
CREATING A SURVEY IN QUALTRICS - THE BASICS 
Qualtrics is a web-based survey service for all HKBU Faculty, Students and Staff to support teaching and research at HKBU. By 
default, survey in Qualtrics is open to anyone. The SSOid control enablement in the Qualtrics can limit the surveys to be accessed 
and responded by the HKBU faculty, staff, students, alumni or departmental email account only. The following shows you how a 
survey owner can build a survey using the SSOid login protection with different user access domains.  

Get an account in Qualtrics  

Log in to Qualtrics 

Use your SSO login with the following link:  

https://chtl-bu.hkbu.edu.hk/qualtrics/ 

 

Click Login to Qualtrics 

Set Time Zone and Language 

Click your profile icon, select Account Settings 

 

 

 

You 
can change the correct time zone and the user interface 
language you prefer 

 

 

Create your first survey 

Create a survey 

To start building a survey, you need to create a new Project 

 

In the main page, click menu button, select Project 

 

 

 

Click Create project 

 

 

Click Survey icon 
and then click  
Get started 

 

Enter the Name of 
your survey and 
click Create project 

https://chtl-bu.hkbu.edu.hk/qualtrics/


 Build your survey  

In the Survey builder tab: 

• Click on Question 1, select the question type  
(e.g., Multiple choice). 

• Enter the question text and options. 

• Click Add new question for additional 
questions. 

• Click Preview to review your survey. 

• Click Publish for generating a distribution link 
or email for next step 

Tips: All changes in the survey will be saved 
automatically. However, you MUST click Publish to 
publish the changed content to participants. 

 Distribute your survey  

 

Switch to the Distributions 
tab and choose a method  

 

You can select Anonymous 
link or Emails according to 
your usage 

 

 

Anonymous link  

You can post the link on the 
website or send it out 
through your own email 

 

Emails 

You can also compose email 
through Qualtrics system. 
Detail in next part. 

 Email Distribution 

Clicked Compose Email 

Edit the email subject and content and 
schedule the email. 

You can create a new email list or send an 
email to an existing email list to distribute 
the survey. 

 

 

Tips: The following text highlighted in blue 
under message is the individual link of your 
survey that it CANNOT be deleted 

Follow this link to the Survey:  
${l://SurveyLink?d=Take the survey} 

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

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

 

 

 



 Create a New Contact List 

Click Select Contacts next to To: field and click +New Contact List 

 

 

 

 

Enter the 

respondents' Email, First Name, and Last Name, then click 
+Create 

 

  

 

 

 

Enter Subject and Select When to schedule the email distribution 

 

Click Send to distribute the survey. 

 

 

 

 Bulk upload an Email List  

Go to the main menu and select Directories 

 

 

 

 

 

 

 

 

Manage your mail lists here. 

Click Create a list, enter the 
list name, and click Confirm 

 

 

 



Click Upload a file 

 

 

 

Download the sample template (.csv file), and fill in the 

details (e.g. FirstName, LastName, Email 

 

 

 

Select the CSV file to upload and click the “Next” button 

Confirm the import fields, click “Upload the file” to upload the 
email list 

Select the CSV file to upload and click the Next button 

 

 

 

Confirm the import fields, click Upload the file to upload the 
email list 

 

 

 Collect response 

Switch to the Data & Analysis tab to view 
user responses 

You can download the responds by clicking 
Export & Import > Export Data… 

 

 

 

Select the file type e.g., CSV, EXCEL, SPSS… and click Download 
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