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Introduction 
Google Forms is used to plan events, provide quizzes, survey, or collect needed information 
quickly. 
 
Forms can also be connected to Google Sheets. A spreadsheet in Google Sheets can be linked to 
a Form so responses will automatically be sent to that spreadsheet.  
 
You can create a form from Google Drive or from any existing Google spreadsheet. 
 
Creating a Form from Drive 

1. Go to Drive at drive.google.com or http://drive.google.com 
Or sign into your Gmail account with your Gmail username and password. Click on Apps. 
 

 
2. Click on Google Drive. 

https://drive.google.com/
http://drive.google.com/
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3. Now you will be viewing your Home Folder in Google Drive. 
4. Click on the Create button on the left of the screen and choose Form. 

 

 
 

5. Select a Theme for your form, and type in a title (name). 
Note: If you don’t want to name your form or choose theme right away, you can do it 
later. The theme is what others will see when inputting answers and choices into the 
form. 
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6. Click the OK button. 
7. The first box you will view will be Form Settings. Click on the following choices: 

 
 
Note: If your form is only one page, you do not need to check “Show progress bar at the 
bottom of form pages”. Check this if you have 2 or more pages so those inputting choices 
and answers into the form will know the length of the form. 
 

8. Type a Form Description. This is a description of the form or any instructions that would 
help others complete the form.  

 
 

9. One sample question is already created and formatted for Multiple Choice.  
Note: You may change the format of the question at any time.  

10. Type a Title for your Question. This is the actual question or statement that you would 
have participants answer.  

11. If needed, type Help Text. This is more information or a description of the question that 
would help others answer it.  
Note: You don’t have to put anything in the “Help Text” so you can leave it blank. 
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12. The next steps will go through the various question types. 
 

Question Types 

There are 9 different question types that can be added to forms: 

Text: Use for 
short 
answers (a 
few words 
maximum) 

 
Text 
Advance 
Settings: 

Click to 
have the 
answer 
with a 
certain 
property, 
e.g., 
restrict 
answers to 
text 
containing 
the word 
“dumb” or 
only accept 
email 
addresses. 
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Paragraph 
text: 

Use for 
longer, 
more 
detailed 
answers.  

 
Paragraph 
text 
Advanced 
settings 

Click to put 
a limit on 
the 
character 
count in 
the 
answer. 

 

Multiple 
choice: 

Users 
select one 
option 
from a list. 
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Multiple 
Choice 
Advanced 
settings 

Click to 
shuffle the 
order of 
the 
options.  

Check 
boxes: 

Users can 
select a 
number of 
options 
from a list.  

 
Check 
boxes 
Advanced 
settings 

Check to 
decrease 
or increase 
the limit on 
the 
number of 
choices a 
user can 
check. 
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Choose 
from a 
list: 

Users can 
only select 
one choice 
from a 
dropdown 
box with a 
list of 
choices. 

 
Choose 
from a list 
Advanced 
settings 

Click to 
shuffle the 
order of 
the 
options.  

Scale: Users 
select a 
value from 
a rating 
scale 
e.g.:1-5, 1-
10 etc… 
The 
highest 
and lowest 
point of 
the scale 
may be 
labelled. 
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Grid: Users 
make a 
selection 
considering 
2 or more 
factors. 

 
Grid 
Advanced 
settings 

Click to 
shuffle the 
row order 
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Date: Users 
answer a 
question 
using a 
date. 

 
Time: Users 

answer a 
question 
using time. 

 
Note: If you want the user to absolutely answer the question and not skip it, then click to check 
the Required question box. 
 

1. When you are done creating a question, click the Done button. 
2. When you want to create another question, click the Add item button and select the 

next format for your question. Also select the LAYOUT for your form. 

 
 

Editing the Form 
Questions and statements can always be added by using the Duplicate button and then editing. 
Three editing buttons exist on the right side of the question title: 
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The pencil-click to edit the question     
The 2 overlapping squares-click to duplicate the question  
The trash bin-click to remove or delete a question  
 
Form Layout 
The Form Layout allows you to change or add to the form. You can add the following to a form: 

a. Section header- If you'd like to divide your form into sections to make it easier to read 
and complete, add a section header. From the Insert menu, select Section header. For 
example a teacher may want to divide the multiple choice questions from the essay 
questions or make a statement such as grade 5 only. 
 

b. Page break- If your form is lengthy and you’d like to make it easier for respondents to 
fill it out, you can add page breaks. From the Insert menu, select Page break. New 
pages, like section headers, can have both a page title and a page description. 
 

c. Image- To add an image to your form, click the Insert menu, and select Image. Once 
you've uploaded the image, you can give it a title and specify what text will appear when 
someone hovers over the image. Images in forms aren't attached to or associated with 
form questions. You can change the position of an image by dragging it up or down in 
your form. 
 

d. Video- To add a video to your form, click the Insert menu, and select Video. To pick a 
video, either provide a YouTube video’s URL, or use the search box to search for a video. 
After selecting one, you can add a title and a caption to the video. You can click and drag 
one of the video's corners to resize it, and you can align the video to the left, right, or 
center of the page by choosing one of the alignment options. 
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Reorder Questions 

1. To reorder the questions on the form, make sure to click Done on any open questions. 
2. Click somewhere on the form until the cross arrows symbol appears . 
3. Now, move the question vertically to the desired location on the form. 

 
Confirmation Page 
The confirmation page is what users view after they submit their survey or questionnaire. 
Before sharing your form, you have 3 decisions to make: 
 

1. Show link to submit another response-Check this if you want users to receive the form 
link again to submit another response. 

2. Publish and show a public link to form results-Check this if you want all user who have 
access to the form to see everyone’s collective answers to the form. 

3. Allow responders to edit responses after submitting-Check this if you want users to be 
able to edit their answers after submitting the form. 
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Sharing your Form 
Once your Form is created, you will want to share the Form with those with those from whom 
you want to collect information.  
 

1. In the Form editing window, click on the Send form button.  
2. A number of sharing options will appear: 

 
a. Link to share: Copy and Paste a link to others on the web, in another document, or 

via email. 
b. Email: Send the form to people or groups of people as an email. 

 

 
 

3. Once you type in email address in the box labeled Send form via email, check the box to 

include: 
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a. The form in the email to those you are sending it to,  

b. And/or check the box to send yourself via email. 
 
Add Collaborators 

1. Click Add collaborators to allow others to edit your form with you. When you click Add 
collaborators another window will appear for Sharing Settings. 

2. Select your choice based on the options below. 

 
Choose a Form Response Destination 
After you’ve sent out your form, Google Forms will begin collecting the responses you receive. 
You'll be asked to choose how you’d like to store these responses. You can make this choice at 
any time while editing your form by clicking Responses in the menu and selecting the Change 
response destination button in the toolbar. 
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You can choose either to send responses to a New spreadsheet, or you can store them as a 
spreadsheet in the existing form. It’s suggested to store the responses as a New spreadsheet.  

 
 
View Form and Responses 

Once you have shared your Form and it has been completed by others, data will be added to a 
designated spreadsheet.  
 
View Live Form 

1. To view the Form as others see it when it is sent to them, click on View live form. 

 
2. You will now see the view of the Form as others receive it to input answers or 

statements. 
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View Responses 

1. Open the spreadsheet to view responses from your Google Drive or by clicking on 
Responses and then select the View responses button at the top of your Form editing 
window.  
Note: This response is only visible if you have chosen a prior Response destination. 

 

 
2. Now you will see your responses in a spreadsheet format. 
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Note:  You can also view the spreadsheet format of the responses in your Google Drive 

 
 

Analyzing the Responses 

1. To view responses as a graphical representation of the results, click on Responses and 
select Summary of responses from the form list.  

 

 
 

2. The results may be represented in a pie chart, vertical or horizontal bar charts or just 

text.  
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3. The format of the graphs cannot be altered in the Summary of responses. However, this 

can be done by copying the results into Excel.  
 
To learn how to create an online quiz using Flubaroo that quickly grades the quiz, view the 
document Automatically Graded Online Quiz using Flubaroo. 
 
To learn more on Google Forms, click the following link: 
https://support.google.com/docs/answer/87809?hl=en&ref_topic=6063584 
 
 

 

 

 

 

https://support.google.com/docs/answer/87809?hl=en&ref_topic=6063584

