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Section l1la: Look & Feel - Changing the Theme

1. Select the Look & Feel
button at the top left corner
of the survey edit screen.

2. Select Theme in the top left
of the new window.

3. Scroll down to Static Themes
in the new menu that appears on
the left. Choose between one of
the two UK approved themes.

Question type

I= Text/ Graf

ype

Theme

University of
Kentucky

Static Themes

* Kentucky
————————n

University of Kentucky

-
* Kentucky

University of Kentucky 2
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Section la: Look & Feel - Changing the Theme

4. Click Apply in the lower
right corner.

Section 1b: Look & Feel -
Next and Previous Buttons

1. Select the Look & Feel
button at the top left corner
of the survey edit screen.

2. Select General on the left of
the new window. This option
should be selected by default.

=2 Question type

I= Text/ Graf

ype

I L= |

General

Style

Motion
Ques
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Section 1b: Look & Feel -
Next and Previous Buttons

Mext Button Text

3. Select the dropdown menu to — Next
the right of the Next or Previous
Button Text.

Previous Button Text

— Previous

4. Place your mouse over My Library (1) and then click
New Message (2).

Mext Button Text

. Next T Universit

My Library: Chadwick Jenning > S RSN I t

Previous Button Text

Global Library: Qualtrics Librai 7

«— Previous Next button 2
Use Fixed Text
2 New Message...
Progress Bar A sur
With Text greatly value your feedback.

Create a New Message

5. Provide your new button a

Description (1). This is how you - N ;g :
will find it in the My Library N BWB fe - oS- B I U B e
section. Use the text toolbar (2) DE B Ak &3 € =

to modify the text. Type the
message in the textbox (3).
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Section 1b: Look & Feel -
Next and Previous Buttons

6. Click Save in the lower
right corner.

7. Click Apply in the lower \

right corner.

Section 1c: Look & Feel - Progress Bar

= Question type

1. Select the Look & Feel I= Text/ Graf
button at the top left corner

of the survey edit screen.

ype
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Section 1c: Look & Feel - Progress Bar

2. Select General on the left of
Progn

the new window. This option
should be selected by default.

Style Wit

Motion

Progress Bar

3. Click the dropdown menu With Verbose Text
under Progress Bar. With Text
will put 0% to 100% in the bar.
With Verbose Text will place

"Survey Completion" in the Without Text

4. Click Apply in the lower \

right corner.

None

With Text
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Qualtrics

Section 1d: Look & Feel - Questions Per Page

Question type

Text / Gray

b
1. Select the Look & Feel

button at the top left corner
of the survey edit screen.

ype

General

2. Select General on the left of
the new window. This option Progi|
Style Wit
Ques

should be selected by default.

Questions Per Page

3. Put the number of questions
to be displayed in the 2

Questions Per Page field.
Header
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Section 1d: Look & Feel - Questions Per Page

4. Click Apply in the lower
right corner.

Section le: Look & Feel - Headers & Footers

= Question type

1. Select the Look & Feel I= Text/ Graf
button at the top left corner

of the survey edit screen.

2. Select General on the left of
Progn

the new window. This option .
should be selected by default.

Motion
Ques
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Section le: Look & Feel - Headers & Footers

Header
1

3. Click the dropdown menu
under the header or footer S
options. 2

edit
4. Place your mouse over B iy crawic sening > || S ]
My Library (1) and then Global Library: Qualtrics Librai * Next button 2

click New Message (2). Use Fred Tt &

Create a New Message

5. Give the header/footer a

Description (1) which is how G E
it will be labeled in the library. Y BWB fm - s -B I U B e
Use the text toolbar (2) to OB B A== 2 ==

modify the text. Type the
information in the textbox (3).
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Section le: Look & Feel - Headers & Footers

6. Click Save in the lower
right corner.

7. Click Apply in the lower \

right corner.

Section 1f: Look & Feel - Adding Motions

= Question type

1. Select the Look & Feel

I= Text/ Graf
button at the top left corner
of the survey edit screen.

ype
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Section 1f: Look & Feel - Adding Motions

General

Style

2. Select Motion on the left of
the new window.

Page Transition
3. Click the dropdown menu e & e Yy
under Page Transition to
select one of the three
options that are available. General
Style

4. Check Autofocus to have only
the question being answered be

in focus. All other questions will Autoadvance on Questi
be blurred.

10
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Section 1f: Look & Feel - Adding Motions

5. Select Autoadvance on
Questions to let respondents Autofocus v

advance past questions without

scrolling the page ThiS WI” Autoadvance on Questions v
create a Done button that users
can click to automatically

advance to the next question as
soon as they select an answer.

Hide Autoadvance Button

6. Select Autoadvance on Pages
to let respondents advance past

Autoadvance on Questions

pages without clicking a Next button. Sl el 2
Instead, they will go to the next page

Autoadvance on Pages W'
as soon as they SeleCt an answer tO Autcadvance on Pages will also enable the back

button.

the last question on the page.

7. Click Apply in the lower
right corner.

11
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Section 2: ExpertReview Score

1. Select ExpertReview Score [ reie |

in the upper right corner of the
. -4 EXperimeview score alr
survey edit screen.

2. In the upper right corner of
the new window you will find the
Overall Score of your survey.

Fair

OVERALL SCORE

s
Severe 0
Moderate 0
Minor 2
i . Suggestion 1
3. Click the level of severity on
Passed 10

the left hand side of the screen

to view the questions that fall Fiter by issue type

into that category. You can also
click on a filter by issue type. Survey error
Methodology

Compliance assist

Response fraud

12
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Section 2: ExpertReview Score

4. In the middle of the
screen you will find the
recommendation, and
the suggestion on how
to improve the survey.

5. Click the Learn More
hyperlink to go the Qualtrics
site to get further information
on the suggestion.

6. Click the Affected Questions
dropdown menu to view the
guestions that can be improved.

5 Number of text entry boxes

Teat booes Methodology

Goal 3 .
Writing text takes a comparatively large amount of mental enfj
make sure that you need this many open-text response ques
Learn more about using text entry boxes

} Affected questions (3)

5 Number of text entry boxes

Text boxes Methodology

Goal 3

Writing text takes a comparati arge amount of mental en
make sure that vou need this many open-text response ques

Number of text entry boxes

Methodology

¥ large amoun|
any open-text r

Writing text takes a comparati
make sure that you need il

b Affected questions (3)

ry boxes

13
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Section 2: ExpertReview Score

[ =

Writing text takes a comparatively large amount of me
make sure that you need this many open-text respong

Learn more about using text entry boxes

7. Click the question to
navigate to the survey to . .

. Q1 What 1s your first name?
Work on the Suggesuon' Q2 What is your last name?

Q3 What is your email address?

~ Affected questions (3)

Section 3: Translation

1. Select the Translation button
in the navigation menu on the left
side of the Survey Builder 7 Single line
screen.

Autocomplete

Survey Workflows DistrV & Analysis
2. Click Add Language in ’ Languages savedate:s

the upper left corner of the
Translation page.

+ Add language

14
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Section 3: Translation

3. Use the search engine at
the top of the Add language
page to look for the desired
language, or manually scroll
through the menu.

4. Select the check box of the
language you are wanting to
translate your survey to.

5. Click the Add Language
button in the lower right.

Add language

Select one or more languages fror st below or create a new

R R 1t
100% @@ English (U

Add 1 language

15
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Section 3: Translation

Other content

6. Click the three dots to the
right of the added language.

Language v Code v isible

English (US) ® EN

k

Spanish (Latin America) ES Ves

7. Select Edit Translations
in the new menu.

Download language file

8. Select the three dots in
the upper right corner of the

tl‘anS|atI0n page Then C“Ck o‘ Translate with Googletranslate] "’ o

Translate with Google
translate.

16
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Section 3: Translation

Use Google Translate for translations? X

The Qualtrics Auto-Translate feature is compl
Translate. The text of your survey questions is s

9 ] CI |Ck YeS |n the neW Translate and will be returned in the language yo

aware that your question text may remain on Googl
WI n d OW Qualtrics Auto-Translate feature sends only the questi

- selected. Respondent data is not sent and remains secu
Qualtrics.

by Google

Translate with Google translate X

This will translate all items (questions, titles, grou
choices) in your survey that are not currently transl

aders, and

. or edited. This
10 . SeleCt Trans Iate In will not oferride any existing translations.
the neXt WI ndOW [‘?] 11/11 Questions

11. Once the translation is complete you will see the English version on the
left side of the screen (1). The translated version will be on the right (2).

- Main Questions

2 (D Textentry

Base language English (US) Translation language Spanish (Latin America)
Question text Question text
What is your first name, please? ¢ Cuél es tu nombre, por favor?

17
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Section 3: Translation

12. Your survey will now %
have a dropdown menu to English
p ng for from your County Exteflsion I

select the survey language.

Section 4: Scoring

= Question type

(D Text entr
1. Select Survey Options in T : /

the top left of the screen.

ext type

Single line

Post-Survey

Thank you emails, completed survey
messages, and triggers

2. Select Scoring under the
Advanced section in the menu
on the left side of the screen.

Advanced

Scoring

Attach point values to specific answers

18
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Section 4: Scoring

3. Place the point value for
the answers in the fields to
the left of the choices.

What is the capitol of Kentucky?

Auto

4. Select Scoring Options in
the top right corner.

5. Under Show Scoring Summatry,
check one of the boxes if you want

the respondents to see their scores
At the End of the Survey or After

Each Question.

Scoring Options

Score v

(] At the End of the Survey
(J After Each Question

19
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Section 4: Scoring

6. Click Save in the lower right.

Section 5: Email Workflows

XM = Data Collection_SessionTemp

] _ Survey Distributions
1. Click Workflows in the upper

left corner of the project. Edit ques

B
= Question type

ne to workflows
2. Click Create a Workflows in

- (] [0 1 bOLIt al.l. the

the center of the page. ject (oo lez
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Section 5: Email Workflows

> your first workflow to learn about all the

[ Browse templates

3. Select Started when an event is From scratch

received in the dropdown menu.

Star‘ted at a specific time (scheduled)

% Extract, transform, and load (ETL) data

© ©
4. CI'Ck Survey response On Survey response

By Qualtrics
the new page. )

When a response is received or
updated

5. Click Finish in the bottom

right corner of the window that ‘ Cancel
appears. |

21
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Section 5: Email Workflows

6. Click the Plus sign (1)
underneath Survey response, and
then select Add a condition (2).

7. Click the Select dropdown menu
(1). Then select Question (2).

8. Click the second Select
dropdown menu to choose
which question will trigger the
automatic email.

Survey response
When a response is received o

- '

[ Add a task

Add a condition

| Any of the following are true ~ ese

‘ Select ~ ‘ o
Question o
Sz

Embedded Data

+ Quota

Q1 What is your first name?

Q2 What is your last name?

Q3 What is your email address?

Q4 Please select your gender?

22
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Section 5: Email Workflows

9. Use the remaining dropdowns to establish the rest of the condition
that will activate the automatic email.

H What is your email address? v isn't empty v ‘ .

+

‘ Any of the following w ‘ sen

10. Click Save Condition in the
lower left corner.

~ H Q3 What is your

‘ Save condition

[ Edit condition

11. Click the plus sign (1) and n o
the select Add a task (2).

[ Add a task a

23
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Section 5: Email Workflows

Email

12. Select Email in the Task N IR
menul.

13. If you are sending the email to the person who entered their
information click the Piped Text button to the right of the To
field.

14. In the dropdown menu that appears, click Survey Question (1).
Then select the email address question (2) from your project, and the
click on the question again (3).

Pipe text from a...

= )

uky.edu
Embedded Data Field >

From: noreply-qua

i i ? >
Q1 What is your first name? GeolP Location N

Subject: : 5
Q2 What is your last name? T X

2 Q3 What is your email address? > Q

ImmedicHyy Q4 Please select your gender? >

Question Text

Q5 What is your favorite color?
Message: Load Message g Wha is the best villain? 3 =B g7t Gl ai‘“d'm?
| =H 1 .
= 2 -

i i ie?
@@ N Q7 What is your favorite movie?

24
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Section 5: Email Workflows

15. If an emalil needs to be sent to
others select the CC or BCC {a} ~ CC BCC
button to enter the email address.

S

16. In the From section you can change the From Address (1),
From Name (2), and Reply-To Email (3).

To: ${q://QID5/ChoiceTextEntryValue} {a} ~ cC BCC

o

From: noreply-quea | @ | uky.edu cje238@uky.edu

Subject:

From: noreply-qua | @  uky.edu ~ Chad Jennings

25
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Section 5: Email Workflows

18. In the When section (1),

determine if you want to send the | wren W
email Immediately (2) after the ) 0 mmedetey

. essage: Send After...
user completes the project or set A

a certain send time (3). @@ NB QHF

Font - || Size -

19. In the Message field (1), type the email the user will see upon
recieving the message. You can also click Save as (2) to add the
message to your library. Then in future projects, you can click the
Load Message dropdown (3) to use the same email.

Message: Load Message o o Save As

maE@NE Qe « K

-E
T, | Font -llsize - B I U X% x* - - || [@ source

o Thanks for completing the survey. Please find your responses in the link below|

20. Next to Options at the bottom of the window, check the box next to
Include Response Report (1) to add a link to a PDF copy of the user’s
information. If this box is checked you can also set an expiration date (2) for

the PDF link.
oc:iptions: Include Response Report j Show Full g

o

Units ~

Expiration: ‘ Expire After ~

26
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Section 5: Email Workflows

21. Click Show Full Question
Text checkbox to include the
guestion text in the email.

22. Click the Save button in the
lower right corner to add the
Email Task.

23. Click the X button in the
upper right corner to return to
the survey.

epo Show Full Question Text | Incl

S —

\ |

Saved 11/14/2023 at 1:26 PM

rn the workflow off
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