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Creating a Qualtrics Survey Project and
Consent Form

1 Navigate to https://uwtsdyrathrofa.eu.qualtrics.com/login

2 Add your login details and password and click "Sign In"

https://scribehow.com
https://uwtsdyrathrofa.eu.qualtrics.com/login
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3 Click "Create a new project"

4 Click "Survey"
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5 Click "Get started"

6 Type "RM2 Study"
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7 Click "Create project"

8 Click "Default Question Block"
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9 Type "Info sheet"

10 Click here.
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11 Click here.

12 Click "Text/Graphic"
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13 Click "Click to write the question text"

14 Paste in the information sheet. Please remember that your information sheet
must be signed off before you can use it.

15 If you have pasted your information sheet in using CTRL + V, the formatting will
not have carried over. Ensure you format your information sheet professionally.
To do this, Click "Rich Content Editor..." and use the tools to bold, underline, and
format the information nicely.
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16 Click "Add Block"

17 Call this "Consent"
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18 Click "Add new question"

19 Click "Multiple choice"
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20 Click here.

21 Click here and paste in the consent form information. As with the information
sheet, if you are pasting this in then it will lose its formatting, so ensure you
format this appropriately.
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22 On the left hand side under 'Choices', increase the choices to 5 (these may not
have self-populated, so may just say option 1, option 2, etc).

23 Click the "Use suggested choices" field to turn these off (if they have automatically
turned on)
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24 Click the options one by one and add in the 5 consent options that are on the
consent form. All five must be pasted in.

25 On the left hand side, click "Allow multiple answers"
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26 Click "Add new question"

27 Click here on "Text/Grapic"
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28 Click "Click to write the question text"

29 Type "Thank you for your interest in this study. As you have not provided consent,
however, you are unable to continue taking part. Please notify the researcher."
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30 Click "Add page break" between the bottom of the consent form and the start of
this new text.

31 Click here to select this 'question'
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32 Click "Display logic"

33 Click "Select Question..."
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34 Click "Q2 Study Consent ...or your specif..."

35 Click "Select Choice..."
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36 Click "Selected Count"

37 Click "Is Equal to"
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38 Click "Is Not Equal to"

39 Click this field and type "5"
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40 Click "Save"

41 Next, click "Skip logic"
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42 Click "Choice"

43 Click "Thank you for your interest in this study. As you have not provided consent,
however, you are una..."
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44 Click "Confirm"

The point of the display and skip logics is to ensure that participants cannot
continue with the study if they have not provided consent. This text will only be
displayed if they do not select all 5 consent options, and then they will be directed
to the end of the survey IF the text is displayed.
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45 Click "Add Block"

46 Rename the block "Demographics"
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47 Click "Add new question"

48 Click "Multiple choice"



Made with Scribe - https://scribehow.com 25

49 Replace the text with "Please indicate your gender below."

50 Click here.
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Tip! When you type in this box, the options may automatically change to 'male,
female' etc. If this happens, leave the options there. If it does not, ensure you add
the four options below for gender.

51 Click "Q4" and type "Gender"

Tip! The reason you change the names of blocks and questions as you go through
is so that you get the right names when you download all of this to SPSS at the
end. If you end up with Q4 in your SPSS dataset, it will be difficult for you to work
out what that is supposed to be related to.
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52 Click "Add new question"

53 Click "Text entry"
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54 Click here and type in "Please state your age"

55 Click "Q5" and type "Age"
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56 Click "Add Block"

57 Click "Block 3"
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58 Type "EI / Pers" depending upon what trait you are going to be assessing

59 Click "Add new question"

Tip!

If you are assessing one personality trait using the Big Five Inventory, you are
better off using the Matrix option.

If you have chosen to assess EI, you are better off using the Multiple Choice
option.

Matrix Table
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60 Click "Click to write the question text"

61 Type "I am someone who...."
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62 Click each of the statements to replace with the statements within the BFI. On the
left hand side, increase the "number of statements" to the number you need.

63 Click "Click to write Scale Point 1"
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64 Type "Disagree strongly"

65 Click here to increase the number of scale points (if using the BFI, you will need
five scale points)
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66 Click each scale point to change the text. Ensure you use the exact text that is on
the BFI scale!

Multiple Choice

67 Click here.
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68 Click here.

69 Click "Click to write the question text"
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70 Paste in the instructions from the EI measure
E.g, the SSEIT = "Instructions: Indicate the extent to which each item applies to
you:"

71 Click this icon.
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72 Click here.

73 Click "Click to write the question text" and paste in the first question from the EI
scale
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74 Increase the "Number of choices" to 5.

75 Click the "Use suggested choices" field BUT beware that these may not be what
you need. If they are not the same as on your EI scale, just change the options to
what you need.
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76 If you want to change the alignment of the options, Click "Vertical" and you can
change this to "Horizontal".

77 Click "Horizontal"
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78 Click this button.

79 Click "Copy"
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This copies the question exactly as it is and places it below. From here, all you
need to do is change the text for Q2 (the responses are then already set).

Repeat the "copy" step above for the number of questions you need to add.

80 Click "Add Block"



Made with Scribe - https://scribehow.com 42

81 Click "Block 5"

82 Type "Next..."
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83 Click "Add new question"

84 Click "Text/Graphic"
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85 Click "Click to write the question text" and type in "Thank you for completing the
first part of this study. Now, please turn your attention to the computer screen to
complete the second task."

End


