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Quick Start: Google Forms Google
Create a quick assessment or survey using Google Forms in 10 easy steps. brve E

. Folder

é Document

Step 1: Create an account in Google Drive at http://drive.google.com ] Presentation

Spreadsheet

Step 2: Click on “Create” and choose “Form”

n Drawing

Connect more apps

Choose title and theme

L1 :WUntitled Form|

Step 3: SeleCt a tltle; Theme: Default
theme, then click “Ok” -

Blue Birds

“ Cancel v Show for new forms

Sample Survey

Step 4: Key a
Please take a moment to complete this brief 5 question survey to assist us in our school improvement planning. Your responses

survey title and are important to us! |
directions



http://drive.google.com/

Step 5: Enter questions in the “Question Title” area. Add “Help Text” such as “This is a

required question”. Select “Question Type” (e.g. text, paragraph, multiple choice, checkboxes,
list, scale or grad).

2age 10f 1

Sample Survey

Question Title e 4
Text

Help Text

Use the tool bar to edit, copy or
delete questions.

Paragraph text
Question Type Multiple choice on answer
Checkboxes

Choase from a list

Click “Done” when you have Seele

or Add "Other”
Giid
finished the question.
Question Title How satisfied are you with school safaty?
Help Text This is a required question.
Question Type Scale -
Scale 1%t 52

1 Mot Satisfied

5 Extremely Satisfied

@ [+ Required question

Step 6: Use the “Add Item” button to create additional questions. -

QUEST

Text

Paragraph text
Multiple choice
Checkboxes
Choose from a list
Scale

Grid

Section header

Page break



Step 7: Create a confirmation message that the participant will see after completing the
survey.

Confirmation Page

Confirmation message

Your response has been recorded. Thank you for completing this important
survey. If you have any questions, please email ssmith@ourschool.org or visit
our school wehsite at http:/fwww ourschool.org|

v Show link to submit another response
Publish and show a link to the results of this form

Allow responders to edit responses after submitting

Step 8: Use the main menu to edit Sample Survey
the survey, view responses, Change File Edit Wiew Insert Responses(0) Help All changes saved in Drive
theme, or go to the Live Form.

v ¥ Theme.. [ Choose response destination gViewlivelorm

Step 9: Choose a response destination for Choose response destination
data.

@« New spreadsheet FORM RESPONSES SPREADSHEET

Sample Survey (Responses) E

New sheet in an existing spreadsheet... Modify, re-arrange, and analyze without
affecting original form responses.

Always create a new Spreadsheet

Keep responses only in Forms Learn More

Step 10: Use the “Link to Share” to send the form in an email message, embed or link on a
web page.

Sample Survey
Send form
Please take 2 moment to complete this brief 5 question survey 0 assist us i our school improvement planning

Link to share Yous responses are impostant to Bzl

* Required
hitps://docs.google.com/forms/d/14ce6k593Cqp3:

How satisfied are you with school safety? *

() Snplifrm ¢ Emsr Whar do you like abour your child's sehool? =

+ Enler names, email addresses. or groups. Yous thoughtful responses ase appreciated as we work to improve our school

Looking to invite other editors to this form? Add collaborators.

Neves submit passwords through Google Forms
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