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How to Share a Project in Qualtrics

This document will teach you how to share a Qualtrics project with others.

Sharing your Survey:

Log into to your Qualtrics account at https://sjsu.qualtrics.com using your SJISUOne credentials.
Then, click on “Collaborate” for the survey you want to share. This option is located on the right

side of the project when on the main projects page.

Projects  Contacts  Library  Help @

L] altrie
of qualtrics
x
Ir B8 Last Modified = Create Project
All Projects
Shared with Me 0
 oum ©
Uncatagorized E ST IR .
g te (_ACTIVE ) 3 1 @ Close
Modified Sep 27, 2018 Status Questions Responses
: 1
A Rename Project
= 1of1 -
+ Mew Falder A W Copy Project
A Edit Survay

(% Praview Survey
B Translate Survey
# Distrioute Survay
[0 Data & Analysiz

il View Reports

3 Deleta Project

Adding the User:

Enter the email address or SJISU ID followed by #sjsu of the user you want to share the survey
with. Once you enter the information in the box provided, click on “Add”.

Note: Make sure that you enter the correct email address/ID for the user associated with his/her
Qualtrics account.
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Choosing the Level of Access:

Next, you can select the options you want to share with that particular user. You can give
permission to “Edit” the survey, “View Results”, “Activate/ Deactivate”, “Copy” and
“Distribute”. In the following example, we have only provided the “Edit” and
“Activate/Deactivate” access to the user. Once you have selected the options, click on “Save”.
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Note: Once the other user logs into his/her Qualtrics account, he/she can access your survey
listed on the “Shared with Me” projects page.
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