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

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

 

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

 
 
 
 
 
 
 
 
 

Step 3:  Select a title, 

theme, then click “Ok” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 4: Key a 

survey title and 
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).  
 
 
Use the tool bar to edit, copy or 
delete questions.   
 
 
 
 
Click “Done” when you have 
finished the question. 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

 
 
 
 
 
 
 
 

 
 
  



 

 

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

survey.   
 
 
 
 
 
 
 
 
 
 

 

Step 8:  Use the main menu to edit 

the survey, view responses, change 
theme, or go to the Live Form.  
 
 

 
Step 9:  Choose a response destination for 

data.  
 

 

 

 

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

web page.  
  
 
 
 
 
 

 


