
Qualtrics

Creating online surveys



First thing..

You will need to email Psychlabs@uwtsd.ac.uk telling them who you are 
(level 6 dissertation student) 

They will then set up an account for you.

Remember – you must receive full ethical approval and check with your 
supervisor before sending out any surveys.

Follow the instructions once you receive an email from Qualtrics (create 
a username password)

mailto:Psychlabs@uwtsd.ac.uk


First page - projects



What to do

Create project

Blank survey project – name 
your project - Click Create 

Project.

All survey questions are 
created, edited, and stored 

inside blocks. 

Every survey includes at least 
one block initially called the 

Default Question Block.

Block name: Change 
at any time by 

clicking in the name 
box and typing a 

new name.

Add Block: Lets you 
create new blocks.

Block Options 
menu: Displays an 
array of one-click 

block editing 
choices.



Blocks 
Start with an initial Demographics block which 
directs different respondents (e.g., 
male/female, younger/older, education, etc.) to 
distinct survey question blocks that precisely 
target their needs or just gathers demographic 
data.

Change the block name (click in the box) to 
demographics

Name the first question i.e. gender (auto 
change) You may need to change the 
question to Q1.

Add another question below
- Age. Click on the box to add or remove 

choices.
- Change multiple choice

to text entry
- Keep adding to your demographic  

questions



Questionnaire 

Name the next block –
Rosenberg self-esteem 

Create  a new question 
and copy and paste the 
first question from the 
scale

You need to add answer 
choices

Copy and paste the 
responses (strongly agree 
etc.) it will do this 
automatically – you will 
need to alter and delete 
some of the responses to 
suit your scale. 



To ensure that 
respondents answer 
all your questions 

For each question select 
the validation option on 
the right 

• Tick force response

• Also tick request 
response so that when 
participants have 
missed questions –
they receive a pop up 
message asking them 
to complete the 
questions (or move on 
if they do not want to 
answer the questions)



To create the next 10 
questions simply go to the 
actions list and select copy 
question 

Paste the new questions 
over the new copied 
questions (all the way to 
number 10). 

Questionnaire 



If you need to add 
display logic 
questions/answers

• Eg. If you would 
like only male 
respondents (not 
females) to 
answer questions 
1,2 and 3

• Click on the grey 
cog tab

• Add display logic



Select the question you want answered



Select the choice



Then leave the 
default - when this 
question is 
selected

Save

And it looks like 
this 

So now only males 
will have these 3 
questions (plus 
the other 7). 

Females will have 
only 7 questions



Scoring 

• To score – go to tools and scoring

• Remember to check whether 
you need to reverse your scores

For each question – if not reversed 
scored, click auto.
If reverse scored insert the correct 
score for answer (5,4,3,2,1, instead 
of auto – 1,2,3,4,5)



First page

• You need to add a first 
page (add block and 
move it to the top)

• This should include 
any information on 
consent and 
instructions

• Change the question 
type to descriptive 
text 



End survey 

Click Survey Termination 
Options…

Scroll down to survey 
termination 

Custom end of survey 
message...

Load a saved message – my 
library

New message



Type in your 
message 
and save



Survey options 

You may want to 
terminate the survey 
after a period of time

Go to survey options tab
Scroll down to survey 
protection and select 
survey expiration –
change date accordingly



Survey flow option

This allows 
you to move 
the blocks 
around



Ready to send the survey 
out.

• Once you have 
completed your 
survey, you need to 
press the publish 
button 

• You will also need to 
do this if you make 
subsequent changes to 
the survey. 



Distributing your survey 

You can send an anonymous link to 
your friends/colleagues etc.

Copy and past the link

Channels: Choose 

from Email, Web, Social, 

or Mobile.



Compose an 
email 

Select contacts



Create contact lists

Type in you email 
addresses and 
create list 

You can also import 
a list – follow the 
instruction on how 
to do this -
https://www.qualtrics.com/support/sur
vey-platform/contacts/contact-list-
overview/

https://www.qualtrics.com/support/survey-platform/contacts/contact-list-overview/


Looking at your 
responses

Data and analysis

Export data 

Select SPSS and 
download. 



There are far too many unnecessary columns – get rid of the ones you do not require  
(latitude, IP address etc).

As you can see 
Qualtrics has 
already added 
each participant’s 
score on the 
scale

It is now ready 
for you analyse. 


