duplicate

Duplicate

Duplicate

Duplicate

Duplicate

Duplicate

Duplicate

Duplicate

& Authenticator

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

O

Show flow IDs



Set Embedded Data:

Value will be set from Panel or URL.] Set a Value Now

Add a New Field
‘ )
T)’Pe random COde md Below Move Duplicate Add From Contacts Options Delete

2/

Click “set a value now”

Set Embedded Data: Survey Question 4
= ( custom value b Embedded Data Field >

Add a New Field i i
ANCWITIE Insert Piped Text 2 GeolP Location 2

e cts Options Delete

Survey Links >
-+ Add a New Element Here - .
Opt Out Link >
Integer v 1 el 999 m
Panels Field %
Loop & Merge 2
Quota >

Insert Piped Text 2 Random Number -
Range (min-max) = Insert



E Set Embedded Data:

Ell ${rand://int/1:999}

Add a New Field

Add Belo Move |Duplicate Add From Contacts Options Delete
-+ Add a New Element Here
. (19 9
Click “Move” =2
drag and drop it
to the top
E Set Embedded Data: +
Sl ${rand://int/1:999} —
Add a New Field
Add Below Move Duplicate Add From Contacts Options Delete
n Show Block: Directions (1 Question)
Add Below Move Duplicate Delete
n Show Block: Demographics (1 Question)
Add Below Move Duplicate Delete
n Show Block: Block 2 (1 Question)
Add Below Move Duplicate Delete
n Show Block: random code (1 Question)
Add Below Move Duplicate Delete

-+ Add a New Element Here

[ Revert

Apply

‘ Click “Apply”



Go back to the “random code” block

- random code

D Rich Content Editor... § Piped Text...

Pipe text from a...

Thank you for four complete code is .

Survey Question >
a nhntn nr erraanchnt nf thic naca

If you think yc
Embedded Data Field > | v \
; . GeolP Location > | |
& Edit Question Lak

_ stion
, >
Survey Links random code e

Date / Time > , RecipientFirstName

Opt Out Link > ' RecipientLastName
End of Survey Random Number ? | RecipientEmail

Panels Field > ExternalDataReference

Loop & Merge >  PanellD

Quota > UserAgent

random code

Select the question = Piped Text =

Embedded Data Field = “random
code” (the one that you just created)

Click “Insert” and it’s done



Survey Export and
Collaborate



Survey export

Save PDF of your survey:

Tools=> Import/Export
—> Print Survey

 —

Tools ~ Saved af 7:04 PM Draft

Auto-number questions
Reset recode values
Manage reusable choices

Generate test responses

Review >

Collaborate

\ersions >

Import/Export >

Print survey

&) e | R

iQ Score: (2D

Some items have been moved to Survey Options

Import survey
Export survey

Export survey to Word

Import from library ] + Add new question




Add collaborator

| . SeleCt TOOIS 9 Co”abo rate Collaborate on Project: Jin Qualtrics Tutorial

2.Type EmaiI(S) (you can add User and Group Address Book
multiple collaborators for group/
projects)

User Edit View Reports Activate/Deactivate Copy Distribute

3. Save



