Inserting Graphics in Qualtrics

Step 1: Click the arrow on the right side of the “Create a New Question” box
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Step 2: Put your cursor over “graphic” and click the arrow on the right side.
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Step 3: Click an option for which graphic you would like to insert. For this tutorial, I’'m going to choose the “Graphic with
text” option
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Step 4: Your new text box will pop up. Now click “Select a graphic to use for this question.”
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Step 5: Click “Upload a New Graphic” to get the graphic you want
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Step 6: Click “browse” to get a graphic from your computer, or click “use a graphic from the web” to get a graphic from
the web
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Step 7: You can adjust the dimensions of your picture on this screen. Click “save” when you are finished.

Upload a New Graphic

Select a File frog.jpg r Use a graphic from the web

Category: | Unassigned '

Description: |Frog

Width: |275 Height: 183




Step 8: Your picture is now in the text. Click “click to write the question text” to add a description.
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Alternatively, you can put a file within the text instead of a graphic (e.g., a resume)

Step 9: Create a “graphic with text” as you did in steps 1-4. On the right side of the screen, click “File” under the Type
and “Show Question Text” under file options. After that, click “Choose File.”
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Step 10: Click “browse” to get your file. | would recommend using a PDF file. Click “save” when you are finished.
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Selecta Fesume for Audit Study.pdf

Category: | Unassigned n

Description: |Resume for audit study
File Name: Resume for Audit Study.pdf

File Size: 87.9KB
File Type: application/pdf

When you click on your file, it should open. You can also add text as described in step 8.
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Step 11: To see if your file or graphic works, click “preview survey.”
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Please click on the following resume and evaluate the candidate’s qualifications
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Your survey will look something like this. Click the link to make sure that it opens. Having it as a PDF will ensure that it
can open on multiple computers, even those without Microsoft office. The left side of the screen shows how your
survey will appear online, while the right side of the screen allows you to see how your survey will appear on a
smartphone.
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Please click on the following resume and evaluate the candidate's qualifications.

Please click on the following
resume and evaluate the
candidate's qualifications.

Resume for audit study
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