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Part 1   www.qualtrics.com 

 

Part 2  Creating and editing surveys:  item # 1     

 

Note Description 

 1 Question Type.   

 
 2 Options that are relevant to this question type.   

 3 These options will appear for very question type. 

 4 Advanced Question Options 

 



Part 2  Creating and editing surveys:  item # 2     

 

Note Description 

 1 Question Type 
 

 2 Number of “answers”. 
 
 

 3 Single Answer :  respondent can only select one choice. 
 
 

 4 Display responses across the page (horizontally) or down the page (vertically).  Can also put them 
in columns by clicking on More. 
 
 

 5 Position of response labels with respect to the radio button.  
 
 

 6 Force response requires the user to answer the question before they move on to the next page.  

The red box    under the item number indicates that the respondent is being forced to 
answer. 
 
 

7 Top green button:  Add question before this question.   
Red button: delete this item 
Bottom green button:  Add question after this question.   
 
 

8 Add question after this question.   
 
 

9 Add a new block below this question. 
 
 

  



Part 2  Creating and editing surveys:  item # 3     

 

Note Description 

 1 Question Type 
 
 
 

 2 Number of fields. 
 
 
 

 3    Very important to combine use the form type and combine these  5 fields into one question 
rather than in 5 separate questions, so that when you reviewing the results, you each respondent’s 
information together. 
 
 
 

 4 Edit properties of the form fields: 

 
 
 
 
 

 5 Questions can be organized into blocks.  Blocks can be named.  This is especially helpful when 
sections of questions are only intended for some of the respondents.  See  survey flow. 
 
 

6 Block Options.  For now, you can ignore these. 



Part 2  Creating and editing surveys:  item # 4     

 

 

 

 

 

 

 

Part 2  Creating and editing surveys:  item # 5     

 

 

  



Part 2  Creating and editing surveys:  survey flow 

 

 

 

 

 

 



 

Part 3    Setting up the email panel    

Can send out surveys through  

 imail and put the survey link in the message,  

 Qualtrics using a panel of email addresses. 

 

Email addresses can be loaded into a panel:  

   By uploading an Excel comma-delimited file (.csv)   
. Note: first cell in the column contains the variable names:  FirstName,  LastName, 
PrimaryEmail. 

or  

   By copying the email addresses from a column in 
Excel or from Word where each is on a separate line and pasting addresses into the 
panel:.  Note:  Click on the top cell, before pasting. 

Create a  test panel with  your email, so that you can test the sending out of your 
survey. 

 

 



Part 4    Setting up the email messages                   

Create your invite message, then copy as a reminder message.  Also create the end-of-
survey messages.   

 

When you click on the “Create a New Message” button, you will see: 

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

Or copy and paste the URL below into your internet browser: 
${l://SurveyURL} 

Follow the link to opt out of future emails:  
${l://OptOutLink} 
 

Do not change the parts that are colored in red! 

Part 5    Sending out the message                            

 

. 



Part 6      Looking at Results 

 

 

 

 

 



 

 

 

  



Part 6      Downloading to Excel 

 

Be sure to undo any filtering commands before you download, unless you only want the subset. 

 

 

FINAL WARNING:  Qualtrics immediately saves your changes to survey questions and there is no “undo” 
button.  So, it might be a good idea to make a copy of your survey before you play around with it.  

 

Part 7  Where You Can Get Help 

 

Applied Research Lab 
Indiana University of Pennsylvania    
Donna D. Putt Hall  Suite G10 

         1000 Grant Street 
         Indiana, PA 15705    
         Phone: 724-357-4530 
         Fax: 724-357-2890 
        Email:  iup-arl@iup.edu 
 

Directions (From the corner of Grant and 11th ) 
Walk south (downhill) on 11th street.   
Foster Dining hall will be on your right.  Donna 
D Putt Hall will be on your left.  At the end of 
Donna D. Putt Hall is a loading dock.   
Immediately after the loading dock is a 
walkway.  Follow it along the building until you 
reach the third door, which has the ARL banner 
over it.  Enter and follow the hallway around the 
corner to the ARL, which will be on your left-
hand side.   

 
Starting Summer II, the ARL coordinator will be Dr. Tim Nuttle. 
 


