Getting Started with Google Forms

This document explains how to get started with Google Forms. It assumes you are using a PC
with the Google Chrome browser. It also assumes you are using the new Google Forms
interface. If your screen does not look like the examples in this handout, Google may be using
the old interface. You can make Google to use the new format for Google Forms by selecting
Try the new Google Forms when you first open your form in Google Drive. If you don’t see
that option when you first open your form, ask me and | can help.

1. In Google Drive, Click New> More> Google Forms
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2. Give the form a name and a title

Name of your form in Google Drive

< Untitled form

QUESTIONS ~_B55#| Title the respondents will see

Untitled form
Untitled Question ® Multiple choice ©
T

Option 1
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=
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3. Create questions for your form.

< Seasons

QUESTIONS RESPONSES

The Best Time of The Year
/ Click to make question on your form
What is your favorite time of year? @® Multiple choice ©
T
Spring)
[oa)

Add option or ADD "OTHER"

\ Select question type here
z

Add more choices to your question here




4. Edit questions and change order of your questions in your form.
Seasons

Add new questions to your form
QUESTIONS RESP@NSES

The Best Time of The Year

Please take my survey of the seasons! ;)

[+
What do you like about fall? Checkboxes
Use this to move T
Leaves . .
questions in your form ™
to change the order of s
your questions.
Thanksgiving =
Add option or ADD "0 Notice the question type for this question

is Checkboxes. Checkboxes allow
respondents to choose more than one
answer. Multiple Choice questions allow
respondents to choose only one answer
from the list.




5. Settings: Control what respondents see, and are allowed to do, when they
complete the form.

Click the settings button to
view/change these settings.

D Collect email addresses

You can control your survey results better by
making respondents login with a Google account.
This might be important for creating more valid
surveys. You know who is completing the form.

Requires sign in:

[] Limitto 1 response

Respondents can:
This is pretty cool, but play around with it to be

D Edit after submit sure you know what respondents will see. Be
careful that you don’t let other respondents see

[] see summary charts and text responses confidential responses.

CANCEL SAVE




6. Settings: Control what respondents see, and are allowed to do, when they

complete the form.

PRESENTATION

[] show progress bar

[] shuffle question order

[[] show link to submit another respong

Confirmation message:

Click the settings button,
then click Presentation to
view/change these settings.

This is the message that will be displayed to
respondents when they have completed your
survey. Change it to make it friendlier!

CANCEL SAVE




7. Invite respondents to fill out your form.

Send form <«

D Can submit only 1 response (requires login)

Send via

Click the Send button to invite
others to complete your survey.

BEO

Email
can:

To L
2.

Subject

Message

Add collaborators.

You have several options you can use to let others take your survey. You

email the form to others

get a link which you can then paste wherever you want (so you
can email later, or post to social media sites, for example)

you can get code you can insert (embed) in a web page. For
example, if you were a business and you wanted customers to
take your survey, you could place it (embed it) on the web page of
your business and tell them to go to the webpage to take the
survey.

you can also share your survey directly on social media, such as
Facebook and Twitter.

Be careful with Add Collaborators!! Collaborators are people you allow to
edit the form. If you add people here, they can see survey results and make
changes to your form. These are NOT people you are just inviting to

complete the survey.




8. Preview your form and/or take it yourself

QUESTIONS RESPON
Preview your form here. If you
fill out the form here, it will add
e of The Year the data to your form’s

responses.

ons! ;)
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9. View your responses.

RESPONSES

QUESTIONS
5 responses T ‘ =

Switch between viewing your T ——
form and your responses.

What do you like about fall? 5 =sconzes

Leaves
Fireplaces

iHnasiaguiog _ 2{40%

05

Stop and start accepting
responses

What is your favorite time of year? s-esponze:

Spring
® Summer
® Fall
©® Winter




10. You can view a summary of your responses, or you can view each of the
responses individually.

QUESTIONS RESPONSES m

354 responses

SUMMARY INDIVIDUAL .

Accepting responses

Switch between viewing the
summary of all responses and
viewing individual responses




11.View your responses in a spreadsheet — setting the location for your
responses spreadsheet (screen 1).

Spreadsheets are very useful for analyzing data. One great thing about collecting data with
a Google Form is that it can automatically be entered into a spreadsheet. With the data in
in a spreadsheet, you can use it as you would any other Google Sheets spreadsheet. To get
started, you first have to tell Google the name of the Google spreadsheet in which you will

store the responses.

RESPONSES

QUESTIONS

To view your responses in a
spreadsheet, click the View
responses in Sheets
button. The first time you
click this, it will prompt you to
select the response
destination (see following
screenshot). Later, you can
change this by clicking the on
the three dot button (called
Overflow actions).
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12.View your responses in a spreadsheet — setting the location for your
responses spreadsheet (screen 2).

Select response destination

Responses are currently being sent to this spreadsheet.

@ Create anew spreadsheet Seasons (Responses) Learn More

(O Select existing spreafisheet

Enter the name of the spreadsheet in which you wish to store the
responses. By default, it will be the name of your form followed by
“Responses” in parenthesis. In this example, the form is named Seasons, so
the spreadsheet will be named Seasons (Reponses).

& Drive My Drive > Iscpa > BCIS 13
Name
“ Seasons (Responses)
» B3 My Drive Bl seasons
on Shared with me B wyral
ab

v Google Photos

@ Recent Notice Google Drive now has

two documents. One is the

form and one is the Google
Sheets document which
contains the responses.




13. Working with your responses in a spreadsheet

Responses stored in a spreadsheet are dynamic and, as new responses come in, they will automatically be added to the

spreadsheet.
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Seasons (Responses) &
File Edit View Insert Format Data Tools Form Add-ons Help All changes saved in Driv
m e~ T 0§ % 0 .00 123~ Arial > | 40 = B T 5 A
A B C D
Timestamp What do you like about fe¢ What is your favorite time Enter your age

11/20/2015 14:40:38 Thanksgiving Spring

11/20/2015 14:40:48 Thanksgiving Summer

11/20/2015 14:41:00 Leaves Winter

11/20/2015 14:41:56 Thanksgiving
11/20/2015 14:42:05 Leaves, Fireplaces, Than Summer

26
19
33
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Seasons (Responses) &

File Edit View Insert Format Data Tools Form Add-ons Help All changes saved in Drive
& e ~ P s % 0 .00 123~ | 11 ~ B I & A-: o-HB-
=average (. )
A B C D
Timestamp What do you like about fe What is your favorite time Enter your age
11/20/2015 14:40:°%8 Thanksgiving Spring 24
11/20/2015 14:40:48\Thanksgiving Summer 34
11/20/2015 14:41:00 Lxaves Winter 26
11/20/2015 14:41:56 ThaNRksgiving 19
11/20/2015 14:42:05 Leave) Fireplaces, Than Summer 33
Average Age of Respondents 27‘21

Notice in this spreadsheet, a formula has been entered in cell D8. The formula gives
the average age of the respondents. When you create the form, you can create Short
Answer questions to have respondents enter numeric data. This is illustrated in the
screen shot below.

Important note: new responses will automatically be inserted as new rows into your
spreadsheet. If you have formulas below your responses, this can sometimes cause
issues. In formulas, you should usually include the blank row beneath your last
response. In this example, notice the range in the formula includes row 7
=Average(D2:D7). New survey responses will be inserted between row 6 and 7. By
including row 7 in your formula, any new responses will cause the formula to change
and pick up these new responses. And, remember to always test your formulas. As
the new responses come in, make sure your formulas are working as you intended.
To test, take your survey again. This will add a new response to your survey. Check to
see that the formula has changed to capture the new response.
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Column D in the spreadsheet above was created using this Form question. Notice how Data Validation can help you to
control the respondent’s answer.

Enter your age

= Short answer

O

Required | ] Hint text

Data validation

Notice the form question, in this example, was created as Short Answer.
Also, you can click the Overflow actions (the button with three dots) at
the bottom right and then you can choose Data Validation (UPDATE:
Google Forms has changed and now, instead of ‘Data Validation,’
Google now calls this "Response Validation’). Data validation (or
Response Validation) will make the form accept only correctly entered
data. For example, you can make a person enter his/her age as a number
(a 9 instead of ‘nine,” for instance). Or you could make a person enter a
number within a certain range. Response validation may be important,
especially if you are analyzing the data in a spreadsheet.
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