Designing Surveys and Utilizing Qualtrics

Questions to Consider When Designing a Survey in Qualtrics:

1. Who is your audience?
a. Do you need personal identifiers? Do you need information on who is completing the

survey? Do you plan on connecting your responses collected to external data (do you
need to know who the person is who is taking the survey)?
i. Ifyes- what types of information, name, major, student email, etc.
ii. Ifno- be sure to include a statement in your message or in the survey that
says you are not collecting contact or demographic information
2. Do you plan on collecting pre-post questions?
3. Collecting raw data vs. Tabulating assessment data
a. Surveys can be used to collect raw data directly from your person completing your
survey.
b. You can also use the survey mechanism as a way to log your data from paper forms of
assessment and evaluations.

Using Qualtrics:
You can access Qualtrics through CSULB following this link and using your SSO to log in:
https://www.csulb.edu/academic-technology-services/software-depot/qualtrics-web-based-

Surveys

Design/Survey

Headings

You will want to create a question to make a heading within your survey. Headings or survey titles
will not appear to the participant.

Select Descriptive text to allow you to write text like a title and directions that doesn’t allow for a
response from participants.
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Scales

Qualtrics includes automatic choices with a variety of scales to choose from. Under the question
menu, you can indicate the number of choices you want to provide, then select a check box for
automatic choices to see the variety of options of scales. I also recommend that you ask your
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question with the scaled word in the question. For example, how would you rate the effectiveness
of the workshop; then you can select the ineffective- effective scale option.
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Validation/Force Response

You can require the participant to answer a question. This is an important consideration.
Depending on the nature of the survey and questions, you do not always want to require
participants to answer a question or many questions. To require a question you select force
response under validation options on the question menu.
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You want to consider flow. How many questions are on each page? Can you put like questions
together either based on topic, or same scales.
Display vs. Skip logic

Display logic allows you to say if you want a specific question displayed. This is helpful if you have
follow up questions only if a participant answered a question a certain way. You can set up
conditions to only display question, if X question was asked, and Y answer was given.



» VU ¢« DIVISION OF

| W | STUDENT AFFAIRS
ASSESSMENT
& EVALUATION

Display Logic (Click to write the question text)

Display this Question only if the following condition is met:

Question ~ || Q1 Click to write the question text ~ || Select Choice... v

O In Page

Skip logic allows you to skip sections, or parts of the survey based on the conditions you set. This is
helpful when you have a block of questions that you only need participants to respond to if they
selected a certain response.

When using display and skip logic, be sure to test your survey prior to administering ensuring all of
your conditions display how you want the survey to flow.

Testing a Survey

When you test a survey that response is included in your results. Be sure to delete the response
under the Data and Analysis tab.

Distributions

You will select the distributions tab when you want to send the survey out. I recommend that you
select email, and get a reusable link. If you select compose email then you send the email through
Qualtrics versus your email account. You can customize the single reusable link, which you can copy
and add to your drafted email.

How do you want to distribute your survey?
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Data & Analysis

The raw data can be exported by selecting the data and analysis tab, and selecting export/import.

1 responses you are looking for do not exist.

Collect responses.
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Reports

You have multiple report types you can pull.

A quick way to report out option may be for PowerPoint and PDF. You can also export to CSV so
that you can create pivot tables and complete supplemental analysis.

urvey Actions Distributions Data & Analysis Reports

§ Results  [u) Reports

Byl Default Report Add Filter ~

»
» Add Report Braakout - Q1 - Click to write the question text

Search Questions

+ Create Custom Page

Q1 - Click to write the question
text

Strongly agree

Agree

Somewhat agree

There are no results yet to show. Please distribute your survey to gather responses.



