Instructions for Creating an NC State Qualtrics Account

1. Access the NC State Qualtrics New User Form.
¢ Read the instructions and details on each page carefully.
o A completed form must be completed for all new Qualtrics accounts, or your registration
will not go through.
2. Complete the registration form. Make a note of the “access code” that will be provided to you
at the end of the New User Form - you must have it for a subsequent step!
3. Once you have written down the access code, click “Next.” You will be automatically redirected to
the NC State Quialtrics login page.
e Note that, although you have completed the NC State registration form, you do not have
a Qualtrics account yet! You must complete the next steps to finish the account creation
and registration process.

New User Form

As ___ atNC State, after creating and activating your account with the
access code provided below, you will have the following permissions when using
Qualtrics:

- Ability to activate surveys

- Ability to collaborate on surveys with Qualtrics users not affiliated with NC State
- Unlimited total surveys

- A maximum of _ simultaneously "live" surveys

- A maximum of ___ questions per survey

- Unlimited responses

- Unlimited panels (i.e., survey samples uploaded to Qualtrics to use when
distributing surveys)

- Unlimited names per panel

- No inaccessible question types allowed (i.e., those that are not ADA compliant, e.g..
slider, heat map, hotspot, and any other questions that cannot be read with a screen
reader)

- No personally identifiable information included with responses (i.e., IP address,
and, if using a panel through Qualitrics, email address). This permission is set in
order to protect the confidentiality of survey respondents. Note that, however, if your
survey specifically asks for personally identifiable information, such as name or
emall, information provided by respondents will be included in your results.

Please contact Institutional Strategy and Analysis at qualtrics_support@ncsu.edu if
you would like to discuss upgrading your account.

Access Code:

Write this access code down! You will need to use this code in the next few
registration steps in order to obtain full account permissions. Once you have written
down your access code, click on the 'Next' button to proceed to the Qualtrics
Registration Page.
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4. Fillin the fields with your email address and the access code that you were provided at the end of
the New User Form. Then, click on “Sign me up.”

8 ncsuyull.qualtrics.com/login/enrolimentZpat n product=ControlPanel

Enter your email address to create your
account.

€ 1. Put your @ncsu.edu email address

- Email here

If you have been provided an access code,
enter it now.

€ 2. Type in the access code that you were
provided at the end of the ‘New User
Form’ here

b ’Sign e up’

Sign in with a username and password

8  Access Code
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/ Troubleshooting tip: \

If for some reason you are not redirected or if you closed the new window too early, you can copy and
paste the following URL into your browser to get to the sign-up page:

https://ncsu.yul1.qualtrics.com/login/enroliment?path=%2F ControlPanel%2F &product=ControlPanel

However, if you did not complete the New User Form first, you will not be able to finish registering your
account under our NC State Qualtrics brand license. Don't try to skip steps!

\If you completed the form but forgot your access code, reach out to qualtrics support@ncsu.eduj

5. You will see a confirmation screen with a note saying that an email has been sent to your
@ncsu.edu email address. Go to your inbox and find the email that says “Please verify your new
Qualtrics account.”

e |t may take a few minutes for it to appear. If you don’t see it, check your spam folder for
an email from Qualtrics (no-reply surveys@ncsu.edu). Be sure to whitelist this email
address for future communications!

Before you can login we need to verify your
email address.

An email has been sent to @ncsu.edu
with instructions on how to verify your address.

Sign in with a username and password

6. Open the “Please verify your new Qualtrics account” email and click on the “Verify My Email”
button. A new browser window will open with the next step in the registration process.

qualtrics™*

Hello,
Thanks for registering with Qualtrics!

Please confirm your registration and verify your email address by
clicking the button below.

Verify My Email

Alternatively, you may copy and paste the link below into your browser.

https:/incsu.yull.qualtrics.com/loginienrollment?code=
If you didn't make this request, please contact us.

Thanks,
Qualtrics
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7. Fill out the “Please complete the enrollment” page.

e Your username for your Qualtrics account will be your @ncsu.edu email address. You
cannot change this.

e Fill out the first box with your first name.

e The email address field will automatically populate with your @ncsu.edu email address.

e The next two boxes are for you to set your password. We recommend creating a strong
password. You must save and remember this password for all subsequent logins.

e Click “Create account.”

Please complete the enrollment.

Username: youremail@ncsu.edu
First Name
Email address: youremail@ncsu.edu
Password: create using rules below
& Confirm Password

Your password must be:

« At least 8 characters

« At most 64 characters

« Not commonly used.

« Different from the current password.

Create account

8. You should see the “Your account has been successfully created” message. Click on “Sign In”
and sign in using your Qualtrics username (@ncsu.edu email address) and the password you just

created.

Your account has been
successfully created.

9. The next window you will see are the Qualtrics Terms of Service. Click “| accept” to continue to
the homepage.
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Terms of Service

Terms of Service or General Terms and Conditions for Qualtrics Services (“GTC”)

If a valid agreement exists between you (“Customer”) and Qualtrics, LLC (“Qualtrics”, an SAP America Inc. company) related to the subject matter hereof, those terms take precedence over these terms unless otherwise
agreed by the Parties in relation to a specific Order Form. These GTC may be updated from time to me as explained herein. Refer to these GTC regularly to ensure compliance. These GTC can be found at www.qualtrics.com/terms-
-service. Acceptance. Please read these GTC carefully before using www.qualtrics.com (the “Websi or the products or services offered by Qualtrics (the “Services™). These GTC take effect when you cli “T Accept™ button or
checkbox presented with these GTC or when you use any of the Services or Website, whichever occurs first. If you are agreeing to these GTC on behalf of Customer, you represent to Qualtrics that you have legal authority to bind
Customer, Modifications to this Agreement. Qualtrics may modify these GTC at any time by posting a revised version on this website (www.qualtrics com/term: rvice) or otherwise providing notice to Customer. By continuing to
use the Services after the effective date of any modifications to these GTC, Customer agrees to be bound by the modified terms. Some Services may bject to additional terms specific to those Services as set forth in the Service-
ony'service-specific-terms/, which are incorporated herein to the extent applicable. United States Federal Government Agency: If you are a United States federal government agency. use of the

Services is >ub|ed to this amendment.
Revised September 21, 2022 ¥#s#4tssssssass

| DEFINITIONS Capitalized terms used in this document are defined in the Glossary.
2 USAGE RIGHTS AND RESTRICTIONS
2.1 Grant of Rights. Qualtrics grants to Customer a non-exclusive. non-transferable and world-wide right to use the Cloud Service (including its implementation and configuration). Cloud Materials (as applicable) and
Documentation solely for Customer’s and its Affiliates’ internal business operations. Permitted uses and restrictions of the Cloud Service also apply to Cloud Materials and Documentation.
2.2 Authorized Users. Customer may permit Authorized Users to use the Cloud Service. Usage is limited to the Usage Metrics and volumes stated in the Order Form. Access credentials for the Cloud Service may not be used
by more than one individual. but may be transferred from one individual to another if the original user is no longer permitted to use the Cloud Service. Customer is responsible for breaches of the Agreement caused by
Authorized Users.
2.3 Acceptable U: se l’ohc\ With respect to the Cloud Service, Customer will not:
(a) dis le, revers r. copy. translate or make derivative works,
(b) transmit any content or data that is unlawful or infringes any intellectual property rights, or
(c) circumvent or endanger its operation or security.
2.4 Verification of Use. Customer will monitor its own use of the Cloud Service and report any use in excess of the Usage Metrics and volume. Qualtrics may monitor use to verify compliance with Usage Metrics, volume
and the Agreement.
2.5 Suspension of Cloud Service. Qualtrics may su,peud or limit use of lhe Cloud Service if coummed use may result in mater lh'um to the Cloud Service or its users. Qualtrics will promptly notify Customer of the

enenancian ae limitatian (maltrice will limit a cnenancinn ar limitatian in tima and ecana ac macanahly naccihla nndar tha i
Log out 1 accept

10. You have now completed the registration process and have created your account! From the
homepage, you can get started with the first training course or by creating a survey project.

reate a project fron

1 demand training tlearn s fundamentals by creating queston and answer choices that vs. Learn more
Welcome to XM e ! ! e
]
Q search by name. type, ovme:.
e and activate your first survey and see an your response counts
Recently vished Secal
rktlows summary
B Set up your first workflow to automate important actions and drive efficiency

Create aworkflow | Learn more about workflows

11. To log into your Qualtrics account in the future, go to Qualtrics.com, click on “LOGIN” in the top
right-hand corner, and sign in using your Qualtrics username and password.

12. If you have any further questions about your account permissions, or if you are looking for
additional resources or information about using Qualtrics at NC State, visit our website at
isa.ncsu.edu/surveys/qualtrics. To discuss upgrading your account permissions, contact us at
qualtrics_support@ncsu.edu.
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