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Need Assistance? 
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Office of Institutional Effectiveness 

334-244-3918--- jchandl7@aum.edu  
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Go to http://www.qualtrics.com/login/ into your web browser and enter your login in 

credentials.  
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Click on “Create Project” at the right side of your screen to create a new survey.  
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Give your survey a name in the “Project Name Field” and click on “Create Project” to begin 

adding questions to your survey.  
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Click on “Survey Options” to set settings for the delivery of your survey.  
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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 
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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.  
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Click on “New Folder” and “Untitled Folder” will appear. Type in the box with the gray lettering 

and give your folder a title.  
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The name of the folder will now appear on the menu folder. 
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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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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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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://oqi.wisc.edu/resourcelibrary/uploads/resources/Survey_Guide.pdf. 
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After selecting “Descriptive Text” you can write a brief description of your survey.  

 

If you select, “Multiple Choice”, you can create a question like the one above.  
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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.  
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The above question uses skip logic to exclude respondents who have not completed the 

quantitative sociology course sequence. Respondents who select “No” will not be asked to 

evaluate the statements in the matrix table.  
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You can verify the skip logic by previewing the survey. Select “Preview Survey” on the right side 

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

 

Qualtrics records the previewed survey response as an actual response. You will want to delete 

this survey response by going to “Data & Analysis” tab.  

 

Selected “With Selected” and then click on “Delete”. 
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Open MS Excel and create five fields: “FirstName”, “LastName”, “Email”, “Sex” and 

“Race/Ethnicity”. Select “Save File As” a CSV (Comma delimited).   



20 

 

 

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

 

 

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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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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Select “Browse” and choose the .CSV file of all of your survey sample.  
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Select “Add Contacts”.  
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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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Once you are in the survey again, select the “Survey” tab. On this tab choose “Survey Flow”.  

 

 

Once you are in the “Survey Flow” select “Add a New Element Here”.  
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Choose “Embedded Data”. The embedded data comes from your contact list.  

 

Click on “Add From Contacts”. You will want to select the contact list that is associated with your 

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

 

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

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

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

 

Select “Message Library” from the “Library” tabs.  
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To setup reminder messages for your survey, select “Reminders”.  

 

 

Select “New Message” to create your reminder.  

 

 

 

 

 



32 

 

 

 

Select “Reminder Emails” from “Message Type”.  
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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.  

 

Select the “Data & Analysis” tab.  
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Select the down arrow under “Actions” and choose “Export PDF”. The PDF is a simple display of 

your survey results.  
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If you want to download the raw data, select “Export Data”.  
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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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Download your file as a .CSV file and save to a folder on your computer.  

 

 


