


First of all, what is Google Forms?
Google Forms is a survey 
administration app that is included 
in the Google Drive office suite 
along with Google Docs, Google 
Sheets, and Google Slides.

A google form is an easy way to 
collect data, assign a quiz, and 
go paperless (or at least use less 
paper). A google form allows you 

to spend more time planning/ 
teaching than having to grade. It 
also allows students to see their 

grade instantly.



Secondly, how do I create a Google Form?
1. Sign into your google 

account.
2. Click on the Waffle icon in 
the top right corner next to 
your initial or picture.



How do I create a Google Form?
3. Click on the icon that says “Forms”.



Lastly, how do I create a new Google Form?



You can 
add a title 
to your 
form in 
either of 
these two 
locations.

If you type your title in one 
area first then when you 
click on the other Untitled 
form, it will automatically 

give it the same title.



On the first 
question, 
always go 
ahead and 
type name. 
Yes, when 
they submit 
a Google 
Form to you 
it sends 
their email; 
however, I 
have found 
it is easier 
to read 
when they 
have their 
name at 
the top.

Here is where 
you can change 
the type of 
question. For the 
“Name” question, 
always use short 
answer. 

To add a new question, 
click on the plus sign 

at the right side of the 
question that you are 

currently on.



Here is where you 
can choose what 
type of question 
you would like to 

have.

Type your 
question here and 
then you answer 

options (if 
multiple choice) 
where it says 

option 1



Here is where you 
can add titles and 
descriptions to 
your google form.

Here you can 
add a picture to 
your google 
form. 

Here 
you can 
add a 
video 
for 
students 
to view.Here you can add 

sections to your 
google form.



Always mark each question 
with required. This way if a 

student forgets to do a 
question, before they can 

submit, it will tell them that 
they did not complete the 

quiz.



This will 
take you to 
settings

The eye will allow 
you to preview 
your form from the 
student’s 
perspective.



This part is completely 
your choice. You can 
collect their email 
addresses as they turn in 
their form or just have 
them put their name on 
it. If you allow corrections 
I would not click limit to 1 
response. This way 
students can make those 
corrections and you can 
cover your 
accommodations if you 
have any.



● Here you have the 
option of showing 
students a progress 
bar as they take their 
quiz/form, shuffle 
question order, and 
show link to submit 
another response.

● You can also type a 
message that your 
students will see 
after they submit 
their quiz/form.



After you mark “Make this 
a quiz” your quiz options 
will come up and you can 
have students be able to 
see their scores as soon as 
they turn it in or wait until 
you look over them. You 
can also check what you 
want your students to be 
able to see when they turn 
it in. I usually unclick the 
correct answer options just 
in case I want them to 
correct it.



This will 
allow you 
to change 
the theme 
of your 
google  
form.

The puzzle piece 
allows you to get 
notifications.



When you click on 
choose image this 
select header pops 
up for you to 
choose your picture 
for the top of the 
google form. Based 
on the picture you 
choose you will 
have different 
theme colors and 
background colors 
to choose from.



When you hit send this will 
pop up. You can send this to 
anyone to take. You just have 
to type in their email address 
and click the box that says “ 
include form in email”.

You can also add 
collaborators in this section, 
which just means you can 
share this with other teachers.



When you click 
on the 3 dots 
you can print 
your quiz and 
give it in a 
paper and 
pencil form. You 
can add 
collaborators 
here as well. 



Click this back 
arrow to get 
back to your 
google form 
homepage.



Click on your 
waffle icon 
and go to 
your google 
classroom.



Once the Google Classroom window has 
opened...
1. If you have not already made a google classroom you will just click the plus 

sign in the top right corner. 

2. Hit create class

3. Then you have your class description. Once you are pleased with the 

description hit create.

4. To assign your quiz or any assignment go to classwork then click “Create” 

and you will be able to transfer your assignment from your google drive.


