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If you have a Gmail account, you also have a Google account. 

If you have a Google account, you can use Google Docs and Google Forms. 
You Rock! 

Log into your Google account. Click on Documents at the top of your screen. 
 

 
 
 
Click on the CREATE button and select Form. 
 
 

 

Give a title for your Form.  
Optional: I like to give a good reason for 
answering this form. 
Type in your 1st question. If this is a quiz, 
the 1st question should be What is your 
name?  
Question type would be Text.  
Check the required box.  
 

 
To add another question, click the +Add item button at the top. 

 

 
To make changes or delete a question, use 
the icons to the right of the question item. 
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There are a variety of types of questions.  
Text – for short answer like name 
Paragraph text – for longer answers 
Multiple choice – choose 1 answer 
Checkboxes – choose multiple answers 
List – choose 1 from a list of possibilities 
(e.g. choose from a list of all teachers) 
Scale – you decide on the numbers and 
what they mean (e.g. 1-5, 1 is fantastic & 
5 is yuck) 
Grid – if a number of questions have the 
same answers  

 

 

 
When finished with your form, click the 
Done button to see what it looks like.  
 
Want to make a change to a question? Put 
your mouse over the question and the 
editing icons appear. Just click and fix.  
 
Click and drag a question to change the 
order of questions.  
 
Required questions will be followed by a 
small red *. Participants will also see the 
word Required when they are taking the 
quiz. They will not be able to Submit until 
all required questions are answered. 
 
Make sure you click the Save button in the 
upper right corner!  
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To view your quiz online (this is where you 
will send your students so they can take 
the quiz), click on the link in the black box 
at the bottom of the page.  
 

 

 

 Page Break can be used with multiple 
choice questions so participants can skip 
irrelevant questions.  
In my example, if you have used Google 
Forms, you’ll go on to the next question.  
If you haven’t used it before, you’ll skip 
that question and go to the last question. 
 
Under +Add item, select Page Break. 
Move the Page Break below the original 
question. 

Back at the original question (Have you 
used Google Forms before?), check the 
box next to Go to page based on answer.  
 
You’ll now get choices next to the 
answers.  
If the answer is Yes, I want them to go to 
Page 2.  
If the answer is No, I want them to go to 
Page 3. 
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This has changed how my quiz looks now. 

If you want to make your quiz look spiffy, 
click on the Theme: Plain button at the 
top of the screen.  
There are LOTS of choices.  
Click on one to see how your quiz would 
look.  
If you like it, click the Apply button. 
If you don’t like it, click the Cancel button. 
You will NOT see the background in the 
Editing version of your Form. 

 

 

When students click the Submit button, 
they will receive a message:  
Your response has been recorded. 
If you want to change this message, 
choose Edit confirmation under More 
actions.  

 

 
To see student responses, click the See 
responses button at the top of the screen. 
Select Spreadsheet.  
 

This will open Google Forms Spreadsheet 
where you will see all the questions and 
student answers.  
Student answers will appear as soon as 
they click the Submit button.  
It’s magical! 

 
 


