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LOGIN TO QUALTRICS

1. Login in to Qualtrics.

2. Enter your Username and Password.

3. Click Sign In.



GO TO FOLDERS

Select the Folder button on the 
left side of the screen. Click on 
the arrow next to the button to 
open the menu.



SHARED PROJECTS

1. Choose Shared With Me from the menu.

2. If any projects have been shared with you by another user, they will appear on 
this screen. Select the project if it appears. If you do not see the project you will 
be able to enter an access code later in the process.

3. Click on the Accept Collaboration button.



ACCEPT THE COLLABORATION

1. If you selected a project then this 
prompt will show this selected project.

2. If you did not select a project, the 
prompt will request a collaboration 
code. This code can would have been 
sent to your email.

3. Click Submit to finish.


