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Surveys: Access the Mid-Semester Survey Templates

The AcademicTechnology Teamhavedeveloped threemid-semester surveytemplates that can be used
byfaculty andstaff.The surveytemplates areprovided inthe Qualtrics Library inthe University of
MassachusettsSystem: Lowell group. Whenyou createyour Qualtricsaccountyou are automatically
entered intothatgroup and have accesstothe group library.

Examples of the templates are available for your review (pdf).

Toaccessthemid-semestersurveytemplates, usethislinktoaccessorcreateyourQualtricsaccount. Tocreatea
survey using the Mid-Semester Survey Template, select Create new project.

(&5 # umasslowell.col.qualtrics.com/Q/MyProjectsSe o * B R
qualtrics™ Poecs Conacs Aciors by e 40 @
g ast modified ~ Create new project ‘_
Last 30 days
3B survey

Under Create your own, select Survey:

Create new

: CoreXm CustomerxXm l: EmployeeXM

Create your own

Build a project from scratch or use previous resources

Survey —fesssssmem—



https://www.uml.edu/docs/midsemester_surveys_updated_2_tcm18-317800.pdf
http://umasslowell.co1.qualtrics.com/ControlPanel/

Provide a name for your survey:
Tip: Include your course number and section, if you teach multiple courses.

Project Name

Fall 2020 End of Semester Survey

SelecttheFrom Library tab, under Library, use the drop-downlistto choose the University of
Massachusetts System: Lowell:

Blank Project Froma Copy  From Library  From a File

A new survey based on a copy of a survey from your own or a shared library.
Library

University of Massachusetts System: Lowell v

For Source project, select Uncategorized, use the drop down to select a specific mid-semester (or
end of semester) survey:

Fall 2020 End Semester Student Feedback on
Instruction

Fall 2020 Math Evaluation Template
Mid-Semester Survey - 10 Questions
Mid-Semester Survey - 14 Questions

Mid-Semester Survey - 4 Questions

Select “Get Started” to begin building your survey.

Editing Questions

Youcaneditthe answerfields just by clickingonthewords oradd acommentfieldinthe listof answers.
Click on the words, select the arrow that appears to the right and select Allow Text Entry.
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4 Look&Feel ™2 SurveyFlow £} SurveyOptions 4, Tools v

4. Go to 'Distributions’ to se rt collecting responses!

Allow Text Entry

Rich Content Editor

Insert Graphic...

Exclude From Analysis

Insert Piped Text ?
v Q5 How helpful or unhelpful ig Add Display Logic...

¢ Extremely helpful

Moderately helpful

Assign To Group >

- Move Up
slightly helpful
* Move Down
Nerther helpful nor unhelp

@ Remove Choice
Slightly unhelpful

Extremely unhelpfu' -

Extremely unhelpful

Questions can be dragged and dropped to change order or copied or moved among other features.

Change Question Type

A Text / Graphic v

Choices

-} 0 (+ EditMultiple
Automatic Choices

Type

® Text
Graphic
File

Validation Type
@ None

Custom Validation

Actions

S| Add Page Break
L, Add Display Logic
£ Add Skip Logic
W Copy Question

+ Move Question
7 Add Note

Q, Preview Question
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Anonymous Responses

There are two primary anonymizing features in Qualtrics, Anonymous Responses & Anonymous Links. To
be considered anonymous, both features must be used. Enabling this feature will ensure that IP
addresses and location data are not connected to a participant’s responses.

Go to Survey Options

Survey Actions Distributions Data & Analysis Reports

4 Look&Feel ™\3 SurveyFlow J £ Survey Options | & Tools ~

Example Survey for Student Satisfaction ia Score: @@ | | @ Published

Select the box to Anonymize responses (near the bottom of the list of options), check the box and
click Save.

Survey Options

Survey _| Back Button. Enable respondents to change their responses.

Experience
¥ Save and Continue. Allow respondents to save and continue later.

E | Show Question Numbers. Great for previews. For participants, try a Progress Bar instead.

Use Custom Survey Validation Messages...

Survey Language: | Engl;sh(US) v | The language the survey is written in.
Survey Title: | Online Survey Software | Qualtrit| This text will appear in the browser as the window or tab title.

Meta Description: | Qualtrics sophisticated online st | Search engines and social media services use this description.

® Open Access. Allow anyone to take this survey.

Survey
Protection ) By Invitation Only. Prevent people from taking the survey using an anonymous survey link.
Q _| Password Protection. This password must be entered to take this survey:
| Prevent Ballot Box Stuffing. Keep people from taking this survey more than once.
[] HTTP Referer Verification. The user must come from this URL to take the survey:
¥ Prevent Indexing. A tag will be added to the survey to prevent search engines from indexing it.
|| Secure Participants’ Files. Files uploaded as responses can only be viewed by users with permission to view
responses.
| Show a custom message when a respondent revisits a previously completed link..
| Survey Expiration. The survey will only be available for a specified date range.
Survey ® Default end of survey message.
Termination Custom end of survey message...

e U Show Response Summary.

Redirect to a full URL, ex. "https://www.qualtrics.com™
[] Send additional thank vou email from a library... When distributed via the Survey Mailer.
w,‘lAnonymize Response. Do NOT record any personal information and remove contact association. I

FA20



When finished editing, select Publish, a green button at the top right of the view.

Change Question Type

.
2 — Multiple Choice

A window will open detailing potential improvements. Click Publish again.

Great survey. Great job!

VERALL SCORE

ExpertReview >
— / We found 0 ways to improve your
0

>

Publish Survey

By publishing this version, changes you have made will be made live.
This survey will also be made active so respondents can begin taking it.

Date Author

Apr 10, 2019 1:00 PM Melanie Maxham

Details

User-published version Publish

Select Distributions to get an anonymous link to share with your students.

‘ Survey Actions Distributions Data & Analysis Reports

@ Pause Response Collection

| = | Distribution Summary

Anonymous Survey Link
2> Anonymous Link
A reusable link that can be pasted into emails or onto a website,

A Emails and is unable to track identifying information of respondents.

= https://umasslowell.col.qualtrics.com/jfe/form/SV_9QTDoeRU
| m Personal Links

Customize Link
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The Distribution options display onthe leftoryou canselect Distribute Survey, the green button, topright.

XM Example Survey for Student Satisfaction ~ Projects ~ Contacts  Library ~ Admin  Help @
Survey Actions Distributions Data & Analysis Reports

@ Pause Response Collection == Distribute Survey
@ Distribution Summary

«5 Anonymous Link %

] Emails

Personal Links

D)

No responses have been collected for this survey yet.

| sMs
«, Social Media
: Offline App

= QR Code

Survey Activated

Your survey has been suc fully published and d. You can distribute it using the anonymous
link below.

[ https://umasslowell.col.qualtrics.com/jfe/form/SV_1ZKkHNNNvKzYB3TL ]

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

Gathering results can be complicated depending on your needs, see the Data & Analysis tab.

XM Workshop about Qualtrics ~ Projects  Contacts  Library  Admin Help @
Survey Actions Distributions Data & Analysis Reports

Data Text Crosstabs Weighting

Recorded Responses 2

Add Filter
Responses in Progress Q
Pagelof1 - | 4 Exporta&import v | | /£ Edit ‘ | X Tools |
Q5 - 3. Have
8 - 6. What
(;0 SAEEHIAK Q2 - My Q4 - 2. How Q3 - 1. Have you ever
e t)tlae MAIN Ql0-8 participation in often have you ever talked to
Recorded SN the survey is you heard seen a Cool anyone
cause of What is your : Ac
Date B R acknowledgement the term Science about the
climate zip code? e
T that | have read climate poster on an Cool
todag‘7 and unde... change"? LRTA bus? Science
ye posters?

Forinformation about gathering results, contact bbhelp@uml.edu, schedule a technology consultation, call Qualtrics at (800) 340-9194 or
email: support@qualtrics.com.
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