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Preface 
The Joint Learning Network for Universal Health Coverage (JLN) is an innovative global community of 
practitioners and policymakers from more than 44 countries who engage in practitioner-to-practitioner 
learning to co-develop and implement solutions to common challenges related to universal health 
coverage (UHC). Embracing a country-led, country-owned model, the JLN provides a unique 
implementation-focused platform for experience-based knowledge exchange and the co-development of 
practical resources to support health financing and service delivery reforms. These solutions equip 
countries with the 'how-to's of designing and implementing efficient, equitable, and sustainable healthcare 
systems 
 
This guide was made to familiarize users with Qualtrics, an online survey platform widely used for 
collecting, analyzing, and reporting data.  This guide provides step-by-step instructions on how to use 
Qualtrics to design and administer surveys for the training program, including the Primary Healthcare 
Performance Management Hard Skills Training Hard Skills Assessment Tool and course evaluation 
instruments. It explains how to set up and distribute surveys, collect responses from participants, analyze 
results, generate visual summaries, and produce reports. 
 



What is Qualtrics? 

Qualtrics is a:
• A cloud-based platform designed for collecting 

and analyzing data.
• Widely used for surveys, feedback, and 

experience management.

Why Use Qualtrics for Data Collection?
• User-Friendly : Easy to design, distribute, and 

manage surveys.
• Customizable: Tailored questions and branding to 

fit your needs.
• Collaboration Tools: Share and collaborate with 

others
• Includes Feedback for Improvement: Includes 

recommendations to improve survey responses 



What we’ve done so far

• Based on our work in Nairobi and your feedback, we’ve 
finalized the generic tool 

• Set up three Qualtrics accounts for the implementor countries 
with the generic tool 

What you’ll need to do 
• The tool is very long and includes ALL questions
– Can be considered two instruments: (1) hard skills; (2) soft skills 

• Each country can tailor it to their contexts



First, create an account

Follow this guide to set 
up a free account: 

https://www.qualtrics.com/supp
ort/survey-platform/managing-
your-account/creating-account-
logging/#AboutCreatinganAcco
untandLoggingIn



Three Important Screens

Survey Editor

Dashboard Results Dashboard



How to Edit the Survey
• When you log in, you will already see the Skills Assessment 

Instrument 

• You can edit the questions by clicking on them and directly 
editing the text  



How to add or remove a question



Remember: Empty trash after removing a 
question 

• At the very bottom of the survey, you will find the trash, and 
you will need to empty it before adding new questions



Remember: Publish to make sure changes are saved 



How to change side-by side choices 

You can:

-edit the text by double 
clicking on the statement

- add a statement using 
+next to “number of 
statements” 

- remove statement by 
deleting the text



How to Improve the Survey: Qualtrics gives 
you an expert review score



Your goal is to try to get it to <10 minutes



How to share the survey with respondents 



Data and Analysis Tab: Editing Data if Needed

• You do not need to 
clean the datal 
however, 

• If you would like to 
remove an incomplete 
response or edit a 
typo in the responses 
the Data & Analysis 
tab allows that

• You can also export 
the data to excel 



Viewing Results



Graphs are automatically generated as 
responses are completed



Generating Custom Reports of Results

• In addition to results page, you can generate custom reports with 
custom figures based on your needs and export them to PDF



Adding a summary of a question to a report
• For the side-by-side questions, choose all 

choices if you’d like to see all skills side by 
side



Changing summary data to a visualization in a 
report

• The default will be a 
summary of statistics 
table; you can change it 
to a visualization

• If you are choosing a bar 
chart for the side-by-side 
questions, make sure to 
transpose them so they 
can be more easily read



There are other options Qualtrics offers 

• Skip Logic 
– If a respondent answers ”no” to a certain question they are taken to 

the next section as the follow-up questions may not be relevant

– For example, if respondents answers “no” to if they had previous 
trainings, we would not want to ask them about the details of these 
previous trainings so they can skip these questions

• Customizing Report Visualizations
– You can customize fonts, colors, and margins in the report



Offline Data Collection 

• Qualtrics allows you to collect data offline using an iOS or 
Android app that has the survey downloaded
– The App is called: Qualtrics Offline Survey

–  This data can then be uploaded when there is connectivity

– This would need subscription – awaiting confirmation from Qualtrics 
Team 



Downloading the Offline Data Collection App 

When surveys 
are completed, 
you can upload 
them  as if they 
were collected 
online 



Video Recording of Using Qualtrics 

• Screen Recording of all steps
– https://www.loom.com/share/05c651940d9d49f2a384782d734d4208?

sid=18192780-58c8-4097-a7dc-183af3df0759



Thank you!


