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Session Agenda
-What is Qualtrics? (2 min)
-How do we create reports? (15 min)

-Data Sources
-Visualization Types
-Breakouts
-Color Palette
-Final Touches

-Closing with Q & A (5 min)
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This section gives an overview of Qualtrics

How can you access the Software? 

What is Qualtrics?



Qualtrics
Is a powerful online survey tool that 
allows one to build surveys, 
distribute surveys and analyze 
responses from one convenient 
place.

Accessed from Tech Express 



Two Ways to Create  Reports 

• Two options to create a new report
• New Report 
• From Results Report



Visualization Types

You can change the visualization of your question by selecting one 
of the icon under the Visualization section

To use the tables expand the selection choices by 
clicking the three horizontal dots

Hovering over an icon gives you the name of that icon

Each of your questions will have a premade visualization



Data Source
Data Source is the source of the data you want your 
visualization to display.

1– This is the survey you are connected to.

2– This is the survey question that you asked

3– provides the metric that is used for your question



Data Source

Options – provides you with a place to adjust your decimal places



Breakout



Breakout
1– this has the survey question you are analyzing

2– This has the Question you want breakout using

3– Allows you to transpose your variables



Color Palette

Provides you with the option to adjust the colors used in your chart.  
You have any option to customize  a color palette of your choice 



Qualitative Responses
1–allows you to filter words that you don’t want 
your visualization present

2–Use this to determine the max words to appear 
on your Word Cloud. 50 is the default set.

3–The spacing between words. This is measured in 
pixels.

4–determines how your words in your cloud are 
rotated.

5– The visualization will take on various shades of 
the color you select.Image by Qualtrics 



Styling your Report



Insert Header and Footer

Use the insert option to insert page numbers, Page Header, & Footer to your report



Share Your Report

You have three options to share your report
1. Download the report as a PDF
2. Share it online 
3. Scheduling results-report emails



Thank you!
Do you have any questions?

amathende@gmail.com
931-372-3675
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