
© 2019 United Benefit Advisors. All Rights Reserved.

2018 Health Plan Survey

Qualtrics Data Entry Guide

January 2019



Getting Started

Login to the Health Plan Survey and select the “Add/Edit Data” tab from the 

“Book of Business” view.



Getting Started

Click the button on the left to add a new 2018 program or click on a client 

name on the right to edit an existing program in Qualtrics.



Qualtrics Data Entry Portal

The Qualtrics Data Entry Portal will open in a new window.  The following 

slides will contain useful tips for portal usage.



Qualtrics Data Entry Portal – Partner Name

When selecting your Partner name, please expand the pulldown list and 

repeatedly type the first letter of your Partner name until located. 



Qualtrics Data Entry Portal – Survey Progress

Survey progress is saved locally in your browser’s cookies whenever you 

advance using the next button.  You will continue where you left off when 

you follow the survey link again for any unsubmitted surveys.



Qualtrics Data Entry Portal – Multiple Plans

At the end of the “Medical & Rx Plans” section it is determined if another 

medical plan is to be entered for this client’s program.



Qualtrics Data Entry Portal – Survey Submission

Once a survey is submitted you will not be able to go back in the browser 

and make further edits.  You will be emailed a link to make further edits.  

You will also be given an option to download a PDF of your submitted 

survey form.
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THANK YOU

Please email support@ubabenefits.com if 

you need additional support or have any 

feedback concerning the Qualtrics data 

entry portal.

mailto:support@ubabenefits.com

