CREATING A SURVEY WITH QUALTRIC
April 2020

This document shows how to build a survey with Qualtrics. This includes how to start a survey, add survey instructions,
add questions of various types, format responses, and add skip logic should that be necessary.

BEFORE STARTING IN QUALTRICS

Before using Qualtrics to build a survey, Organizational Development suggest you plan and build your initial survey draft
as a Word document. Draft the survey instructions, specific questions and response categories, the order of questions,
and any skip logic or branching if necessary. Have colleagues and any collaborators review the survey.

DESIGN CONSIDERATIONS

There are several design considerations with online surveys. You will need to decide if you want a “single page” survey in
which respondents must scroll down to see all the questions (appropriate just for very short surveys) or use a series of
pages with just a few questions on each page instead. You also need to be aware that surveys format differently on a
smart phone vs. larger computer screens on a desktop, laptop, or tablet. With these considerations in mind, your online
surveys should be as short and simple as possible — collecting just the information you really need.

IMPORTANT NOTE ABOUT SAVING YOUR SURVEYS

When building a survey, Qualtrics saves your work automatically behind the scenes so there is no need to “Save” or
“Save As” via a menu. This is a convenient feature but can be annoying if you experiment with modifying an existing

qguestion and then decide you want to revert to the previous version of the question. Because Qualtrics is saving behind
the scenes, the question in its original form is no longer available.

STARTING A NEW SURVEY

Once logged into Qualtrics, click on the blue button labeled “Create new project” at the top right portion of your
dashboard.
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e  Click on “Survey” under the “Create your own.”

Create your own

Build a project from scratch or use previous resou
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e Then, on the next dialogue window as shown below, you have four ways to start a new survey (a blank
survey, copying from an existing Qualtrics survey, from a Qualtrics library, or from a Qualtrics survey

previously exported to a file).

Here, stay with the default choice (Blank Project) since we are starting from scratch with our draft

survey initially built in Word.

Enter a name for the new survey and then click on the blue “Get Started” button. Do not enter a generic

name like “Survey.” Be specific with a year, survey purpose, location and/or target audience if
applicable. For example, 2020 Brazos County Hay Producers Survey, Summer 2020 Tri-County Youth

Volunteer Survey, or Brazos County Needs Assessment.

= CREATE YOUR OWN
Survey

Start with a blank survey project and build it to suit your needs. Learn More
Project Name

Untitled Project
Blank Project | From a Copy  From Library  From a File

Start with a blank survey project and build it to suit your needs.
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THE SURVEY BUILDER INTERFACE

On the following page is the interface to build a survey once you name it. The same interface appears when you return

to continue building or edit a survey you already started.



e Here are the major parts of the survey builder interface:
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The type of question you select dictates the available options. Note that “Multiple Choice” is the default
guestion type selected by Qualtrics (green box above). Below it are the options for this question type
(see arrows). These includes the number of response categories (use + and — to adjust), single or
multiple response, response category alignment, making a question required (force), and validations.

Click on the green box to change the question type.

The first question is where you place your survey instructions. Simply type your instructions before the
question. You can format text using the Rich Content Editor. You can add instructions to any question.

Your views on the quality and effectiveness of Extension programs are extremely important. : :
Please take a few minutes to tell us about your experience with this activity. Survey instructions

How much did you learn from this activity? Py First survey question

O Nothing
O Afew things Three response categories. Note
O Alot of things | bubbles means single response;

square means multiple response.




Once you finish a survey question, click on “Create a New Question” to start the next one.

== Create a New Question

Simply continue this process for each of your survey questions by first selecting the question type and

any appropriate options, and then typing in your question, response categories (if any), etc. until you

have entered all of your questions.

At any time, click on “Projects” at the top right to return to the main dashboard. Remember, Qualtrics is

saving your work in the background as you go.

Now is the time to:

o Rename your questions variables (Q1, Q2, Q3, etc.) if appropriate. If you ever export your data

to Excel or some other file format, it is handy to have the names Q, Tools

in order. Use “auto-number questions” under tools. —_—

o Insert page breaks so you have one or just a few questions (depending on
their length) per page so respondents do not need to scroll down to see
more questions. They will click on the right arrow to continue instead.

o Add any skip logic if you have any (i.e., if Q1 = “Yes” then go to Q5, else
continue with Q2). Do this after auto-numbering questions!

Auto-Number Questions...

Actions
L, Add Display Logic
Copy Question
+ Move Question
[/ Add Note
Q, Preview Question

The Texas A&M Agrilife Extension logo will be automatically placed at the top of the survey.

You can use the Preview button at any time to see how the survey looks, including on a smart form (as

show below).
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EXTENSION

’TEXAS A&M
Your views on the quality and effectiveness of Extension programs are extremely EXTENSION
important. Please take a few minutes to tell us about your experience with this

activity.

Overall, how satisfied are you with this activity? Your views on the quality and
effectiveness of Extension
programs are extremely important.
oy Please take a few minutes to tell
us about your experience with this
activity.

O Natatal

Overall, how satisfied are you with
this activity?

How much did you learn from this activity? o
otata

Do you plan to take any actions or make any changes as a result of this activity?




SURVEY OPTIONS KM Activity Evaluation - Version ODG ~

Wlth Survey queStionS ready, now Set any Survey burvey Actions Distributions Data & Analysis Reports
options that fit your needs. Qualtrics selects a few by
default (those checked or radio buttoned below).

4Y Look & Feel ™\3 Survey Flow

-\ Tools ~

You might consider a few other options (see red boxes below). The “Prevent Ballot Box Stuffing” keeps
respondents from answering the survey more than once. Use “Survey Expiration” to make the survey
available just for a specified date range. You can also create a custom end-of-survey message instead
of the generic default message (discussed next).

Survey Options
Survey [ Back Button. Enable respondents to change their responses.
Experience Save and Continue. Allow respondents to save and continue later.
- [[] show Question Numbers. Great for previews. For participants, try a Progress Bar instead
E [] Use Custom Survey Validation Messages...
Survey Language: ‘ English (US) v ‘ The language the survey is written in.
Survey Title:  Online Survey Software | Qualtric  This text will appear in the browser as the window or tab title.
Meta Description: | Qualtrics sophisticated online sur | Search engines and social media services use this description.
Survey ® Open Access. Allow anyone to take this survey.
Protection O By Invitation Only. Prevent people from taking the survey using an anonymous survey link.
a [ ] Password Protection. This password must be entered to take this survey:

l [] Prevent Ballot Box Stuffing. Keep people from taking this survey more than once. l
[ HTTP Referer Verification. The user must come from this URL to take the survey:

Prevent Indexing. A tag will be added to the survey to prevent search engines from indexing it.

Secure Participants' Files. Files uploaded as responses can only be viewed by users with permission to view
responses

[ show a custom message when a respondent revisits a previously completed link..
[[] Survey Expiration. The survey will only be available for a specified date range.
Survey ® pefault end of survey message
Termination | QO custom end of survey message... l

e Q show Response Summary.
O Redirect to a full URL, ex. “https://www.qualtrics.com”

[] Send additional thank you email from a library... When distributed via the Survey Mailer.
[[] Anenymize Response. Do NOT record any personal information and remove contact association

Inactive ® pefault inactive survey message
Surveys

o

l O custom inactive survey message...l

Partial
Completion responses in progress after respondent’s | last activity  ~

Please note, the recipient cannot continue taking the survey once their data is recorded or deleted

=




Custom End-of-Survey Messages

Another survey option is a custom end-of-survey message. This can be handy if you want to direct respondents

to additional resources such as web pages, files, etc.

Within the Survey Options page, start a new message in your library as shown below.

Survey O Default end of survey message

Termination @ custom end of survey message...

e Load a Saved Message ~
QO shq

o My Library: Paul Pope 2 fsearch...
Re(
Organization Library: Texas A&M University College of Agriculture and Life Sciences - Extension and Research Sii *
Os 2019 BCSC Survey Close
e -
O An Global Library: Qualtrics Library > | Message

Create a New Message

Be sure to provide a description of the message. It will

be stored in your message library once you save it. Cotegory [End of Survey Hessades
lDescrimion | ‘ l
El @& B Font - Sze + B I U [ |Less
Type in your message and, if appropriate, include any o E B A = = = £ = me

resources you want to provide respondents. This might
be web links (directing them to your home page orto a

web page promoting an upcoming activity), files, media,
tables, etc.

using the icons along the top.

Type in your custom message and include
links, files, and other resources available

TEXAS A&GM
Here is an example with a thank you GRILIFE
note, two web links, and a pdf file: EXTENSION

Thank you! We appreciate your feedback.
Here are the resources available to you as a result of completing the survey:

Home page for Organizational Development (0D}
hitp:/fod tamu.edu

Home page for OD Evaluation
hiip.fod.tamu.edu/evaluation-overview!

Copy of the Cover Sheet for OD Scan Forms:
Rev universal cover sheet 63272

For more information on survey options:

https://www.qualtrics.com/support/survey-platform/survey-module/survey-options/survey-options-overview/
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https://www.qualtrics.com/support/survey-platform/survey-module/survey-options/survey-options-overview/

SURVEY LOOK & FEEL

There are a number of options for formatting the look |KM Activity Evaluation - Version OD6

and feel of the survey. One that respondents appreciate is

. i L. purvey Actions Distributions Data & Analysis Reports
the inclusion of a progress bar. This informs respondents
how far they have progressed through the survey. “\3 Survey Flow £} SurveyOptions <X Tools v

To set the progress bar, click on the pull-down and select “With Verbose Text.” This provide the most
information to the respondent.

Look and Feel

General

Next Button Text

Theme A
Extension =
Previous Button Text
=
General
Progress Bar
Style
None v
Maotion
None
With Text
Without Text

With Verbose Text

For more information on survey look and feel:
https://www.qualtrics.com/support/survey-platform/survey-module/look-feel/general-look-feel-settings/



https://www.qualtrics.com/support/survey-platform/survey-module/look-feel/general-look-feel-settings/

TOOLS

e Under Tools, there are a few options you may find useful
including printing a survey (under “Import/Export”) and
“Translate Survey” to make the survey available in other furvey  Actions  Distributions  Data & Analysis  Reports
languages.

2, Tools ~

Auto-Mumber Questions...

b(]\n Activity Evaluation - Version OD6 ~

#° Look & Feel ™\J Survey Flow ¥ Survey Options

Reset Recode Values...

Collaborate

Review »

Triggers > .
b imely important.
I Salesforce »

Quotas...

Manage Reusable Choices...

Scoring...

[Translate Survey...]

Versions >

Import Survey...

Export Survey

Export Survey to Word...

e For more information on survey tools:
https://www.qualtrics.com/support/survey-platform/survey-module/survey-tools/survey-tools-overview/



https://www.qualtrics.com/support/survey-platform/survey-module/survey-tools/survey-tools-overview/

PUBLISH A SURVEY

e Once the survey is ready to go with survey questions and options set, click on T Publish

“Publish” in the top right corner.

This activates the survey and allow you to move on to the distribution phase.

o Next, you will see the screen below. Note Qualtrics provide an Expert Review of the survey — checking for things
like excessive length, wording, use of large complex tables, etc. Click on “View recommendations” to see
suggestions for improvement.

e Click on “Publish.”

Publish Survey

Publishing will update the version seen by respondents.

Details f ’\

ExpertReview
Survey strength: Great
Recommendations: 0

User-published version

Add a description for your version history

View recommendations

Cancet m

e Qualtrics activates the survey and provides an anonymous link as seen below. At this point, you can include the
link in a survey invitation sent to your target group via email. However, there are many other distribution
options — discussed in another document. Optionally, you might consider creating a shortened URL via one of
many tools available to do that — particularly for an in-person activity in which participants must enter the URL
to access the survey.

Survey Activated

Your survey has been successfully published and activated. You can distribute it using the
anonymous link below.

https:/agrilife.azl.qualtrics.com/jfe/form/SV_bel7V4aPvGelCLj

You can also navigate to the distributions section to view more options.

Close

e Returning to your main dashboard, you will notice the status of the survey changed from new to active.

Texas A&M Agrilife Extension Service, Organizational Development
April 2020
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