QUALTRICS: How to specify appearance theme

It is critical to the visual consistency of your survey that you:

1) Select or create an appearance theme
2) Do not sabotage your selected theme by copying formatted content directly into your survey
(i.e., do not copy and paste directly from a Word file into Qualtrics - see the final tip!)

A “Look & Feel” theme can be selected at any point in the survey coding process.

If you are not experienced with the effects and limitations of using themes, it is useful to code your
questions first, then select a theme and preview how it works for your specific survey. You can adjust
the theme as necessary to create an optimum overall look and feel.

When selecting and reviewing themes, pay particular attention to:

e How text entry boxes on multiple choice questions appear.

e Font face, size, and color contrast.

e Overall width, especially as it affects table display and text box display.
e The editing options that go along with the selected theme.
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e Be very cautious about adding background
images: they often interfere with readability.

e Some questions don’t follow the theme 9
settings: this is a known issue with side-by-
side questions.
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5. Click the “Apply” button in lower right corner.
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Two options for including content from Word files:

1. Copy the entire document from the Word file and paste it into a text editor, such as Notepad or
EditPlus. This strips out all the formatting. Copy content from the text file into Qualtrics.

2. InQualtrics, open the Rich Content Editor (RCE) associated with the question, copy and paste
directly from the Word document into it. Next, (1) highlight the copied content and (2) click the

“Remove Format” tool. This two-step process strips out unwanted hidden text formatting code
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aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat.

Duis aute irure dolor in reprehenderit in voluptate velit esse cillum dolore eu fugiat nulla pariatur. Excepteur sint
occaecat cupidatat non proident, sunt in culpa qui officia deserunt mollit anim id est laborum.”
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