Qualtrics account registration guide for BMS faculty students

Create a user account for the Qualtrics survey tool in just 10 steps..!

Important information and BMS faculty terms of use:

e The following guide will show you how to register for the Qualtrics survey tool,

e Account permissions, based on this registration guide, are restricted to staff of the Faculty of Behavioral, Management and Social
Sciences (BMS) at the University of Twente,

e Aslong as you have a valid University of Twente e-mail student account, you will be able to use your Qualtrics account,

e A “Standard Qualtrics” account will be provided, in which multiple surveys can be created and hosted online,

e For all questions and information about building and hosting surveys, please consult the online tutorial and / or contact the

Qualtrics (phone or online) support helpdesk (http://qualtrics.com/university/researchsuite/),

e According to the regulations of the BMS faculty, all staff and student researches must be approved by the Ethics Committee. For more

information and the application form please consult the https://www.utwente.nl/en/bms/research/ethics/.

e Any abuse of the Qualtrics survey tool, inappropriate distribution of the provided access code or non-compliance to the Ethics

Committee regulations will be considered as an academic offence.

e Please note that the brand administrator (Lorette Bosch-Padberg /lorette.bosch@utwente.nl) can access any account to check for

unappropriate use of the Qualtrics survey tool.
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1 - Navigate to the University of Twente Qualtrics Website

3 | o2 Login | Qualtrics b4 ‘ dbe
= =2 O fnt & https://utwentebs.eu.qualtrics.com/login?path=3%2FControlPanel%2F&product=ControlPanel

To see favorites here, select ¥= then ¥, and drag to the Favorites Bar folder. Or import from another browser. Import favorites

UNIVERSITY OF TWENTE.

| - Username |

=] Password

Forgot your password?

Don't have an account?

Steps to take:

1 - Go to: https://utwentebs.eu.qualtrics.com/

2 —Click on: “Don’t have an account?”
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2 - Enter UT e-mail and password

:: Qualtrics Registration

., o« e G Q @ & https://utwentebs.eu.qualtrics.com/ControlPanel/Register.php?BrandlD=utwentebs v @ ﬁ QZoeKen N 6 =

E-mailadres (This wil be your user name)

|su rveyserver-igs@utwente.nl

Wachtwoord

Voer het wachtwoord opnieuw in

feesenend

Steps to take:
1 — Register with your UT e-mail (a.b.c.yourname@student.utwente.nl)
2 —Fill in and retype a password of your choice

3 —Click on “Get Started” or in Dutch “Aan de slag!”
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3 - Enter first and last name

— e - T ——— -
B 4 ‘ of Qualtrics Registration X ‘ L o = o %
&~ 2 ) {nt £ https;//utwentebs.eu.qualtrics.com/ControlPanel/Register.php?BrandiD=utwentebs#/PersonalState hrd A= Fid

| To see favorites here, select ¥= then %, and drag to the Favorites Bar folder. Or import from another browser. Import favorites

Steps to take:

1 —Fill in your first and last name
2 — Phone number is optional

3 — Click on “Finish”

First Name (Opiional) Last Name (Opiional)
|.Johnny |Lammers van Toorenbu

Phone Number (Cptional)
10534892524
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4 - Enter access code for account activation

B a

of Qualtrics Registration ‘ + v _ o %
< L ) m & hitps://utwentebs.eu.qualtrics.com/ControlPanel/Register.php? Brand| D=utwentebs#/CouponCodeState 37 3 7. =4

To see favorites here, select ¥ then sr, and drag to the Favorites Bar folder. Or import from another browser. Import favorites

Steps to take:

1 — Click on the “Sign Me Up” button

All Finished!

If you have been provided an access code, enter it now. Otherwise click Sign Me
Up to continue.

— T

I Have An Access Code
Sign Me Up
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5 - Confirmation e-mail will be send to the e-mail address you used in the registration

B <

of Qualtrics Registration ‘ + — O x
< —> £ {n & httpsy//utwentebs.eu.qualtrics.com/ControlPanel/Register.php?BrandiD=utwentebs g 3= 7. =3

To see favorites here, select v= then 3, and drag to the Favorites Bar folder. Or import from another browser. Import favorites

UNIVERSITY OF TWENTE.

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

An emal has been sent to surveyserver-gs@utwente.nl with instructions on
how to verify your address.

Resend Verificafion Email

An e-mail will be send to your student mail-account to verify and to confirm your
Qualtrics account.

Note: In some occasions It can happen that this e-mail ends up in your junk-mail-box.
Then please navigate to your junk-mail-folder to retrieve this e-mail
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6 - Confirm the account activation from the e-mail

File Message Help ADOBE PDF Q Tell me what you want to do

IS lqniors @ E 4:_)Iv’_| @ E ﬁMeEtmg g.;‘i\ctueel 2 To Manager

Team Email \{ Done

%Junk‘ Delete Archive Reply Reply Forward EI':I More* i3 Reply & Delete 1B Creste New

All

Delete Respond Quick Steps
Qualtrics <updates@notifications.gualtrics.com> Surveyserver (IGS)
Please verify your new Qualtrics account

@ If there are problems with how this message is displayed, click here to view it in a web browser.

Hello,

Please verify your new Qualtrics account - Message (H

¥

Move

Thanks for registering with Qualtrics!

T Rules = Fl =~ Bl Ft] ed OFfind A)) q
E]OneNote = (% -g ax =1 Related -

Assign  Mark Categorize Follow  Translate Read = Zoom
[ Actions = Palicy~ Unread - Up~ < [+ Select~ Aloud
Move Tags [ Editing Speech  Zoom

Please confirm your registration by verifying your email address.

Verify My Email

Cheers,

The Qualtrics Team

Note: If you are unable to click the link above, please paste the following URL into the address bar

of your browser.

https://utwentebs.eu.qualtrics.com/WRQualtricsControlPanel/Register.php?
Activate&VerifyCode=VC 41TNIUEkam2x)BP&BrandID=utwentebs&UseriD=UR 1NS8XLXnz047rNz

+1-B00-340-9194

333 River Park Dr. | Frovo, UT | 54504

qualtrics.com

® W @

")

Steps to take:

1 —Click on: “Verify My Email”

11:09
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7 - Account activation will be confirmed
B &

of Qualtrics Registration X ‘ + v . o X
= = O {nr £ httpsy//utwentebs.eu.qualtrics.com/WRQualtncsControl Panel/Register.php?ActivateBVerifyCode=VC_41TNIUEkam2BP&ErandID=utwentebs&iUseriD=UR_ =
q : )

To see favorites here, select ¥= then %, and drag to the Favorites Bar folder. Or import from another browser. Import favorites

UNIVERSITY OF TWENTE.

Successful User Activation
Your activation was successful and you may now login at any time.

Click Here to Log in

A new browser tab will open to confirm new user activation

Steps to take:

1 —Click on: “Click Here to Log in”
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8 - Log on to the Qualtrics survey tool

e TN Bern T Yiuw e

Lo

L

-

&1 | o% Login| Qualtrics 5 ‘ + v
L = O nt 8  httpsy/utwentebs.eu.qualtrics.com/login?path=%2FWRQualtricsControlPanel%2F &product=ControlPane

To see favorites here, select ¥= then +, and drag to the Favorites Bar folder. Or import from another browser. Import favorites

UNIVERSITY OF TWENTE.

| - Username |

= Password

Forgot your password?

Don't have an account?

Steps to take:

2 — Type in your own created password

3 —Click on: “Log In”

1 -Type in your username (= student e-mail address)

Ty
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9 - Confirm account information and accept terms of service

| F.‘f[‘ of My Projects | Qualtrics ¢ % ‘ + v = 0] X
< =2 O {n &  httpsy//utwentebs.eu.qualtrics.com/WRQualtricsControlPanel/ hed 3= &f_ &

To see favorites here, select ¥= then st, and drag to the Favorites Bar folder. Or import from another browser. Import favorites

Terms of Service

LANGUAGE SUPFORT LDGIN

qualtnCS PRODUCTS v SOLUTIONS v COMPANY v CUSTOMERS RESOURCES v

Steps to take:

1 — Read and/or accept the Terms of Service

Terms of Service

-
m
m
=}
=
B
9
=

If a valid master agreement exists between you and Qualtrics, those terms take precedence

over these Terms. See Section 13.1 for further details.

Qualtrics Terms of Service These Terms may be updated from time to time as explained in
Section 13.4. We encourage you to refer to these Terms regularly to ensure your compliance.

They can be found at www.qualtrics.com/terms-of-service.

1. Acceptance of Terms

Log out + | accept
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10 - You are done and enabled to use Qualtrics

2® My Projects | Qualtrics § X H‘% v 7 - —

= 63 | £ httpsy//utwentebs.eu.qualtrics.com/WRQualtricsControlPanel/ o ¥ | = 7 e

To see favorites here, select += then +, and drag to the Favorites Bar folder. Or import from another browser. Import favorites

@ rescarcncor Research Core

@ Customer Experlence

Create your own

@ Employee Experience
Blank projects to build from scratch

&) Product Experience You are done and enabled to use the account
€/ sranacperence Start designing your first survey

Blank Survey Create From
Praject Existing

Templates

Pre-configured content for a quick start

Cancel Create Project
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