
Qualtrics Tutorial

COMM 420 Research Methods in 
Advertising and Public Relation



1. Qualtrics Set up



Create a project and survey

Create project à From scratch 
Survey à Get started 

Name the project (see right): 
-First Name Qualtrics Tutorial”



Label block and question

Block label

Question label

Do the same 
for all blocks 
and questions



2. First Block



Block 1 – add content

Add instructions 
(see the “Template 
for instructions”)

You can click “Rich 
Content Editor” 
to edit text font 
and format



Block 1 – change question type

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



Add new block and questions

Click here to add new block Click here to add new 
question and select type



3. Input questions & types



Text Entry question

It is a good idea to “Add 
Validation” for text 
entry question to get 
standardized responses

(e.g., for age, you want 
numbers only, so select 
“Number” for “Content Type”, 
set up min and max)



Matrix question 

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



Matrix question (cont.)

Change number 
of statements 
and scale points

number of scale points



Add multiple items

Click “Edit 
multiple”, then 
you can paste all 
items at once



Add attention checker

insert “attention 
checker” among 
other items



4. Block and question settings



Request Response 

Select the question
(e.g., Q2) and check 
“request response”



Randomize items in each block

Select the block
(e.g., Block 1) and 
click “question 
randomization”

Click “Randomize 
the order of all 
questions”



Random code



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

Click “set a value now”

Insert Piped Text à Random Number à
Range (min-max) à Insert
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Click “Move” à
drag and drop it 
to the top

Click “Apply”



Select the question à Piped Text à
Embedded Data Field à “random 
code” (the one that you just created)

Go back to the “random code” block 

9

10 Click “Insert” and it’s done



Survey Export and 
Collaborate



Survey export

Save PDF of your survey:

Toolsà Import/Export 
à Print Survey 



Add collaborator

1. Select Tools à Collaborate 

2. Type Email(s) (you can add 
multiple collaborators for group 
projects)

3. Save


