How to Send Out Surveys in Qualtrics Without Uploading E-mail Addresses

1. Create a spreadsheet with the variable names FirstName and PrimaryEmail on the first
row. Under FirstName fill in the ID numbers used to identify your study participants. In
e-mail enter a fake e-mail address that follows standard e-mail conventions (e.g.
email@email.com). You can fill in the same e-mail address for every row. Save your file
as a .csv file (in Excel, when you “Save as” you can use the csv option; don’t worry about
the formatting warnings).

2. In Qualtrics, click on “Contacts” on the top right part of your screen and then click
“Create Contact List”.

3. Give the contact list a name (the name isn’t overly important, especially if you are just
sending out your surveys only one time. If you are sending out repeated surveys, then
make sure to have a name that makes it clear which sample of participants belongs to
which round of the survey, for example by calling your sample “Round1_20200130")

4. “Import from a File” is already selected, so click on “Browse” and upload the csv file you
made in step 1.

5. Once the upload is complete you will see that ‘X’ number of “Members” are in your
contact list. ‘X’ should be the number of participants you included in the csv file from
step 1.

6. Return to your survey by clicking on “Projects” on the upper right corner of the screen
and then select the “Distributions” option.

7. Of the options on the left-hand side of the screen, select “Personalized Links” and then
click the green button on the right side that says “Generate Links”

8. This will open a window in which you should click on “Select Contacts”>"Use contacts
from my library”, and then select the contact list you made in steps 2-5. Click on “Select
entire contact list”. (You can also change when the links expire if you choose. The
default is after 60 days).

9. Finally, click “Generate Links” and a csv of your generated survey links will automatically
be downloaded.

10. Now you need to merge this downloaded file with a list of your participant IDs and their
respective e-mail addresses, so that you have a list of participant ID numbers, e-mail
addresses and the survey link that refers to the participant. Because the generated links
won’t create a variable for your participant ID, you had to put the ID numbers under the
variable “FirstName”, but you can now change the name of that variable in the
downloaded file to the name of your participant ID variable. If you want to send out
personalized messages, you can also include participant names in the final merged Excel
file. You can use whatever coupling method you wish to merge the survey links to the e-
mail addresses by coupling the files together based on the participant ID code; just
make sure the final output is an excel file.

11. Before you start Mail Merge in Microsoft Word, particularly if you are working on a
MacOS, make sure your default e-mail program is Microsoft Outlook. That should be the
case with Windows users, but for MacOS users, open the MacOS Mail app, select
Mail>Preferences and then choose Microsoft Office as your default e-mail reader. If
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Microsoft Word was running when you changed this default, make sure to quit and
restart Microsoft Word before starting Mail Merge.

12. Additionally, if you are using a functional e-mail account for communication about the
study, and you want the e-mail to be sent from that account and not your personal
account, go to Microsoft Outlook, click on Outlook>Preferences and then change your
default account to the functional e-mail account.

13. When you are ready to start Mail Merge open a new Word document and click on
Mailings>Start Mail Merge and then select “E-mail messages”

14. Now click on “Select Recipients” and choose “Use an Existing List...”. This will prompt
you to upload a file, so now you should upload the merged file you created with the
participant ID numbers, e-mail addresses, survey links, and potentially names, if you
want to have personalized e-mails. Word will warn you about opening the excel file, but
you know it’s a trusted source, so continue onwards. A window will open, asking if you
want a specific cell range, but you want the entire workbook, so don’t change anything
in this prompt, just click “Ok”.

15. Ignore the prompt to “Filter Recipients” because you want to e-mail everyone on your
list.

16. Now type the text of your message and when you want to insert information that is
specific to the individual participant go to “Insert Merge Field” and select the variable
you want to show up in the text. For example, if you want a personal message with the
participant’s name in it, type “Dear” and then select “Insert Merge Field” and select the
name variable you created. Then you will see the text written as “Dear <<Name>>".
Then you could say “Here is the link to the survey:” and insert the survey link, which will
end up looking like “Here is the link to the survey: <<Personal_Link>>".

17. Once you are finished with the text, click on “Finish and Merge” and select “Merge to E-
mail”. When the pop-up opens, click on “To” and select the e-mail variable. Choose a
subject line that you want the participants to see when they receive the e-mail and
finally, decide if you want the message to just appear as text within the e-mail (default),
html (doesn’t really change much for most e-mails) or as an attachment (this is not
recommended because then there will be no text in the e-mail body, just an attachment
that includes all the information; participants probably won’t like that).

18. Select “Mail Merge to Outbox”. You will receive a warning about scripts and viruses, and
this will pop-up for each of the e-mails you are going to send. So click on “Don’t notifiy
me about this again” and choose to continue with sending the message. Now your e-
mails will be sent. Hooray!
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