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' ualtrics SOLUTIONS ~ INDUSTRIES —

Welcome to
the Qualtrics
INnsight
Platform

Email/Username

Password

m Or sign in with Google

Go to http://www.qualtrics.com/login/ into your web browser and enter your login in
credentials.




Projects Contacts Library Help&Feedback (@ v

Click on “Create Project” at the right side of your screen to create a new survey.




Create a Project

E] MNew Project .
Create a Project from Scratch

Create From Existing roject Mame

@ From a Copy Program Accreditation Student Survey

o

I\ Froma Library

D From a File

Cancel

Create Project

Give your survey a name in the “Project Name Field” and click on “Create Project” to begin
adding questions to your survey.




> Program Accreditation Student Survey ~

Survey | < Distributions  [=] Data & Analysis [l Reports

& Look&Feel ™\J SurveyFlow J§ £t Survey Options | <, Tools v

Program Accreditation Student Survey

Click on “Survey Options” to set settings for the delivery of your survey.




Survey Options

W1 Back Bution. Enable respondents bo change their responzes.

sperience Hack Bultonis nol available suiess branches, Moe infs
W Save and Conlinus, &llos wecsnts Lo e and conlicn .
E Shew Question Mumbers. Broat for orevicws. For partisipants, try a 2regress Barinstead.
Ulias b Survwey Validitien Masamgis...
Survey Language:  English ¥ | The language the survey is writben in

Survay Titlez  Onbing Sursy Botware | Quaitnn This taxt wil anpear in the srowser os the windoe or tab tie

Mcta Description:  Saaaltrios sophizticated enlre o | Scarch engnes and sooal media serdizes use this desenption.

Opan Aesian. Al argans T Taks tha slirg.

br B Ry Invitatisa Only. Pravaet aecpla Trom Tasing The suriy US0E an anangmess sicey |0k,

Suresy
alio =l
s
Pasaward Protection, Tha guseword st be anlsnes 1o e e erwsy:

1 Prevent Ballat Box Stufiing. Kzop peopls from taking this sursey mors twan once.
HTTP Ratearar Warilication, Tha iase muet cnime feom This LAt faka thia aiiness:

1 Prevent Indexing. /& tag wil o= added 1o the survey to prewent szarch engines frem indesxing it

# Secura Parteipanta’ Files. Flas upinacsd a6 renaorsas £an 00 ha vswsen iy 15E with permisson fo e
[E-THTEET

ey Capirmtinn, The susssy il anibs s avaibakle G apecified duls mngs

You will want to check the boxes for the following “Survey Options”:

- Back Button - Default inactive survey message.
- Save and Continue - Partial Completion: After 6 Months

- By Invitation Only

- Prevent Ballot Box Stuffing

- Prevent Indexing

- Secure Participants’ Files

- Redirect: http://www.aum.edu




cts > Program Accreditation Student Survey -

Survey | <7 Distributions [=] Data&Analysis  [; Reports

¥ Look &Feel ™\J SurveyFlow Lt Survey Options ~ Tools ~

Program Accreditation Student Survey

You will want to create a folder to place your new survey. Click on “My Projects” which will bring
you back to your home screen.




|§| All Projects

i'_:| Shared with Me

|;| Uncategorized gﬁj}
|__| Annual Surveys for Exte.. €1

|__| Study Abroad With Ach.. (D

[j Untitled Folder
== New Folder

Click on “New Folder” and “Untitled Folder” will appear. Type in the box with the gray lettering
and give your folder a title.




|§| All Projects

Program Accreditation ~

|§J Shared with Me

©
(O] uncategorized P27
20,

|_—| Annual Surveys for Exte...

Program Accreditation

|:| Study Abroad With Ach... @

== New Folder

The name of the folder will now appear on the menu folder.
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All Projects

Shared with Me

== Create Project Q, program

;.| Uncategorized

—| Annual Surveys for Exte... % — Sort By: Project MName ~
—| Program Accreditation

—| Study Abroad With Ach...

== New Folder

View Reports

Click on “All Projects”. A list of all projects will appear. Go to the right hand corner and search for
your survey with a key word. In this case, the word “program” is useful to pull up the “Program
Accreditation Survey”.
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Program Accreditation Student Survey

Click to write the question text

I Import Questions From... == Create a New Question

The first question text should give a brief description of the survey’s purpose and can include
general instructions about the survey. You will want to select “Create a New Question” and then
select “Descriptive Text”.
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A Descriptive Text

° E Multiple Choice

Al TextEntry

Static Content

Standard Guestions

Rank Order

Constant Sum

—

-

—_—

L] Hot spot
ﬁ.‘ Graphic Slider

#s Drill Down

P
} Timing

@ Graphic

2.2 Matrix Table

Slider

2|3 side by side
DE Pick, Group, and Rank
A Heatmap

& Gap Analysis

Met Promoter Score®

“ Meta Info Question

:’jﬁi Captcha Verification

Multiple choice, matrix table, and text entry are common question types utilized in most surveys.
For more information about how to create good survey questions and how to create a plan for

your survey, please go to the following website:

https://oqgi.wisc.edu/resourcelibrary/uploads/resources/Survey Guide.pdf.
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Program Accreditation Student Survey

V| Q1 The following is a survey to help our program to assess the effectiveness of our curriculum. Thank you
for your thoughtful responses. Go Warhawks!

o)

After selecting “Descriptive Text” you can write a brief description of your survey.

Did you complete the quantitative sociology course sequence?

Yes

Mo

If you select, “Multiple Choice”, you can create a question like the one above.
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Please evaluate the following statements:

Strongly Somewhat  Somewhat trangly
agree Agree agree disagrae Disagree disagree

My data analysis projects in
my guantitative sociclogy
courses effectively
equipped me to perform
statistical analysis using
statistical programming
software (e.g., SPSS,
STATA, SAS).

l'am able toapply the
statistical analysis skills
that | learned in my
guantitative sociology
courses in my current
position.

A matrix table saves space and gives the appearance that your survey is shorter. The question
format is especially useful with evaluating statements with a Likert Scale.

15




v|Qe Did you complete the quantitative sociclogy course sequence?

) O - EETER o Skip 1o B

The above question uses skip logic to exclude respondents who have not completed the
guantitative sociology course sequence. Respondents who select “No” will not be asked to
evaluate the statements in the matrix table.
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Projects Contacts Library Help & Feedback @ ~

[* Preview Survey

The following is & survey to help our program to assess the effectivensss of our curriculum: Thank youw for your
thoughtiul responses. Go Warhawks|

Eisd you commperte i quanbilative sociology COoUurse Seopenc o7
b=

Mo

You can verify the skip logic by previewing the survey. Select “Preview Survey”
of your screen.

on the right side
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You will want to re-enter Qualtrics by selecting the back arrow on your web browser.

7] Surves 7 Distributionsf] B3 Data & Analysis

Elpata @WText [ Cross Tabs
Add Filter

Qualtrics records the previewed survey response as an actual response. You will want to delete
this survey response by going to “Data & Analysis” tab.

With Selected ~
Delete...

Recorded Date
-

d Sep 16, 2016

Selected “With Selected” and then click on “Delete”.
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A C D E F G
1 |FirstMame LastName Email Sex Race/Ethnicity
2 |Alicia Dean adeanl0EF Black or African American

3
a4
3

Print

RLETS

Export

Close

Account

Options

Save | _
S IR (M) 1
. Save As 5 AccessSorceFiles (Vwwizard.aum.edu) (W:) I
Save ds AdoDe = G‘F Metwork
RES 1% ADEAN-TEMP

18 ADM103-AW-DT
18 ADM-FM-D

/8 BUS115-AD-L
18 CHI00LOAMER
/M CH103A-RC

miRnt 1T N

File name: Program Accreditation Survey Contact List

Save as type: | CSV (Comma delimited)

Authors: Administrator Tags: Add

“ Hide Folders

Open MS Excel and create five fields: “FirstName”, “LastName”, “Email”, “Sex” and
“Race/Ethnicity”. Select “Save File As” a CSV (Comma delimited).




Projects’ Contacts |Library Help & Feedback @ ~

Click on “Contacts” at the top right hand side of your screen to take you to the “Contacts” page.

Projects Contacts Library Help & Feedback @ ~

== Create Contact List Search Contact Lists,

Select “Create Contact List” to add your contact list which is a .CSV file from MS Excel. You can
request a contact list for your survey from the Office of Institutional Effectiveness by contacting
oir@aum.edu.
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Create Contact List

Program Accreditation Survey Contact List

Uncategorized w

You will need to give your “Contact List” a name. Including the survey name for the contact list
name will help with organization.
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Add Contacts

Ll hiadn sty SRS -0 Add Manually | Import From a Survey

Show Opticns

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 opticnal (FirstName,
LastMame, ete.)

« The maximum file size is 100mhb,

Updating Existing Contacts

» Use a 'Recipient!D’ column
containing recipient iDs and add
any optional fields

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

@ Example Document

Skip this step

Select “Browse” and choose the .CSV file of all of your survey sample.
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m (7 Relgad | Show Ophions

Program Acecreditation Survey Contact List.oav {1 Contacts |
__________________________________________________ i
vierify Fields

| Firsthame Al
| | | Dean
| Ernall ~ | adeantOgtaumm.ecu

Select “Add Contacts”.

LRI
nanes for esch o

T ke miaxinmem file size iz 100mb,

Up<lating Existing Contacts

I 1 'R Ho e

Contact data will be updatad. Maw
fietds will be added as necessary,

'_’: Exampla Docurmsnt
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Jobs in progress/complete

(" Program Accreditation Survey Contact List Import Started

View Contact List

100.00% _

4 *

-~ _ s Projects ‘
Contacts: Alicia Dean > Program Accreditation Survey Co.. v

Gurrent Jobs: 1

AddFiter ~

(/] Alicia Dean adeani0@aum.edu

Showing 1-10f 1 Contact

Click on “View Contact List” and you will get a “Contact List” like the one above. Select “Projects”
at the top right side of your screen. Choose the project you are currently working on.
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> Program Accreditation Student Survey v

Survey = [k Distributions  [=] Data & Analysis ]y Reports

o, Tools ~

4% Look & Feel (¥ Survey Options

™o Survey Flow

Once you are in the survey again, select the “Survey” tab. On this tab choose “Survey Flow”.

SLII'VE}' Flow Program Accreditation Student Survey

E Show Block: Default Question Block (3 Questions)

+ Add a New Element Here

Once you are in the “Survey Flow” select “Add a New Element Here”.
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Su rvey Flow FProgram Accreditation Student Survey

n Show Block: Default Question Block (3 questions)

Add Below  Move

What do you want to add? Cancel

&% Block ™2 Branch B Embedded Data 22 Randomizer 2 Web Service & Authenticator
& End of Survey B Reference Survey » Conjoint

Choose “Embedded Data”. The embedded data comes from your contact list.

Survey Flow Program Accreditation Student Survey

u Show Block: Default Question Block (3 questions)

AddBelow Move Duplicate Delete

Set Embedded Data:

| Enter Embedded Data Field Name Here... Value will be set from Panel or URL.  Set a Value Now

Add From Contacts

AddBelow Move Duplicate Options  Delete

Click on “Add From Contacts”. You will want to select the contact list that is associated with your
survey.
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Su rvey Flow Program Accreditation Student Survey

n Show Block: Default Question Block (2 questions)

Set Embedded Data:

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

RacefEthnicity Value will be set from Panel or URL.  Set a Value Mow

Add a New Field

Add Below  Move

The embedded data fields are demographic fields: sex and race/ethnicity.

Survey M2 Distributions Q[=] Data & Analysis [ Reports

& Look&Feel ™2 SurveyFlow L¥ Survey Options 4 Tools ~

Program Accreditation Student Survey

Saving the “Survey Flow” will take you back to your survey’s main page. Select the
“Distributions” tab.

27




How do you want to distribute your survey?

< L

Email Web Social Mobile

Send with Qualtrics Use your own email system

(*}» Get a single reusable link

,':: Generate a trackable link for each contact

{><] Compose Email

You will select the “Compose Email” option which will create a by invitation only survey

distribution.
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Compose Email

To: Select Contacts

From: noraplyiEgemallserver.con Alicia Dean adean1d@aum.edu

‘When: Sl i 1 ol
Subject: .
Mazsage: BE=&a/EdMBE g m|m= k& & B = f=
Sonk - Slez - B I U = = HA- A-| &

Follow this link o the Survey:
F W Barveylink 7d« Take Ihe sureey]

Orcopy and paste the URL below imo

four intemst browses
F 5 Sur ey URLY

Fiokorw the ink hoopt out of fours emala:

ubserie]

“Select Contacts” is where you will select the contact list that you uploaded earlier. If you want
to make the survey from a particular office, change the “From Name” from your name to the
office name. To schedule a specific time for distribution, select the down arrow in the “When”

field. You will want to make sure to delete the opt out of future emails link. Send after drafting a
message.
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Projects Contacts| Library || Help & Feedback @ -

Choose “Library” at the top right corner of the screen.

Alicia Dean -~

B survey Library Graphics Library [ 1) Files Library

Messages Library

Select “Message Library” from the “Library” tabs.
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All Folders

Show All Invites

Reminders

To setup reminder messages for your survey, select “Reminders”.

Select “New Message” to create your reminder.
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Create a New Message

General Messages ~ Uncategorized v

12/ Invite Emails

+ Look and Feel Messages
4! End of Survey Messages

JE JZ 2| [o Source

ERESER R General Messages

T, || Font B 8] Reminder Emails %

~| Validation Messages

I
]
lih
1
]

m
2
1
|=
i

=| Email Subject Messages
& Thank You Emails
8] Inactive Survey Messages

= SMS Invites

Cancel

Select “Reminder Emails” from “Message Type”




After you have collected all data, you will want to download your results for analysis. Choose
“Projects” at the top right side of your screen and select your survey.

B3 Data & Analysis

B pata g Text E3= Cross Tabs

(#] Survey <27 Distribution g Reports

Add Filter -

Recorded Date

Sep 16, 2016

Select the “Data & Analysis” tab.

33




1 Exp

(o]

wrt & Import ~ X, Tools ~

Actions

View Response

Delete Response

Retake Response

Retake as New Hesponse

Export to PDF

Select the down arrow under “Actions” and choose “Export PDF”. The PDF is a simple display of
your survey results.
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i Export & Import ol Tools
i Export Dafa...
tions

™ | \mport Data...

- ,
! Manage Previous Downloads...

If you want to download the raw data, select “Export Data”.
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Export Data

Download Data Table Export Data with Legacy Format

Download columns and filtered data from the
Data tool. This download cannot be imported into
Qualtrics.

Export data for using the legacy Research Suite
formats. This export does not include filters,
tags, or custom columns. This export can be

imported into Qualtrics.

Choose “Export Data with Legacy Format” to download your raw data. “Download Data Table” is

another option with the new Qualtrics Insights Platform.
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< | Export Data Set

CSv ML SPSS HTML Fixed Field Text 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.

+'| Use legacy View Results format

Only include responses started between:

More Options

Download your file as a .CSV file and save to a folder on your computer.
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