Getting started with
qualtrlcs:"I

Scholarship



Scholarship

What is Qualtrics?

Qualtrics is a powerful online survey tool that allows
one to build surveys, distribute surveys and analyze
responses from one convenient online location! It's

available to all faculty, staff and students at The Ohio

State University.
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Logging In

Navigate to:

http://osu.qualtrics.com



http://osu.qualtrics.com/

Qualtrics Site
Navigation
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Projects Page Overview
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Projects Page Overview
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and Adding Questions
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Creating a New Project
Step 1: Click ‘create new project’ button

qualtriCSGXM Projects Contacts Library Admin Survey Director Help ®

X
< OJ = = Last modified ~
All projects 28 Prel
> Shared with me 16

Today
Uncategorized 3

Il Survey oo
ADMIN 1 OCS Consultation Request Form Active 10 41

Modified Jan 7, 2020 Status Questions Responses 12 day trend
COoM 1
CoN Summit Surveys g9
FES 2019 3

Last 7 days
LSI Surveys 8

2B Survey vee
ocs 2 . Acti 21 0

End of Qualtrics Workshop Survey 2... Clive
Symposium Questionnaire 1 Modified Jan 2, 2020 Status Questions Responses 12 day trend
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Creating a New Project
Step 2: Click ‘survey’ button

Quickstart Create new

Recent Projects Clear < 28 CorexMm #® Productxm @» Brandxm

Give feedback

an y
Some of your solutions may be unavailable right now. Refresh the page to try again.

Favorites Create your own

2 Build a project from scratch or use previous resources

Imported data

&

Favorited projects will be listed here.

Product research
Solutions for learning more about your product

YY Y

XM SOLUTION XM SOLUTION XM SOLUTION

\ )

{

Create your own v }_,

X
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Creating a New Project
Step 3: Name your project & click “get started”

Quickstart Create new Give feedback X
T
Recent Projects Clear (< 2B CoreXM #® Productxm @p Brandxm
22 Survey
< Back
3B CREATE YOUR OWN
. Get Started
Favorites S
urvey

Start with a blank survey project and build it to suit your needs. Learn
Favorited projects will be listed here. More Features

\) Project Name Survey

Untitled Project

A Blank Project From a Copy  From Library  From a File

Start with a blank survey project and build it to suit your needs.

11



¢ Scholarship

Creating Questions

XM Qualtrics Survey for WOFkShOp Version 1 ~ Projects Contacts Library Admin Survey Director Help @

Survey Actions Distributions Data & Analysis Reports

¥ Look&Feel ™\J SurveyFlow &£} SurveyOptions X Tools v T Publish Q, Search

- q Change Question Type
Qualtrics Survey for Workshop Version 1 iQ Score: -
¢ — Multiple Choice
~ Default Question Block Block Options v Choices
o -) 3 (1) Edit Multiple

v|Q1 Click to write the question text ﬂomatic Choices

o L} O cicktowiteChoicet
> e Aglswers

O Click to write Choice 2
Single Answer

O Click to write Choice 3 Multiple Answer

e More...

-
W Import Questions From... == Create a New Question osttien
® \Vertical

Horizontal

Mara
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Creating Questions
Common Question Types

XM Qualtrics Survey for Workshop Versior: . lyDirector  Help (@
Static Content A Descriptive Text @ Graphic
Survey Actions Distributions Data & Analysis Re
Standard QU — Multiple Choice 2e Matrix Table
4 Look&Feel ™\ SurveyFlow LY Survey Options ! m Q, Search
’h [4] TextEntry + Slider
. . i olo . ] hange Question Type
Qualtrics Survey for Workshop Version 1 2 Rank Order ofo side by side -
— Multiple Choice v
) ) — e
+ Default Question Block Specialty Questions . Constant Sum H Pick, Group, and Rank R ices
3 () Edit Multiple
% Hot Spot 6 Heat Map
v Ql Click to write the question text Automatic Choices
) Can ses .
a- O Click to write Choice 1 s Graphic Slider ss Drill Down
nswers
) Click to write Choice 2 .
Net Promoter Score® @ Highlight ) Single Answer

) Click to write Choice 3 Multiple Answer

Signature More...

iti
||=. Import Question . osition
Advanced @ Timing 2210 Meta Info Question ») Vertical
Horizontal

MMara
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Creating Questions
Writing Your Question

XM Qualtrics SUFVE‘y for WOI'kShOp Version 1 ~ Projects Contacts Library Admin Survey Director Help @

Survey Actions Distributions Data & Analysis Reports

¥ Look&Feel ™3 SurveyFlow &¥ SurveyOptions S\ Tools v Q, Search
: . Change Question Type
Qualtrics Survey for Workshop Version 1

+ Default Question Block Block Options + Choices
o -) 3 (1) Edit Multiple

v|Ql Click to write the question text ( Automatic Choices

S L} | O Clicktowrite Choice
> e Answers

) Click to write Choice 2 -
e Single Answer

O Click to write Choice 3 Multiple Answer

e More...

Position
Il Import Questions From... = Create a New Question
e \ertical

Horizontal

Mara
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Creating Questions

Writing Your Question

XM Qualtrics Survey for Workshop Version 1 v

Survey Actions Distributions Data & Analysis Reports

5\( Look & Feel '\:: Survey Flow {} Survey Options K Tools v

Qualtrics Survey for Workshop Version 1

v Default Question Block

Rich Content Editor...

Piped Text...

Projects

Click to write the question texf '

v Q1

Contacts

() Click to write Choice 2

) Click to write Choice 3

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

Library Admin

Survey Director Help

@

T Publish Q, Search

Change Question Type

iQ Score: .
¢ — Multiple Choice v

Block Options v

Choices
-) 3 () Edit Multiple

Automatic Choices

Answers
® Single Answer
Multiple Answer

More...

Position
e Vertical

Horizontal

Mara
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Creating Questions
Adding Answer Choices

XM Qualtrics SUFVE“y for WOl'kShOp Version 1 Projects Contacts Library Admin Survey Director Help @

Survey Actions Distributions Data & Analysis Reports

@\" Look & Feel ™\J Survey Flow Q Survey Options Q\ Tools ~ T Publish Q Search

. . Change Question Type
Qualtrics Survey for Workshop Version 1 iQ Score: —
2 — Multiple Choice
v Default Question Block Block Options v Choices

O 3 (@ EditMultiple

Auton“ Add a Choice

v Ql What year was The Ohio State University first established? (Choose the best answer)

Q O 1950

1870

Answers

e Single Answer

1850 Multiple Answer

More...

rﬁ Import Questions From... + Create a New Question Position
e \ertical

Horizontal
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Creating Questions

Adding Answer Choices

XM Qualtrics Survey for Workshop Version 1 +

Survey

v Default Question Block

v Q1

0

Actions Distributions Data & Analysis

4 Look&Feel ™\J SurveyFlow £} b

Qualtrics Survey for Worksh

What year was The Ohio State

) 1950
© 1870
© 1850

Reports

Projects

Il Import Questions From... == Create a New Question

Change QQuestion lype

Choices

5 4 @ EditMultiple

Auto

ti

o= Multiple Choice

hoices

iQ Score:

Survey Director Help ®

T Publish Q search

Change Question Type

5= Muttiple Choice

O 3 (@ EditMultiple

Auton“ Add a Choice

Answers

@ Single Answer
Multiple Answer

More...

Position
e \ertical

Horizontal
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Creating Questions
Adding Another Question

XM Qualtrics Survey for Workshop Version 1 +

Survey Actions Distributions Data & Analysis Reports

»;\" Look & Feel '\:: Survey Flow Q Survey Options \\ Tools ~

Qualtrics Survey for Workshop Version 1

¥ Default Question Block

v|Q1l What year was The Ohio State University first established? (Choose the best answer)

Q O 1950

) 1870
) 1850
1830

rﬁ Import Questions From...

Projects

Contacts

Library Admin Survey Director Help @

T Publish Q, Search
Change Question Type
° - Multlple Choice

Block Options v Choices

o - 4 (4 Edit Multiple

Automatic Choices

Answers
@) Single Answer
Multiple Answer

More...

o Position

e Vertical

Horizontal

Mara
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Creating Questions
Adding Another Question

g\" Look & Feel ™\T Survey Flow ¥ Survey Options A

Static Content

Y O 1950

What is the most frequent reason why people call your
technical support department?

Standard Questions

Q2 What is the number of parking garages on campt

the best answer) Specialty Questions

v Q3 Click to write the question text

Q O Click to write Choice 1

) Click to write Choice 2 Advanced

) Click to write Choice 3

A Descriptive Text

s = Muttiple Choice

g E Text Entry

: Rank Order

Constant Sum

[F7 Hot Spot

.§.. Graphic Slider

nes] Net Promoter Score®

Signature
® Timing

=
%'%
.E.

—
W Q, Search

Graphic

Matrix Table

Slider

2 Side by Side

[ ]
o|e

| Pick, Group, and Rank

Heat Map

Drill Down

(4] Highiight

00168
18011
B1161

Meta Info Question

hange Question Type

= Multiple Choice v

hoices
3 () Edit Multiple

Automatic Choices

nswers
) Single Answer
Multiple Answer

More...

osition
) Vertical
Horizontal

More...

alidation Options
Force Response v

-

Validation Type
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Creating Questions
Changing Answer Type

¥ Look & Feel

x

v Q6

© 9%

) b2

/104

102

© 92

Two buildings, both completed in 1893, are classified as the oldest buildings on campus. Which two

“\2 Survey Flow

Lr Survey Options &, Tools ~

are they? (Choose the two best answers)

@

—

Orton Hall
Derby Hall
Hopkins Hall
Hayes Hall
Lazenby Hall

Hagerty Hall

————

il Import Questions From... == Create a New Question

T Publish Q, search

-

Answers
Single Answer
(®) Multiple Answer

More...

Position
e \ertical
Horizontal

More...

Validation Options

Force Response

Validation Type
e None
At Least
Answers Range

Custom Validation

Actions

Addd Nara Deanls
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Creating Questions
Text Entry Question Type

4 Look&Feel ™\J Survey Flow

haal ) Orton Hall
) Derby Hall
) Hopkins Hall
[J Hayes Hall
[J Lazenby Hall

[J Hagerty Hall

v Q7 What is your favo
{¥ O osuUfootballtes
) People yelling "C

) The marching b

Allow Text Entry
e ——

Rich Content Editor

Insert Graphic...

Exclude From Analysis
Insert Piped Text

Add Display Logic...

Assign To Group
- Move Up
* Move Down

@ Remove Choice

L¥ Survey Options

9, Tools ~

1e day
>

there if we are being honest)

+ Create a New Question

APl

T Publish Q, search

Answers
®  Single Answer
Multiple Answer

More...

Position
e \ertical
Horizontal

More...

Validation Options

Force Response

Validation Type
e None

Custom Validation

Actions

1] Add Page Break
L, Add Display Logic
L Add Skip Logic
™ Copy Question
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Previewing Your Survey

XM Qualtrics Survey for WOl'kShOp Version 1 « Projects Contacts Library Admin Survey Director Help @

Survey Actions Distributions Data & Analysis Reports

Q\' Look & Feel '\: Survey Flow ﬁ Survey Options \J\ Tools v [* Preview Q Search

Qualtrics Survey for Workshop Version 1
w Default Question Block Block Options v

Q1 What year was The Ohio State University first established? (Choose the best answer)
y {x O 1950
© 1870 G
v
1850
' 1830

Q2 What is the number of parking garages on campus according to the CampusParc website? (Choose =
the best answer) -

23
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Previewing Your Survey
Reviewing Your Questions

THE OHIO STATE
UNIVERSITY

What year was The Ohio State University first established? (Choose the best answer)

Draft v [:] Place Bookmark |

THE OHIO STATE
UNIVERSITY

What year was The Ohio State University
first established? (Choose the best

answer)

1950

1870

1850
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Previewing Your Survey

THE OHIO STATE
UNIVERSITY 0

THE OHIO STATE
UNIVERSITY

We thank you for your time spent taking this survey.
Your response has been recorded.

We thank you for your time spent
taking this survey.
Your response has been recorded.
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Editing Your Survey

Add an Intro to Your Survey

XM Qualtrics Survey for Workshop Version 1 ~

Survey

Actions Distributions Data & Analysis Reports

oY Look&Feel ™2 SurveyFlow ¥¥ SurveyOptions = Tools v

Qualtrics Survey for Workshop Version 1

v Default Question Block

Q1

~ R

v

Q2

o

What year was The Ohio State University first established? (Choose the best answer)

) 1950
) 1870
/1850

1830

Projects

Contacts

What is the number of parking garages on campus according to the CampusParc website? (Choose =

the best answer)

v

Library Admin Survey Director Help @

T Publish Q, Search

iQ Score:

Block Options v %’.
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Editing Your Survey

Add an Intro to Your Survey

The following questions will give you an opportunity to tell us i
more about your experience.
Please answer openly and truthfully.
e

Standard Questions

g\" Look & Feel ™\J Survey Flow ¥ Survey Options |

Qualtrics Survey for Workshop Version 1

+ Default Question Block Specialty Questions

v Q11 Click to write the question text

L¥ | O Clicktowrite Choice
_ Click to write Choice 2

() Click to write Choice 3

Qi What year was The Ohio State University first est

{} © 1950

1870

Advanced

®©

— Multiple Choice

Text Entry

Rank Order

Constant Sum

Hot Spot

Graphic Slider

Net Promoter Score®

Signature

Timing

060108
18811
@116l

Graphic

Matrix Table

Slider

2 Side by Side

E| Pick, Group, and Rank

Heat Map

Drill Down

Highlight

Meta Info Question

-

v

y Director Help

Q@

m Q, Search

hange Question Type

— Multiple Choice v

hoices
3 () Edit Multiple

Automatic Choices

nswers
' Single Answer
Multiple Answer

More...

osition
¥ Vertical

Horizontal

Mara
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Editing Your Survey

Editing Your Intro Question Number

XM Qualtrics Survey for Workshop Version 1 + Projects

Survey Actions Distributions Data & Analysis yrts

Y Look&Feel ™2 SurveyFlow £} Survey Options | ™ Tools v Auto-Number Questions...

D

Reset Recode Values...

Qualtrics Survey for Workshop Version 1 Collaborate
Review >
v Default Question Block Triggers >
Salesforce 5 |
v QN Survey about The Ohio State University Adobe Analytics

Q Quotas...

Manage Reusable Choices...

Scoring...
Q1 What year was The Ohio State University first established? (C eonng

.Q— O 1950

O 1870 Versions >

Translate Survey...

~ 1850 Import/Export >

Contacts

Library Admin

Survey Director Help

@

T Publish Q, Search

Change Question Type

iQ Score:
A Text/ Graphic v

Block Options v

Choices
-) 0 (1) EditMultiple

Automatic Choices

Type
®) Text
Graphic
File

Validation Type
e None

Custom Validation

28
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Editing Your Survey

Auto-Numbering Questions

Auto-Number Questions

Update the export tags of all questions using:

Sequential Numbering Q1

Block Numbering Q1 _1

Internal ID Numbering QI D1
Prefix: Q

() Skip Export Tags that | have defined

29



Editing Your Survey — With Others!

Collaborate

qualtricsf‘M Projects Contacts Library Help @

x
All projects 3
> Shared with me 2
Today Close
Uncategorized 3 =
== Survey Collaborate ven
How much do you know about OSU? Active 11 0 -
Reveal in folder
+ Add new folder Meodified Jan 10, 2020 Status Questions Respons

Rename project

Copy project

Last 30 days

Edit survey
8 S ney Preview survey .
End of Qualtrics Workshop Survey 2020 Active 21 0 Translate survey
Modified Jan 2, 2020 Status Questions Respons

30
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Editing Your Survey — With Others!

Collaborate

qualtrics

All proi Collaborate on Project: How much do you know about OSU?
projects

»  Shared with me

Angela Bower (bower.223@ er and Group Address Book

Uncategorized Note: You do not have permission to collaborate outs

collaborate on the project

de your organization. Any recipients outside your organization will be unable to

+ Add new folder er Edit view Report \ctivate tivate Py i

Contacts Library Help ®

Create new project

Collaborate

Reveal in folder
Rename project
Copy project
Edit survey
Preview survey
Translate survey

Distribute survey
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Editing Your Survey

Adding Forced Responses

¥ Look & Feel

x

v Q6

© 9%

) b2

/104

102

© 92

Two buildings, both completed in 1893, are classified as the oldest buildings on campus. Which two

Scholarship

“\J Survey Flow L¥ Survey Options

are they? (Choose the two best answers)

@

Orton Hall
Derby Hall
Hopkins Hall
Hayes Hall
Lazenby Hall

Hagerty Hall

il Import Questions From... == Create a New Question

T Publish Q, search

Answers
Single Answer
(®) Multiple Answer

More...

Position
e \ertical
Horizontal

More...

Validation Options

Force Response

Validation Type
e None
At Least
Answers Range

Custom Validation

Actions

Addd Nara Deanls
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Publishing Your Surve

XM Qualtrics Survey for Workshop Version 1 ~

Survey Actions Distributions Data & Analysis Reports

4 Look&Feel ™\3 SurveyFlow  f¥ SurveyOptions < Tools -

Qualtrics Survey for Workshop Version 1

Survey about The Ohio State University

What year was The Ohio State University first established? (Choose the best answer)

What is the number of parking garages on campus according to the CampusParc website? (Choose
the best answer)

What does "TBDBITL" stand for?

Contacts

Library Admin

[ Preview

iQ Score:

Survey Dirgctor

T Publish

Help

@

34
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Publishing Your Survey

Publish Survey

Publishing will update the version seen by respondents.

Details
Add a description for your version history

User-published version

ML

ExpertReview
Survey strength: Great
Recommendations: 1

View recommendations

Cancel @

35
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Publishing Your Survey

Survey Activated

Your survey has been successfully published and activated. You can distribute it using the
anonymous link below.

https:/fosu.azl.qualtrics.com/jfe/form/SV_9vH84a8wbF0IwIB

You can also navigate to the distributions section to view more options.

36



Distributing Your

XM Qualtrics Survey for Workshop Version 1 ~

Survey Actions Distributions Data & Analysis Reports

4 Look&Feel ™\J SurvelFlowN, ¥¥ SurveyOptions < Tools ~

Qualtrics Survey for Workshop Version 1

Survey about The Ohio State University

What year was The Ohio State University first established? (Choose the best answer)

1950

1870

1850

What is the number of parking garages on campus according to the CampusParc website? (Choose

the best answer)

20

What does "TBDBITL" stand for?

Surve

Projects

Contacts Library Admin

1Q Score:

© Published

Survey Director

Help

@

37
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Distributing Your Survey

XM Qualtrics Survey for Workshop Version 1 ~ Projects  Contacts  Library ~ Admin  SurveyDirector  Help (@)

Survey Actions Distributions Data & Analysis Reports

‘ @ Pause Response Collection Distribute Survey

% Distribution Summary

Recent Responses

14
(_? Anonymous Link

Emails

@ Personal Links

W Preview

Responses

[ sms

=7 Social Media

Offline App

T T T T T T T T
Dec 25 Dec 27 Dec 29 Dec 31 Jan2 Jan 4 Jan 6 Jan &

E# QR Code

All Responses

38
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Distributing Your Survey

XM Qualtrics Survey for Workshop Version 1 ~

Survey Actions Distributions Data & Analysis Reports

‘ @ Pause Response Collection ‘

\;| Distribution Summary

(é’ Anonymous Link
M

Emails
m Personal Links
[ sms

«.  Social Media

Offline App

E# QR Code

Projects Contacts Library Admin Survey Director Help @

Distribute Survey

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://osu.azl.qualtrics.com/jfe/form/SV_9vH84a9w5FOIlwIB

(o M Preview
| Customize Link ‘

T
6 Jan &

39
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Share Your Survey

XM Qualtrics Survey for Workshop Version 1 ~

Survey Actions Distributions Data & Analysis Reports

‘ @ Pause Response Collection

\§| Distribution Summary

é> Anonymous Link
P

] Emails

Personal Links

1 8

SMS

-

. Social Media

Offline App

QR Code

5

Projects Contacts Library Admin Survey Director Help @
== Distribute Survey
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://osu.azl.qualtrics.com/jfe/form/SV_9vH84a9w5FOIlwIB
B B Preview
| Customize Link ‘
6 .Ja;w ]

Copy your Anonymous Survey Link and
email it to yourself and your table moderator

41
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Exporting Your Data

XM Qualtrics Survey for Worksh ni~

Survey Actions Distributions Data & Analysis Reports

4 Look&Feel ™I SurveyFlow %} SurveyOptions < Tools ~

Qualtrics Survey for Workshop Version 1

Survey about The Ohio State University

What year was The Ohio State University first established? (Choose the best answer)

1850
1870
1850

1830

What is the number of parking garages on campus according to the CampusParc website? (Choose
the best answer)

Projects

Contacts Library Admin

1Q Score:

@ Published

Survey Director Help @

Change Question Type

Multiple Choice v

Choices
5 &

Automatic Choices

12
16 Answers
20 #®  Single Answer
Multiple Answer
More...
What does "TBDBITL" stand for?
Position
® Vertical
y
Horizontal
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Exporting Your Data

XM Qualtrics Survey for Workshop Version 1 ~

Survey Actions Distributions Data & Analysis Reports
Data Text StatsiQ abs  Weighting
Add Filter ~
Meeeicd] Q4 - What does Q2 - What year was The Ohio State
Date "TBDBITL" stand University first established? (Choose the
for? best...
Jan 8, 2020 THE BEST DAMN 1870
BAND IN THE LAND
Jan 8, 2020 The best damn band

1B7n

Pagelof1 ~

Q3 - What is the number of parking garages on
campus according to the CampusParc...

20

an

0

Projects Contacts Library Admin Survey Director Help @
Recorded Responses 6
/_\Reaponses in Progress
4 Export&Import ~ i Edit <&, Tools ~
e ———
L Export Data...
Q§ - When the marching bar‘d performs Q6 E] Import Data... 3, how Actions
Script Ohio, a player of which instrument t... mal ymp...
@ Manage Previous Downloads...
tuba 22 v
fika no

44
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Exporting Your Data

Download Data Table Use Legacy Exporter

TSV \ Excel I XML \ SPSS \ Google Drive | User Submitted Files ‘ Tableau ]

¥

Comma separated values

This is a .csv file that can be imported into other programs. Each value in
the response is separated by a comma and each response is separated
bya line ch: If your centain special characters and
'you will open this export in Microsoft Excel we recommend using the
TSV export. Qualtrics CSV exports use UTF-8 encoding, which Excel will
not open correctly by default.

Learn More

Download all fields

) Use numeric values
@ Use choice text

45
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Exporting Your Data

Manage Downloads

Status Type Percent Complete Last Updated Delete Job

Download CSV (Table) 100% afew seconds ago x

] Qualtrics+Survey+f..zip
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In Conclusion...



THANK YOU!

Please contact the Office of Curriculum and
Scholarship with any questions.

OCS@OSUMC.EDU
614-292-0018

fgﬂ
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