Creating a Survey in Qualtrics — The Basics

1. Login to Qualtrics
e Use your EID login with the following link.

https://go.cityu.hk/qualtrics

2. Set Time Zone (First-time login)
e Click your profile icon, select "Account Settings," and change the time zone to

Hong Kong.
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| Account Settings ’

Refresh Account

Logout

Change time zone

UTC +08:00 - Beijing, Hong Kong, Singapore, Taipei

3. Create a Survey
e To start building a survey, you need to create a new “Project”. Go to the main

menu, click "Projects," then "Create Project". Choose to start from scratch or use

a template.
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https://go.cityu.hk/qualtrics

a. Create a blank Survey

o Click the "Survey" icon and then "Get Started.

Create a project

From scratch
.
£ Imported Data

L. Imported Audio and
Video

e Enter the survey/project name and click "Create project."

Create a new project

Survey

Name

[(Proees |

Howr do you want to start your survey?

| Create a blank survey project - |
Create project
Cancel

X

Survey
Begin a survey from scratch or get started with
a previous file.

Best used for

+ Creating ad-hoc surveys

What's included

+ Blank survey

Related links

Learn how to create a survey

Get started

e Inthe "Survey" builder tab:
- Click on Question 1, select the question type (e.g., Multiple choice).
- Enter the question text and options.

- Click "Add new question" for additional questions.

- Click "Preview" to review your survey.

- Click "Publish" to generate a distribution link.
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b. Use Survey Templates

Academic project templates

Pre-built templates developed by experts in education

University Instructor
Evaluation Form

Gather feedback about instruc-
tors from your students

|

Student Recruitment

Get info from prospective
students

Lo

Faculty Satisfaction

Understand the overall satisfac-

tion of faculty at your school or
university

o

e Select a pre-built template (e.g., Student Satisfaction).

Student Satisfaction

Understand the overall satisfac-
tion of students at your school or
university

o

Informed Consent Form

Document informed consent from
all research participants

A

e Click “Get Started”, enter the survey title, and click the “Finish” button. It will
pre-generate an introduction and questions for you to build the survey from
the template.

Survey Workflows Distributions Data & Analysis Results Reports
8] Edit question Savedat6:41PM  Draft ‘ Q ‘ | Preview
2 Question type ~  Student Satisfaction
.é ‘ Text / Graphic v ‘ -
() Instruction
+ Content type Thanks for using a Qualtrics Survey Template! To get started, follow the instructions
below. When you're ready to go, make sure to delete this question so that your
‘ Text - ‘ respondents don't see it!
£ 1. Read through this survey and make sure to update or replace text when applicable. (You can

- R i ts N - : N - -
esponse requirements also remove any questions that you don't need - just click on the question, then click on the little

Add validation » red minus button to the left of the question to put it into the trash.)
2. Click the "Preview" button at the top right of the editor page to take a look at what your
respondents will see when they take your survey.

~ Question behavior

‘L, Display logic
3. When your survey is ready, go to the "Distributions” tab above to see how you can send your

£ suip ogie survey to your respondents.

Remember to delete this question, and happy surveying!
<[> JavaScript
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Thank you for participating in this student satisfaction survey. Your answers will be used to
improve the student experience.

How helpful or unhelpful is your academic advisor?

D) Extremely helpful



4. Distribute a survey
e Switch to the "Distributions" tab and choose a method (e.g., Anonymous link,
Email, access code) in the “Distribution summary” to collect responses.
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Email Distribution

= Inthe "Distribution" tab, select "Emails," then "Compose Email."
= Edit the email subject and content and schedule the email.
= You can create a new email list or send an email to an existing email list to

distribute the survey.

Compose Email

Select Contacts v

From Address From Name Reply-To Email

From: ‘ noreply@gemailserver.com ‘ ‘ Chan Dai Man | | dm.chan|@cityu.edu.hk

When: § sendin1hour +

Subject: | it ‘ - ]

JL Load Message v Save As

E = A B Font ~ sze - B I U [B More.

Follow this link to the Survey:
${l/ISurveyLink?d=Take the Survey}

Or copy and paste the URL below into your intemet browser-
S{l/iSurveyURL)

Follow the link to opt cut of future emails:

Show Advanced Options Cancel Send Preview Email + Send in 1 hour




Create a New Email List

= Select "Contacts" and click "New Contact List."

Compose Email

To: Select Contacts ~

Lists > ‘ Q |
From: Segments 5
+ New Contact List

When: | Send in 1 hour ~

Use Contacts From a Library

= Enter the respondents' Email, First Name, and Last Name, then click "Create."
= Click "Send" to distribute the survey.

Create Contact List

New Contact List (12/10/24 5:12 PM)

Email First Name Last Name External Data Reference  Language
esu.dLsupport@cityu.edu.hk Support ESU
test@cityu.edu.hk Test User one
4 »

Viewing rows 1 - 10 of 10

For lists over (200) contacts. Please go to the Contacts section to create vour contact list.



Bulk upload an Email List

=  Go to the main menu and select "Directories."
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= Manage your mail lists here.

Lists Transactions Distributions
0 uss i= Alllists Lists
A samples Use lists to distribute survey invitations, and target web and mobile feedback to fixed groups of people.

Q, search name

List

New Cantact List

12/10/24 5:12 PM|
testing list 2

Testing Contact List
12/10/24 3:54 PM)

Last modified +

12/10/2024, 05:16:14 PM

12/10/2024, 04:00:06 PM

12/10/2024, 03:55:46 PM

Contacts

Samples

= (Click "Create a list," enter the list name, and click "Confirm".

Create a list x

Create a list of contacts who will receive specific surveys and
distributions

List name

I Mail list 1| I

/| Make data in this list private
" Except for contact info and statistics, data in this list will only be visible to
users with list access. Learn more about private data in lists

Create a list

Created by

You s
You wen
You “en



Click "Upload a file," download the sample CSV template, and fill in the
details (e.g. FirstName, LastName, Email)

FirstName LastName Email

el lohn Doe john_doe@email.com
Jane Doe jane_doe@email.com

EW Alice Brown aliceb@email.com

&l Bob Johnson b.johnson@example.com
Eve Smith esmith@example.com

I Thomas Moreau thomas.moreau@company.com
lan White ian_white76@mail.com
Chelsey O'Neil chelsey@mail.com

) Anita Singh anita.singh@company.com
Liu Xiang liu.xiang@company.com

Select the CSV file to upload and click the “Next” button.

Upload a file to Mail list 1

Drag or select the UTF-8 encoded file that contains your contacts. We'll check it for common
errors and give you a summary to review. Correct any errors in the file, and drag o select it below
again

Once there are no errors, click Next to verify contact import conditions.
Questions? Visit our Support Pages for more information.

RO ownload a sample templatd]

@ Your file looks good! Now select Next

ExampleContacts.csv

Select a different file

10 contacts

Delimiter Enclosure

Comma (,) v~ Double quote ~

()

Confirm the import fields, click “Upload the file” to upload the email list

Confirm import fields

To avoid having duplicate contacts in your directory, we'll automatically find and merge contacts
with the same information in fields you've chosen in your identity resolution rules.

Your identity resolution rules:
1. Email

If there's no null field, or no duplicates found, the contact will be added as a new contact.

To edit the rules, reach out to your brand admin.

Field in your file Import as field First contact Second contact Third contact
FirstName First name v John Jane Alice
LastName Last name v Doe Doe Brown
Email Email v @email.col

3/3 fields

‘ < Back ‘ Cancel




5. Collect Response
e Switch to the “Data & Analysis” tab to view user responses.

Survey Workflows Distributions Data & Analysis Results Reports
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O el i like the color orangle
- Dec 11,2024
( = sweet Apple
0 Dec 10, 2024
[ERES! 50 v

6. References

XM Community
Qualtrics Support Page
XM Basecamp: Learn Qualtrics with On-demand Training
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