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A. General Information

Qualtrics is a cloud-based general survey system, helping HKUST users to conduct surveys for their
research studies, activities and events evaluation, etc.

To use Qualtrics, please visit: https://ust.qualtrics.com

For enquiry, please contact us at qualtrics@ust.hk.




B. Login
Open a web browser and type the address of the Qualtrics web site.

1.
https://ust.qualtrics.com

2. Login with your HKUST Account with @ust.hk or @connect.ust.hk.

& suunxs

—-Il THE HONG KNG
“ﬂ UNVERSITY OF SOENCE
A TEGNOIOGY

Sign in

The above “Forgot my password” or “reset it now”
does not work for school account. For ITSC nework

account sign in problem, please check here.

New Qualtrics User
If you are a new user, click the I don’t have a preexisting account here button.

qualtrics*

It looks like this is your first time logging in here.
Do you have a preexisting Qualtrics account for
this brand?

Yes, | have a preexisting account here

Mo, | don't have a preexisting account here




2.

3.

The user account is created in UST Qualtrics platform. Click the Sign in button.

qualtrics*

Your user was created
successfully

Click the I accept button to confirm the Terms of Service.

Terms of Service

Terms of Service or General Terms and Conditions for Qualtrics Services (“GTC”)

Tf a valid agreement exists between you (“Customer”) and Qualtrics, LLC (“Qualtrics”, an SAP America Inc. company) related to the subject matter hereof, those terms take
precedence over these terms unless otherwise agreed by the Parties in relation to a specific Order Form. These GTC may be updated from time to time as explained herein. Refer to these
GTC regularly to ensure compliance These GTC can be found at www qualtrics com/terms-of-service A Please read these GTC carefully before using wiww qualirics com (the
“Website™) or the products or services offered by Qualtrics (the “Services”). These GTC take effect when you click an “I Accept” button or checkbox presented with these GTC or when you
use any of the Services or Website, whichever occurs first If you are agreeing o these GTC on behalf of Customer. you represent to Qualirics that you have legal authority to bind Customer
Modifications to this Agreement. Qualtrics may modify these GTC at any time by posting a revised version on this website (www.qualirics com/terms-of-service) or otherwise providing
notice to Customer. By contimuing to use the Services after the effective date of any modifications to these GTC, Customer agrees o be bound by the modified terms_Some Services may be
subject to additional terms specific to those Services as set forth in the Service-Specific Terms https://www. qualtrics com/service-specific-terms/, which are incorporated herein to the extent
applicable United States Federal Government Agency: If you are a United States federal government agency, use of the Services is subject to this amendment

Revised November 16, 2022

AR R

View full Terms of Service by clicking the link below

- English

(N (2) TermScout Certified Contract

CUSTOMER

FAVORABLE

TERMS

General Terms and Conditions

qualtrics This contract has been carefg!ly reviewed and CEHTIfIGC! Customer R TS TR
Favorable by TermScout, an independent contract rating company. =




4. You will be logged in. Qualtrics will display the Qualtrics homepage.

XM = Home
o {0 Leam how to create a project from scratch
Welcome to XM Viatch our s, on domand training £ loarn survoy building fundamantals by cresting question and answer choicos that o Loarn mors
B
[ @ search by name, ype, oumer. ‘ Active surveys
[ Create and activate your first survey and see an overview of your response counts
Recenty visted Sea sil projects.

Your recently accessed projects will
appear here for easy access

Your workflows summary

B Set up your first workflow to automate important actions and

a workfl Laam more about workflows

drive efficiency




C. Create Project
To create a new survey, click the Create a new project button at the Qualtrics homepage.

Create a new project

It will direct to the Create a project page. You can create a Survey Project from scratch, or create a
project by using the survey templates provided by Qualtrics. Here, we will focus on creating a Survey
Project from scratch.
M =

Q Search the catalog Create a pl‘OjeCt

» Type
From scratch

~ What you're measuring

fommee Survey ;}4 Imported Data
Employees

Markets

Students Guided projects

Start building using a pre-buil solution with step-by-step guidance
Wabsite and app visitors

e Product Optimization Concept Testing (Basic) Pricing Study (Van Product Naming Brand Awareness &
[Ganing) ) weak- Westendorr) Find the best name for your next Performance
Customer experience Find o Ientif cing produ Assess the current state of you

Education
Human resources
Market research

Marketing and advertising

~ Use case Brand i ing Creative
Testing
Advertisement and creative testing

Evaluat
cust

Brand testing
Brand tracking

Candidate experience

ID-19

Create a Survey Project from Scratch
It allows you to create a survey from scratch and add questions to the survey one by one.

1. Select Survey at the Create a project page.

Survey

2. Click the Get started button.




3.

Enter a Name for the survey project.

Create a new project

Survey

MName

survey 2023.02.13

How do you want to start your survey?

‘ Create a blank survey project ~

Cancel

4. Click the Create project button.

5.

Create project

It will direct to the Edit Survey page, and you can add questions to the survey right away.

XM = survey2023.0213 v
Survey Waorkflows Distributions
Edit question

g Question type

=°_r. E Multiple choice

~ Answer type

¥3 @ Allow one answer

(O Allow multiple answers

« Choices

Number of choices
HIENE)

Edit multiple

Use suggested choices

Data & Analysis Results Reports

| Tools v ‘ Saved at 4:57 PM Draft

survey 2023.02.13

- Default Question Block

0 o1

Click to write the question text

(O Click to write Choice 1
O Click to write Choice 2

O Click to write Choice 3

® 00

V=] -

Q ExpertReview score  Great

Q Import from library -+ Add new question

Add Block




D. Prepare Survey
To work on a survey, click the Menu button and select Projects.

m =— | Projects

¢ Star G Home

b Sha G]\-I Projects

It will direct to the Projects page. You can click on the survey name, or click the “...” button and select
Edit survey at the Projects page.

Project name Status Responses Type Last modified T} @3
g survey 2023.02.13 MNew —  Survey Activate E
Collaborate
| 1 |of1

Rename project

Copy project

Move to...

Edit survey

Add / Edit Question
1. Click the Add new question button.

+ Add new question

2. A dropdown will display. You can select a question type from the dropdown. A question of the
selected question type will be added to the survey.

$= Multiple choice
(O Textentry

== Text/ Graphic
|§§ Matrix table
oo Slider

(3 Form field

1 —

:= Rank order

*l° side hv side M




3. Ifitis not the question type you need, you can change it by clicking the Question type dropdown at

the Edit question pane at the left hand side.

Edit question

Question type

*= Multiple choice

cos |I|"|
con il

U gl

R

LT]=o

— Multiple choice

Text entry

Text [ Graphic

Matrix table

Slider

Form field

Rank order

Side by side

Mat mramntar erara

4. Click on the area Click to write the question text to enable the text editor and type the question text

there.

|'_' Rich Content Editor... | Piped Text..

Click to write the question text
& Edit Guestion Label

-

() Click to write Choice 2

(O Click to write Choice 3

10



5. If you want to format the question text, you can click on the Rich Content Editor... button.

|'_'| Rich Content Editor.. Piped Text.. HTML View .
-

Click to write the question text
# Edit Question Label

(O Click to write Choice 2

(O Click to write Choice 3

6. Format the text as you prefer. When you finished, click anywhere outside the text editor to close the

editor.
Ql e
: 1
A} B Font ~ Size ~|B| I U [ Less.
O P A-B- =2 £ = + 012 2 M = I

Do you like Qualtrics?

7. If the question is a multiple choice, it will have 3 number of choices (answer options) by default. You
can enable Use suggested choices at Edit question pane. Qualtrics would suggest a list of choices to
your question. If you find the choices are not appropriate, you may change them by clicking the
dropdown and select an appropriate type.

= Choices

Mumber of choices

= ‘ s | +|
Use suggested choices ‘:}

True - False

Yes - No

Below Avg - Above Avg

Worse - Better

11



8.

If you want to change the number of choices, you can click the
choices, or select Remove Choice to delete particular choice.

“n

or “+” button to add or remove

Edit question

Question type

3= Multiple choice

=

-]

« Answer type

@ Allow one answer

':' Allow multiple answers

« Choices

Number of choices

EER

Edit multiple

Use suggested choices

«©

Yes - No

v ‘

\_:I Reverse order

Choice display

@ Showall

() Show first and last

« Format

‘ List

v ‘

Tools v | Saving
survey 2023.02.13

Default Question Block

] a1

Do you like Qualtrics?

e ||

() Probably not
() Might or might not
) Probably yes

O Definitely yes

End of Survey

Allow Text Entry

Rich Content Editor

Insert Graphic...

Exclude From Analysis

Insert Piped Text

Add Display Logic...

Assign To Group

Wi

Move Up

Move Down

B[]

Q ExpertReview score  Great

rary + Add new question

9. To set the question as mandatory, enable Add requirements at Edit question pane and check the

Force response checkbox.

+ Response requirements

Add requirements

@ Force response

@

() Request response

Add validation

12



10. Some question types may have more options on validation checking. You may enable Add validation
at Edit question pane and select the appropriate criteria
(e.g. you may require the answer must be a number and must be within a range from 1 to 10).
Note: The options available in Add validation depend on the Question type you select.

+ Response requirements

Add requirements

Add validation

J8

Content type

Content type

Number w

Minimum

1

Maximum

10

Maximum decimals

0

Delete Question
1. Hover the mouse on the question, click the red minus (Remove Question) button.

O a2 +*
How many hours do you usually use Qualtrics a day?
s

13



2. You can also click the “...” button and select Delete to delete the question.

3.

J az Move question E

How many hours do you usually use Qualtrics &
opy

Replace from library

Add page break

Add Blot Add note

Delete

End of Survey

-
Preview question m

The question will be moved to the Trash at the bottom of the page.

v Trash | 1 Question

Q2 *

How many hours do you usually use Qualtrics a day?

4. Select the question. Click the Permanently delete button at Edit question pane to remove the

5.

question from the trash block or click the Restore button if you want to get back the question.

Edit question

Permanently

‘ Restore H delete

Question type

If you do not need the questions anymore, you can click the Empty trash button to remove all the

questions from Trash.

Empty trash

14



Copy Question from Current Survey

1.

2.

Click the “...” button and select Copy.

©

O o

Move guestion

Do you like Qualtrics?

< S

Copy

) Yes

O No

©

-

Add Ble

Replace from library

Add page break

Preview question

Add note

Delete

The question is copied and is placed below the original question.

o1
Do you like Qualtrics?
O Yes

O No

[*] Q3
Do you like Qualtrics?
() Yes

() Mo

Import Question from Another Survey / Library

1.

2.

Click the Import from library button at the bottom of the question block.

Import from library

@ Question Library X
Q_ search...
» XM Qualtrics Certified ®

» Qualtrics Library

R Copy from Existing Survey >

The Question Library dialog will appear on the right menu. Select Copy from Existing Survey.

15



3. Select asurvey.

& Copy from Existing Survey X

Q_ Ssearch by title

My Surveys

ITSC - IT Training for Admin Staff - Co...

4. Select the survey question(s) and click the Import question button.

& ITSC - IT Training for Admin Staff - X
Course Registration (Template)

@ Block 1
IT Training Programme for O
Administrative Staff Course...

= Text/ Graphic

Please provide the following O
information for registration:- ...

i= Multiple Choice

Department / Office Representative D
Information (as & contact point for...

O Form Field

Submission Status(Please state if you
are adding, updating, or appending...

i= Multiple Choice

Insert question

5. A copy of the selected question will be added to the survey as the last question.

J Q5

Submission Status
(Please state if you are adding, updating, or appending submission records)
Click here to edit choices

New Submission '




Move Question
1. Click the “...” button and select Move question.

o1 Move question R
Do you like Qualtrics?
S -
0 Yes
Replace from library
O No
ﬁ Add page break
Preview guestion m
-
Add note
Add Blot
Delete

2. The Move question to dialog will appear. Click the Position dropdown to select the destination of
the question. If you select Top of block or Bottom of block, no further criteria is required.

Move question to X

Position

Top of block ~

Top of block

Bottom of block Cancel m

Before

After

3. If you select Before or After, you are required to select the moving question should be place before
or after which Question.

Move question to X
Position

‘ Before v
Question

‘ Q1 Do you like Qualtrics? v

17



4. Click the Confirm button.

Confirm

5. Q3 is now placed before Q1.

(/)] @3 Lo | e
Do you like Qualtrics?

O Yes
O No

Q1 *

Do you like Qualtrics?

O Yes
O No

6. You can also hover the mouse on the question, drag and drop the question to the new position.

- Default Question Block

(¢« o3 +
Do you like Qualtrics?

) Yes
O No

Q1 *

Do you like Qualtrics?

(0 Yes
O No
Q2 *

How many hours do you usually use Qualtrics a day?




Add Page Break
1. Click the “...” button and select Add page break.

() a1 Move question
Do you like Qualtrics?
@ Copy
O Yes
Replace from library
O No
c Add page break

Preview question

Add note
Add Bl
Delete
2. A page break will be added after the question.
0 a1 S
Do you like Qualtrics?
) Yes
O Mo
- Page Break ----mmmmmmmm e

3. You can also hover the mouse on the space between two questions, the Add page break link will

appear. Click on the link and a page break will be added between the questions.

Q1
Do you like Qualtrics?

O Yes
O Mo

+ Add page break

(] @3
Do you like Qualtrics?

) Yes
O Mo

*

19



Add Skip Logic
1. Select the question, scroll to the bottom of Edit question pane and click the Skip logic link.

+ Question behavior

L, Display logic

¥ Skip logic

Lys Carry forward choices

G Choice randomization

2. The Skip logic dialog will appear. Apply the rule by selecting the required criteria.

Skip logic

Skip from this question to

End of Block v f No

v |s Selected v

Cancel Confirm

3. Click the Confirm button.

4. The details of the skip logic will be displayed.

Confirm

Q1

E Skip to

End of Block if Mo Is Selected

Do you like Qualtrics?

) Yes

) No

20



Add Display Logic

1. Select the question, scroll to the bottom of Edit question pane and click the Display logic link.

+ Question behavior

L, Display logic

2.

¥ Skip logic

Lys Carry forward choices

G Choice randomization

The Display Logic dialog will appear. Apply the rule by selecting the required criteria.

Display Logic (How many hours do you usually use Qualtrics a day?)

Display this Question only if the following condition is met:

Question ~ || Q1 Do you like Qualtrics? v || Yes v || Is Selected v

Cin Page (In Page Display Logic may be incompatible with Response Validation)

3.

4.

0

Click the Save button.

The details of the display logic will be displayed.

[«] @2

- Display this question

If Do you like Qualtrics? Yes Is Selected

How many hours do you usually use Qualtrics a day?

21



Auto-Number Questions
1. Click the Tools dropdown and select Auto-number questions.

ﬁ Tools ~

| Auto-number questions

Reset recode values

Manage reusable choices

Generate test responses

Review ?
Collaborate

Versions >
Import/Export >

2. The Auto-Number Questions dialog will appear. Select the number format you prefer for your survey
(e.g. Sequential Numbering).

Auto-number questions X

Update the export tag numbering of all questions using:

Q1 Q11 QiD1

Sequential Block Internal ID

() Add custom prefix

() skip export tags that | have defined

3. The screen will refresh, and the question numbers will be re-ordered.

0O o o P
Do you like Qualtrics?
O Yes

O No

Q2 o
Do you like Qualtrics? (2)
O Yes

O No

22



Show Progress Bar and Change Next / Back Button Text
1. Click the Look & feel button at the left side of the Survey page.

=

=o'-' Look and feel

=0

2. The Look and feel page will display. Select General, click the Progress Bar dropdown and select the
format of progress bar.

Theme Progress Bar
Mone W
G With Text
Style Without Text
With Verbose Text
Motion

3. Click the Next Button Text dropdown. Select My Library > New Message...
T

Next Button Text & FREEAS
THE HONG KONG
b D m UMNIVERSITY OF SCIENCE
My Library: HKUST Qualtrics Support 4l Q search..

»

Previous Button Text
Group Library: Hong Kong University of Science and Technolog

_

Global Library: Qualtrics Library ?
New Message... |
Progress Bar o

Use Fixed Text

Without Text

23



4. The Create a New Message dialog will appear. Fill in the Description and the body of the text
message.

Create a New Message

Category | Look and Feel Messages Vl

Description ‘Button Text - Next |

E A} B Font ~ Sze - B I U [9 |Less.
O P B A =2 = = « = | E 2 A = % I
Next

5. Click the Save button to close the dialog.

6. Itis the same for Previous Button Text.

Previous Button Text Do you like Qualtrics?

My Library: HKUST Qualtrics Support > e}

Progress Bar
Group Library: Hong Kong University of Science and Technolog *

Without Text Button Text - MNext

Global Library: Qualtrics Library ?

Use Fixed Text k

Questions Per Page

7. Click the Apply button.
Apply

8. Click the Builder button to go back to the Survey page.
[
=y

24



Preview Survey
1. Click the Preview button.

Preview

2. A new web tab window will appear, showing the preview of the survey. The left side displays the
view for a computer, and the right side displays the view for a smart device.

12:29 ol -
B FEHRRAR 2
e THE HONG KONG 91 hhstetok ol
:
W ngemnigscee Wit

Do you like Qualtrics?
Do you like Qualtrics?
Yes

Yes No

Do you like Qualtrics? (2)
Yes
Do you like Qualtrics? (2) No
=
No

Powered by Qualtrics (3

3. Click the Tools dropdown and select Scan QR code.

Tools w Q

Ignore validation
v Show hidden questions

View published version

Scan QR code

4. The QR Code dialog will appear. Scan the QR code with your mobile device to display the survey
preview on the device. Click the Close button to close the dialog.

QR Code

Close

25



Setup Authenticator for HKUST Respondents

Sometimes you want to control who can answer the survey, you can use an authenticator to manage it.

1. Click the Survey flow button at the Survey page.

=

=0

2. The Survey flow page will display. Click the Add a New Element Here link.

Survey flow  Draft

n Show Block: Default Question Block (4 Questions)
AddBelow Move Duplicate Delete

| + Add a New Element Here

3. Click the Authenticator button.

What do you want to add? Cancel

@ Block ~% Branch B Embedded Data 32 Randomizer ® Web Service & Text Sentiment - Topic
Ml Group & Authenticator A End of Survey Bl Reference survey B Table of Contents

4. If the target respondents of the survey would be any HKUST user, select SSO (Single Sign-On) as the
Authentication Type.

n Branch on Successful Authentication

Authentication Type: |S50 v
Associate Respondent With Panel Need Help?
| Select Library... R

[] Capture respondent identifying info

ss01ype;

Encryption Method | 3DES hd
Mac Method

Leeway | 300 | Seconds

Key | | Generate Key

(L EIEREE Al Mote: You must save the survey flow before using the generated token.

This 550 type may not function properly with Preview Survey.

Move Duplicate Options Collapse Delete

26



Uncheck the Associate Respondent With Panel checkbox.

n Branch on Successful Authentication

Authentication Type: [S50 v

| [] Associate Respondent With Panel | Need Help?

[[] Capture respondent identifying info

ssoType:

Encryption Method | 3DES hd

Lesway | 300 | Seconds

Key | | Generate Key
(e I CREE AL Mote: You must save the survey flow before using the generated token.

This 550 type may not function properly with Preview Survey.

Move Duplicate Options Collapse Delete

Select Shibboleth as SSO Type and UST Organization SSO as connection.

n Branch on Successful Authentication
Authentication Type:
[ Associate Respondent With Panel Need Help?

] Capture respondent identifying info

5SSO0 Type: | Shibboleth v
Connection | UST Organization S50 v

This 550 type may not function properly with Preview Survey.

Move Duplicate Options Collapse Delete

With this setup (Step 4 — 6), respondents are required to login with their HKUST account when they
take the survey. Respondents with valid HKUST account would login successfully and can take the
survey.

If the target respondents of the survey would be a group of HKUST users, besides the above setup
(Step 4 —6), you will need to put the target respondents into a contact list (user group), and associate
the contact list with the authenticator.

Note: The setup of a contact list will be discussed in the next section.

Check the Associate Respondent With Panel checkbox.
ﬂ Branch on Successful Authentication

Authentication Type: |550 v

Asso:iale Respondent With Panel Need Help?

[ Select Library... P

27



8.

9.

Click the Select Library... dropdown and select My Library.

ﬂ Branch on Successful Authentication

Authentication Type: [550  ~|

Associate Respondent With Panel MNeed Help?

I| My Library: Qualtrics Support v || Select Contact... v
I |

[T] Capture respondent identifying info
SSO Type: | Shibboleth -
Connection |UST Organization S50 v

This 550 type may not function properly with Preview Survey.

Move Duplicate Options Collapse Delete

Click the Select Contact... dropdown and select your contact list.

n Branch on Successful Authentication

Authentication Type: [SSO v

Associate Respondent With Panel Need Help?

| My Library: Qualtrics Support v I Qualtrics Workshop v [I

|dentified By Field(s):
Last Name v e e
First Name v e a

10. Select Email as the Identified By Field(s).

Note: When you prepare the contact list, you need to provide the HKUST email address in the field
Email (or you may use External Data Reference instead).

n Branch on Successful Authentication

Authentication Type: [0 ~]

Associate Respondent With Panel Meed Help?

| My Library: Qualtrics Support vJ [ Qualtrics Workshopy ]

Or by External Data Reference:

Identified By Field(s):

Identified By Field(s):

Email ~

External Data Reference v
[] Capture respondent identifying info

S50 Type: [Shibboleth hd
Connection | UST Crganization S50 v

This 550 type may not function properly with Preview Survey.

Move Duplicate Options Collapse Delete

With this setup (Step 4 — 10), respondents are required to login with their HKUST account when they
take the survey. Respondents listed in the contact list with valid HKUST account would login
successfully and can take the survey.
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11. (Optional) If you want to collect respondents’ information without asking them through survey

questions, you can check the Capture respondent identifying info checkbox. However, only the
respondent’s HKUST account username and HKUST email address would be collected.

n Branch on Successful Authentication

Authentication Type: [S50 v

Associate Respondent With Panel

Need Help?

[My Library: Qualtrics Support

w | ‘Qualtrics Workshopw |

Identified By Field(s):

Email ~ (+]

I ¥ Capture respondent identifying infcl
Add Embedded Data...

S50 Type: |Shibboleth -
Connection | UST Organization S50 v

This 550 type may not function properly with Preview Survey:

Move Duplicate Options Collapse Delete

Click the Add Embedded Data... link.

ﬂ Branch on Successful Authentication

Authentication Type: [ss0 +]

Associate Respondent With Panel

Need Help?

[My Library: Qualtrics Support

~ | Qualtrics Workshopw |

Identified By Field(s):

Email ~ 0

7 Capture respondent identifying info

Add Embedded Data...

SS0 Type: [Shibboleth i
Connection | UST Organization SSO v

This 550 type may not function properly with Preview Survey.

Move Duplicate Options Collapse Delete
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Type username in the Embedded Data to Set... field, and uid in the Field From SSO field.
Type user_email in the Embedded Data to Set... field, and email in the Field From SSO field.

ﬂ Branch on Successful Authentication

Authentication Type: [ss0  ~]

Associate Respondent With Panel Meed Help?

[My Library: Qualtrics Support v [ Qualtrics Workshoﬂ

Identified By Field(s):

Email v (+]
[ Capture respondent identifying info
@ username = | uid X+
B uzer_email = email (—1+

SSO Type: |Shibboleth hd
Connection | UST Organization S50 v

This 550 type may not function properly with Preview Survey.

Mowve Duplicate Options Collapse Delete

12. Hover the mouse on the word Move at the right side of the Question Block. The mouse icon will
change to a cross.

n Show Block: Block 1 (1 Question)

Add Below J Move] Duplicate Delete

=

ﬂ Branch on Successful Authentication

Authentication Type: [s0 +]

Associate Respondent With Panel Need Help?

[ My Library: Qualtrics Support w | [Qualtrics Workshop —~ |

Identified By Field(s):
Email ~ 0
Capture respondent identifying info
M@ username = | uid (—X+]
B user_email = email (-] +]

SS0 Type: |Shibboleth hd
Connection [UST Crganization SSO v

This 550 type may not function properly with Preview Survey.

Move Duplicate Options Collapse Delete

L + Add a New Element Here

+ Add a New Element Here
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13. Drag and drop the Question Block to the sub-level of the Authenticator.

o

n Branch on Successful Authentication

Authentication Type: [sso— v]

Associate Respondent With Panel Need Help?
My Library: Qualtrics Support W | Qualtrics Workshop W

Identified By Field(s):
Email [+]
Capture respondent identifying info
B username =| uid (—1+]
[ user_email = | email (—T+]

SSO Type: | Shibboleth ~
Connection | UST Crganization SSO ¥

This 550 type may not function properly with Preview Survey.

Move Duplicate Options Collapse Delete

+ Add a New Element Here

14. The question block is now placed a level below the Authenticator.
Note: Be aware that the Authenticator should always be at the top level of the survey flow.

=]
n Branch on Successful Authentication

Authentication Type: [SS0O v

Associate Respondent With Panel Need Help?

[ My Library: Qualtrics Suppert ~ | [Qualtrics Workshop

Identified By Field(s):
Email ~ a
Capture respondent identifying info
@ username = uid (—1+]
B3 user_email = | email 60

S50 Type: |Shibboleth v
Connection | UST Organization S5O %

This 550 type may not function properly with Preview Survey.

Move Duplicate Options Collspse  Delete

n Show Block: Bloek 1 (1 Question)
Add Below Move Duplicate Delete

+ Add a New Element Here

+ Add a New Element Here

15. Click the Add a New Element Here link below the Question Block.

n Show Block: Block 1 (1 Question)

+ Add a New Element Here

+ Add a New Element Here

16. Click the End of Survey button.

Add Below Move Duplicate Delete




What do you want to add? Cancel

@ Block “2 Branch E Embedded Data 32 Randomizer
Ml Group & Authenticator A End of Survey El Reference survey

& Web Service

& Text Sentiment - Topic

B Table of Contents

17. An End of Survey block is added. When a respondent submits a survey, the survey will end at this

point.
n Show Block: Default Question Block (4 Questions)
Add Below Move Duplicate Delete
B End of Survey Move Duplicate Customize Delete
+ Add a New Element Here
18. Click the last Add a New Element Here link.
Move Duplicate Options Collapse Delste
n Show Block: Default Question Block (1 Question)
Add Below Move Duplicate Delete
u End of Survey Move Duplicste Customize Delete
+ Add a New Element Here
+ Add a New Element Here
19. Click the End of Survey button.
What do you want to add? Cancel
@ Block S Branch E Embedded Data 32 Randomizer & Web Service & Text Sentiment - Topic
Ml Group & Authenticator A End of Survey B Reference survey B Table of Contents

20. An End of Survey block is added. When a respondent fails to login, the survey will end at this point,

preventing the respondent from accessing the survey.

n Show Block: Default Question Block (1 Guestion)

E End of Survey

Move Duplicate Customize Delete
+ Add a New Element Here
u End of Survey Move Duplicste Customize Delete

+ Add a Mew Element Here

Add Below Move Duplicate

Delete

21. Click the Apply button.
Apply

22. Click the Builder button to go back to the Survey page.

[
)
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Setup Authenticator for Non-HKUST Respondents
If the target respondents of the survey would be specified non-HKUST users, you can also setup a contact
list and an authenticator to manage it.

1. Click the Survey flow button at the Survey page.

-

=0
e

2. The Survey flow page will display. Click the Add a New Element Here link.

Survey flow  Draft

n Show Block: Default Question Block (4 Questions)

Add Below Move Duplicate Delete

| =+ Add a New Element Here

3. Click the Authenticator button.

What do you want to add? Cancel

@ Block 2 Branch El Embedded Data 22 Randomizer & Web Service & Text Sentiment - Topic

M Group & Authenticator A End of Survey Bl Reference survey B Table of Contents
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4. Select Contact as the Authentication Type.

n Branch on Successful Authentication

Authentication Type: |

Authenticate Using Contact

| Select Library. .. ~

Move Duplicate Options Collapse Delete

5. Click the Select Library... dropdown and select My Library.

n Branch on Successful Authentication

Authentication Type:

Authenticate Using Contact

| |
| | My Library: HKUST Qualtrics Support e |I Select Contact... W
|

Mowve Duplicate Options Collapse Delete

6. Click the Select Contact... dropdown and select your contact list.

n Branch on Successful Authentication

Authentication Type:

Authenticate Using Contact

| My Library: HKUST Qualtrics Support e I| Qualtrics Workshop w ||

Authentication Fields

W [ passwora [ pre-fit 0

Move Duplicate Options Collapse Delete

7. Click the Contacts Field... dropdown, select a field name you use for authentication checking.

n Branch on Successful Authentication

Authentication Type:

Authenticate Using Contact

| My Library: HKUST Qualtrics Support ~ || Qualtrics Workshop v|

Authentication Fields

Email v [J Password [ pre-fiu [+]

Move Duplicate Options Collapse Delete

With this setup, respondents are required to login with specified authentication field(s) when they
take the survey. Respondents listed in the contact list with valid authentication information would
login successfully and can take the survey.
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8.

(Optional) Check the Password checkbox, so that when user enters the required information for
authentication, the characters entered will be displayed as dots.

ﬂ Branch on Successful Authentication

Authentication Type:

Authenticate Using Contact

| My Library: HKUST Qualtrics Support hd || Qualtrics Workshop V|

Authentication Fields

Move Duplicate Options Collapse Delete

Email

9. Hover the mouse on the word Move at the right side of the Question Block. The mouse icon will

change to a cross.

n Show Block: Default Question Block (4 Questions)
Add Below |C$f2 | Duplicate  Delete

Tn Branch on Successful Authentication

10. Drag and drop the Question Block to the sub-level of the Authenticator.

=
n Branch on Successful Authentication

Authentication Type:

Authenticate Using Contact

[ My Library: HKUST Qualtrics Support ~ | [ Qualtrics Workshop v

Authentication Fields

Email Password [ Pre-fill (+]

Move Duplicate Options Collapse Delete

[ ovsmmmomsrenen

+ Add a New Element Here
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11. The question block is now placed a level below the Authenticator.
Note: Be aware that the Authenticator should always be at the top level of the survey flow.

=
n Branch on Successful Authentication

Authentication Type:

Authenticate Using Contact

| My Library: HKUST Qualtrics Support ~ || Qualtrics Workshop Vl

Authentication Fields

Email v Password || Pre-fill +]

Move Duplicaste Options Collapse Delete

n Show Block: Default Question Block (4 Questions)

Add Below Move Duplicate Delete
=+ Add a New Element Here
+ Add a New Element Here
12. Click the Add a New Element Here link below the Question Block.
I Move Duplicste Options Collapse Delete
* n Show Block: Default Question Block (2 Questions)
Add Below Move Duplicate Delete

| * + Add a New Element Here

+ Add a New Element Here

13. Click the End of Survey button.

What do you want to add? Cancel

@ Block S Branch E Embedded Data 32 Randomizer & Web Service & Text Sentiment - Topic

B Reference survey B Table of Contents

Ml Group & Authenticator A End of Survey

14. An End of Survey block is added. When a respondent submits a survey, the survey will end at this
point.
n Show Block: Default Question Block (4 Questions)
Add Below Mowve Duplicate Delete
E End of Survey Move Duplicate Cusmmize Delete
+ Add a New Element Here
15. Click the last Add a New Element Here link.
I Move Duplicate Options Collapse Delete
n Show Block: Default Question Block (4 Questions)
Add Below Move Duplicate Delete
E End of Survey Move Duplicate Customize Delete
+ Add a New Element Here
+ Add a New Element Here |
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16. Click the End of Survey button.

What do you want to add? Cancel

i Block S Branch E Embedded Data 22 Randomizer & Web Service & Text Sentiment - Topic

W Group & Authenticator & End of Survey

17. An End of Survey block is added. When a respondent fails to login, the survey will end at this point,
preventing the respondent from accessing the survey.

B Reference survey B Table of Contents

u Show Block: Default Question Block (4 Questions

E End of Survey Move Duplcsls Cutomine  Deolete

+ Aad a New Element Here
ﬂ End of Survey Mo [Duplcsts  Conomine  Deleie

+ A5d & Mew Element Here

18. Click the Apply button.
Apply

19. Click the Builder button to go back to the Survey page.

[
Ly
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Allow Respondent to Resume Non-Completed Survey

With the contact list setup in the authenticator, you can also allow the target respondents resuming their
non-completed survey, until it is completed. The system would count it as one completed response from

the respondent.

1. Click the Survey flow button at the Survey page.

=
T

2. The Survey flow page will display. Click the Options link at the Authenticator block.

ﬂ Branch on Successful Authentication

Authentication Type: [SSO e

Associate Respondent With Panel

| My Library: Qualtrics Support v | for testing il

Identified By Field(s):

Email ~ 0

Capture respondent identifying info

S50 Type: |Shibboleth hd
Connection |UST Organization SSC v

This 550 type may not function properly with Preview Survey:

Move

@ usermname = | uid (—1+]

B3 user_email = email (—1+]

Duplicate|

Options

Need Help?

Collapse  Delete

38



The Options dialog will appear. Check the Reload any previously saved progress upon

authentication checkbox.

Options

Teo many failed log in attempts. Click next to continue. -

[ Allow authenticating respondents to retake authenticated section

Reload any previously saved progress upon authentication

It is strongly recommended that if you reload saved progress, only one
Authenticator exists in the survey flow and that it appears at the

any data prior to auth ation will be discarded and replaced with
their previously saved data. Additionally, it is recommended that you
disable the Allow respondents to finish later’ option in the Sunwey

Options Menu. This option does not apply to Survey Previews.

Mowve authenticator to the beginning of the flow.

[JJ Require respondents to authenticate again if they resume their session
later

beginning of the survey. When reloading the recipient’s saved progress,

Click the OK button to close the dialog.

Click the Apply button to save the survey flow.
Apply

Click the Survey options button.

Survey optio

g7
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7. The Options page will appear. Select Responses at the Options panel.

Options

General

Language, title, survey description
guag }

Responses

Survey expiration, incomplete responses, back
button and more

Security

Passwords, file uploads, bot detection and
mare

8. At Incomplete survey responses, click the How much time should pass before they’re considered

9.

incomplete? dropdown to select the period for keeping the non-completed surveys.

Incomplete survey responses

Previously called “Partial completion”

Select what to do with incomplete responses and indicate when they should be considered incomplete. Learn

More
What should be done with incomplete survey responses?

@® Record
() Delete

How much time should pass before they're considered incomplete?

1 Week v

Which respondent activity determines when to start the timer?

() Survey start time

® Last time they edited a response

Once responses are recorded or deleted, respondents won't be able to revisit the survey.

Click the Builder button to go back to the Survey page.

[~
=
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Collaborate Survey

Important Note: If you want to share a survey with a colleague, whom does not have a Qualtrics
account, you must ask him/her to activate his/her account first before you do the sharing. Otherwise
you and your colleague would come across some unexpected problems.

1. At the Survey page, click the Tools dropdown and select Collaborate.

Tools ~ Saved at 11:18 A

Auto-number questions
Reset recode values
Manage reusable choices
Generate test responses

Review >

Collaborate

2. The Collaborate on Project dialog will appear. Enter the user’s username in the textbox.

Collaborate on Project: survey 2023.02.13 X
I | User and Group Address Book
Collaborator View Survey Edit View Reports Activate or C... Copy Distribute
There are currently no collaborators

3. Select the username from the search result. You must share your survey to a valid Qualtrics user (i.e.
you can find the name from the search result and the username must have a suffix #ust).

Collaborate on Project: survey 2023.02.13 X
cchelp User and Group Address Book
Users teports Activate or C... Copy Distribute
cchelp cchelp (cchelp#ust) ollaborators
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4. Click the Add Selected button.

cchelp cchelp (cchelp#ust)

=

5. The Collaborate with dialog will appear. Click the Invite button. It will send an email to notify the
user that you want to collaborate a survey with him/her.

Invite to collaborate
Share this project with cchelp.

Custom Message (Optional)

X

Type message

(©'Learn more about collaborating outside your organization

6. The selected user will be listed in the table below. Check the checkboxes to share different rights to

the user.
Collaborator View Survey View Reports Activate or C... Copy Distribute
2 cchelp cchelp v @ - O O

7. Click the Save button.
+" Save
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E. Setup Contacts

If you have a list of target respondents for your survey, you can create a contact list and make your target
respondents be the contact list members.

Create Contact List
1. Click the Menu button and select Directories.

XM | = | survey 2023.02.13

SUVeY 1 Home
Ijﬁ:l Projects
Catalog
B workflows
f[} pirectories
O Library

=0 (U

1]

s
s

2. It will direct to the Directory page. Click Lists to display the contact lists.

XM = Directory

@ Segments i= Alllists

@] Lists Shared folders

/ Samples

3. Click the Create a list button.

Create a list
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4. The Create a List dialog will appear. Enter the List name.

Create a list
Create a list of selected contacts to send surveys and distributions

List name

Qualtrics Workshop

5. Click the Confirm button.

6. The Add Contacts dialog will appear. It shows two ways to add members to the contact list, including
Upload a File (import a .csv file), and Manual Input.

& '

Manual Input
Enter manually or copy and paste
from a spreadsheet.

Upload a File
Add contacts by uploading a file
from your computer.

Add Contacts by Uploading a File

1. Select Upload a File. Click Download a sample template link to download the sample CSV file.

Upload a file to Qualtrics Workshop
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 or select it below

again.

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

&, Download a sample template

T

—

Drag a file here or

Select a file

Delimiter Enclosure

Comma (,) ~ Double quote
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Update the contents of the CSV file in Excel. First Name, Last Name and Email are mandatory, while
External Data Reference is optional. Email should be filled with HKUST email address and External
Data Reference should be filled with HKUST account username. Save and Close the file.

1
2
3

File Home Insert Page Layout Formulas

115 v i fx

A B C
FirstName LastName Email
Qualtrics HKUST qualtrics@ust.hk qualtrics

il AutoSave ExampleContacts + Saved v

Data

D

Review View

E

£ Search
Automate  Developer
F

ExternalDataReference EmbeddedDataA EmbeddedDataB

Click the Select a file link.

Drag a file here or

T

—_

Select a file

4. Select the CSV file and click the Open button.

@ Upen
T * » This PC » Downloads ~ 4] & Search Downloads
Organize = MNew folder = «+ [TH
~
Microsoft Teams  Today (1)
MNotebooks
&= Pictures B
Qualtrics m a;
Radica
f=g new comp ExampleContacts
-5 short cut - Docu
= ~ Last month (2)
TESTFOLDER
Training B B
E ThiePC m a, m a !
_J 3D Objects
[ Desktop auth_exception_t test_1_January
Decuments emplate 11, 2023_10.08
‘ Downloads
P
File name: | ExampleContacts V| Custom Files
I Open I Cancel
5. After you have uploaded the file, click Next.
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6. Scroll down and verify the fields displayed in the dialog. Select Exclude from Import for the fields
EmbeddedDataA and EmbeddedDataB.

Field in your file Import as field First Contact
FirstName First name v Qualtrics
LastName Last name v HKUST

Email Email v qualtrics@ust.hk
ExternalDataReference External data reference v qualtrics
EmbeddedDataA Exclude from import v

EmbeddedDataB Exclude from import v

7. Click the Upload the file button.

Upload the file >

8. When the import completed, click the cross button to close the task.

Tasks Remove completed tasks

Import contacts

@ Completed

Submitted on: 02/15/2023, 03:36:38 PM

View import details

Reload contacts

9. Go to the Lists page to view the uploaded list.

XM = Directory

G,D Segments ‘= Alllists
@ Lists Shared folders
K Samples
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Add Contacts Manually
1. Inthe Create a list dialog, click the Manual Input button.

4

e

Upload a File

from your comput

Add contacts by uploading a file

4

Manual Input

Enter manually or copy and paste
er. from a spreadsheet.

The Add Contacts dialog will display a table. Follow the column headers to add necessary information

into the table. Email, First Name, and Last Name are mandatory, while External Data Reference is

optional. Email should be filled with HKUST email address. External Data Reference should be filled
with HKUST account username.

Fill out or copy and paste your contact data.

Questions? Visit our Support Pages for more information.

Email

fcchelp@ust.hik

Phone First name Last name

Service Desk ITsC

External data reference

cchelp

Language

3. Click the Next button.

4. When the list is uploaded, click the cross button to close the task.

5.

Tasks

Import contacts

@ Completed

Reload contacts

Submitted on: 02/15/2023, 03:36:38 PM

View import details

Remove completed tasks

Go to the Lists pag

e to view the uploaded list.

XM =

@  Segments

Directory

= All lists

@ Lists

Shared folders

ﬁ Samples
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F. Distribute Survey
A survey must be active before you can collect data from respondents. An active survey would have a
survey link, you can send the survey link to the respondents through email. You can also use other social
media to distribute your survey to the respondents.

Set Survey Availability

1.

2.

3.

4.

Click the Survey options button at the Survey page.

=
T

Survey options

L

The Options page will display. Select Responses from the Options pane.

Options

General

Language, title, survey description

Responses

Survey expiration, incomplete responses, back
button and more

Security
Passwords, file uploads, bot detection and

more

Check the Set specific start and expiration date checkbox at Survey availability.

Survey availability

() Leave survey open to collect responses

@ Set specific start and expiration date

You can leave your survey open for responses indefinitely or set a specific start and expiration time.

Click the Edit survey availability button.

Edit survey availability
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5. The Edit survey availability dialog will appear. Update the Start date, Start time, Expiration date and
Expiration time as you need.

Edit survey availability X

Select when you'd like the survey to start and expire.

Start date Start time
02.15.2023 8 12:00 AM v
Expiration date Expiration time
03.15.2023 B8 12:00 AM v

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

6. Click the Save changes button.

Save changes

7. Click the Builder button to go back to the Survey page.
[
Ly

2

49



Activate Survey
1. At Survey page, click the Publish button.

2. The Publish Survey dialog will appear. Click the Publish button.

Publish Survey

Publishing will update the version seen by respondents. It can take up to 5 minutes to reflect changes
for respondents starting new survey sessions.

Details / \
>

User-published version

ExpertReview
Survey strength: Great
Recommendations: 1

Add a description for your version history
View recommendations

Cancel Publish

3. The Survey Activated dialog will appear. The survey link is displayed in the dialog. You may copy the
link and pass it to your target respondents. Click the Okay button.

Survey activated X

Your survey has been successfully published and activated. You can distribute it using the anonymous link
below. You can also navigate to the Distributions section to view more options.

https:i/fust.azl.qualtrics.comfjfe/form/Z._~ .- - =227

| Copy link

o |

4. Once the survey is activated, you can always go to the Distributions page to retrieve the survey link.
Click the Distributions tab.

Survey Workflows Distributions Data & Analysis Results Reports
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5. It will direct to the Distributions page. Click Anonymous link at the left panel of the page.

@ Distribution summary

<-f> Anonymous link

@ Emails

6. The page will display the survey link there.

Distribution summary Get an anonymous survey link
Paste this reusable link into emails or onto a website; it can't be tracked, and can't be used to identify

& Anonymous link respondents

& Emails https:/fust.azl.qualtrics.com/jfeform/t . _ .. coee i v rian ‘
& Read-only

?39 Personal links

Copy survey link

0:3 Social media

Distribute Survey through Email
You can send email to your target respondents through Qualtrics, inviting them to take the survey.

Important Note: The Email Distribution function is disabled to avoid spam. If you want to use the
function, please contact us at qualtrics@ust.hk.

1. Click the Emails link at the Distributions page.

@ Emails

2. Click the Compose Email button.

== Compose Email Compose Email
or

3. The Compose Email dialog will appear. Click the Select Contacts dropdown at the To field.

‘ Select Contacts
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4. Select Lists > My Library > Name of Contact List > Select Entire Contact List.

Use Contacts From a Library

Lists > =
[ = I
From: | segments >
<+ New Contact List
When: | sendin1hour +

My Library: HKUST Qualtrics Support
Subject: ‘ Invitation to take Qualr

Group Library: Hong Kong University of Science and >

Technology
Messagei Group Library: ITSC
B i A @ F Group Library: Test
DE A- B = = = « ~ EOE S

Email

is@ust.hk
1

Q

=+ New Contact List

Qualtrics Workshop (2) >

Dear colleague,

Follow this link to the Survey:
3{I://SurveyLink?d=Take the Survey}

Or copy and paste the URL below into your internet browser:
S{/SurveyURL)

Follow the link to opt out of future emails:

SHLACptOutLink ?d=Click here to unsubscribe}

5. Enter the From Address, From Name, and Reply-To Email.
Note: Qualtrics allows us using email address with “@ust.hk” or “@connect.ust.hk” for the From
Address.
From Address From Name Reply-To Email
From: qualtrics@ust.hk HKUST Qualtrics Support gualtrics@ust.hk
6. Select When to send out the survey, e.g. Send Now.
When: Send Now
7. Enter the Subject.
Subject: Invitation to take Qualtrics Survey -
8. Customize the email message.
£ = {a B Font - Sze - B I U [8 |Less.
O A- B == = 4 o1E iz M e T,
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9. (Optional) Click the Send Preview Email button to send a test email to a particular email address.

Send Preview Email

The Send Preview Email dialog will appear. Enter an Email address and click the Send button.

Send Preview Email

To qualtrics@ust.hk

Cancel Send

10. Click the Send Now or Send in ... button to send out email message to the target respondents.

«" Send Now +" Sendin 1 hour
or

11. The page will refresh, showing the delivery status of the emails.

[ to Recipient: Qualtrics HKUST o + 1 Email Sent
n: 16 Feb 2023 10:19 AM HKT Show Details

= Schedule reminder == Schedule thank you

Close Survey
1. At Distributions page, click the Pause response collection button.

‘ @ Pause response collection

2. The Pause response collection dialog will appear. Select the option for the unfinished survey sessions.
Click the Pause response collection button.

Pause response collection: survey 2023.02.13

What do you want to do with the survey sessions that are currently running?

I ® Stop them and record them according to the survey's partial response completion settings |

Allow them to finish

Cancel @ Pause response collection
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G. Data & Analysis and Results

When a survey started collecting responses, you can see the response data right away.

View Recorded Responses
1. Click the Data & Analysis tab.

2.

Survey Workflows Distributions Data & Analysis Results Reports
The Data & Analysis page display a list of recorded (completed) responses by default.
Data Table Last Record Collected: 02/16/2023 10:39 AM HKT  Active ‘ Recorded responses (2) v | [ 218 Field Editor

[(1]or2 ‘.50v|

Y Add Filter -

Q1 - Do you like
Qualtrics?

- il ics?
Recorded Date Q2 - Do you like Qualtrics?

Q3 - How many hours do you usually use
Qualtrics a day?

| £ Export & Import ¥ | ‘ ﬁTools hd |

| [[[" Column chooser |

@

Yes

6, 2023

3.

Click the “...” button and select View Response to view the details of the response.

88 Field Editor

Last Record Collected: 02/16/2023 10:39 AM HKT  Active | Recorded responses (2) v ‘

View Response

| & Export & Import ‘ ‘ & Tools v ‘

(1 Join

[] [=]

| ﬂl]] Column chooser ™ ‘

Q1 - Do you like Q2 - Do you like Qualtrics? @3 - How many hours do you usually use
@

o]

Recorded Date

Qualtrics? Qualtrics a day?
16, 202.
Yes Yes 6
16, 2023
Yes Yes 3

Delete Response
Retake Response
Retake as New Response

Export to PDF

4. The Recorded dialog will appear, showing the details of the response.

@ qualtrics ust View Response

Q1. Do you like Qualtrics?
@ Yes
O No

Q2. Do you like Qualtrics? (2)
@® ves

O No

Q3 How many hours do you usually use Qualtrics a day?

February 16, 2023 10:39 AM Tz 5
00:00:10 i

Close

5. Click the Close button to close the dialog.
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Delete Recorded Response

1.

2.

Check the checkbox next to the response record. Click the Delete button to delete a response.

g o
O Ricordaed Diti Qléllj);‘{r::?like Q2 - Do you (l;l;e Qualtrics? Q3 - How maonx:l;:.:: ::;’;?u usually use @
AR Yes Yes 6
m Feb 16, 2023 Yes e 3

The Delete Responses dialog will appear. Check the | am sure | want to delete 1 response checkbox.
Click the Delete 1 response button to confirm the action.

Delete Responses

() Decrement all quotas for deleted responses.

| am sure | want to delete 1 response.

Cancel Delete 1 response

View Responses in Progress

1.

2.

3.

At Data & Analysis page, click the Recorded responses dropdown and select Responses in
progress.

| Recorded responses (28) ﬂl

Recorded responses (28)

Responses in progress (0)

The page will display a list of responses in progress (not completed responses).

Data Table Last Record Collected: Never  Inactive ‘ Responses in progress (1) v | I E‘E Field Editor
vad: Filter ~ |Z‘ of 1 ‘E‘ | & Export Data ‘ [[[I] Column chooser v
dJ Survey Session ID First Name Last Name IP Address Email Extern
O FS_1220iyMrDrSegeP sD PG 143.89.100.147 sdtstpg@connect.ust.hk

Click on a Survey Session ID link to view the details of the response.

O Survey Session ID First Name Last Name IP Address Email External R

] FS_1220iyMrDrSegeP sD PG 143.89.100.147 sdtstpg@connect.ust.hk sdist
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4. The Respondent > Partial Response dialog will appear, showing the details of the response.

Respondent > Partial o
Export to PDF
Response i

Q1. Do you like Qualtrics? -

) Yes
@ No

Q2. Do you like Qualtrics? (2)

Close

5. Click the Close button to close the dialog.

Close

Delete Response in Progress
1. Check the checkbox next to the response record, click the Delete button to delete a response.

cad B

Survey Session ID First Name Last Name IP Address Email Extern,

FS_1220iyMrDrSegeP SD PG 143.89.100.147 sdtstpg@connect.ust.hk

2. The Delete Responses in Progress dialog will appear. Check the | am sure | want to delete 1 response
checkbox. Click the Delete 1 response button to confirm the action.

Delete Responses In Progress

| am sure | want to delete 1 response.

Cancel Delete 1 response
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Download Response Data
1. Atthe Recorded Responses page, click the Export & Import dropdown and select Export Data....

2 Export & Import ™ ‘ JB'

T —

Export Data...

Import Data...
Response Export Automation...

Response Import Automation...

2. The Download a data table dialog will appear.

Download a data table

CSV TSV  Excel XML SPSS  Google Drive  User-submitted files

Comma separated values

This is a .csv file that can be imported into other programs. Each value in the
response is separated by a comma and each response is separated by a newline
character. If your responses contain special characters and you will open this
export in Microsoft Excel we recommend using the TSV export. Qualtrics C5V
exports use UTF-8 encoding, which Excel will not open correctly by default.

Learn more

Download all fields

MNumeric responses or cheice text
() Use numeric values

@ Use choice text

3. Select a file format to download the data with the selected format, e.g. Excel.

CSV TSV | Excel| XML SPSS  Google Drive  User-submitted files




4. Check if Use choice text checkbox is checked. Click the Download button.

6.

CSV TSV | Excel

Excel

Learn more

Download all fields

() Use numeric values

@ Use choice text

Download a data table

XML  SPSS  Google Drive  User-submitted files

MNumeric responses or choice text

Export your data as an XLSX file - an Excel-compatible format. If you have a very
large number of responses, use TSV instead.

In the Manage Downloads dialog, click the Download link to save the file in a local PC.

Manage Downloads

Status

& Download

Type

csv (Table)

Last Updated

a few seconds ago @'

Close

Close

Click the Close button to close the dialog.
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View Default Report
1. Click the Results tab.

Survey Workflows Distributions Data & Analysis Results Reports

2. It will direct to the Results page. The default report is displayed, and the results of questions are

displayed one by one.

Report: EEREETEETL R Add Filter ~ l -: Share Report v~ I f o
Add Report Breakout v . . B
'¢ iy Q1 - Do you like Qualtrics? Page Options
.—
$= G1-Doyou like Qualtrics?
Yes
E E Q2 - Do you like Qualtrics? (2)
E Q3 - How many hours do you
usually use Qualirics a day? Mo
EE Q4 - Submission Status(Please
state if you are adding, updating, a 0z 0.4 05 08 1 1z 14 18 18 2 22
or appending submission records)
3. You can go to a specific question by selecting the question text.
¥ Back to Top
Add Report Breakout v . . N
< = Q2 - Do you like Qualtrics? (2) Page Options ~
E E Q1 - Do you like Qualtrics?
Yes
E E Q2 - Do you like Qualtrics? (2)
II Q3 - How many hours do you
usually use Qualtrics a day? No
E E Q4 - submission Status(Please
state if you are adding, updating, 0 0z 04 06 08 1 12 14 16 18 2 22
or appending submission records)

Add a Filter by Question
1. Click the Add Filter dropdown and select the question text.

|| Add Filter ~ |

Q]

Saved Filters >
Survey Metadata b4
Contact Fields b

Q1 - Do you like Qualtrics?

Q2 - Do you like Qualtrics? (2)

59



2. The filter rule will be displayed. Select an operation from the Select Operator dropdown and select
the choice from the Select Operand dropdown.

‘ Q1 - Do you like Qualtrics? ~ Select Operator ~ Select Operand ~

3. The rule would be displayed, and the report will refresh accordingly to show the latest results
according to the rule applied.

Q1 - Do you like Qualtrics? ~ Is v 1-Yes ~

Export Report
1. Click the Share Report dropdown, and select the report format, including PDF Document, Word
Document, PowerPoint Slides or CSV (Comma Separated) (spreadsheet).

'L: Share Report ~

PDF Document
Word Document
PowerPaint Slides

CSV (Comma Separated)

2. The Export Report dialog will appear. You can change your report format by clicking on the tabs of
each report format and check/uncheck the checkbox to select which question(s) to be exported.

Export Repaort

PDF Word PowerPoint csv

W] Select All SELECTED: 4

»| Q1- Do you like Qualtrics?
| QZ- Do you like Qualtrics? (2)
~| Q3 - How many hours do you usually use Qualtrics a day?

+| Q4 - Submission Status(Please state if you are adding, updating, or appending submission
records)

Cancel Export Pages
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3. Click the Export Pages button.
Export Pages

4. The Download Previous Exports... dialog will appear. Click the Download link to collect the report.

Download Previous Exports...

Created

A few seconds ago

Type

PDF

Size

118KE

x

Done

5. Click the Done button to close the dialog.

Done
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