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Section 1: Display Logic

-

1. Click inside the question box,
to turn the outline blue. Once
you see the blue outline, the
guestion is ready to be edited.

Default Question Block

O o
Click to write the question text
(O Click to write Choice 1

O Click to write Choice 2

O Click to write Choice 3

2. Select Display Logic under
Question behavior located on
the left side of the screen.

3. Select the first dropdown
menu (1) to the left of the new
window, and select the criteria
you want to use (2).

~+ Question behavior

‘L, Display logic

¥ Skip logic

@ Default choices

</> JavaScript

Display Logic (Sorry you were not

Display this Question only if the following co

Question ~ 1 Juestion... v

v Question

Embedded Data

Quota

Contact List

GeolP Location

Loop & Merge




University of Kentucky

QualtriCS College of Agriculture,

Food and Environment
o Cooperative Extension Service

Section 1: Display Logic

4. As you make your selection, various other dropdown menu's will
appear. Select the needed criteria to achieve the needed effect.

Display Logic (Serry you were not pleased, do you have suggestions on how we can improve?)

Display this Question only if the following condition is met:

Question v || Q6 How pleased ar...h those services? w« || Extremely displeased ~ | Is Selected

5. Click the green plus sign to \
the right of the window to add

additional lines of logic.

6. Any additional lines will have a

dropdown menu appear to select Question v | Q6 How pleased ar..h those
between an "And" or "Or". If And is And ~ | Qfestion v || Q6 How pleased a
selected all the logic will need to be + And

completed to display the question. or

If Or is selected it can be any of the

lines created.
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Section 1: Di

7. Click the Save button when
the logic is created.

splay Logic

\ o

8. The logic you created will
appear above the question.

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

9. Click the three dots to the
right of the logic (1) to either
edit or remove (2) the addition.

10. Ensure that there is a Page Break
before the logic added. Place your
mouse in the space between the
guestion boxes, and select the Add a
Page Break button that appears.

Edit o

Remove

xperience with Extension.

+ Add page break
Jhm
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Section 2: Skip Logic

1. Click inside the question box,
to turn the outline blue. Once
you see the blue outline, the
guestion is ready to be edited.

2. Select Skip Logic under
Question behavior located on
the left side of the screen.

3. Select the first dropdown
menu (1) in the new window to
chose where (2) to skip the
respondent. You can skip them to
a future question, the end of the
current block, or the end of survey.

-

Default Question Block

O o

Click to write the question text

O Click to write Choice 1

@]

O Click to write Choice 3

Click to write Choice 2

¥ Skip logic

+ Question behavior

?_, Display logic

@ Default choices

Skip from this question to

Q10 Which services. A o::

Q10 Which services are you likely to use from Ex

Q11 Please include any supporting documentati
with Extension.

Q12 What do you think of this video?
End of Block

End of Survey
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4. In the second dropdown menu,
select the answer from the question
that will trigger the skip.

5. In the third dropdown menu
select the action the respondent will
need to perform to trigger the skip.

6. Select Confirm on the far right
of the Skip Logic window to set
the changes to the question.

xS
if 0 Is Select

v Is Selected

Is Selected

Is Not Selected

Is Displayed

Is Not Displayed
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Section 2: Skip Logic

7. Click the three dots (1) to the @ i coiions - 4
right of the logic to either edit (2) rdvanced ot Y
or remove (3) the logic. e

o Remove

. Xperience with Extension.
8. Ensure that there is a Page Break
after the logic added. Place your /
mouse in the space between to
guestion boxes, and select the Add
a Page Break button that appears.

Section 3: Carry Forward

- Default Question Block

1. Click inside the question box, Ca

to turn '[he Out“ne blue Once Click to write the question text
. O Click to write Choice 1

you see the blue outline, the

guestion is ready to be edited. O Clektowrite Choce
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Section 3: Carry Forward

+ Question behavior

%, Display logic

2. Select Carry forward choices
under Question behavior located

on the left side of the screen.

G Choice randomization

£ Skip logic

3. In the first dropdown menu
select the question where you are
pulling the answer(s) from to
populate the new question

Carry forward choices from

Q10 Which services are at are

4. Click the second dropdown menu
to pull the info from the question
selected in the first dropdown. These

l[’j that are Selected Statements A

All Statements - Displayed & Hidden

Displayed Statements

options will change based on the type . ot reered Sment
Of question that WaS SeIeCted- All Scale Points - Displayed & Hidden
5. Click Confirm in the lower right ’ \

of the field to confirm the changes &

to the question. Cancel
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Section 3: Carry Forward

(v] o13

6. You can review the logic in the |] R
bOX above the questlon_ from Which services are you likely to use from Exten.. § that are Seld

Rank the services you are likely to use, with 1

7. Click the three dots to the right e o

of the Carry Forward field to either o @
edit or remove the logic. Remove

8. Ensure that there is a Page Break xperience with Extension.
before the logic added. Place your /
mouse in the space between to

question boxes, and select the Add + Ao pae R

a Page Break button that appears.

Section 4a: Survey Flow - Getting Started

1. Before editing the Survey Flow,
we recommend naming the various
blocks of questions. This will help
you when identifying the correct
areas to be edited. Name the blocks
by clicking on the generic block
name in the upper left corner, and
typing in the needed text.
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Section 4a: Survey Flow - Getting Started

R
Edit question
2. Click the Survey Flow button in Question type
the upper left of the screen. —
Cﬁ"' C ext entry
=

n Show Block: Additional Ques
3. Click the green Add a New

Element Here button at the bottom m
of the screen. \

Section 4b: Survey Flow - Branching

1. After clicking the Add a e

New Element Here button, | ElE L Embedded Data
select Branch in the new W Goup T8 RUmentcator R vy
menu.

+ Add a New Element Here
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Section 4b: Survey Flow - Branching

=]

2. CIle the blue Add a Condition This branch will not be triggered untiLyIu Add a Condition I
button in the new branch box.

Add a Mew Element Here

h Then Branch If:

Select Question... ~

v Question
3. Click the first dropdown menu

to select the option that you want
your condition based on.

4 Embedded Data -
Device Type re
Quota

Hd a Mew

GeolP Location

True - False

4. Select the second dropdown
menu to choose the trigger for
the condition. Please note that
these steps may change based
on the option selected in Step 3.
Also, you may have additional
dropdown menus based on the
trigger chosen.

Then Branch If:

Question Select Question... ~

+ Add a New Element Here

+ Add a New Element Here

10
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Section 4b: Survey Flow - Branching

5. Click the plus or minus sign (1)
to add additional conditions or
remove them. When the branch is
completed, click the OK button (2).

6. Left click and hold the mouse

on the Move button in the branch. .
You can now drag the new branch Puplicate  Options _ Collapse
to the needed location.

7. Drag a block of questions underneath the new branch by left clicking
and holding the Move button in order to have those questions controlled
by the new condition. If this move was done correctly your Survey Flow
will appear as seen below.

Add Below  Move Dup.u:a!

=i
Then Branch If:

If What Service do you use at County Extension? Ag and Natural Resources Is Selected Edit Condition

1 ’ Move Duplicate Options Collaps

u Show Block: Ag and Natural Resources (2 Questions)

+ Add a New Element Here

11
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Section 4b: Survey Flow - Branching

8. Click Apply in the bottom
right to confirm the changes to

the Survey Flow.
Revert Apply

Section 4c: Survey Flow - End of Survey

s
Edit question
1. Click the Survey Flow button in Question type
the upper left of the screen. —
Cﬂ"' C ext entry
L=l

a Show Block: Additional Quesl
2. Click the green Add a New

Element Here button at the

bottom of the screen. \

12
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Section 4c: Survey Flow - End of Survey

3. Aftel’ C“Cklng the Add a What do you want to add? Cancel
NeW Element Here bUtton; W# Block B Embedded Data 32 Randomi

SeIeCt the red End Of Survey M Group a8 Authenticator! Tabls

button in the new menu.

+ Add a New Element Here

Service do you use at County Extension? Ag and Natural Resources Is 5

4, Left click and hold the mouse
on the Move button in the new
element. You can now drag the
box to the needed location. + Add a New Element Here

n End of Survey Move |Duplicate Cu

5. Ensure your End of Survey element is in the correct position. If not,
your survey functionality will be impacted. For example, below the user
will complete the main block (1). If they Select Ag and Natural
Resources (2), they will be directed to a new block of questions (3).
After those questions are completed, the survey will end (4).

1 n Show Block: Main Block (6 Questions)

g
Then Branch If:

If What Service do you use at County Extension? Ag and Natural Resources Is Selecte

2;

3 u Show Block: Ag and Natural Resources (Z Questions)

a End of Survey Move Duplicate Customiz

13
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Section 4c: Survey Flow - End of Survey

6. Click Apply in the bottom
right to confirm the changes to

the Survey Flow.

Section 5a: Survey Options - Adding a Back Button

Question type

=

1. Click Survey Options at the top =
of the survey edit screen.

(O Text entry

ext type
Single line

Options Sa
2. Select Responses in the General
Optlons W|nd0W that appears Language, title, survey description Ba

Ad

to the left of the screen. Responses yo

Survey expiration, incomplete responses, back

button and more

14
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Section 5a: Survey Options - Adding a Back Button

3. Click the On/Off button underneath
the Back Button option. This is
located at the very top of the screen.

[
Back button

Add a back button to your survey to allow people t

you have surVeYWen survey blo
&« o

Section 5h: Survey Options -
Incomplete Survey Responses

1. Click Survey Options at the top
of the survey edit screen.

2. Select Responses in the
Options window that appears
to the left of the screen.

Question type

(O Text entry

ext type

Single line

Options Sa

General

Language, title, survey description Ba
Ad

Responses Yo

Survey expiration, incomplete responses, back

button and more

15
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Section 5b: Survey Options -
Incomplete Survey Responses

3. Determine if you want to
record or delete responses from
partially completed surveys.

4. Select the time dropdown menu
to determine how long the survey
will stay open to allow the
respondent to finish.

5. Select whether you want
partially completed surveys to
be closed based on when the
survey was started or from
the most recent activity.

Incomplete survey responses

Previously called “Partialg®bmpletion”

Select what to do incomplete response

More

What sho

be done with incomplete survq

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

 Week /

Which respondent activity determines when to start the timer?

Once responses are recorded or deleted, respondents won't be

16
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Section 5c: Survey Options - Survey Expiration Date

1. Click Survey Options at the top
of the survey edit screen.

2. Select Responses in the
Options window that appears
to the left of the screen.

3. Select Set specific start
and expiration date under
Survey availability.

Question type

(O Text entry

ext type
Single line
Options Sa
General
Language, title, survey description Ba
Ad
Responses yo
Survey expiration, incomplete responses, back B
button and more 3
Survey availability
Previously called “Survey expiration”
You can leave your survey open for respong indefinitely o

(@ Set specific start and expiration date

17
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Section 5c: Survey Options - Survey Expiration Date

Survey availability
4. Select Edit survey availability Survey start
to modify the start and expiration 0072021 At 1200 AN
dates. When this setting is turned
on, your survey is set to close a
month after the feature is activated.

Survey expiration
06.07.2021 at 12:00 AM

(® UTC -07:00 — Mount me (US & Canada)

‘ Edit survey availability ‘

5. Under Expired survey message, Expired survey message
you can select Custom to create a
message the user will see after
clicking the link of an expired survey.

(@ Default

() Custom

Section 5d: Survey Options - Adding a Password

Question type

. ] = (O Text entry
1. Click Survey Options at the top

of the survey edit screen.
ext type

Single line

18
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Section 5d: Survey Options - Adding a Password

2. Select Security in the Options
window that appears to the left
of the screen.

3. Select the On/Off button (1)
under Password protection. A
new field will appear (2) for you to
create a password for your survey.

Responses
o Ind
Survey expiration, incomplete responses, back
button and more
.
Security
Passwords, file uploads, bot detection and
more
Pa
Post-Survey Reg
Thank you emails, completed survey
messages, and triggers

% password protection

Require respondents to enter a password before th

(1 ¥ ol

Survey password

©

Section 5e: Survey Options - Adding a Referral Website

1. Click Survey Options at the top
of the survey edit screen.

Question type

=
T

o=

(O Text entry

ext type

Single line

19
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Section 5e: Survey Options - Adding a Referral Website

Responsgs o I;;
Survey expiration, incomplete responses, back
button and more ®
2. Select Security in the Options — O
W|ndOW that appears to the Ieft Of Passwords, file uploads, bot detection and
the screen. -
Post-Survey €
Thank you emails, completed survey
messages, and triggers
3. Under Add a referral website
Add a referral website URL
URL; SeIeCt the OnIOff bUtton (1) Previously called “HTTP Referer”
In the Website URL field (2)’ paste Allow people to take your survey only if they select a s
or type the web address where the 0() on
survey will be posted. Respondents Website URL
can only access the survey from o S
th at p ag e. Example: www.qualtrics.com

Section 5f: Survey Options -
Prevent Multiple Submissions

=2 Question type

. ) ‘ (O Text entry
1. Click Survey Options at the top T \

of the survey edit screen.

ext type

Single line

20
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Section 5f: Survey Options -
Prevent Multiple Submissions

Survey expiration, incomplete responses, back

Responses 1
Ind
button and more

@
2. Select Security in the Options Secey
W|ndOW that appears to the Ieft Of Passwords, file uploads, bot detection and
the screen. Pa
Req

Post-Survey

Thank you emails, completed survey
messages, and triggers

Prévent multiple submissions

Previously called “Prevent Ballot Box Stuffing”

3. Click the On/Off button under Prevent respondents from taking your sugyey multiplg
i 1 H bsi flag th
Prevent multiple submissions. -:a nebotz o agy

Action

Acti

4. Select the dropdown menu under -

. . End survey with a message ~ o
Action (1). Select if you want
respondents to see a message (2), ° End survey with a message
send them to a different website (3), o Redirect to URL
or flag their responses as a o Flag responses
duplicate submission (4). St Getacion

21
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Section 5f: Survey Options -
Prevent Multiple Submissions

W

5. If End Survey With a Message
Is selected from the Action End of survey message
dropdown you can choose to keep
the Default message or select
Custom to create your own.

(@ Default

Custom

Section 6: End of Survey Options

1. Click the End of Survey box located at the bottom of the Survey Builder
screen. The End of Survey option will appear on the left of the screen.

Choose File |No file chosen

Impart from library -+ Add new question

Add Block

We thank you for your time spent taking this survey.

Your response has been recorded.

l: § Edit end of survey A
<
E’ ~ Messaging
?’ End of survey message
Default v
_—————

22
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Section 6: End of Survey Options

2. Select the End of survey message dropdown (1). Default (2) is

the pre-chosen option.

A. Custom (3) to build your own
message.

B. Redirect to URL (4) to chose a
website the user will be sent to upon
completion of the survey.

C. Include response summary (5)
will produce a compilation of the
respondents answers at the end of
the survey.

=

o Messaging

? End of survey message

Default ~ o

o Default

o Custom

o Redirect to URL

o Include response summary

2. If Include response summary is selected, the user will have the option
to download a PDF copy of their survey answers to keep for their records.

Below is a summary of your responses

Who was the voice of Bugs Bunny?

Mel Blanc

\ Download PDF

23
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Section 7: Auto-Numbering

- Main Question Block

1. Check the box to the left of the

] ] ) v] Bo1
first question in your survey. —

What is your first name?

s
2. Scroll to the last question. /

Then hold down the Shift key 010
on your keyboard, and click the Click to write the question text

box next to the question number. , ‘
No file chosen

b & Analysis Reports

3. Select Tools at the top of the Saved at 8:24 AM

screen. ¢
You're currently using the ne ion off

24
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Section 7: Auto-Numbering

ysis Reports

ﬁ Tools ~ Save 24 AM  Draft

4., Select Auto-Number Questions
in the new dropdown menu.

Reset recode values

Manage reusable choices

Auto-Number Questions

Update the export tags of all questions using:

5. Decide if you want to keep the
prefix before each question. By

default, each question will have a Block Ni- bering Ql.1
"Q" before the number. Internal 1) Numbering QID1
Prefi:[@ |

OJ Skip Export Tags that [fhave defined

Sequential Ni ibering Q 1

Auto-Number Questions

6. Click the preferred style of e )
numbering from the three options T Q1

rovided.
p Block Mumbering Q l . 1
Internal ID Numbering QID:I_
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