Qualtrics Quick Reference Guide

Create Project

To create a survey/project, click the Create Project button.

Status

1 | Projects Where you create and organize surveys.

2 | Contacts Create, manage and share mailing list.

3 | Library You can store and share surveys, graphics, messages, and other files in Qualtrics libraries.
4 | Folders To organize Projects and Libraries you can use.

5

6

In My Projects, each project displays quick status for project/surveys.

Page | 1



Completing Self Enrollment

1. InaWeb browser, navigate to
https://lamaruniv.col.qualtrics.com/.
2. Enter your LEA credentials (jsmith)

and password.

3. Onthe next screen, click | don’t have a
Quialtrics account.

4. Review the Terms of Service and click
| accept.

Creating a Project

Note: Project is the new term for surveys
created in Qualtrics

1. Onthe My Projects page, click Create
Project
Optional: Select a folder
2. Inthe Create a Project pop up, enter the
Project Name or select from the Create
From Existing options on the left to create a
project Fr
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https://lamaruniv.co1.qualtrics.com/

Editing Questions

Rich Content Editor

Question
1. Open the desired project
2. Click the desired question text
3. Click the Rich Content Editor tab

a. Atext editor window will pop up
4. Format or edit the desired text
5. Click anywhere outside the formatting
box to exit the Rich Content Editor

Choice
1. To use the Rich Content Editor for
choice text, click the choice text
2. Click the dropdown arrow to the
right and select Rich
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