Using Qualtrics for Administrative Employee

Evaluation Peer and/or Direct Reports Input

Mt. San Antonio College

Setting Up Your Survey

1) Login to your Qualtrics account at http://mtsac.edu/qualtrics. You will be prompted to enter
your Mt. SAC Portal user name (not your email) and Portal password.
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Having Trouble Logging in?

2) From the Qualtrics homepage, click on “Create new project” in the upper right corner.

Library Help [ @

Create new project

3) On the Catalog page, click on “Survey” under the words “Projects from scratch”.

In the lower right, click on “Get Started”.
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4) On the Create a new project page, under “Name” click on “Untitled Project” and name your
survey, such as “Evaluation — J. Mountie”. Click below “Folder” and select “Management”. Click
below “How do you want to start your survey?” and select “Use a survey from your library.”
Under “Library” click on “employee”. Under “Survey” select Management and “Management
Evaluation Template 2021”. Click on “Create Project”.

Create a new project

Survey
Name
Evaluation - J. Mountie

Folder

Management v

How do you want to start your survey?

Use a survey from your library v
Library

employee v
Survey

Management Evaluation Template 2021 A

Q Search...

Library folders

Management > Q search.

Uncategorized >
Surveys

Management Evaluation Template 2021 .
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5) You will need to customize the first block with your information. Click inside the area of the first
guestion to start editing. This is the only required changes to the survey.

Name:FIRST_LAST
Title:YOUR_TITLE
Date:01/01/2021
Dept:YOUR_DEPT

Peer, faculty, staff, management colleagues, direct reports, and/or other ir

Alternately, you can use the menu option Tools > Review > Search and Replace.

‘ ools
Auto-Number Questions...

Admin Employee Evaluation Peer/Direct  reset recode values... luntie

Collaborate

2 Search and Replace...

This will reveal a new option at the top of the page, and you can replace the text “FIRST LAST”,
“YOUR _TITLE”, the date “01/01/2021”, and “YOUR_DEPT” with current information. Click on the
“all” button to update the survey.
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6) Optionally, click the “Preview” button in the upper right to review the survey.
7) Click on the “Publish” button to finalize the survey.

Actions Library Help ' @

EE23 B

8) On the confirmation page, add a “details” comment if you like, then click on “Publish.”

Publish Survey

Publishing will update the version seen by respondents. It can take up to 5 minutes to reflect changes
for respondents starting new survey sessions.

Details / \
Mountie Peer Eval - Dec 2020 >

ExpertReview
Survey strength: Great

Add a description for your version history
Recommendations: 0

View recommendations

Cancel m
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9) This will display your survey link. You can ignore this for now as you will see it again soon.

Survey Activated

Your survey has been successfully published and activated. You can distribute it using the
anonymous link below.

https://mtsac.col.qualtrics.com/jfe/form/SV_8Gm3sSvAgZo3Kt0

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

Close

10) Click on the words “distribution section” and continue to the next section of this document.
Distributing Your Survey

1) Open your survey and click on “Distributions” module at the top. If you are continuing from
above, skip to step 2 below.

2) Click on “Anonymous Link” on the left as your method of distribution.

o Qualtrics X @ Distribute Survey | Qualtrics Sur. X 4=

- C # mtsac.col.qualtrics.com/Q/DistributeSection?ContextSurveylD=SV_8Gm3sSvAqZo3Kt0

* B¢ »Q :

XM Admin Employee Evaluation Peer/Direct R... v Projects  Contacts  Actions  Library Help M@ @

Survey Actions Distributions Data & Analysis Reports

@ Pause Response Collection

=| Distribution Summary

Anonymous Survey Link
é> Anonymous Link

A reusable link that can be pasted into emails or onto a website,
and is unable to track identifying information of respondents.

<] Emails
= https://mtsac.col.qualtrics.com/jfe/form/SV_8Gm3sSvAqZo3Kt0
‘@ Personal Links

Customize Link
> Social Media

The Anonymous Link allows you to collect responses anonymously. This link
can be pasted into an email or placed on a website for anonymous distribution.
Note: survey is already configured to only accept one response per recipient.
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Reviewing Your Survey Results

1) Open your survey and click the “Data & Analysis” module at the top. This allows you to manage,

add information to, and analyze individual participant responses. This shows you the raw data.
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- Performance
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2) Click on the “Reports” module at the top. This allows you to view answer summaries and create
custom pages to visualize and manage aggregate results. Generate reports in PDF format using
the “Share Report” button on the right.

o Qualtrics X XM Report | Qualtrics Survey Softwa: X +
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XM Admin Employee Evaluation Peer/Direct R... v Projects ~ Contacts  Actions  Library Help M @

Survey Actions Distributions Data & Analysis Reports

Results Reports

GESUsl Default Report v Add Filter v

( Add Report Breakout x

': Share Report v I l O v ‘

PDF Document

Q2 - A. Responds appropriately, using clear and effective listening, speaking, al

Word Document ptions v

PowerPoint Slides

Q

=+ Create Custom Page

E Q2 - A. Responds appropriately,
using clear and effective listening,
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