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Google Forms

You can use GoogleDocs to create an online form. You can then email a link to the form,
or post a link to the form on your web site. When the participants complete the form the

data is dumped into an online spreadsheet.
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Create a New Form ( B
1. From Google Docs Home, click the New button and { 1 z
choose Form. J n 2
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2. Enter a Title for your form. B Alfolders
3. Enter a description/set of directions if desired. | ttems notin folders
{1 itern)

s g i PR ook o

== Add question Email this form Show analysis Maore actions

Untitled form @

You can include any text or info that will help people fill this out. @

Mame

4. By default, a Name question is included. Move your cursor over the Name
question. You can click the Pencil button to edit it, or click the Trash can to delete

it.
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5. 1If you choose to edit the Name Question, you can change the text of the question
if desired.

Enter any help text.

The Question Type set as Text is appropriate.

You can check the box to “Make this a required question.”

Click the Done button.

LR

Question Title |Entervyour first and last name. l52
Help Text last name first please @

Question Type | Text @ v

8)

Edit Untitled Question

1. By default, a second Untitled Question is available. Click the Untitled Question
and then click the Pencil button to edit.

Untitled Question @ 0
2. Enter your question in the Question Title VWhat software do you use the most?
Question Title box.
. . Help Text
3. If desired, enter Help Text for this
question. Question Type | Multiple choice v @
4. Choose a Question Type: Text,
Paragraph Text, Multiple Choice, O Ward
Checkboxes, Choose from a List, O [Excel @
Scale (1-n) X _
5. Proceed with completing questions © [Powerpoint
options as appropriate. or add "Other”

6. If desired, click the “Make this a 7 @
required question” box. m .......

7. Click the Done button.
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Adding Additional Questions

1. A preview of the question will be
displayed. To add additional questions
click the Add questions button and
choose the question type.

Go

2. When the form is finished, click the

Save button.

o

Show analysis Mare actions Save

Confirmation Message
After submitting his/her form, your participants will
receive a message.

1. If you would like to customize this message,

click the More actions button and choose Edit

confirmation.

jlegarton@gmail.com | Sign out
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Yiew Responses — More actions
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Your new form will be listed on your Google Docs

Homepage.
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ach of these questions.

Enter your first and last name. *
last name first please

Thanks!

Your response will now appear in my spreadsheet.

Create your own form o gle Docs

2. Type in your preferred message.
3. Click the Save button.

Edit confirmation

“You will receive your test results in 24 hours |

@

Whal_people see after they've submitied your farm.
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Sharing Your Link
1. In the black box at the bottom of your form, click on the link to load your form in
a new browser’s window.

GoogleDoes jlegarton@gmail.com | Sign out

% Add question Email this form | View Responses More actions

Technology Skills Survey

Flease respond to each of the questions below to the best of your ability.

Malware refers to
Choose one answer

(O men's clothing

O email software

() computer wiruses, worms, trojan harses, spyware, dishonest achware

Why is it important to know about phishing?
Use complete sentences in your answer

2. Then copy the address from the browser’s address field.

3. You can now use this URL to create a hyperlink on your class website, blog, wiki,
etc. Or, paste the link into an email message to your participants.
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Managing Your Form
Your forms will be listed on your Google Docs Homepage.

1.
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Click the Title of the form to open it.
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. . File= | Edit Sort Formulas Form (3} Revisions
You will see a Timestamp @

column has been added to your Technology Skills Survey is turned on and connected to Sheetl Share this
spreadsheet. This shows the date A B ¢ D
. . Why is it
and time when a form is important to
submitted. know about
. . Malware refers to phishing?
Once your data collection is :
complete, you can work with this coMmputer viruses,
2 wOrms, trojan
as you would any other hprses, spyware,
spreadsheet, moving columns dishonest adware _|eed food.
around, creating graphs, etc.
Click the Form menu at the top. The number in parenthesis indicates the number
of collected responses.
When your form is active and File Edit Format Inset Tools Help
accepting data you will see e A § % 123v  10pt~ @ i
Accepting responses checked. - B Go to live form
You can click this to close your Ernbed farm
. sch?
form and stop accepting data. durt
. . . Show analysis
To view the form click Go to Live . Y I dig
Form v Accepting responses ting
. likg
. . . Delete form b
To edit the form, click Edit form. |__Timestamp __ Name ? 4
To view graphs of your data click send form
Show analysis. At this time, this 2
feature is new and still has quarks, Betty Teel South once a semestd
such as if you edit the data in the
spreadsheet the graphs don’t N RS T AU )
change.
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