Access to Your District’s CNA Results in Qualtrics

The OPI has created a secure, self-service process for districts to access their Comprehensive
Needs Assessment (CNA) results directly through Qualtrics. Please follow the steps below to
view and download your district’s results.

To access your CNA data, you will need:

o OPI Secure Portal: https://apps.opi.mt.gov/osp/portal
¢ Qualtrics Login Page: https://montanaopi.pdx1.qualtrics.com/login
e Qualtrics Login Credentials

Note: If you previously requested and received access to Qualtrics for CNA results, you do not
need to request a new account or receive new login credentials. Use your existing Qualtrics
credentials to log in and access this year's data.

Log Into Qualtrics

1. Open the Qualtrics Login Page provided by OPI
2. Log in using your existing Qualtrics credentials
a. If this is your first time ligging in, use the credentials provided by OPI.
b. Qualtrics will prompt you to reset your password during your first login.
3. Accept the Terms of Service.
4. Qualtrics may display an interactive tour of the platform.

View Available Reports

Once logged in, you will see all Qualtrics projects that have been shared with your account,
including:

o CNA Dashboards for the following years:

o SY23-24
o SY24-25
o SY25-26
o SY26-27

Note: Any future CNA dashboards or additional projects that OPI collaborates with your account
will also appear on this same main Projects page. You will not need a new link or login — just
return to this page to access newly shared content.

Filter Results

Each dashboard page includes built-in filters to help you narrow your view. Available filters
include:

e District
e School
e Stakeholder Role


https://apps.opi.mt.gov/osp/portal
https://montanaopi.pdx1.qualtrics.com/login

Use these filters to customize the data displayed on the dashboard. The charts and tables will
automatically update based on the filters you select, making it easy to compare results across
schools, explore feedback from different stakeholder groups, and focus on the areas most
relevant to your planning.

Download or Export Results
You may export dashboard pages for sharing or local use.

To export:
1. Click the Export Dashboard button (located in the top-right of the screen)
2. Choose your preferred file format (PDF, CSV, etc.)
3. Follow prompts to save the file to your device

Tip: PDF is best for presentations; CSV/Excel is best for analysis.
Troubleshooting & Support

e Unable tolog in
o Try resetting your Qualtrics password using the “Forgot Password” option.
o If the reset email does not arrive, contact OPI.
e Data does not appear
o Confirm your district participated in OPl CNA for the selected year.
o Contact OPI if dashboards appear incomplete or missing data.
e Dashboard not loading
o Clear your browser cache and cookies.
o Try another browser (Chrome recommended).
o Ensure your network allows external websites.
e Export fails
o Refresh the page and retry.
o Ifissues continue, contact support

Need Help?
If you have questions or experience issues accessing your CNA data, please contact:

¢ Qualtrics Support, https://www.qualtrics.com/support/getting-started-qualtrics/support-
portal/product-technical-support/
e Tristen Loveridge, IT Project Coordinator — Tristen.loveridge@mt.gov
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