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1. Click on the three dots on the upper right corner of the survey options.

qualtrics™

2. Select “Data & Analysis”.
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Select the surveys that from where you collected data as shown below and then select
“Crosstabs”.
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Drag Q: “Please indicate your role in relation to the administrator” to the “Columns (Banner)
square.
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5. Drag all 5 Metrics to the “Rows (Stubs)” square.
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6. Click the engine icon of the first “Rows (Stubs)” item.
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7. Select “Exclude” for the “N/A or not known” response and then click “Save”.

Settings: Building trust by communicating 3 guiding vision, ... __e..-..-.-«

Grouped vanabiz hpes, B matvix or theckbox groupings. Can only be scited as 3 group. Changing these seings
welll Lpate the sethngs for every vratie I Ihe group 16 mantam cormastency i Snalyss

Recode Response Show/Hide = Exclude
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8. Select “All Variables Below” and then click “Save & Apply to Selected”.

Apply settings to other variables

Other variables in this dataset have similar response options to Building trust by
comm...the following actions:.

Which of the below variables should have the same settings? @

All Variables Below

Fostering collaboratio...the following actions:
Maximizing resources b...the following actions:
Achieving results by i...the following actions:

Inclusive excellence b...the following actions:

’ Cancel ‘ Save & Apply to Selected




9. Make sure you select these boxes: “Total Count” and “Column Percentages” in the “Cells”
section indicated below.
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10. Click “Export”
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11. Select “Current crosstab with all stubs” and click “Export”.

Export 1o Excel
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12. The report should look like this:
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