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 Navigating the Qualtrics survey tool
 Creating a survey
 Distributing a survey
 Reporting survey results from Qualtrics

Final Remarks and Some Helpful Resources

2

Learning Outcomes from this Session



 About UCalgary Qualtrics
 Creating an account / logging in
 Creating a survey
 Distributing a survey
 Reporting results from a survey
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Outline

Acknowledgement:  Content of some of the slides were 
provided by Phil Johnston, Office of Institutional Analysis.



About Qualtrics and UCalgary Qualtrics

• Very popular survey tool
• Quality of customer support
• Feature-rich survey software
• UCalgary has enterprise license. Students, staff and faculty (researchers 

and associates) have free access to Qualtrics. 
• Permission is dependent on your role
• You may request higher level of access

• E.g., # active surveys, # emails sent out per week, UCalgary branding templates, etc.
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• Cleared for data with security classification up to Level 4 (confidential), 
excluding payment card (credit card), health information that can identify 
individual.  

• See “Information Security Classification Standard” https://www.ucalgary.ca/legal-
services/sites/default/files/teams/1/Standards-Legal-Information-Security-
Classification-Standard.pdf
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• Data are housed in Qualtrics’ Canadian site.
• You may collaborate with others inside and outside UCalgary.
• If you already use Qualtrics (e.g., from another university), you can have 

your survey projects transferred to your UCalgary Qualtrics account.
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Creating your account / logging into Qualtrics (www.ucalgary.ca/oia)
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Requires multi-factor authentication (MFA)
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Do NOT login into 
Qualtrics directly through 
the company website.

ucalgary.Qualtrics.com

Or, go through  OIA’s website, 
https://www.ucalgary.ca/provost/oia



Creating a Survey (Qualtrics “projects”)
• Survey creation
• Question types

• Multiple Choice
• Rating Scales, Likert Scales
• Rank, Pick, Order
• Open-ended
• Can insert media (graphics & video)

• Display and skip logic – e.g., consent
• Data validation – setting conditions 

for response requirements
• Mandatory or voluntary response
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• https://www.qualtrics.com/supp
ort/survey-platform/my-
projects/creating-a-project/

• https://www.qualtrics.com/supp
ort/survey-platform/survey-
module/survey-module-
overview/

https://www.qualtrics.com/support/survey-platform/my-projects/creating-a-project/
https://www.qualtrics.com/support/survey-platform/survey-module/survey-module-overview/






15



16



17

Use LOOK AND FEEL …. progress bar;  forward and back buttons.  
Preview shows your survey on mobile devices.



Distributing a Survey

• Can be anonymous links
• Can use personalized links which 

has a lot of benefits
• Can set it up so that only invited 

people participate
• Can prevent people from taking a 

survey more than once
• Can schedule emails
• Reminder emails
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• https://www.qualtrics.com/supp
ort/survey-
platform/distributions-
module/distributions-overview/

• https://www.qualtrics.com/supp
ort/survey-
platform/distributions-
module/email-
distribution/emails-overview/

https://www.qualtrics.com/support/survey-platform/distributions-module/distributions-overview/
https://www.qualtrics.com/support/survey-platform/distributions-module/email-distribution/emails-overview/
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Reporting Survey Results

• Can create your own customized 
reports

• Can create at the click of a button 
presentations about results into MS 
Word, PowerPoint, and Adobe

• Can export data to SPSS, Excel, csv
• Export text and analyse in NVivo, 

for example 
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• https://www.qualtrics.com/s
upport/survey-
platform/reports-
module/results-vs-reports/

• https://www.qualtrics.com/s
upport/survey-
platform/data-and-analysis-
module/data-and-analysis-
overview/

https://www.qualtrics.com/support/survey-platform/reports-module/results-vs-reports/
https://www.qualtrics.com/support/survey-platform/data-and-analysis-module/data-and-analysis-overview/
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Getting Help

• Qualtrics job aids

• Qualtrics user community / message board

• Ucalgary Qualtrics website: https://www.ucalgary.ca/provost/oia/survey

• Other questions can be directed to askoia@ucalgary.ca

• UCalgary Qualtrics brand administrators (super-user access):  Philip 
Johnston (Qualtrics support lead) and Jean Gomes, Office of Institutional 
Analysis
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Thank you for attending this 
Qualtrics session!
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