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Creating and Managing Online Surveys Level 2 Intermediate 
Friday, September 28, 2012 

 

Adding Graphics 
 

1. Click on the Rich Text Editor tab. 

 
2. Click the Insert Image icon in the upper left-hand corner of the Rich Text Editor toolbar. 
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3. Click the Upload a New Graphic button. 

 
4. Click Save to insert the image. 
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Adding Media 
 

1. Copy the URL of the media clip. 
2. Click into the text field of the question that will contain the video. 
3. Click the Rich Text Editor button. 

 
4. Click the Insert Media button that looks like a film strip. 

 
5. Paste the URL of the clip into the URL field. 
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6. When finished, click the Insert button. 

 

Recode Choice Values 
 

1. Click on the question you would like to edit. 
2. Click on the Purple Gear Box (Question Options drop-down) to the left. 

 
3. Select the Recode Values option. 
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4. A new box will open. Check the yellow Recode Values select box and/or the pink Variable Naming 
select box. 

 
5. The values and labels will then appear next to the answer choices. 

 
6. Click on the values, delete them, then type in your new values. Do the same for the labels. 

 
7. Click the Close button. 
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Piping Values 
 

8. Click the blue Piped Text button near the top left of the question text field. 

 
9. After clicking on the Piped Text button, select where to pipe text from. 

 
Pipe text from the following locations: 

10. Survey Question: Select the question to pipe from, and select the item within the question you would 
like to pipe. The items listed will be different for each question type. 
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11. Embedded Data Field: Type in the field name (or column header) of the embedded data field and click 
Insert. The participant will see the value of the field when taking the survey. 

 
12. Panel Field: If distributing to a Panel (Email Survey page) or using the Authenticator, you can pipe in the 

panel fields from a panel. Panel fields are first name, last name, email, and External Data Reference. 

 
13. Loop and Merge Field: Select Field 1 to display the item that is currently being looped through. Select 

Field 2 and upward to display alternative text that relates to the item currently being looped through.  
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14. Scoring: Select the Category to pipe from, then specify if you want to pipe in the Score, Items, Weighted 
Mean, or Weighted Standard Deviation. This is available only if you’re using the Scoring feature under 
Advanced Options.  

 
15. Quota: Select the Quota to pipe from, and then specify if you want to pipe in the Quota Count, the 

Quota Count if the Quota has Not been met, or the Quota Count only if the Quota has been met. This is 
available only if you’re using the Quota feature under Advanced Options. 
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Carry forward choices 
 

16. Select the question that will contain the items being carried forward. 

 
17. Click on the purple gear box that appears to the left of the question. Select Carry Forward Items. 

 
18. Click on the green bar that is now at the bottom of the question and select the question you would like 

to carry forward from. 
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19. Choose to carry forward “all choices,” “selected choices,” or “unselected choices.” 

 
20. When finished, click Done. 

 
21. If necessary, click on the Edit option in the Carry Forward bar to change your logic. If you would like to 

delete the Carry Forward, click on the small ‘x’ to the right. 
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Default choices 
 

22. In Edit Survey, click on the question you would like to edit. 

 
23. Click on the Purple Gear Box to the left of the question and select Add Default Choices. 

 
24. In the pop-up box, you will be able to view the question and select the answer choices you would like to 

pre-populate. With Text Entry and Constant Sum questions, you may enter the text or numbers that you 
would like pre-populated in the question. 
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25. Click Save. 

 

User Library 

Saving a Survey to the Library 

26. Under the My Surveys tab, select the copy survey icon. 

 
27. Give your Survey a name for the library and select Library from the Copy to: drop down menu 
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28. You must select a Category. If the Category drop  down menu is empty, then click in it and type in a 
category name 

  
29. Click the Copy button 

Using a Survey from the Library 

1. Click the Create Survey tab. 

 
2. Select the Survey Library option. 

 
3. In the drill down boxes, find your library and your survey. 
4. Click Create Survey. 
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Adding a Question from the Library 

1. Click the Library tab. 

 
2.  Click the Question Library button. 

 
3. Click the Copy a Question to this Library button. 

 
4. Select the Source Survey that contains the question and then the Source Question 

 
5. Fill in the Category and Description Fields if desired. 
6. Click the Copy button. 
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Using a Question from the Library 

1. At the bottom of an existing block, click on Copy Items From. 

 
2. Select the library that contains the question. 
3. Select Question Library. 
4. Select the Category containing the question. 
5. Select the question and then click the Add Question button. 
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Question Randomization 
 

1. Click Block Options on the question block in the top-right corner. 
2. Select Question Randomization. 

 
3. When the window appears, select the type of randomization you would like to use: 

 
• No Randomization: Does not randomize your questions.  
• Randomize the order of all questions: Randomly presents all of the questions in the block.  
• Present only (a subset) of the total questions: Allows you to specify the number of choices (out 

of the total) to have randomly displayed in the survey (2 of 4, 3 of 7, etc.).  
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• Advanced Randomization: Allows for more randomization options. Move choices in or out of 
randomization options using the left/right arrow buttons, then be sure to click the Save button. 

 
• Fixed Display Order: Shows the fixed questions in the block and where the randomized subsets 

fall in the order of questions. 
• Randomize Choices: Randomizes the order of all questions moved into the Randomize Choices 

box. 
• Randomize Subset: Specify a number of questions to randomly choose and display (2 of 4, 3 of 

7, etc.). 
• Undisplayed Items: Specify certain questions you don’t want displayed at all. 

4. You additionally have the ability to select the number of questions you’d like to have displayed on each 
page, overriding the page breaks in this block. 

5. Click the Close button once you’ve made your selection. 

Question Blocks 

Add a block 

1. Click on the Add Block option in the Advanced Options drop-down to the right or click on Add Block in 
the bottom right-hand corner of an existing block. 
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Block options 

2. Block Options are located in a drop-down menu in the upper right-hand corner of each block. 

 
3. The options in the drop-down menu are as follows: 

• View Block: Allows you to see a preview of the block. This is useful when you would like to preview 
your logic but do not want to preview the whole survey. 

• Collapse Questions: Minimizes your questions, making it easier to navigate your block and find a 
specific question. 

• Lock Block: Password protect the question block and its contents. This can be useful when sharing a 
survey and giving the collaborator editing rights. You will be prompted to enter a password twice. 

• Question Randomization: Allows you to randomize the order in which your questions appear within 
the block. Note that randomization overrides your page breaks and question order. It may also 
invalidate your Display Logic. 

• Loop and Merge: Allows you to repeat the questions within the block as many times as needed 
based on how the respondent has answered a previous question. 

• Move Block Up and Move Block Down: Allows you to easily relocate your blocks. 
• Delete block: Moves the block into the trash. 
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Loops and Merge 
 

Loop based upon selected answer choices 

1. Select Block Options on the block that is to be looped through. 

 
2. Choose Loop and Merge from the Block Options menu. 
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3. Click Turn On Loop and Merge to enable looping. 

 
4. Select to Automatically bring in Field 1 from a question. 

 
5. Select the Question which will determine the loop. 
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6. Choose whether to loop through All Choices, Selected Choices, or Unselected Choices. 

 
7. Click Save. 

 

Include the name of the currently looped item within a question 

1. Click the text of any question in the looped block that you would like to insert the name into. 
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2. Click the blue Piped Text tab, and select to pipe Field 1 from a Loop and Merge Field. A code will be 
generated that will pull in the name of the item currently being looped through. 

 

Survey Flow 
 

1. In Edit Survey, click on the Survey Flow icon in the gray navigation bar. 

 
2. To add a new element, click on Add a New Element Here. 
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3. Choose one of the seven elements from the list by clicking on the related icon 

 
4. Move elements around by clicking on Move and dragging them to the correct location in the flow, or by 

clicking on the element and hitting the Up or Down arrow on your keyboard. 

 
5. If you would like to add elements between blocks, click Add Below within a block. 
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6. When you are done editing the flow, click Save Flow. 

 

Survey Flow Functions 

• Display Blocks Conditionally: Use Branch elements to set up advanced logic. Setting up advanced logic 
with branch elements is necessary when you have a block that you would like to display conditionally. 
Instead of putting the same Display Logic on 30 questions, put the 30 questions in a block and put the 
block under a branch. 
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• Screen Respondents: Use Branches and End of Survey elements to screen respondents out of the 
survey. Put your screener questions in a block. Insert a branch after the screener block. Add conditions 
to the Branch. Put an End of Survey element under the Branch. Every respondent that meets the Branch 
condition will be sent to the end of the survey. 

 
• Randomize Blocks: Use the Randomizer element to randomly present blocks. Put the Randomizer in the 

Survey Flow. Put blocks you want to randomize under the Randomizer. 
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• Embedded Data: The Embedded Data in your panel will not automatically be shown in your results. Add 
the embedded data to the survey flow to have it show up in the results. Go into the Survey Flow, click on 
Add a New Element Here and select Embedded Data. Select Add From Panel and type in the embedded 
data field names. 

 
• Web Service: Use the Web Service feature to pull information into your survey from an external 

website’s RSS feed. Pipe the information into survey questions or filter respondents using Branch or 
Display Logic. An RSS or “Really Simple Syndication” is a web feed of frequently changing content that is 
often times associated with headlines, top stories, or other frequently updated works 
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• Authenticator: The Authenticator allows you to verify each respondent’s identity by prompting them to 
enter in their appropriate information, like a password or ID number, before they can access the survey. 
It can also be used to tie embedded data fields into your survey when using the anonymous survey link. 

 
• End of Survey: The End of Survey option allows you to terminate respondents at various locations in the 

Survey Flow. Additionally, you can customize the End of Survey element to show the respondent a 
unique end of survey message, increment their quota counts, show a report summary and more. 
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Add a Submit button 
 

1. Go to the end of the survey and add a Descriptive Text question  
2. Go into the rich text editor and delete any text in the question. The question should be blank. 

 
3. Click the purple Advanced Question Options drop-down box on the left of the question. 

 
4. Select Add Javascript 

 

Copy this JavaScript:  
var newName = 'Submit'; 
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if ($('NextButton').nodeName == 'INPUT') 
{ 
$('NextButton').setValue(newName); 
} 
else if ($('NextButtonText').nodeName == 'SPAN') 
{ 
$('NextButtonText').innerHTML = newName; 
} 
else // next button is probably a button 
{ 
$('NextButton').innerHTML = newName; 
} 
 
 

 
5. Paste it directly below the line that says /*Place Your Javascript Below This Line*/. 

 
6. Click the Save button 
7. Preview your survey to test that the submit button is working 

* Note: If the survey branches and has more than one ending, you will need to do this for each ending. 
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Email Triggers 
 

1. On the gray toolbar, select Advanced Options. 

 
2. Select Triggers, and choose Email Triggers. 

 
3. By default, the email trigger will be sent any time a participant completes the survey. Optionally, click on 

Add a Condition to set the trigger to send when the survey is completed AND a condition is met. 
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4. Fill in the To Email Address form with the recipient’s email address. 

 
5. Fill in the From Email Address form. If left blank, a default Qualtrics email address will be used. 

 
6. Type a Subject for your trigger. 
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7. Type a Message for your trigger, if desired. 

 
8. Choose When the triggered message will be sent. By default, it will Send Immediately after a 

respondent finishes the survey. You can choose set times from as short as one hour to as long as 28 days 
after the trigger’s criteria is met. 

 
9. Choose whether or not to Include a Response Report with the email. By default, a response report 

showing all of the participant’s answers will be sent. 
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10. Click Finish Editing and Save Triggers. 

 

 

Survey Director 
 
Maybe you want to distribute one link and redirect it to different surveys. With Survey Director, you can even 
make the redirect conditional based upon a series of criteria. 
 

1. In the Distribute Survey tab, click Survey Director on the gray toolbar. 
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2. Click the green Create New Director icon. 

 
3. If desired, click Untitled Survey Director 1, and type a custom name for your Director. 

 
4. Under the text Always Link To, choose which type of item the director should point to. The choices are 

Survey, Poll, Public Report, or a User Defined URL. 
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5. Select which Survey, Poll, or Public Report you would like to direct to, or type in the URL of the website 
you would like to direct to. 

 
6. If needed, click Add Conditional Statement to choose a condition that must be met for the Director 

action to happen. 

 
7. If needed, click the green plus sign to Add an Action Set. An action set is an alternate action that will 

occur when the link is clicked and the condition for the Director is not met. 
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8. When you have your Director set up, click the Click here to generate link text, and copy and paste the 
link into your website or email. 

 

Report Drill-downs 
1. Select the question or embedded data field you would like to drill down by on the left in the questions 

list. 

 
2. Click Drill Down above your list of questions on the left. 
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3. In the dialogue box that appears, click OK to confirm your selection and to drill down in the report. 
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