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Obtain Approval to
Distribute a Lamar Survey

* First the survey subject matter is submitted to the
IRB Board for approval to begin research

* Once IRB approved, the survey can be released
within Qualtrics

* When the survey has been created in Qualtrics,
the creator will request approval for the survey to
be distributed

* The IRB Analyst will approve the survey within
Qualtrics and’it is now ready for distribation
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Login to your Qualtrics
Account

* Click the link https://www.lamar.edu/it-services-
and-support/qualtrics.html

= Note: | recommend
mmTm—— bookmarking this site for
S future use
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The Qualtrics Survey
Creator

» The survey creator creates a survey in Qualtrics

* On the Projects page, right click the arrow to the
right of the survey and select Request Approval
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Reqguest Approval

* In the Request Approval box select IRB Analyst

Request Approval

You must request approval fram ane af the fallowing s to actvate your survey.

Select a Person... ~

IRR Anabyst ]
. lis projact balow,

Closa
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Comment to the
Approver

* The creator can add @  sequest asprovai
comment to the
Ap p rover (O ptl 0 n al) ‘You must request approval fram cne of the fellewing users to activate your survey.

- REB Analyst ~
* Click the Request
Approval bUtton to Please approve this survey for distribution.
submit the request onna el

Add a comment regarding this project betow.

Close ~" Request Approval
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Creator’s Survey Pending
Approval

» On the creator’s Projects page a box will appear
showing the name of the survey, the Request
Date, the IRB Analyst, the Status, and the
comment to the analyst

= @ Vouars witing foe eprovel s activats 2 sarvey.

Graduation-Test DHL ~ Oct 9, 2017 IRB Analyst  Pending Approval | have received IRB approval and am ready to
distribute my survey.
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The IRB Analyst

* The IRB Analyst will receive an email from
Qualtrics stating that they have a survey to review
and approve for distribution

Mon 10/9/2017 10:10 AM

Wanda Harper <updates@naotifications.qualtrics.com:>
Survey Approval Request for Wanda Harper

To  IRB Analyst

‘Wanda Harper has requested that you review and approve their survey.

\ Click here to login to Qualtrics to review and activate Wanda's survey.
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Survey Approval

* The IRB Analyst will log into Qualtrics and go
to the Projects page

* All Surveys ready for approval will be in a blue
box at the top of the page

* Click the Review for Approval button
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Review the Survey
Questions

* The survey questions g e
will be shown in pc and .
mobile format :

* Click Approve or Deny

mmmmmmm

what mon and year do you axpect b
nauate?
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Final Distribution
Approval

» Enter a comment to the creator (optional)
* Click Approve for final distribution approval

Approve Survey

| have reviewed your survey and approved it for distribution.
IRB Analyst

Close +" Approve

INFORMATION TECHNOLOGY

SAE\\\ LAMAR UNIVERSITY

Distribution by the
Creator

» Open your Project page to see that your survey
has final approval

* Click the project name to open the survey

@ Yo ars meating for appeimval ba sctivts 2 surveps.

Cxtobar 8, 2017 IRB Analyst CEE) e ovsd

INFORMATION TECHNOLOGY

SAE\\\ LAMAR UNIVERSITY




