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FLUIDSURVEYS	----------------->	QUALTRICS	

Transitioning	Terminology:	From	FluidSurveys	to	Qualtrics	
	

FluidSurveys	 Qualtrics	
Signing	in	to	your	account	 Sign	into	your	account	at:	queensu.qualtrics.com	

or	

	

	

To	begin	adding	questions	 	
By	default,	you	are	taken	right	to	the	“edit”	page	
once	you	hit	“Create	Project”	

Add	items	from	the	left	panel	

	

Add	items	from	the	right	panel.	Only	when	the	
question	is	selected	can	you	change	the	default	
multiple-choice	option.

	
	 	

hjiwa
Textbox



	
	

	 2	

FLUIDSURVEYS	----------------->	QUALTRICS	

FluidSurveys	Questions	Types:	

	

Qualtrics	Question	Types:	

	
NOTE:	To	create	a	“checkbox”,	or	dropdown,	of	
change	the	alignment	of	your	response	options	you	
must	click	on	the	“multiple	choice”	option	to	
expand	for	more	options.	
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Editing	your	item/question	in	FluidSurveys:	
1. Enter	information	in	designated	fields	on	the	left	
2. Add	choices	à	using	BULK	allows	for	entering	multiple	items	at	once	
3. Selected	advanced	options	like:	“appearance”,	“optional”,	“Randomize”,	etc.	
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Editing	your	item/question	in	Qualtircs:	
1. Enter	information	in	designated	fields	on	the	RIGHT	
2. Add	choices	à	using	EDIT	MULTIPLE	allows	for	entering	multiple	items	at	once	
3. Selected	desired	advanced	options:	“Choices”,	“Answers”,	“Position”,	“Actions”	etc.	
4. For	more	information	on	Specialty	questions	and	Advanced	options	go	to:	

https://www.qualtrics.com/support/survey-platform/survey-module/editing-
questions/question-types-guide/question-types-overview/		
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	To	edit	survey	fonts,	colours,	etc.	
	
	
Where	changing	page	options	are	
	
	

	To	edit	survey	fonts,	
colours,	etc.	You	will	
see	a	preview	of	the	

survey	style	when	you	select	this.	
	
Here	is	where	you	also	can	change	survey	
page	options		

	
and	create	an	External	CSS	
	

	
	

Where	you	create	a	unique	URL		
	
*This	feature	is	not	available	in	

Qualtrics,	only	anonymous	and	personalized	
links	are.	
	
You	can	however	create	a	single	test	link	to	
embed	on	webpage	or	email	in	Qualtrics.	See	
notes	immediately	below.	

Select	“Distributions”	on	the	top	left	of	
project	page	to	generate	specific	links		
	

	
Qualtrics	can	generate	a	list	of	unique,	or	
“Personal”,	survey	links.	These	links	are	tied	
to	specific	survey	recipients,	and	the	names	
and	any	other	uploaded	Embedded	Data	will	
be	included	with	the	responses	in	the	results.	
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In	Qualtrics	you	can	create	a	Link	Text	for	anonymous	reusable	links.	This	will	provide	an	
HTML	code	below	for	the	text	of	your	choice	as	you	type	it	into	the	Link	Text	box.	

	
	
Where	options	for	the	survey	
settings	edits	are	
	 Contains:	

- Survey	Experience	(page	options)	
- Survey	Protections	
- Survey	Termination	
- Inactive	Surveys	
- Partial	Completion	
	

File	Upload	=	a	question	type	that	allows	
respondents	to	upload	a	file	to	your	survey,	
i.e.,	“Please	upload	your	resume”.	

File	Upload	is	and	add-on	feature	and	is	
disabled	in	Queen’s	Qualtrics;	however	this	
does	not	mean	you	cannot	upload	a	picture	
or	video	for	questions.	
See:		

Picture/Video	Based	Questions		 Insert	Media:	Qualtrics	accepts	most	image	
file	types,	though	they	recommend	saving	
your	image	as	a	PNG	rather	than	a	JPG.	
	
As	well	you	can	upload	mp4	video	files	to	
your	personal	library	for	use	in	surveys.	
Qualtrics	has	a	limit	of	16	MB	for	files.	They	
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recommend	using	YouTube	embed	URLs	
instead.	
	

In	FluidSurveys	you	could	collaborate	(share)	
with	users	on	any	survey	saved	within	a	
Group.	
	
You	can	also	Transfer	Survey	
To	another	user	via	email.	

	

Sharing	a	Project	in	Qualtrics	can	be	done	
from	the	main	dashboard	page	of	a	projects	
folder.	This	allows	you	to	invite	collaborators	
without	the	need	for	a	Group.	

	
	
To	Transfer	a	Qualtrics	Survey	to	another	
user	you	must	Export	your	survey	in	.QSF	
format.	You	can	then	email	the	file	to	the	
person	you	wish	to	transfer	it	to.	
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NOTE:	Only	Admins	can	transfer	ownership	
of	projects	between	users.	

Branching	and	Logic	
Under	Page	tab	of	a	survey	use	the	
“Advanced	Branching	Wizard”	
	

	

Using	Logic	in	Qualtircs	includes:	

• Branch	Logic	for	showing	a	block	of	
questions	conditionally.	

• Display	Logic	for	showing	a	single	
question	conditionally.	

• Email	Triggers	for	conditionally	
sending	an	email	upon	survey	
completion.	

• Contact	List	Triggers	for	conditionally	
adding	a	respondent	to	a	contact	list	
upon	survey	completion.	

• Quotas	for	determining	which	
respondents	should	count	toward	a	
response	limit	you	set.	

• Custom	Validation	for	requiring	
respondents	to	meet	certain	answer	
requirements	before	proceeding	in	a	
survey.	

See	this	video	for	further	explanation	and	
training.	

Click	on	the	Invites	icon	from	the	survey	
dashboard	to	access:	

	
- Address	Book		
- Add	Contacts	–	
- Manage	email	lists	
- Send	Email	invites	to	Surveys	

	

Contact	List	
Click	on	“Contacts”	on	the	top	right	of	your	
main	page	to	create	your	lists.	
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- You	can	organize	specific	folders	for	
different	email	lists.	

- You	can	import	or	export	email	lists	
(CVS	only)		

- You	can	Share	lists	in	Groups	(only	if	
user	if	in	a	Group)	

Email	Survey	in	FluidSurveys	is	also	under	the	
Invites	section.		
	

	

To	email	a	survey	link	to	a	contact	list	click	
on	Distributions	within	your	Project	page	

	
	
Select	Compose	Email	to	access	survey	email	
system.	
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Deploy	launches	the	survey	once	you	change	
deployment	status	to	live

	

Distributions	allows	you	to	send	your	survey	
out	through	various	mediums.	NOTE:	Offline	
App	is	an	add-on	feature	that	is	NOT	
enabled.

	

Generating	reports	in	
FluidSurveys	for	
viewing	or	export.	

Reports	(Overview)	
Click	on	Reports	at	the	top	of	your	main	
project	page	to	access	variety	of	Report	
options.	See:	Export	Reports	Options.	
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In	FluidSurveys	
responses	(or	data	
sets)	are	exported	by	

selecting	Export	Responses	in	CSV,	XML,	
and	SPSS	format.	

	

Exporting	Data	
In	Qualtrics	you	can	export	data	from	the	Data	
&	Analysis	section.	
	

	
	
	
Select	Download	Data	Table	
	

	
Exporting	file	types	include:	CSV,	TSV,	XML,	and	
SPSS.	
	
	

In	FluidSurveys	you	
can	Preview	the	
whole	survey	and,	

Preview	Page	by	page	
as	you	construct	them.	

In	Qualtircs	
Preview	Survey	
within	the	Project	
dashboard.	
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Print	Survey	
Under	Deploy	you	can	Print	Survey	to	PDF	or	
Word.	

	

Export	to	Word	
	

	

Groups	–	In	FluidSurveys	users	could	create	
their	own	Groups	and	manually	invite	other	
FS	users.	

Groups	in	Qualtrics	are	created	by	Admins	
only.	If	a	Division	(or	department)	would	like	
to	manage	groups,	requests	can	be	made	to	
the	Brand	Administrators	Kim	Akerblom	and	
Sara	Mongomery:	
akerblom@queensu.ca	
sara.montgomery@queensu.ca	
	
Groups	can	shared	Libraries	and	Contact	Lists.	
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