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How do I get to Google Forms?

1. Type “Google Forms” into your Google 
Search bar and select the first option.

2. Go to the “waffle” and scroll down until 
you see “More from Google”. Once 
you’ve clicked that, scroll down until 
you see “Forms” which is under “All 
Products”. 4



How to create a form
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                                        The Universal Google “Create” Button

To create a blank form, click on the colorful “+” 
underneath “Start a new form”. It will take you to 
your new form.
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                                        Remember To Change The Title
To change the title, 
click on either one 
of the titles. There is 
one in the top left 
corner and there is 
one on top of the 
first question. Click 
on it, press 
backspace/delete 
and type in your title.

When you click on 
the title, it should 
look like this. Then 
you can edit the title.
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How to add a question
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                    Adding Questions

When creating a new form, Google Forms provides 
a default question for you. To add another, look for 
the plus sign in the right-hand menu. Click it.

Pro Tip: Give your 
form a title 
before moving on 
to other tasks. 
You can do this by 
clicking the 
section labeled 
“Untitled form”.
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                   Adding Questions

Once you’ve clicked the plus sign, 
Google forms will create another 
question just below the default one.

Pro Tip: There are 
different types of 
questions in Google Forms. 
To access these, click the 
drop-down arrow beside 
“Multiple Choice”. 

Reminder: “Multiple Choice” is 
the default setting.

10



                   Different Types of Questions
To the right of your screen, a 
menu of options will appear.

Select one.

11



                   Examples

Short answer text Paragraph  Checkboxes

Drop-down Linear Scale

 * Refer to speaker 
notes for details *
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How to make a question “required”

13



                                        Making questions “Required”
Making a question “required”, simply means that the respondent has to 
complete that question in order to submit their responses.

Click on the slider to make question “Required”. The respondents will see 
all required questions with a “*” on the questions.

When editing, this is what 
required questions look like.
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How to delete a question
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                  Deleting questions

At the bottom of every question, 
there is a menu of options. To delete 
the question, find the “trash can” icon 
and click on it. 

A notification will 
appear in the bottom 
left of your screen 
letting you know that 
the question has been 
deleted. You can click 
“undo” if you don’t want 
to delete the question. 
Keep in mind however, 
that the pop-up goes 
away just as quickly as 
it appears. 16



How to add collaborators
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                                        It is different from Google Docs and Slides
Click on the “፧” in the top right corner (next to your profile picture).

It will open a drop down menu. Click on “Add 
Collaborators” from the drop down menu.

It will open a small pop-up, 
this pop-up is the same one 
that shows up when 
sharing a Google Slide, 
Sheet, and Doc.
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                  Then...
This screen will appear. In the section 
labeled “Add people and groups”, type 
in the name or email of whom you 
wish to send the slideshow.

Feel free to add a 
message as well!
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                  Next….

You’ll notice a drop down arrow 
beside “Editor”. Click it.

This list will appear. These are the 
access rights the recipient are 
entitled to:
● Viewer - Can view only
● Commenter - Can comment only 
● Editor - Have all editing rights like 

the owner
Select one. 20



                Finally….

Send it off!
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How to share a form
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              A similar process to Google Docs and Slides

1. In the top right-hand corner, 
find the purple “Send” button 
and click on it.

2. Once, this screen appears, type the email 
of the recipient in the “To” section.
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              A similar process to Google Docs and Slides

In Google Forms, you have the 
option to send form as an email or 
as a link via the menu at the top of 
the screen. Sending the form as an 
email is the default setting.

To send the form as a link, click 
the second icon.

24



               Sending forms as a link

Once you’ve selected the “link” 
option, Google Forms will 
provide you with the link to the 
form which you can copy and  
attach to an email. 

Pro Tip: If you don’t want the 
entire link, you can get the 
shortened version by clicking 
the checkbox beside “Shorten 
URL”.

This is what the shortened 
version will look like. You can 
copy it by clicking “Copy”. 25



Sending the form off!

Once you’ve filled out all 
necessary information and 
you’re satisfied with it, you can 
click the “Send” button at the 
bottom of the screen.

Pro Tip: You can attach the form 
to the email by clicking the 
checkbox beside “Include form in 
email. 26



How to check responses
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              You can check responses in real time!
Once you have created and sent out your form using whichever 
method you chose. You can check people’s responses. Open the form 
and click on “Responses”
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              You can check responses in real time!
Once you have created and sent out your form using whichever 
method you chose. You can check people’s responses. Open the form 
and click on “Responses”

Total number 
of responses

The responses to 
individual questions

Click on the slider to 
stop accepting 
responses. This 
closes the form for 
incoming responses.
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              An example, perhaps
Here is an example of a completed form with 10 responses.
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How to preview a form
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           Previewing the form before sending it out!

To preview the document, 
click on the “eye” icon.

Google Forms will open a new tab 
where you can see the form like the 
recipients would. 

Pro Tip: You can go back to 
editing the form by clicking 
the “pencil” icon in the bottom 
right corner of the form.
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           That's all folks
Today we learned…..

✅ How to create a form

✅ How to add a question

✅How to make a question “required”

✅How to delete a question

✅ How to add collaborators

And more!
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