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How to Distribute a Qualtrics Survey: Email Settings

The following tutorial has step-by-step directions for sending a Qualtrics Survey

using the Qualtrics email distribution method.

1. Create a new project in Qualtrics or open your existing project.

2. Add/edit your survey questions
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3. Once finished, go to Distributions and in the Emails tab, click on + Compose email.

Survey Actions Distributions Data & Analysis Reports

| @ Pause Response Collection

‘E| Distribution Summary

Distribute your survey via email.

Compose Email

é> Anonymous Link
Emails

m Personal Links
=, Social Media
[ oftiine App
E QR Code

im Purchase Respondents

6| Page

7 Guide «

I CREATE PROJECT

SETUP SURVEY ~
Navigate to survey setup

Setup your survey questions and
design.

Add Questions ~

Add questions to your survey.
Mark as complete when done.

Visit help page
Edit Look & Feel ~

Preview Survey

DISTRIBUTE SURVEY
COLLECT RESPONSES ~

Q VIEWRESULTS REPORT v

October 4, 2018

eCAMPUS -San Jose State University
One Washington Square San Jose, CA 95192-0026 - 408.924.2337 - www.sjsu.edu/at/ec



SAN JOSE STATE
UNIVERSITY

eCAMPUS

4. Now add your personal email ID as the from address. Select a contact or a contact
list for the ‘to’ field. Add the details in the message body and enter a subject line.

Compose Email

To: eCampus SJSU - ecampus@sjsu.edu ~

From Address From Name Reply-To Email

From: ecampus@sjsu.edu eCampus ecampus@sjsu.edu

When: | sendNow -

Subject: | test v
Message: Load Message ~ Save As
Bl = (A8 B Font ~ size - B I U [ Moe.

test

Follow this link to the Survey:
#{I/fSurveyLink?d=Take the Survey}

Or copy and paste the URL below into your internet browser:
${I://SurveyURL}

Follow the link to opt out of future emails:
H1:/OptOutLink?d=Click here to unsubscribe}

Show Advanced Options Cancel Send Preview Email + Send Now

You can send the email now.

5. The recipient will see this email, as if it is sent from your personal mailbox and not
from Qualtrics. It will have your personal mail ID in the from field.
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Follow this link to the Survey:
Take the Survey

Or copy and paste the URL below into your internet browser:
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Follow the link to opt out of future emails:

Click here to unsubscribe
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