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Google Forms  

Google Forms is a free online tool from Google which allows users to create forms, surveys, and 

quizzes as well as to collaboratively edit and share the forms with other people. Educators can 

use Google forms to assess their students at the beginning of the class  and gauge pre-existing 

knowledge. Furthermore, Google forms can be used to give feedback to and receive feedback 

from students and parents. Similarly, students can use Google forms to assess their own learning 

and set the learning goals as well as to collect data for their research projects. 

 

Opening Google Forms 

Step 1. Open Google Chrome. 

Step 2. Go to http://drive.google.com 

Step 3. Enter your full Email address, then click next.  

https://www.google.com/forms/about/
http://drive.google.com/


Step 4. Enter your Password, then click 

Sign in. 

 

You will now be signed into Google Drive. 

 

Step 5. Select New > More > Google Forms from the available menu. Choose either a 

Blank form or From a template. 

 

 

Editing Google Forms 

 

Creating a New Form from Template or by using a Blank form  

 

The Template gallery General tab offers a number of form templates. Or, simply click on Blank 

form to start from scratch. 



 
 

Steps involved in Creation of Google Form after selecting Blank form 

   

1.Editing your form  

 

Name the Form. Click the “Untitled Form” name in the top left corner of the screen, then 

enter the form’s name. Hit the “Enter” key to submit your changes. If using a template, 

click on the template title to change to a unique name of your choosing. 
 

 

2. Edit Questions 

3. Add Questions 

4. Copy/Duplicate Question 

5. Required Questions 

6. Preview Form 

7. Advanced Form Settings 



8. Send Form 

9. View Form and Form Responses is Google Drive  

10. Close Form 

We can close the form for submission by selecting 

the Responses tab, then clicking the Accepting 

Responses toggle. You can modify the message 

respondants will see if they try to access your form 

while it is closed. Click the toggle again to reopen 

your form. 

 
 

Conclusion 

If we wish to be notified of any new form submissions, select Tools > Notification Rules from the 

Google Sheet menu. Select your notification preference, then click Save to save your changes. 
 

Do not modify the sheetsheet data until after you have collected all responses. Modifying the form 

could result in incorrect data placement. 
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