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Accessing Your Account

1. Select “Qualtrics” from Inside UWS to visit the Qualtrics page of the website (below). From here, you
can access a variety of resources, including a link to Qualtrics. Additionally, you can navigate directly
to Qualtrics via https://westernstates.qualtrics.coml/.
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2. If you already have a free Qualtrics account using your UWS email account, please reach out to
surveys@uws.edu for assistance. If this is your first time using Qualtrics, login using your full UWS
email and password (including two-step verification). As such, you will be unable to update the
password in the future from the “Account Settings” menu.

Survey Policy

Survey Request Form

=. Microsoft
Sign in

Email, phone, or Skype

Can't access your account?

Q Sign-in options
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3. Prior to account set-up, Qualtrics will request that you review and accept their terms of service.

Terms of Service

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

Ifa valid agreement exists between you (“Customer”) and Qualtries, LLC (“Qualtrics”, an SAP America Inc. company)elated to the subject matter hereof, those terms take
precedence overthese terms usless otherwise agreed by th Parties in rlaton to » specifc Order Form. These G1C ma\ﬁupdaled from time to time as explained herein, Refer fo these
GTC regularly to ensure compliance. These GTC can be found at Please read these GTC carefully before using www.qualtrics.com (the

“Website"of the products ofservsces offered by Qualrice (the ~Services.). These GTC take effect when ot chek an -1 Accept” bution or checkbor: presented with these GTC or when you use
any of the Services or Website, whichever occurs first. If you are agreeing 10 these GTC on behalf of Customer, you represent to Qualtrics that you have legal authority 10 bind Customer.
Modifications to this Agreement. Qualtrics may modify these GTC at any time by posting a revised version on this website (www qualtrics com terms-of-service) or otherwise providing notice
o Costomer. By continuing 10 se the Services affr the effctive date of any modifcations 1 these GTC, Customer agres 0 be bound by the modified terms Some Sevices may be subject 1o
additional terms specific to those Services as set forth in the Service-Specific Terms hitps: www qualtri which are herein to the extent applicable
United States Federal Goverment Agencys I o ate a United State federa govermment agency, use of the Services subjectw this amendment. Revised September 1, 2020

ey

wexsevserre,

1 DEFINITIONS Capitalized terms used i this document are defined in the Glossary.
2 USAGE RIGHTS AND RESTRICTIONS
2.1 Grant of Rights. Qualtrics grants to Customer a ld-wide nght to use the Cloud Service (including its implementation and configuration),
Cloud Materials (as applicable) and Documentation solely for C\mome( s and its Axﬁhlles internal business operations. Permitted uses and restrictions of the Cloud Service also
apply to Cloud Materials and Documentation
2.2 Authorized Users. Customer may permit Authorized Users to use the Cloud Service. Usage is limited to the Usage Metrics and volumes stated in the Order Form. Access
credentials for the Cloud Service may not be used by more than one individual, but may be transferred from one individual to another if the original user is no longer permitted to use
the Cloud Service. Customer is responsible for breaches of the Agreement caused by Authorized Users.
2.3 Acceptable Use Policy. With respect to the Cloud Service, Customer will not
(a) disassemble, decompile, reverse-engineer, copy, translate or make derivative works,
(b) transmit any content or data that is unlawful or infringes any intellectual property rights, or
(c) circumvent or endanger its operation or security.
2.4 Verification of Use. Customer will monitor its own use of the Cloud Service and report any use in excess of the Usage Metrics and volume. Qualtrics may monitor use to verify
compliance with Usage Metrics, volume and the Agreement
2.5 Suspension of Cloud Service. Qualtrics may suspend or limit use of the Cloud Service if continued use may result in material harm to the Cloud Service or its users. Qualtrics.
will promptly notify Customer of the suspension or limitation. Qualtrics will limit a suspension or limitation in time and scope as reasonably possible under the circumstances.
2.6 Third Party Web Services. The Cloud Service may include integrations with web services made available by third parties (other than Qualtrics” Affiliates) that are accessed
through the Cloud Service and subject to terms and conditions with those third parties. These third party web services are not part of the Cloud Service and the Azreement does not

Log o

[ | 4 Edit Suvey | Qualtrcs Experienc X | XM Survey Basic Overview RTEE

&« C @ httpsy//westemstates.qualtrics.com/survey-builder/SV_88QXERaCnScHVIS/edit?7Section:

QXERSCnSCHVIB

Welcome to the Qualtrics survey builder Itis a great idea

bl to et formaton you w1 g, decid whn corain uestons ppoer to take the tour!

customize the appearance to fit your organization

We put together a tour to highlight some of the most important parts of the survey building
experience.

el
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Starting a New Project

1.

If appropriate, obtain IRB approval for your survey/project.

If you have not done so already, please review Policy 1010 — University Surveys and complete the
Survey Request Form, if appropriate. This form will allow you to request a timeframe for your survey,
ask for help accessing distribution emails/email lists (if necessary), or request assistance from the
institutional effectiveness team to refine your draft survey items.

Examples of surveys exempt from the policy (and do not need to complete the request form) include:

e evaluations by event participants (such as trainings, gatherings, etc.)
e classroom/audience responses (i.e., non-research, classroom activities)
e opinions or feedback of a small group (e.g., meal preference or scheduling for a department)

Prior to submitting your request form, be sure to review the surveys@uws.edu Outlook calendar.
Institutional surveys (e.g., annual student feedback, course evaluations, etc.) receive scheduling
priority over those from outside agencies or other internal stakeholders (e.g., faculty or students
conducting research, department-specific inquiries, etc.). The office of institutional effectiveness may
deny arequest, or offer alternative scheduling options, to prevent over-surveying a specific population.

Please reach out to the office of institutional effectiveness if you have additional questions regarding your survey
and Policy 1010 (email surveys@uws.edu).

This is the main welcome screen you will see once logged into Qualtrics. If you are new to this platform,
consider viewing the course on how to create a new survey from scratch.
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4. You can also start a new project from scratch using the “Create a new project” icon in the bottom left-

hand corner of the screen.
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5.

Please see the Key Qualtrics Resource Guides section towards the end of this document for additional
support building your survey project.

Survey Approval Process

1.

If you have not done so already, review Policy 1010 — University Surveys and complete the Survey
Request Form, if applicable. Please note that it may take up to 10 business days for the survey request
form to be approved by the office of institutional effectiveness.

When your survey is ready for distribution, navigate to the Distributions menu at the top of the screen.
Select your desired distribution strategy. See the Developing Distribution Emails section of this guide
for additional information regarding distribution strategies.

Survey Workflows Data & Analysis Results Reports

How do you want to distribute your survey?

=) = < @m 0

Online
Email Web Social Mobile panel

Send with Qualtrics Use your own email system

é> Get a single reusable link
g Compose Email
PRY Generate a trackable link for each contact

Select an approver from the drop-down menu and add any notes. For most UWS faculty and staff
members, select the default “Survey Administrator” approver. Dissertation students will select their
dissertation chair from the list. Additionally, you can add any notes that might be helpful for the

approver.

Request approval

rlnclude a brief description regarding
the nature of your survey if it falls
outside of Policy 1010

If your survey meets requirements set forth by Policy 1010, and requires formal approval, it will be denied if you
have not already requested and received formal approval through the survey request form process. If your
survey is exempt from Policy 1010 and does not require formal approval (via the Survey Request Form), include
a brief description of the nature of your survey in the Qualtrics approval notes section.

Please note that it may take up to 5 business days for Qualtrics approval (this approval is separate from the
formal survey request approval process).

UWS Quialtrics Quick Start Guide
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Surveys only require Qualtrics approval the first time they are published. After approval, survey owners can
modify and republish without further Qualtrics approval.

4. You can view pending approvals by selecting the button at the top right of the screen from your project
menu.
Survey Workflows Distributions Data & Analysis Results Reports
Edit question Tools ¥ Saved at2:43PM  Draft I View pending approval '
E Question type
Test *Q" ExpertReview score  Great
.
- Default Question Block

~ Answer type

@ Allow one answer .
0O
) Allow multiple answers

a1

What day is it today?

~ Choices O Monday
Number of choices O Tuesday
_ 5 O wednesday
O Thursday
Edit multiple O Friday
L] sted choice

5. From the pending approval pop-up menu, you can add additional notes to the approver or cancel an

active request.

Date

February 1, 2022 3:25 PM

Approval history: Test

Add a comment regarding this project below.

Type additional notes here

Event type Author

Request

‘ X Cancel request ' Close

Comments

Notes

6. You will receive an email notification once your survey has been approved. Additionally, notifications
about the approval process will appear on your main dashboard.

XM =

Home

Welcome to XM
1]

Q_ search by name, type, owner...

Recently visited See all projects
[ Survey
Test

0 Responses Active

Important notifications

® Survey Administrator approved your X
survey, "Test”

Click here to view the survey. \
Approvals, 34 seconds ago

Active surveys

Approval updates

o[ Ple
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Survey Distribution

There are pros and cons of the three main strategies for distributing surveys:

1. Anonymous-link: perhaps the easiest way to send your survey is to utilize an anonymous link. This allows
ANYONE who has received the link to take the survey. Links can be emailed (from any email account),
posted to social media, etc. There are a few disadvantages to this strategy. First, individuals can take the
same survey multiple times, leading to poor data quality. Second, since you don’t know who did or did not
take the survey, reminders cannot target only non-responders. Lastly, respondents must enter all data at
the time of submission. They cannot return later to complete the survey or modify their responses.

Email

How do you want to distribute your survey?

Send with Qualtrics

B Compose Email

D < @§ @

Online
Web Social Mobile panel

Use your own email system

@ Get a single reusable link

enerate a trackable link for each contact

Copy the survey link and paste into your desired distribution method.

Survey Warkflows

© Pause response collection

Distribution summary

K

Emails

Personal links

Social media

Offline app

o & S

oso
g QR code

Downloads

[«

Distributions

Data & Analysis Results Reports

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 respondents

https:f/westernstates.qualtrics.com/jfefform/SV_eEEzOioilluduXk

8 Read-only
g

‘ Copy survey link ’
e

2. Email: two different email strategies are discussed below.
e Individual Link: Sends a personalized link via Qualtrics to each contact uploaded to your list. These
links cannot be used by those who have not received them. This is a good strategy to use when
collecting data where you need to be able to associate the responses submitted with the name of the
individual. The respondent information can be saved with the option to return later to complete or modify

their responses. To reiterate, data is clearly identified with the respondent information and does

not provide anonymity. One benefit of this strategy is the individual like allows you to send targeted
reminders only to those who have not yet completed the survey (unlike an anonymous link). See how

to set up email for individual links below.

UWS Quialtrics Quick Start Guide

Page 6 of 10


https://www.qualtrics.com/support/survey-platform/distributions-module/email-distribution/emails-overview/#UnderstandingTheIndividualLink

Compose Email

B = & B Font - Sz - B I U [@ Less
OB A B

UNIVP RSITY of
Western States

Oﬂuce of Institutional Effectiveness

Hello! Thanks for agreeing to take my survey. It should take less than one minute to
complete. Please let me know if you run into any issues T

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:
${1://OptOutLink?d=Click here to unsubscribe}

Click on the "Advanced Options" link
and and ensure "Individual" is selected
from the drop-down menu.

Link Expiration:

Tk Type:

Individual ~ ‘ ‘ Expires in 60 Days ~ ‘

Fide Advanced Options I Cancel Send Preview Email ' Sendin 1 hour

It is possible to send a personalized link via Qualtrics to each contact uploaded to your list, but
remove all response identifying information (name, email, IP address, etc.) from your data. In
the Survey Options menu, go to the Security tab, and turn on the option to anonymize responses. By
using this combination of individual links and anonymizing the data, you will be able to see who
responded to your survey and send targeted survey reminders, but not be able to associate any data
to individual responders.

Survey Workflows Distributions Data & Analysis Results Reports

We'll look for bots that might be taking your survey and flag their responses with an embedded data field
(reCAPTCHA). Learn more about bot detection

General

Language, title, survey description
) or

Responses
button and more Security scan monitor

Prevent security scanners from accidentally starting surveys when they test your link (reCAPTCHA). Learn more
about security scan monitor

ecurity

Passwords, file uploads, bot detection and
more

Post-Survey I}
N o RelevantlD
Thank you emails, completed survey
messages, and triggers Analyze a respondent’s browser, operating system, and location to prevent fraudulent responses. Learn more

about RelevantlD

Advanced () off

Scoring . N
Prevent indexing
Attach point values to specific answers
Block search engines from including your survey in their search results.

Quotas (D On

Set conditions you want responses to mest

Translations Uploaded files access

Translate this survey into other languages Indicate who should be able to view files uploaded by respondents

é Only users with permission to view responses

7) Anyone with the link to the file In addition to sending "individual
links," enable this option to

Anonymize responses < remove identifying information

Don't record respondents’ IP Address, location data, and contact info. from response data
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e Anonymous Link: Sends a personalized link via Qualtrics to each contact uploaded to your list but
removes all response identifying information (name, email, IP address, etc.) before saving it in the
data. The advantage of this option, rather than anonymous link strategy presented in #1 above, is
respondent information can be saved with the option to return later to complete or modify their

responses. A disadvantage of this option you cannot see who responded to your survey or send
targeted survey reminders.

Compose Email

B i= & B Font - Sze - B I U
O A- B == = + ES

UNIVERSITY of
Western States

Office of Institutional Effectiveness

B
-
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Hellol Thanks for agreeing to take my survey. It should take less than one minute to
complete. Please let me know if you run info any issues.

Follow this link to the Survey: 1
${I://SurveyLink?d=Take the Survey}
Or copy and paste the URL below into your internet browser:

${I://SurveyURL}

Follow the link to opt out of future emails

${I://OptOutLink?d=Click here to unsubscribe}

Click on the "Advanced
Options" link and change to 4
"Anonymous”

3. Sending From Another Email Address
e By default, your survey will be sent from your personal UWS email account. One advantage of using a
personal email is that in many cases it may help increase participation rates. A disadvantage is that
individuals can respond to the email invitation, which may not be desirable.
e Please reach out to the office of institutional effectiveness (surveys@uws.edu) if you would like your
survey to be sent from a different email and discuss strategies.

Other Email Development Tips

e You may consider including the UWS logo or email header images in message, so it is more obvious
to the receiver that this is an official survey from the university (if appropriate). Please reach out to
communications@uws.edu if you do not currently have access to university or department logos or
headers.

e In accordance with Policy 1010, please develop email messaging that aligns with UWS Brand
Guidelines for fonts, colors, etc. General use fonts for emails and desktop applications are Arial and
Garamond.

e |tis always good idea to send a “preview” message to yourself first to preview the text, spacing, images
and links going out to your respondents. Please note that this message will likely take several minutes
to arrive in your mailbox. Wait at least five minutes before sending another test message.

e Contact lists for email distribution can be developed manually or imported/uploaded from a file. Please
note that the current documentation from Qualtrics for importuning a list refers to the Contacts
page/menu. This is out of date — please look for the Distribution page/menu instead.
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Key Qualtrics Resource Guides

Qualtrics offers a variety of user guides. In addition to the guides highlighted below, Qualtrics Support is a great
place to start. Please note that Qualtrics offers a variety of products. At this time, the university only has access to
the CoreXM product.

i XM -
ClualtrICS“ PRODUCTS ¥  SOLUTIONS ¥  COMPANY ¥  CUSTOMERS ¥  RESOURCES ¥ (U CED

Qualtrics

XM support’
© =)

EXPERT GUIDANCE ON QUALTRICS TRAINING ON
XM INSTITUTE XM COMMUNITY XM BASECAMP

Video Training and On-Demand Courses

e Getting Started Webinar Series (qualtrics.com). Includes on-demand videos of how to design a survey,
launch a survey, analyze date and develop a corresponding report.

e Applying Best Practices in Questionnaire Design (qualtrics.com). New to Qualtrics? Start here! This
six-video series will teach you the basics of building and distributing a survey project, as well as how to
report on your research data.

e |Implementing Research Methodology (qualtrics.com). Includes help to ensure your research project is
methodologically sound by learning the basics of survey methodology and how to apply it.

e Collecting Research Feedback (gualtrics.com). Learn how to manage contacts and distribute your
survey through different channels to engage your target audiences and drive response rates.

e Configuring Your Research Project (qualtrics.com). Learn survey building fundamentals by creating
guestion and answer choices that engage respondents.

e Customizing Your Research Project (qualtrics.com). Explore the advanced tools and features that allow
you to tailor the survey experience of your respondents and improve your response collection.

e Driving Response Rates (qualtrics.com). Obtain the data you need by implementing survey design and
distribution methods that drive high response rates.

e Minimizing Survey Fatigue and Bias (qualtrics.com). Implement survey design best practices to collect
high quality data by minimizing bias and respondent survey fatigue.

e Using Qualtrics for Standalone Projects. Engage more employees with Qualtrics around the office by
creating shared registration forms, coordinating schedules for team events, testing knowledge with quizzes,
and more.

User Guides
Qualtrics offers a variety of different on-demand user guides to help support you in the development of your project.
Below are some of the ones that may be the most useful to help get you started.

Account Settings

e Account Settings (qualtrics.com)
e Notifications Feed (qualtrics.com)

UWS Quialtrics Quick Start Guide Page 9 of 10


https://www.qualtrics.com/support/
https://basecamp.qualtrics.com/page/getting-started-webinar-series
https://basecamp.qualtrics.com/applying-best-practices-in-questionnaire-design
https://basecamp.qualtrics.com/path/research-methodology
https://basecamp.qualtrics.com/rc-collecting-feedback
https://basecamp.qualtrics.com/rc-configuring-your-project
https://basecamp.qualtrics.com/rc-customizing-your-project
https://basecamp.qualtrics.com/driving-response-rates
https://basecamp.qualtrics.com/minimizing-survey-fatigue-and-bias
https://basecamp.qualtrics.com/increasing-workplace-productivity-with-qualtrics
https://www.qualtrics.com/support/survey-platform/managing-your-account/research-core-account-settings/
https://www.qualtrics.com/support/survey-platform/managing-your-account/notifications-feed/
https://www.qualtrics.com/support/

Getting Started

e Survey Basic Overview (qualtrics.com)

e Library Basic Overview (qualtrics.com) — You can store surveys, graphics, messages, and other file types
within your Qualtrics libraries.

e Collaborating on Projects (qualtrics.com) — You can collaborate on surveys with individual users and groups
in your organization.

Survey Distribution

e Distributions Basic Overview (qualtrics.com)

e Contacts Basic Overview (qualtrics.com)

e Email Survey Invitations (qualtrics.com)

e Security Survey Options (qualtrics.com) — Includes how to collect anonymous data.

¢ Email Distribution Management (qualtrics.com)

e Reminder & Thank You Emails (qualtrics.com)

e Embedded Data (qualtrics.com) — Includes how to include additional embedded data fields for a
respondent, which may help with analyzing data (see “Setting Values from a Contact List” section of this
page.

Analysis

e Recode Values (qualtrics.com) — How to recode values assigned to answer choices for analysis.
e Data & Analysis Basic Overview (qualtrics.com)

e Results vs. Reports (qualtrics.com)

e Results-Reports Basic Overview (qualtrics.com)

e Advanced-Reports Basic Overview (qualtrics.com)
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