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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     

 



Part 2  Creating and editing surveys:  item # 3     

 

Note Description 

 1 Question Type 
 
 
 

 2



Part 2  Creating and editing surveys:  item # 4     

 

 

 

 

 

 

 

Part 2  Creating and editing surveys:  item # 5     

 

 

  





 

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 



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 ͞undo͟ 
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 


