Qualtrics Checklist

	Survey

	Task
	Done
	Notes

	Survey Builder
	
	

	Order scales from negative to positive/lowest to highest
	☐	

	In matrix questions, do not include too many items (3-5 is best practice)
	☐	

	Set matrix question formatting to “profile” unless this results in horizontal scrolling to see all scale points. If so, turn on “repeat headers” instead. (Accessibility)
	☐	

	Avoid horizontal scrolling
	☐	

	For rank questions, use “fill-in the-number” format (Accessibility)
	☐	

	Use language that is concise and easy to read (Accessibility)
	☐	

	Share survey with at least one other team member
	☐	

	Survey Options
	
	

	Turn on the back button
	☐	

	Set time for partial respondents to return to complete survey to 6 months
	☐	

	Change display name to survey name, prefixed by “Syracuse University” (e.g., Syracuse University Orange Survey)
	☐	

	Turn “Anonymous responses” feature on if survey is anonymous
	☐	

	Look and Feel
	
	

	Change next and back buttons to text rather than an arrow symbol
	☐	

	Change next button text to “Begin Survey” after introductory text
	
	

	Change next button text to “Submit Survey” after last question
	☐	

	Set Theme to Syracuse Simple
	☐	

	Set Layout to Classic
	☐	

	Set Style | Foreground Contrast to High
	☐	

	Remove “Powered by Qualtrics” footer with the following code:
.Skin #Plug a { display: none !important; }
	☐	

	Survey Testing

	Task
	Done
	Notes

	Publish any survey changes
	☐	

	Change Link visibility permission to public when sharing the preview link
	☐	

	Share survey preview with stakeholders
	☐	

	Remove all preview responses before distribution
	☐	

	Distribution

	Task
	Done
	Notes

	Contact List
	
	

	Include EMPLID as an External Reference field in the contact list
	☐	

	Check contact list for duplicate emails and de-duplicate if necessary
	☐	

	Use Preferred Name in contact list
	☐	

	Invitation/Reminder Emails

	Change From name to the relevant SU office or individual
	☐	

	To prevent bouncebacks from going to the From office or individual, keep From email as the default surveys@syr.edu
	☐	

	Change Reply-to email to sponsoring office email (e.g., surveysupport@syr.edu)
	☐	

	Include Syracuse University watermark as heading on email
	☐	

	If using personalized links for the survey, include the following language under the link: Note: This link is unique to you. Please do not forward or share with others.
	☐	

	When the invitation or reminder language and formatting is set, highlight all text, set Font to Verdana and size to 12.
	☐	

	Other

	Send an email to the sponsoring office email (e.g., surveysupport@syr.edu) to notify managers of the account about the survey. Include the survey topic, when the survey will launch, and who replies should be directed to.
	☐	

	Survey Close

	Task
	Done
	Notes

	Close survey (i.e., Pause response collection)
	☐
	

	Download survey data as a csv and save to project folder (retain this raw data as a backup)
	☐

	

	Download distribution history and save to project folder
	☐
	

	To calculate the response rate, exclude from the denominator anyone who did not actually receive the invitation (Email Blocked, Email Failed, Email Hard Bounce, Email Soft Bounce). For the numerator, include those who completed the survey and those who partially completed a sufficient number of questions (minimum requirement may vary depending on the survey).
	☐







	



