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Section la: Creating a Report - Getting Started

1. Click Reports in the upper A & Analysis

left of the Survey Builder page.
ﬂ Tools Sa Apr 12, 20

Results Reports

2. In the upper left corner Report: A jrer

click the report dropdown Q|

menu (1). Then select ¢ Add Q2 - What
| + Default Report

Create New Report (2). al—

Create Mew Report... 2

‘ Copy Report...

Create New Report

3. Give your report a name

i . N
in the name field. o

Test Report]




. University of Kentucky
Qualtrl CS College of Agriculture,

Food and Environment
» Cooperative Extension Service

Section la: Creating a Report - Getting Started

4. Click Create in the lower
right of the new window.

Section 1b: Creating a Report - Creating Graphs

= Q6 - How pleased are you with
those services?

wa: Q7 - Sorry you were not pleased,

1. Click the question on the left s L oipl o et
hand side that you are wanting to
review. Do not click the checkbox. [AT_ 08 - we are s0 happy you are-
That will remove the question e e
from the report.

Q3-

Q9 - How likely are you to visit a
County Extension office again?

a% Q10 - Which Services are you

likely to use from Extension?

2. Click the default graph
that Qualtrics populates. A
new menu will appear on
the right side.
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Section 1b: Creating a Report - Creating Graphs

Default (Choice Count) b

-imal ¥ Default (Choice Count)

3. Click the Metric dropdown
menu on the right side of the
screen to change the data format. "

Please note that these will change Net Fromoter Score@
based on the type of question. Response Count

Choice Count

Mean

Min

Sum

Percentage

‘ Default (2)

igy ¥ Default (2)

4. Click the decimal dropdown Defatly
menu to add additional decimal
places or remove them entirely.
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Section 1bh: Creating a Report - Creating Graphs

5. Check the Title box to type
in a new title for the graph if
you want to replace the
guestion text.

2| Customer Service

il

5.5 Eu;ﬁ € m E ~

6. In the visualization menu, you BA Visualization

can choose a different format to __
: - : T u @ Il EE

display the information. Please

note that these options will change

based on the type of question. Display Options
:| Sort Bar Values

2| Horizontal Bars

7. Select the Color Palette to
change the colors of the graph
that you are building.

v Extremely pleased
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Section 1bh: Creating a Report - Creating Graphs

Extremely pleased

Somewhat pleased

8. In the Axis Values section, you
can uncheck specific values if you | Meldwripleasedinar dhptaase
want them removed from the graph. W] | Somewhat displeased

Extremely displeased

| | Extremely displeased

9. Under Legend Values uncheck Gomi Legend Value
the box to hide the legend (1). You > vl {2
can also change the legend color |

by clicking the color box.

Transpose |

‘ ® Remove Visualization |

Replies

10. Click the Remove Transpose
Visualization button to
discard the graph.

¥ Remove Visualization
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Section 1c: Creating a Report -
Removing Questions

-
B Q5 - [QID1-
ChoiceTextEntryValue]

1. On the left side of the screen,
uncheck the question to
remove it from the report.

F - Sorry you were not pleased,
Al Q7 -Sorryy t pl
do you have suggestions on how

we can improve?

Section 1d: Creating a Report - Exporting Reports

EE

‘ -’: Share Report

1. Click the Share Report
button in the upper right corner.

Page Options ~

‘ﬂ’: Share Report ~

PDF Document

2. Choose the format that you
want to utilize.

Word Document

PowerPoint Slides

CSV (Comma Separated)

Export Raw Data
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Section 1d: Creating a Report - Exporting Reports

v Select All

<

Q2 - What is your first name?

3. Uncheck questions in the

) ) ] Q3 - What is your last name?
new window if you want to
remove them from the report. ] JQ4 - What is your email address?
[+] Nesuon text

4. Click Export Pages
in the lower right. cancel

Download Previous Exports...

5. Click the Download /
button in the new window.

A
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Section 1d: Creating a Report - Exporting Reports

6. Click Done in the lower right.

Section le: Creating a Report -
Export Individual Graphs

I Page Options I

1. Click Page Options in
the upper right corner of the ; Add Addit
survey question.

Default (2

2. Place your mouse over Export Page As (1) and select the desired

format (2).
‘ Page Options +

[5' Word Document Move to Top

E‘j‘ PowerPoint Slides Move to Bottom

E C5V (Comma Separated) Hide Page
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Section le: Creating a Report -
Export Individual Graphs

Download Previous Exports...

3. Click the Download
button in the new window.

Download A

4. Click Done in the lower right.

Section 1f: Creating a Report - Scheduling a Report

ZUZU ~

itions Data & Analysis
1. Click Reports in the upper

left on the survey edit page. yFlow ¥ Survey G

s ™, Tools v

survey. Changes be live until you publish.
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Section 1f: Creating a Report - Scheduling a Report

“i: Share Report ~ o - ‘

2. Click the Share Report _

button on the right side of |
the screen. Options v

"{.’ Share Report ~ I

PDF Document

PowerPoint Slides

3- Select SChedUIe Report Email CSV (Comma Separated)
in the new dropdown menu. Export Raw Data
Download Previous Exports..

Manage Public Report...

| Schedule Report Email... I

4. Click Select Contact (1) at
the top of the new window.
Select New Contact List (2) Fm?n:--* + New Contact Lis

to create a email group or Use Contacts From a Library
choose a previously created 3 _~  MyLibrary: Chadwick Jennings >

list from My Library (3). noreply@qualtrics-survey.com

To: l Select Contacts ~

10
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Section 1f: Creating a Report - Scheduling a Report

5. In the From Name field (1), type the name to display in the email. In
the From email field (2), enter the email to send the report from. In the
Reply-To Email field (3), enter the email that respondents can reply.
You can opt to leave the default no reply address if you do not want to
display your personal info.

noreply@qualtrics-survey.com

noreply @qualtrics-survey.com

6. Select Date (1) in the When

section. Place your mouse over _ |

Weekly (2) to select the day of bl ‘ Pate JIK ‘

the week you want the email to 2 Weeky > 500
be sent, or place your mouse Subjec 3~ Menthly 3
over Monthly (3) to schedule ‘

the day of the month. kachment: IO oo | oopeoois]

11
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Section 1f: Creating a Report - Scheduling a Report

noreply@qualtrics-survey.com

When: ‘ Date
Next R : i), 2021 6:00 AN
Subjec

8. Click in the Subject field to _
. . Subject: ‘
enter the subject of the email.

7. Click Time and select the hour
you want the email to be sent.

9. Under Attachment, select
the file format you want to use PowerPoint

for the report.

10. In the Message section, select the Load Message (1) dropdown
menu to choose a previously drafted message. You also can draft a new
message in the message field (2). The new message can be added to

the message library by selecting Save As (3).

Message: 1

[2) Source B I

3 Save As

It
-

(e == Font

12
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Section 1f: Creating a Report - Scheduling a Report

11. Select Send Test Email in
the lower left corner to have a

draft email sent to your address.

12. Select Save in the lower right
corner to schedule the email.

Section 2a: Exporting Raw Data - Pulling Data

y_072020 -

IDistributions | Data & Analysis | Reports

1. Click Data & Analysis located
at the top left of the edit page.

osstabs  Weighting

13
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Section 2a: Exporting Raw Data - Pulling Data

1 Export & Import ~ Il it
+ Exp p .

2. Click Export & Import (1)
in the upper right, and then
select Export Data (2).

~ i Export Data...

10se
ﬁ Import Data...
@ Response Export Automation...

@ Response Import Automation...

Download a data table

3. Select the desired format at —
the top of the new window.

5V Excel AML SPSS G

Comma separam

Learn more

4. Uncheck Download all fields
(1) to only export pre-chosen
criteria. Also, decide if you want to Numeric responses or choice text
export choice text or the nhumeric ) Use numeric values
values (2) ® Use choice text

+| Download all fields

14
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Section 2a: Exporting Raw Data - Pulling Data

5. Click More Options in the

lower right corner to see
additional exporting options.

6. Click Download in the lower More options

right corner, and save the file
to the wanted location.

scoring [&] 17872047 10:58 AM
: District+1+Adobe+Acrobat+Training_Au.. & 8/12/2020 9:15 AM
i Test+Survey_072020_January+14,+2021.0.. @ 1/14/2021 8:44 AM
) o i Test+Survey_072020_Jany -
7. Navigate to the file in your N o
. . . pen In new window
File Explorer. Right click on \a e
the file, and select Extract All. .
e
CRC SHA >
Pin to Start

15
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Section 2a: Exporting Raw Data - Pulling Data

8. Click Browse in the new window to chose where you want to
extract the file. Please note that by default the file will be extracted to
the location where you downloaded the zip file.

Select a Destination and Extract Files

Files will be extracted to this folder: F

| ky'\ Training Request\Qualtrics) Test\ Test+Survey 072020 January+ 14 +2021 _{I6.4E Browse...

[ Show extracted files when complete /

9. Click Extract in the lower /
right corner.

Cancel

Section 2b: Exporting Raw Data - Submitted Files

———,
|, 07202
Distributions | Data & Analysis | Reports

1. Click Data & Analysis
located at the top left of the osstabs  Weighting
edit page.

16
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Section 2b: Exporting Raw Data - Submitted Files

1 Export & Import ~ ‘l dit
4 Exp P 1_1_

2. Click Export & Import (1) 2 1 Exerod
xport Data...
in the upper right’ and then es ar— %I P -
o Import Data...
SeIeCt Export Data (2) @ Response Export Automation...

105e

@ Response Import Automation...

3. Select User-submitted files
in the upper right side of the
screen.

ableau

4. Click Download in the lower
right corner, and save the file

to the wanted location. I -D"““'

17
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Section 2b: Exporting Raw Data - Submitted Files

>coring ) 1782021 10:38 AM
: District+1+Adobe+Acrobat+Training_Au.. & 8/12/2020 9:15 AM
. . . : Test+Survey_072020_January+14,+2021. 0. @ 1/14/2021 &:44 AM
5. Navigate to the file in | Tt Sy 07200 o
your File Explorer. Right % Gpaninnen winden
. . B Share with Skype
click on the file, and select \
Extract All. T >
CRC SHA >
Pin to Start

6. Click Browse in the new window to chose where you want to
extract the file. Please note that by default the file will be extracted to
the location where you downloaded the zip file.

Select a Destination and Extract Files

Files will be extracted to this folder:

| ky\ Training Request\Qualtrics) Test Test+Survey 072020 January+ 14, +2021 ﬂ645 Bmwse

[+ Show extracted files when complete / )

7. Click Extract in the lower
right corner.

Cancel

18
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Section 2c: Exporting Raw Data -
Responses in Progress

1. Click Data & Analysis located
at the top left of the edit page.

2. Click the Recorded
responses dropdown menu (1)
in the upper right. Then select
Responses in progress (2).

3. Click Export Data (1) in the
upper right corner. Then select
Export Data (2). Follow the steps
covered in Section 2a, page 13,
to pull the needed data.

| 072020 ~

Distributions | Data & Analysis | Reports

osstabs  Weighting

sponse Quality Recorded responses (23) ~

Recorded responses (23)

o, Export & Imp ] Column cheo

Responses in progress (4)

Q10 - Please load any additional files - Name

ESPDHSES IN progress (4

&, Export Data ~ o:cllurnrl chd

Export Data...

Manage Previous Downloads...

19
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Section 2c: Exporting Raw Data -
Responses in Progress

4. Click the Survey Session SEmSEe "
ID to view each person's
individual responses.

FS_OpvWDNPsTEqQREJP

F5_3EsNVFUCT7MERYuY

5. Click the Export to PDF button ——

in the upper left corner of the new Respy
window to export the responses.

Export to PDF

6. Give your report a File Name (1).
Choose the Orientation (2), and
the Page Size (3). Then click
Export (4) to save the PDF to the
need location.

20
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Section 2d: Exporting Raw Data - Report Building

by_072020

[Distributions | Data & Analysis | Reports

1. Click Data & Analysis located
at the top left of the edit page.

osstabs  Weighting

2. Place your mouse over one of
the existing questions at the

i ©
bOttom_ Of the Screen CII_Ck the ame? Q2 - What is your last name? Q3-wW
plus sign to the left or right of i

the question depending on where )
you want to put the information.

Junko accor

Q7 - Sorry you were not pleased, do you have
suggestions on how we can improve?

Q8 - We are so happy you are pleased. What did we
do well?

3. Select the question you are Q9 - How likely are you to visit a County Extension >
wanting to add to the report.

office again?

Q10 - Which Services are you likely to use from >
Extension?

Q16 - Rank the services that you will more than >
likely use, with 1 being the most...

21
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4. To remove a column, place
your mouse over that column.
Click the red minus sign that
appears above. You can easily
add the information back by
repeating step 2.

5. To move a column, left click
on the desired column title (1).
Select Move Column Left or
Right (2) to move the column
one space. You can also select
Move column to (3), and choose
a specific location.

%

Section 2d: Exporting Raw Data - Report Building

University of Kentucky

College of Agriculture,
Food and Environment

Cooperative Extension Service

hame? o Q2- Wht name? ° Q3-W

!

Junkao accor

[ o Q3 - What is your email address?

Sort A-Z

Sort Z-A

Hide Column

o Move Column Left
o Move Column Right
o Move column to

Left Add Column

22
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Section 2d: Exporting Raw Data - Report Building

1 Export & Import ~ Il it
+ Exp p L1_

6. Click Export & Import (1) | oo o

in the upper right, and then —1 %]. i ) 10se
. mport Data...

select Export Data (2).

@ Response Export Automation...

@ Response Import Automation...

export. Qualtrics C5V exports use U]
open correctly by default.

7. Uncheck Download all

8. Click Download in the lower
right corner, and save the file to
the wanted location. To extract
the information follow steps
7-9 on Section 5a (pg 29).

23
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Section 3: Removing a Response

y_072020 ~

IDistributions Data & Analysis Reports

1. Click Data & Analysis
located at the top left the
edit page.

osstabs  Weighting

Q1 - What is your first name?

2. On the far left, select the
check boxes to the row(s) of v Sara
data to be removed.

L Alex

3. Select the Trash Can button
in the upper right corner.

s - Name €§3

24
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Section 3: Removing a Response

4. Check the box to Decrement
all quotas (1) to not have the
response be counted if quotas
are enabled. Check the box to
confirm the deletion (2).

Delete Responses

|:| Decrement all quotas for deleted responses.

(v] 1am sure | want to delete 2 responses.

5. Select Delete response(s)

to confirm the deletion. Cancel [ Delete 2 responses

6. You will see a Request
Pending status appear in the
upper right to confirm Qualtrics
Is working on the deletion.
Your data will not be removed
immediately. You can continue
working in your survey, while
the request is processed.

sponses (24) v 2:“ 1 Request Pending ‘I S35 Field Editor

., Export & Import é& Tools v [[[I] Column chooser

25
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