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Overview

• Basic information

• What is Qualtrics and why use it?

• Signing up and creating new studies

• Navigating Qualtrics

• Survey blocks, questions, etc.

• Distributions

• Linking to Sona

• Viewing and exploring data

• Downloading a data table



Basic information for ASU Qualtrics

• ASU has a Qualtrics site license that UTO administers, and individual units need to pay UTO to 
access.

• SBS (or New College) has entered into an agreement with UTO and KE (Knowledge Enterprise, 
i.e., the ASU Research Administration) and paid to access the Qualtrics license for the year.

• It is an unlimited license, meaning that we don’t have to track who or how many of our ASU 
students and faculty request access to Qualtrics.

• SBS students/faculty/staff who want to access their free-to-them (SSO) ASU Qualtrics account can 
either: (1) request access through the MyASU > Service > Software Request route, or (2) follow 
the instructions on UTO’s university-wide Qualtrics set-up page (go to asu.qualtrics.com).

• If they do the set up through asu.qualtrics.com, they may see something saying that their 
Qualtrics account is associated with ASU’s College of Liberal Arts & Sciences (aka CLAS, aka “The 
College”). This is not the case, but it doesn’t matter that it says this.



What is Qualtrics, and why use it?

• Survey program that allows you to collect information from participants

• Links with Sona, MTurk, Prolific, and other survey-distribution websites

• Great tech support



Getting Started

• Access ASU Qualtrics

• Sign in with your ASURITE ID



Dashboard

• After signing in, you 
will be directed to the 
Qualtrics Dashboard

• From here, you can 
create a new project, 
view recently visited 
studies, and more

• Click the three lines in 
the upper left of the 
screen (more on next 
slide)



Creating New Projects

• Use the three lines to find your 
current projects

• You can click current projects to edit 
them, and you can create a new 
project from your projects page

• After clicking the create project 
button, you will be directed to the 
screen on the following slide



Creating New Projects
(cont’d)

• We will be making our 
survey from scratch, so 
click “Survey”

• After doing so, the image 
to the far right will pop up 
on the right side of your 
screen

• Click the “Get Started” 
button at the bottom of 
the screen



Creating New Projects
(cont’d)

• Getting started will take you to this screen

• You can name your project

• Select the folder you’d like your project in 

• And select how you’d like to start your survey

• Then select “create project” 



Blocks and Questions

• You will be redirected to 
this screen

• You can choose the name 
of your block (currently says 
“Default Question Block”), 
name each question 
(currently “Q1), create a 
question (currently “Click to 
write the question text”), 
and insert answer choices 
(currently “Click to write 
Choice 1”, etc.)

• *Changing the names of 
blocks and questions will 
help tremendously with 
data cleaning



Blocks

• Blocks are the outline of 
your survey

• Each block comes up as a 
new page on your survey 
(when administered)

• Clicking the three corner 
dots will give you numerous 
options



Questions

• The default question option is multiple 
choice 

• You can change how many choices 
participants will have and if they can choose 
more than one answer

• You can click “edit multiple” to avoid having 
to type each answer one at a time (copy and 
paste answers directly from a word 
document)

• You can add requirements to force 
participants to answer the question



Questions (cont’d)

• Formatting allows you to change how 
items are displayed in the survey (e.g., 
drop down box, list, select box). It also 
allows you to choose whether you want 
answers displayed vertically, horizontally, 
or in a column

• Question type allows you to change the 
type of questions asked (I recommend 
using a slider for any questions requiring 
a number, such as age, number of 
alcoholic drinks per week, etc. This will 
make cleaning the data much easier)



Questions (cont’d)

• To access other question types, click where it says “multiple choice” on the 
left-hand side of the screen

• Text entry: participants will type their response

• Text/graphic: participants will be shown either text or an image without an 
option to respond

• Matrix table: for Likert-type scales

• Slider: sliding scale responses

• Captcha verification: to remove bots

• And many more

• Can select “timing” to record how long participant spends on a page, to 
make page auto-advance after a certain length of time, or delay when a 
participant can proceed



Important Features

• Rich Content Editor: When you 
begin to type in the content you 
want for your question, you will 
see the option for this

• Here you can change font size or 
type, create bulleted lists, insert 
photos and videos, and more 



Important Features (cont’d)

Question Behaviors (on left-hand size of Qualtrics screen):

• Display logic –choose when you want a question shown

• Skip logic – choose when you want a question skipped

• Choice randomization – choose if you want the answer 
choices to stay in the same order

• Recode values – customize how you want values scored 
(makes data cleaning much easier)



Important Features 
(cont’d)

Survey Flow

• Allows you to change the order of your 
blocks and create different conditions

• Embedded data – used to create conditions 
(including creating and setting values for 
groups)

• Branch – you can have participants “branch” 
of into different conditions, depending on 
which group they are assigned to 

• Randomizer – allows you to randomize order 
of what participants see



Collaborations

• Allows you to share your survey with other 
researchers to allow editing, etc.

• Type in their Qualtrics username or email, 
then add them

• After you do this, you will be given the 
options of what they are allowed to do with 
your survey (i.e., edit, view reports, 
activate/deactivate, copy, and distribute) with 
different check boxes



Distributions

• To distribute survey, go to 
“distributions” at the top of the survey 
page

• The most common way to distribute is 
via “Get a single reusable link”



Linking with Sona

• Sona is ASU’s research participation system

In Sona:

• Copy the link to your survey, and paste it in 
Sona under Direct Study Link in Study 
Information

• In Sona, under the study information, add 
“?id=%SURVEY_CODE%” to the end of your 
URL



Linking with Sona 
(cont’d)

In Qualtrics:

• In your survey flow in Qualtrics, add an 
embedded data block, where it says “create 
a new field-type id”

• At the end of your survey, you will see a 
block called “End of Survey”

• When you click it, you will see the option to 
change the end of survey message

• Select “redirect to URL”



Linking with Sona 
(cont’d)

Back on Sona Study Page:

• Copy link from where it says “Qualtrics 
Redirect to a URL”

Back in Qualtrics: 

• Paste that link to the Website URL

• We can also do this in Prolific or Mturk – if 
you would like information on how to do 
that, please schedule an appointment with 
the SAM lab



Viewing and 
Exploring Data

• To view and export data, click “Data & 
Analyses” at the top of the screen

• This often takes a little while to load –
do not be discouraged! It will show up



Data Tables

• After hitting “export” (see previous 
slide), you will be able to download 
a data table. You can choose 
whichever format you’d like for the 
download



Tips

• Survey auto-saves and updates in real time

• You can save blocks and questions to your library for future use

• Always name your blocks as well as your question! This makes data collection, 
cleaning, and calculating easier and more organized

• Use sliders when asking for questions that have a number as a response



Thank you!


