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This guide is for UC staff and students accessing Qualtrics.

I M
We made a simple improvement to how you access UC’s Qualtrics u a t r I C S
licence. From 19 January 2026, you will log in using Single Sign-On ®

(SSO) via your UC Microsoft account (the same way you already
access many university systems like Outlook, Teams, or
AKO|LEARN).

Why?
e Easier: no more forgotten passwords or locked accounts
e Faster: your Qualtrics access is linked automatically to your UC Microsoft login

e More secure: ensures only active UC staff and students can access Qualtrics. You may be prompted for
MFA, as you are for other UC systems.

Important: Your existing surveys and projects will remain completely accessible, and nothing is lost
during the transition to SSO.

At a glance

o Qualtrics log in methods will change on 19 January 2026
e Mostusers: click “Log in via UC Username (SS0O)”
e Your existing surveys and data are safe, and nothing will be lost

o  Only teams using shared inboxes should use “Qualtrics sign in page”

How do | access UC Qualtrics?

Check out each of the sections below to see how to log in for Existing Users, New Users, and teams who loginto a
Shared Account using a shared inbox. The next pages outline the simple steps for each user type, followed by a
comprehensive list of FAQs.

Jump to:

e Existing User: | already have a UC Qualtrics account
o New User: I’ve never had a UC Qualtrics Account

e Shared Account: | use my team’s shared email to log into a shared Qualtrics Account

e FAQs

| need help! Something isn’t working!
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Existing User: | already have a UC Qualtrics account

You’re an Existing User if you previously had an account in the UC Qualtrics Brand.

1. Whenyou log in at https://canterbury.qualtrics.com/, you will see the screen below.
Click “Log in via UC Username (SS0O)”

O

UNIVERSITY OF
CANTERBURY
! sk

Select how you would like to sign in

) 1o 2 UC Usemame (550 >

Qualtrics sign in page S

2. You will be directed to your Microsoft sign-in. Enter your usual UC username and password.
You may be asked to do multi-factor authentication (MFA).

3. Forthevery first time you log in using SSO, you may see the screen below. Click “Yes, | have a preexisting
account here.”

This searches for an account that matches your UC email address. If you don’t see this screen, don’t worry.

qualtrics™

It looks like this is your first time logging in here.
Do you have a preexisting Qualtrics account for
this brand?

— Yes, | have a preexisting account here

No, | don't have a preexisting account here

Don’t have an account?

Trying to log in to XM Discover? Sign in
below.

( XM DISCOVER )

4. Ifyou’re then directed to your account, and see your preexisting survey projects:

a. Thenyou’rein! Continue to use the “Log in via UC Username (SSO)” option.
5. Ifyou’re then directed to an account that seems to be missing your survey projects:

a. don’tworry - none of your surveys or data is lost! The system couldn’t automatically find your
existing account. Please email surveys@canterbury.ac.nz, and we will fix it.

| need help! Something isn’t working!
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New User: I've never had a UC Qualtrics Account

You’re a New User and want an account to use UC’s Qualtrics.

1. Whenyou log in at https://canterbury.qualtrics.com/, you will see the screen below.
Click “Log in via UC Username (SS0O)”

UNIVERSITY OF
CANTERBURY
o sabs

Select how you would like to signin

) 1o v UC Usermame (550 >

Qualtrics sign in page S

2. You will be directed to your Microsoft sign-in. Enter your usual UC username and password.
You may be asked to do multi-factor authentication (MFA).

3. Forthevery first time you log in using SSO, you may see the screen below. Click “No, I don’t have a
preexisting account here.” If you don’t see this screen, don’t worry.

qualtrics®

It looks like this is your first time logging in here.
Do you have a preexisting Qualtrics account for
this brand?

Yes, | have a preexisting account here

— No, | don’t have a preexisting account here
Don’t have an account?

Trying to log in to XM Discover? Sign in
below.

( XM DISCOVER )

4. Youwillthen see the screen below, confirming account creation. Click “Sign In”:

qualtrics™®

Your user was created
successfully

Don't have an account? SIGN UP

Trying to log in to XM Discover? Sign in
below.

( XM DISCOVER )
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5. You will be directed to the Qualtrics platform. You’ll see a screen like this; click “l accept”:

Terms of Service

Terms of Service or General Terms and
Conditions for Qualtrics Services
(“GTCII)

If avalid agresment exists between you ("Customer”) and Qualtrics, LLC (*Qualtrics™) related to the subject matter hereof, those:
terms take 58 d by the Parties in relation to a specific Order Form. Modifications to
this Agreement. Qualtrics may modify these GTC at any time by posting a revised version on this website

(www.quAlTFies com/legal/customers/gTes/) or otherwise providing notice o Customer, By continuing 1o use the services after the
effective date of any modifications to these GTC, Customer agrees to be bound by the modified terms. Some services may be subject
to additional terms specific to those services as set forthin the Service-Specific Terms https:/Awww.qualtrics.com/service-specific-
terms/, which are incorporated herein to the extent applicable. United States Federal Government Agency: i you are a United
States federal government agency, use of the Services is subject to this amendment. if your contract
with Qualtrics is a Small Business Contract for the purposes of the Treasury Laws Amendment (More Competition, Better Prices) Act
2022 (Cth), use of the services is subject to this amendment

6. That’sit-you’re ready to start using Qualtrics.
Continue to use the “Log in via UC Username (SSO)” option.

| need help! Something isn’t working!
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Shared Account: | use my team’s shared email inbox to log into a shared
Qualtrics Account

You’re part of a team that uses a shared email account to log into a shared Qualtrics Account.

1. Whenyou log in at https://canterbury.qualtrics.com/, you will see the screen below.
Click “Qualtrics sign in page”

V7]

UNIVERSITY OF

Select how you would like to signin

Log invia UC Username (SSO)

— Qualtrics sign in page

2. Youwillthen see the screen below; log in using your shared email address as the username and type in the
shared password:

UCwe

UNIVERSITY OF
CANTERBURY

Te Whare Winangs o Wistsha
CHEEVTCHLRCH AW TEALAND

- Username

&  Password

Forgot your password?
Reset your password here

Don't have an account?

3. You will be directed to the Qualtrics platform, and all your survey projects should be present.

Important: Shared accounts should only be used where necessary. Individual users should log in using SSO
wherever possible.

| need help! Something isn’t working!
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FAQs

| have an account already. Do | need to do anything before | use the SSO login?

o No.You don’t need to create a new account or move any content. Just log in using “Log in via UC Username
(SSO)” from the change date.

Will my existing surveys, data, and reports be affected?
o No.Allyour existing surveys, responses, reports, and files remain available.
What if my UC email address has changed since | first used Qualtrics?

o SSO matches accounts using your UC identity. In some cases, accounts created under an old or alternate
email address may not be automatically matched. If this happens, email surveys@canterbury.ac.nz and we
will merge your accounts.

Do | still need my Qualtrics password?

o No. Ifyou are logging into an individual account, once you start using SSO, your UC Microsoft login replaces
your Qualtrics password.

Why am | being asked to use the Authenticator app to login?

o You may be prompted to approve multi-factor authentication (MFA) as part of UC’s standard security process.
This is the same process used for other UC systems.

I clicked “Yes” to merge, but | don’t see my surveys — what should | do?
o Don’tworry — nothing has been deleted. Email surveys@canterbury.ac.nz, and we’ll help link your previous
account to your SSO login.

| accidentally clicked “No” instead of “Yes” when asked to merge. Is that a problem?
o Nota problem. Contact surveys@canterbury.ac.nz, and we can merge your accounts for you.

I can login, but | see fewer surveys than expected. Why?
o Thisusually means:
= Your previous account couldn’t be automatically matched, or
= You’re logged into a brand-new account created by SSO, or

= You may have an account created using generic Qualtrics.com, outside of the UC licence.
o Email surveys@canterbury.ac.nz and we’ll resolve it.

What if I’'m on leave / recently left UC / about to leave UC?

o Accessto UC Qualtrics is for enrolled students and employed staff members. Access via SSO is tied to your
UC Microsoft account. If your UC account is inactive, you may not be able to log in. Your Qualtrics account
won’t be deleted, but you may not be able to access it. Email us at surveys@canterbury.ac.nz if you have
specific concerns.

l use my team’s shared inbox to log in. Can we still use shared Qualtrics accounts?
o Yes. Shared accounts remain available using “Qualtrics sign in page.” See Shared Account section.

Should our team switch from a shared account to individual SSO logins?
o Where possible, individual SSO accounts are recommended. They provide better security, auditing, and
support. Individuals can easily share and work together on surveys using Collaborate (opens new window).
Shared accounts should only be used where necessary.

Will shared accounts move to SSO in the future?

o Atthis stage, shared accounts will continue to use the legacy login method. Any future changes will be
communicated in advance.

Can | still log in from off-campus?
o Yes. SSO works from anywhere with an internet connection.

Will collaborators still be able to access surveys | own?
o Yes. Survey sharing and collaborator access work the same way as before.

Do I need to re-share surveys with collaborators after the change?
o No. Existing sharing settings are unaffected.

Does this change how participants access my survey links?
o No. Survey links and distribution methods are unchanged.

Is my data stored somewhere new?
o No. Data storage and hosting remain unchanged.
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