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BC Centre for Disease Control

Provincial Health Services Authority

Pathways to STBBI Care in BC Corrections

Qualtrics Offline Tablet Set-up Manual

*STBBI — sexually transmitted & blood borne infection, such as
HIV, hepatitis C, syphilis, chlamydia, gonorrhea.
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Qualtrics Offline Surveys is a downloadable application available for iOS and Android that allows you to
administer surveys on your mobile device or tablet without an internet connection. Responses can be
collected in the field on your device and then uploaded back into Qualtrics as soon as you have an
internet connection.

This app is available for iPad, iPhone, and Android tablets and smartphones. Below is an image of the
app you will want to download:

Qtip: Qualtrics Offline Surveys is an add-on feature for your Qualtrics license and will need to be
enabled before you can use the app. Check with your Qualtrics representative to see if this feature is
already included in your license.

Getting Started

Before you can get started, you will need to make sure you have permission to use the app. If you are
unsure if your account has access to the app, you may want to contact your Brand Administrator to
make sure the Use Offline Mobile App and Access API permissions are enabled for your account.

Once your account has the right permissions, there are a couple of steps you’ll need to go through to set
up the app on your device:

1. Generate an API| token.
2. Download the app (free).
3. Enter your account credentials.

You should also be sure your device is compatible with the app. Because of the sensitive nature of the
data recorded on the app, we require that your device

runs iOS 9.0 or later or Android 4.4 or greater (mobile)
runs Windows OS 7.0 or greater (desktop)

has either the App Store or Google Play store installed
is not jailbroken.

Qtip: Feel free to log in to the same Qualtrics account from multiple devices. Responses collected on

each mobile device can all be uploaded back to the same survey and tagged with the Device Identifier.

Generating an APl Token
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Before you can use the offline app, you need to make sure your account has an API token. You only need
to generate an APl token once. If you already have an API token, do not generate a new one.

XM My Account Projects Contacts Library  Admin Hel@@
Qualtrics Demao
Qualttrics US West US1, G |
User Settings Upgrade Account Account Usag@ﬂualiricalﬂa i ¢ e
Site Intercept
Gualtrics |D, @ Account Settings...
__ e [
8V _BvzOqftKBalxkit Usar D UR_BEMwdaShAgE)IHP
Logout
Bio 100 Registration Form SV_3rtcullBXtXaMsDP Organization ID qusl
Conjoint Analysis SV _dhdscB4Fw300HSD
Contact List SV_BBUERIBEBrIugd? Token
CEAT Q1 SV.aYjhApMKkYoOARgH Limk APl Documentation
Custom Variable Creation SV_diwjbUtgR'WdwwSJ .

Generate Token
Customer Follow-Up Form SV _9BrsGemitJaTIGt

Customer Satisfaction Phase 1 SV_bvmt2cSumvpngBD My Library: Qualtrics Dema UR_BEMwA3ShAGG)IHP
Customer Satisfaction Project SV_BkucoQCUNDBLKXNX Global Libeary: Qualifiea Lihoas GR_8ZoqyYppekKWhzD
1. Click the silhouette in the upper right corner of your account.

2. Select Account Settings.

3. Click Qualtrics IDs.

4. If there is no APl token, click Generate to receive a token.

Warning: If there is already an API token listed for you, do not generate another one.

Qtip: If you're not seeing the generate token option at all, you may want to contact your Brand
Administrator to make sure the Access API permission is turned on for your account.

Downloading the Qualtrics Offline Surveys App

1. GototheiTunes App Store if you have an iPad or iPhone, or go to the Google Play Store if you
have an Android device.
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2. Search for “Qualtrics Offline Surveys.”

Q. qualtrics offline surveys ow

Qualtrics Surveys

3. Download the Qualtrics Surveys app.
You can also download the Qualtrics Offline Surveys app to your device using these links:

iPad, iPod, & iPhone | Android Tablets & Phones

Entering Your Qualtrics Credentials

Qtip: Logging in to the Offline Surveys app requires an active internet connection. Once you’ve logged in
and downloaded surveys you need, you’ll be able to go offline while collecting responses.
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Attention: The app will automatically log you out after two months of inactivity.

STANDARD LOGIN

If you use the standard login for accessing your Qualtrics account on a desktop (i.e. you directly log in to
Qualtrics with a Qualtrics-specific username and password), then you’ll use the standard login as well for
accessing the offline app. To log in to the app, enter your Qualtrics username and password, and then
tap Sign In.

qualtrics™

&  barnabysmith@qualtrics.com

Forgot your password?

Sign in with SSO

Qtip: If the app won't let you log in, even after opening and closing or updating the app, you might not
have permission to use it. Talk to your Brand Administrator to find out if your organization and your
account have permission to use the Qualtrics Offline App. (Note: This is different from the Qualtrics XM

App.)

SSO LOGIN: THIS IS THE ONE WE WILL BE USING, OUR ORGANIZATION ID IS: XXX
TROUBLESHOOTING
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Some accounts have difficulty logging in due to the number of surveys in the account. If your account

has over 100 surveys, you are at risk. You'll typically see an error message stating, “API Error: We were
unable to retrieve data from our servers. Please ensure that you have a good internet connection and

correct account permissions.”

To mitigate this issue, many organizations create “Offline User” accounts that are used strictly for offline
surveys. By collaborating the surveys to these accounts, they can easily be used to collect responses that
filter into the original account. To set up an Offline User account, make sure they have the

following user permissions:

Use Offline Mobile App
Collaborate Projects

Allow Non-Accessible Surveys
Access API

In addition to the above user permissions, the project owner will also need to give the Offline User the
following collaboration permissions:

View Survey Results
Download Survey Results

USING DEVICE IDENTIFIER

The Device ldentifier field is useful for knowing which devices recorded which responses. This field can
be updated at any time, but it will only affect the Device Identifier for future responses. This field is also
useful if one device will be used by many administrators. Each admin can change the identifier to their
name so responses can be better organized. After responses are uploaded, the Device Identifier will
appear in the dataset only if you add the Deviceldentifier Embedded Data field to your survey flow.
Below is how to configure the Device Identifier field.

1. Login to the Offline App.
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2. Tap Settings.
wl Sprint = 11:16 AM @ < 83% (-

Q, Search Surveys Settings

Available Surveys

N Test 0
‘fmnm NPS/textiQ Test 0
Random ID example 0

C'i"‘.'”. Schedule Quota Test 0
C't“.'”. Personal Links Test 0
B"_‘““ Randomized Blocks Export 0
. Contact List 0
EMEA Writing Assessment 0

::‘ NPS Survey 0
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3. Enter your desired value in the Device Identifier field.

wi! Sprint & 11:40 AM @ 9 81% w.
Close Settings Help
Username
Device Identifier 3
ED Tracking

Reauthenticate
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Qtip: Make sure to add the Deviceldentifier Embedded Data field to your survey’s Survey Flow so this
data will appear in your dataset!

Survey FlOw nps survey Zoom Out

(] show Flow IDs

m Set Embedded Data:

DL T | Reserved Embedded Data fields cannot have custom values.

Add Below Move Duplicate Add From Contacts  Optio

n Show Block: Consent (1 Question)
Add Below Move Duplic

n Show Block: Contact Info Block (5 Questions)
Add Below Move Duplic

n Show Block: Block 2 (2 Questions)
Add Below Move Duplic

n Show Block: Reviewer Block (1 Question)
Add Below Move Duplic

Downloading Surveys

Attention: You can only download surveys that are compatible with the offline app. See Offline App
Incompatible Feature for a comprehensive list of what survey features cannot be used in the offline app.

Qtip: Make sure you have a strong and stable Internet connection when downloading surveys
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1_ In tha f?FF“nn Ciirnvnavie ann 1iea tha caarrh hAav +A find tha Survey you'd Iike to dOWnload.
wll Sprint = 10:27 AM @ 5 62% M

Q, Search Surveys. @ Settings

Available Surveys

*“'“ Customer_Survey_2020 @ 0
"5 NPS Survey 0
Answer Choice Randomization 0
Concat Example 0
Combine Test 0

test 0

G New Survey 0
=1 0ld_Fashioned_Burgers_and_lc... 0
Thank Customer Satisfaction - Copy 0

2. Tap on the survey you wish to download.
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3. Tap Download Survey.
ol Sprint 10:27 AM @ 962%™

Close

NPS Survey

Incomplete Responses

Survey not yet downloaded.

O O

pending uploaded
responses responses

Download survey to continue

9 Download Survey

4 Upload Responses

Qtip: Surveys are complex! With over 100 question types and countless variations of logic, not
all surveys are compatible in the offline format. If you attempt to download an incompatible
survey, you will receive an error letting you know what features of your survey are
incompatible.
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Compatibility Issues
Unsupported Question Type - Q9

Ok

Because the app is always being improved, we recommend that you check back often and
download the latest update. Once the Qualtrics Offline Surveys app has been enabled for your
license, you’ll also have access to the Mobile Compatibility Advisor, which will alert you to any
questions in the survey editor that aren’t compatible. See Offline App Incompatible

Features for more information about what features are incompatible with the offline app.

4. To update your survey if you make any changes online, simply click Refresh on the top left of the
survey overview window (note that you must be connected to the internet to refresh to the
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latest version of your survey).
ol Sprint 10:28 AM @ 962%™

Close

NPS Survey

Refresh | Incomplete Responses

Last refreshed September 04, 2020 10:27 AM

O O

pending uploaded
responses responses

Ready to collect responses.

Take Survey

4 Upload Responses

You can see your downloaded surveys above the rest of your surveys in the Downloaded section on the
home screen.
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ol Sprint = 10:32 AM @ F G0 -

Q, Search Surveys... Settings

Downloaded

‘“_‘_f‘ Customer_Survey_2020 0
This sur NPS SUF"JE}F G
"= Old_Fashioned_Burgers_and_lc... 0

Not Downloaded

Answer Choice Randomization 0
Concat Example 0
Combine Test 0
test 0
Gualics Klawar @1 inans 0

Was this helpful?
Yes No

This site is protected by reCAPTCHA and the Google Privacy Policy and Terms of Service apply.

App Settings

The Settings menu contains options for managing and securing your account, such as adding a pin,
reauthenticating into your account, and deleting all data from the app.
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all Sprint = 10:57 AM

Close Settings Help

Username 1

Device |dentifier

L

ED Tracking

Advanced Settings

Reauthenticate

Log Out

View Privacy Policy

"O'U 2021 You Matter — Pathways to Care for STBBIs (Tablet Instructions)
H‘,\HTTER Attribution mandatory for originals and adaptations

16 of 18


https://creativecommons.org/licenses/by-nc-sa/4.0/
https://www.qualtrics.com/m/assets/support/wp-content/uploads/2020/09/SetupOA7.png

@)

Advanced Settings: Contains the following settings:
ol Sprint 10:51 AM @ v 60% m

Close Advanced Settings

Auto Upload Responses
User Linking
Response Expiration

Auto Update Surveys

Delete All Data

Auto Upload Responses: Responses will be automatically uploaded to Qualtrics when your device
connects to the Internet.

Use Linking: Allows users to save the following attributes to their data set as embedded data: name,
given_name, family_name, preferred_username, email. SSO users can also save their SSO attributes as
embedded data when this option is enabled. Make sure to add an embedded data element to

your survey flow to save this information in your dataset!

Qtip: You may need to reach out to your IT team to ask them what your organization’s SSO attributes
are

Response Expiration: Closes responses after the period of time defined in your survey’s partial
completion setting.

Auto Update Surveys: Surveys will be automatically updated when your device is connected to the
Internet.

Set Pin: This option lets you specify a 4 digit pin number for using the app. The app will ask for this pin
after 10 minutes of being inactive in the background.

Delete All Data: This option lets you delete all data stored in the app. This includes any downloaded
surveys and responses stored on the device. Additionally, you’ll be logged out of the app and the app
will close. Any responses that have not been uploaded will be deleted. This action is permanent and
cannot be reversed
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ol Sprint ¥ 10:54 AM @ 9 76% ..

Close Settings Help

Username
Device |dentifier

ED Tracking

Delete All Data

Delete All Data

Cancel

Reauthenticate: This option brings you to the login screen for the offline app for entering your account
credentials.
Log Out: This option logs you out of the app.

Attention: Never log out of the Offline App if you have responses to upload. If you log out of the app
without uploading your responses, you will lose your responses.
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