
INSTRUCTIONS FOR  
Importing and distributing course evaluation surveys  

via Qualtrics Fall 2020  (Updated 11/25/20) 

Importing the Survey 

1. These instructions apply to one course.  Repeat the instructions for each course for which you will be 
distributing your own survey.  
 

2. Download the import file on to your computer.  The link to the file is available at 
https://www.unh.edu/fac-senate/senate-motions 

      Note: This file is NOT  intended to be opened.  Just click on the download button and go to Step 3.  

      You can also send a request to Kathy.Brunet@unh.edu that the file be sent to you by email.  

 

3. Go to Survey.unh.edu and log in with your UNH credentials  
 

4. Navigate to the Projects page by clicking the XM logo or clicking Projects on the top-right. 
 

5. Click Create new project.  

 

 

 

  
  
  
  

 
 

5. Choose CoreXM  
 

6. Click Survey  

 

 

 

 

 



7. Name the survey (i.e., English 401, Section 3, MacFarlane, Fall 2020 survey) 

 

 

 

 

 

 

8. Select From a File. 

9. Click Choose File to browse for your survey file that you previously downloaded.  

10. Click Get Started. 

Editing the survey  

Qtip: The imported surveys will retain all the same settings as the original survey. This includes expiration 

dates (none), partial completion durations, Look & Feel settings, etc.  If you wish to change any of these 

settings, do so in the Survey Options field for the survey.  

Edit the first question of the survey to reflect any special instructions or statements you want to make, 

including the deadline for completion.   

Distribute the survey  

If your survey is new, the first time you publish will also activate a survey. 

1. When you are ready to save your changes and present them to your respondents, click Publish. 

 



 

 

 

2. Your survey has now been activated! On this window is the Anonymous Link.  

 
 

You can also find the Anonymous Link by going to the Distributions option at the top of the survey.  

3. Send the Anonymous Link to your students however you choose, Canvas announcements, email, 

assignments, etc.  

 

 

Publishing Changes to Active Surveys 

Sometimes after sending your survey out, you’ll notice you need to fix something, or that there’s some 

important content you left out. If you edit your survey after it has been distributed, the changes will not go 

live until you publish the survey. This allows you to carefully review all of your changes before your 

participants see them.  

 

 

 



Qtip: Publishing changes to your survey will never change the survey link.  

 

  

 

 

 

 

 

 

Click the Publish button when you decide that you want the edits you made to be pushed to the active 

survey. 

Qtip: If your survey is not yet activated, clicking Publish for the first time will activate it. See section above. 

The publication status will appear to inform you which version of the survey you are currently viewing. 

Here, it says Published. 

Qtip: Publishing a survey only affects new, incoming respondents. Responses in progress will be unaffected. 

Qtip: If you’re testing your survey with the Anonymous Link and you don’t see your edits after publishing 

your survey, chances are the old version of your survey is cached on your browser. Try clearing your 

browser’s cache or opening the survey in a new browser. For more information on testing with the 

Anonymous Link, read the Testing/Editing Active Surveys page. 

SAVING VS. PUBLISHING 

Your changes are always saved automatically in Qualtrics. Publishing just determines when your 

respondents see your saved changes. 

Qtip: The Publishing system exists to protect your survey’s data. It makes you think twice before pushing a 

change to an active survey that may invalidate your previously collected data. For more guidelines on editing 

active surveys, see our Testing/Editing Active Surveys support page. 
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