


First thing..

You will need to email 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)
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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.
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Start with an initial Demographics block which

° . . |
) ) elf-esteem ~ Projects  Contacts  Library  Help ()
directs different respondents (e.g., L
mal_e/female’ younggr/older, education, .etc.) to Survey  Actions  Distributions ~ Data&Analysis  Reports Y Guide
distinct survey question blocks that precisely —_—
target their needs or Just gathers demographlc & Look&Feel ™\3 SurveyFlow £} SurveyOptions < Tools v « Collaborate : X
data. Guide
Se|f-esteem Change Question Type z CREATE PROJECT
Change the block name (click in the box) to SETUPSURVEY
. Setup your survey questions and
demographlcs m——] v Demographics block Block Options v : design.
Z) 2 () EditMultiple ) Add Questions ~
. . . Add questions to your survey.
Name the first question I.e. gender (aUtO v/Q1  Gender v Automatic Choices h‘a’klac-.c-:-m:-ete'.'."lenncﬁe.
change) You may need to change the /!7 - e Male - Female ” :slttelpf;g; |
. ) Edit Look & Feel ~
guestion to Q1. Female

Answers ,
) Preview Survey ~
e ® Single Answer

Multiple Answer

Add another question below O DISTRIBUTE SURVEY ~

- Age. Click on the box to add or remove W mport Questions From.. e O COLLECT RESPONSES -
choices. + Creatoa Now Question Position O VIEW RESULTS REPORT
- Change multiple choice S
Herizontal
to text entry Add Block More...

- Keep adding to your demographic
guestions
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Name the next block —
Rosenberg self-esteem

non-dog owner

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 stronglyagree o

i@ Import Questions From...

== Create a New Question | v

[ feel that I am a person of worth, at least on an equal
plane with others.

v Q1

automatically — you will -
need to alter and delete N—

some of the responses to o
suit your scale.

i@ Import Questions From...

& Look&Feel ™3 SurveyFlow £} Survey Options < Tools ~

« Collaborate

Choices

-l 4 [+ Edit Multiple

Answers
® Single Answer
Multiple Answer

Mare...

Position
® Vertical
Horizontal

Maore...

Validation Options

Force Response ~

Validation Type
& MNone

Custom Validation

Actions

& Quick Links - Unive

Automatic Choices

g @ Paused

[ abnormal book B My Library - ClickV/ »

Guide X

TEP .
SETUP SURVEY ~

Setup your survey questions and
design.

Add Questions ~

Add questions to your survey.
Mark as complete when done.

Visit help page
Edit Look & Feel ~

Preview Survey ~

O DISTRIBUTE SURVEY ~
O COLLECTRESPONSES ~
O VIEW RESULTS REPORT -~
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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
guestions (or move on
if they do not want to
answer the gquestions)

R v o
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Q, Search

Choices

L} SurveyOptions < Tools ~ e Collaborate

[ feel I do not have much to be proud of.

L) Strongly agree
) Agree
) Disagree

_) Somewhat disagree

I take a positive attitude toward myself.

) Strongly agree
) Agree
| Disagree

) Somewhat disagree

On the whole, I am satisfied

) Strongly agree

) Agree

Automatic Choices

ANswers
® Single Answer
Multiple Answer

Maore...

Position
® Vertical
Horizontal

Maore...

Validation Options

+'| Force Response ~
Force Response

. Reguest Response
with myself B P

Custom Validation

Actions
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Questionnaire

To create the next 10
guestions simply go to the
actions list and select cop
guestion

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

e

.
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4 Look&Feel ™\J SurveyFlow £} SurveyOptions < Tools ~
Add Block
+ Rosenberg Self-esteem questionnaire
v|Q eel that | am a person of worth, at least on an equal plane with others.
Q Strong &
Agree
Disagree

Strongly disagree

i Import Questions From...

Add Block

i
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«, Collaborate

Block Options

= Create a New Question
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End of Survey

Survey Termination Options...

Pauszed

* ©

b My Library - ClickV »

Q, Search

Mare...

Position
® Vertical
Horizontal

Mare...

Validation Options

Force Response ~

Validation Type
® None

Custom Validation

Actions

%] Add Page Break

L Add Display Logic
Add Skip Logic
Copy Question

+ Move Question

[/ Add Note
Q, Preview Question




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
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&Y Look &Feel ™3 SurveyFlow ¥ Survey Options < Tools ~

i !mport Questions From... == Create a New Question

Add Block
k] carry Forward Choices...
- R § AddSkip Logic...
Add JavaScript...
v Q1 arth, at least on an equal plane with others.
_— Add Default Choices...
/‘E‘ [7 Add Note...
Scoring...
Recode Values...
. Randomization... o
Q2 good qualities. .

G Add Choice Group

& Quick Links - Unive

« Collaborate

Block Options

[ abnormal book
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Q, Search

Choices

Automatic Choices

ANSWers
® 5Single Answer
Multiple Answer

Mare...

Position
® Vertical
Horizontal

Mare...

Validation Options

v Request Response

Validation Type
& None

Customn Validation

Actions
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Select Question...

QD20 Below s a ...lease indicate...

Display Logic (I feel that | am El plane with others.)

Q22 Age
Display this Question only if the followin Q11 feel that | ...lane with others.
— Q2 | feel that | ... good qualities..
Question -~ Select Question... ~

a3 Al mall, | ...t 1 am a faillure.

Q4 | am able to d...ost other people.

O in Page (in Page Dispiay Logic may be a5 | feel | do no...h to be proud of.
Q6 | take a posit...de toward myself.
Q7 On the whole, ...fied with myself.
Q8 | wish | could...spect for myself.

Q2 | certainly feel useless at times.

Q10 At times | th...m no good at all.
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Select the choice

Display Logic (I feel that | aNg a person of worth, at least on an equal plane with others.)

Display this Guestion only if the following Qndition is met:

Question ~ QD21 Gender ~ Select Qhoice... ~

Select Ch§jce...
| Q|

1 Male

[J In Page (In Page Display Logic may

2 Female
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guestion is
I !mport Questions From... == Create a New Question
selected | W Import Quesfions From...
Answers
Add Block ® Single Answer
oc
Save Multiple Answer
More...
+ Rosenberg self-esteem questionnaire Block Options ~

And it looks like @ rositor

thi S & Vertical
\ I\é Display This Question: Horizontal

If Gender Male |s Selected Maore...

So now only males
will have these 3
questions (plus S

the other 7). o o Custom Validation

' Somewhat disagree

Validation Options

I feel that [ am a perzon of worth, at least on an equal plane with others.

° + Request Response

! Strongly agree

Validation Type
' Agree

o Actions
i Y| Add Page Break
Fe ma IeS WI I I h ave 02 I feel that [ have a number of good qualities.. L Add Display Logic
Only 7 q UEStIOﬂS {} ) Strongly agree £ Add Skip Logic

TW Copy Question

-
&y yep Mg -
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* To score — go to tools and sCOring =i i e o
&Y Look&Feel ™2 SurveyFlow £¥ Survey Options « Collaborate Q, Search

Auto-Number Questions...

e Remember to check whether Self estoom

Review >
yYOU nee d to reverse your Scores Block options ~
Triggers >
- Salesforce >
Edit Survey | Qualtrics Survey Sof X Tn Editing File » o ease indicate
Quotas...
(& @ https://uwtsdyrathrofa.eu.qualtrics.com/ControlPanel/?SurveylD=5V_cvTNHddju42CLiJ&s=EditSection&ss... Y ® Paused i
Conjoint Anal
Apps T TSD Moodle 15/16: =- UWTSD MyDay - m: ﬂﬂ Outlook.com - lottic @ Quick Links - Unive @ abnormal book My Library - ClickV » onjoint Analyses
- Manage Reusable Choices...
< Back to Editor T Publish
i Import Questions From... Translate Survey...
This question type is not currently supported
Versions >
Add Block Import/Export >

demographics

Gender

Auto

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)

e This should include
any information on
consent and
Instructions

* Change the question
type to descriptive
text

o
[ ﬂﬂ Mail - Dr Charlotte Greenv X .: Edit Survey | Qualtrics Sur. X

b

o
== Survey Basic Overview - 0 X ‘ FD Rosenberg_self_esteem sc X o

< C @ httpsy//uwtsdyrathrofa.eu.qualtrics.com/ControlPanel/?ClientAction=EditSurvey&Section=5V_cvTNHddjud... ¥r @ Paused
# Apps  fh TSDMoodle 15/16: . g8 UWTSD MyDay-my [ Outlookcom - lottic: & Quick Links - Univer= [ abnormal book b My Library - ClickV/ »
¢ ADHD ~ Projects  Contacts  Library  Help @
(L]
Survey  Actions  Distributions  Data & Analysis  Reports ) Guide v

& Look&Feel ™\J SurveyFlow £} SurveyOptions % Tools ~ « Collaborate

Q Search

Change Question Type
Self esteem © Draft Version

A Text / Graphic

S Choices
O coc

v Below is a list of statements dealing with your general feelipgs#out yourself. Please indicate Automatic Choices

how strongly you agree or disagree with each stategaefft. e

Type
® Text

o Graphic

File
” Validation Type
® None

Add Block Custom Validation

Actions

v demographics Block Options ~ -
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End survey

Survey Options

|| Survey EXpiration. | ne survey wiilonly oe avallaole 1or a specitied aate range.

Click Survey Termination
Options... Survey '~ Default end of survey message.

Termination ® Custom end of survey message...

. Load a Saved Message ~ |

My Library: Charlotte Greenway ?

Group Library: University of Wales, Trinity Saint David | Education and Communitie *
Scroll down to survey

id addrtional thank you email from a library... When distributed via the Survey Mailer,

t e r m i n a t i O n New Message... mymize Response. Do NOT record any personal information and remove contact association (not
ommended).

Custom end of survey o
nactive '®' Default inactive survey message.
message... aumes

Load a saved message — my (/)
library

N eW m essag e c G:?;:,lcli on responses in progress after respondent’s

'~/ Custom inactive survey message...
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Type in your
message
and save
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Create a New Message

Category | End of Survey Messages

Description |Th ank you

E A} B Font

Thank you for taking part

@ images,pg A | Show all ‘ x
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Survey Options

Survey '® Open Access. Allow anyone to take this survey.

Protection ‘' By Invitation Only. Frevent people from taking the survey using an anonymous survey link.

YO U m ay Wa n t to Q _| Password Protection. This password must be entered to take this survey:

_| Prevent Ballot Box Stuffing. Keep people from taking this survey more than once.

te r m I n ate t h e S u rvey HTTP Referer Verification. The user must come from this URL to take the survey:

Prevent Indexing. A tag will be added to the survey to prevent search engines from indexing it.

a fte r a p e ri O d Of t i m e #| Secure Participants' Files. Files uploaded as responses can only be viewed by users with permission to view

responses.

#| Survey Expiration. The survey will only be available for a specified date range.

This survey is valid from: 10-24-2018 00:00 + | to: 11-24-2018 00:00 +

Go to survey options tab
Scroll down to survey o et
protection and select T st e
survey expiration — ® A
change date accordingly

Time zone: America/Denver

T € 8 L fArire



i i i i i

A T v
':: et xR onlin x | | Oniir x | @8 Suve x | §8 Resu x | 98 Distr x | §9 Cont X | §8 Suve X | NewTab x

& C & httpsy//uwtsdyrathrofa.eu.qualtrics.com/ControlPanel/?ClientAction=ChangePage&Section=EditSection&L..  ¥¢ @ Paused :

#! Apps  fh TSDMoodle 15/16: . @8 UWTSD MyDay-my:  [J8 Outlookcom - lottic: & Quick Links - Univer= [ abnormal book B My Library - ClickVie »

Fi Out
Survey Flowli oy | Zoom Ou

) Show Flow IDs

Survey flow option

ﬂ Show Block: Instructions (1 question) :
AddBelow Move Duplicate Delete

Show Block: demographics (2 questions .
ﬂ grap ¢ ! AddBelow Move Duplicate Delete

m Show Block: Rosenberg self-esteem questionnaire (10 Questions) :
Add Below Move Duplicate Delete

This allows
you to move
the blocks
around

+ Add a New Element Here

Cancel + Save Flow

| \ ety g 1SS
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* Once you have
completed your Publish Survey
survey, you need to
press the publish e ireo i a0 mado v epondert ean bege g .
button Date Oct 25, 2018 12:07 PM

Author Charlotte Greenway

Description ‘User—publishedversinn

* You will also need to
do this if you make cace
subsequent changes to
the survey.
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Distributing your survey ¢ ¢

i Apps T TSD Moodle 15/16:

:: Self esteem ~

Channels: Choose Survey

from Email, Web, Social,
or Mobile.

Actions Distributions

‘ @ Pause Response Collection

E| Distribution Summary

é> Anonymous Link

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

@ Personal Links
«.  Social Media

W offiine App

£

[><| Emails

Copy and past the link

E QR Code

im Purchase Respondents

@ https//uwtsdyrathrofa.eu.qualtrics.com/ControlPanel/?ClientAction=ChangePage&Section=DistributeSec.. ¢ @

B3 UWTSD MyDay - m:

Data & Analysis

Paused

ﬂﬂ Qutlogk.com - lottic @ Quick Links - Unive [ abnormal book B My Library - ClickVie »

Projects  Contacts  Library  Help @

Reports ") Guide v

Anonymous Survey Link

A reusable link that can be pasted into emails or onto a website,
and is unable to track identifying information of respondents.

https://uwtsdyrathrofa.eu.qualtrics.com/jfe/form/SV_cvTNHddju42CLiJ

| Customize Link ‘




Compose an
email

Select contacts

03] Mai—‘ % Distribute Survey | X

& - (C & httpsy//uwtsdyrathrofa.eu.qualtrics.com/ControlPanel/?ClientAction=DistributeSurvey&Section=5V_cvTN...  ¥r @ Paused
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Compose Email

Select Contacts

From Address From Name Reply-To Email

From:  noreply@qemailserver.com ‘ ‘ Charlotte Greenway ‘ ‘ C.Greenway@uwtsd.ac.uk

When: | Sendin1hour ~

Subject: | survey

Message: Save As

‘ElEEWEI Font -~ Sze - B I U @ More.

Show Advanced Options Cancel Send Preview Email | SRR

download.jpg -~ images,jpg “ %
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Type | n yo u e m a | I Create Contact List
a d d re SS e S a n d Hs.:;(:heomls contacts
create list

Email First Name External Data Reference  Language

c.greenway@uwtsd.ac.uk

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

SEIeCt SPSS and M ‘ 4 Export&Import ~

download.

¥ i - v
:: Data | Qualtrics Su. X :: Results-Reports Bz X | :: Distributions Basic X ‘ :: Contacts Basic Ove X | :: Survey Options - C X n @@g

C @ nhttpsy//uwtsdyrathrofa.eu.qualtrics.com/responses/#/surveys/SV_cvTNHddjud2CLiJ % @ Paused
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00 ¢ . _

elf esteem ~ Projects  Contacts  Library  Hel
00 j y ()

Survey Actions Distributions Data & Analysis Reports

BData @WText [ Cross Tabs 5F*Weighting

Recorded Responses 3 ()
Add Filter ~
Responses in Progress  Unavailable

‘ J Edit ‘ ‘ 9, Tools -

l Export Data...

Q1 - I feel that | that |
Recorded QlD21 - .
Q22 - Age worth, at least ﬁ Import Data... nber of Actions
Date Gender : J
with lities..
Manage Previous Downloads...
OC__t i?zma Female 26-49 Strongly agree Strongly agree v
OE:[HI? 2018 Female b0+ Somewhat disagree Agree W
Oct 15, 2018

Female 26-49 Strongly agree Agree

317 AM




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

T2\ *Self esteem_October 25, 2C ataSed ditc

File Edit View Data Transform Analyze Direct Marketing Graphs LHtilities Extensions Window Help
== o
|15:Q3 | \visible: 13 of 13 Variables
|« aDp21| L a2 | a1 | L2 | Fa3 | L | Las | Las | Lar | Fas | L | Law0| Fsco | var

1 | Female 26-49 Strongl... Agree Strongl. .. Agree Agree  Strongl... Agree Agree Agree . 19.00 -
Female 50+ Somew.__. Agree Agree Somew. . Somew._. Somew... Somew._. Agree Agree Agree 35.00
Female 26-49 Strongl... Strongl... Strongl... Strongl... Strongl...| Strongl...| Strongl... Strongl... Strongl... Strongl... 14.00
- . Strongl... Disagree Disagree Strongl... Agree Agree Strongl...| Disagree Somew... Disagree 23.00
Male 26-49 Strongl...| Strongl__. Agree Agree Agree Strongl... Strongl__. Agree Disagree 15.00
III . 26-49 Agrees Agree Somew. . Strongl... Somew... Strongl... Somew. .. 20.00
Male 26-49 Agree Disagree Disagree Agree .| Strongl... Agree Disagree Somew.._. 23.00
Male 18-25 Strongl... Strongl... Agree Agree Agree Agree Disagree Somew... Somew... Somew. .. 27.00
III Female 26-49 Agree Agree Disagree Somew._. . Agree Agree B . . 195.00
Female 26-49 Agree Disagree Agree Disagree Strongl... Agree Agree 19.00
Female 18-25 .. Disagree Agree . Somew._.. Disagree Somew.___ Agree Disagree 24.00
Female 26-49 Agree Agree Disagree Agree Agree  Disagree Agree Disagree Strongl .. 24.00 H
]
=
— & [

Data View  Variable View

| IBM SPSS Statistics Processoris ready | | |Unicode:ON | |

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

It is now ready
for you analyse.



