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Introduction

| was first introduced to Google forms when | was the adult education manager for a
major video conferencing project in Alberta that linked non-profit and community-based
organizations across the province together using video conferencing technology. Many
of the non-profits we worked used traditional methods of registration for participants in
their courses. People would come into the office, fill out a form and that form would go
into a folder in a filing cabinet.

With the video conferencing project, suddenly organizations had participants from all
over the province registering in their programs. Some of those participants didn’t have
fax machines and so they couldn’t receive a paper copy of the form and then fax it back.
We turned to Google forms. Participants received an e-mail inviting them to register in
the program with a link to an online form. They followed the link, filled in their
information and voila! They were registered.

From that moment on, | was sold on using online forms for all kinds of business and
non-profit uses. | have personally used them in these ways:

v Registration forms for course participants
v Sign-up forms for volunteers

v Evaluation forms for programs

& Testimonial collection from clients

There are endless ways of using Google forms. | encourage you to explore the ways
that appeal to you. With the help of this step-by-step guide, you can get started using

Google forms right way in your own webinars, as well as on your website and via e-mail.

Enjoy!

5amk
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Benefits of using Google Forms

Free tool

Data are automatically transferred into a Google Docs spreadsheet
Easy to use

Variety of templates to create a customized look

Can be used on websites, via e-mail and in webinars

<<<<<

Step 1: Sign up for a Google Account

You will need a Google account (also known as “Gmail”) in order to use their forms. If
you don’t already have an account, you will need to sign up for one.

Go to www.google.com

Select Gmail.

| Web Images Videos Maps News Book more v

Canada

Google

Google Search | I'm Feeling Lucky

Google.ca offered in: frangais

Advertising Programs Business Solutions  About Google Go to Google.com

1 Privacy
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Sign in with your From there, you'll be taken to a

new page where you can choose

Gou glc Account

Username:
ex: pat@example.com

Password:
[] Stay signed in
Signin |

Can't access your account?

New to Gmail? It's free and easy.

Create an account »

GM i|

Create an Account

to create your own account.

Your Google Account gives you access to Gmail and other Google services. If you already have a Google Account,

you can sign in here.

Get started with Gmail

First name: Exceptional

Last name: Webinacs

Desired Login Name: exceRtionabuehloars @gmail.com

Examples: JSmith, John.Smith

_check availability!

exceptionalwebinars is available

You'll be taken to a page where you
can create your own account.

Here is a screen shot from the page
as | was creating an account for
Exceptional Webinars.

You’ll have to choose your own user
name and check its availability.

Choose a strong password to
ensure account security.
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Once you have successfully created your account, you will see a page that looks
something like this.

Click on “Show me my account”.

G i‘q - || Introduction to Gmail

Congratulations!

Show me my account »

Archive instead of delete

Tidy up your inbox without deleting
anything. You can always search to find
what you need or look in "All Mail."

You've successfully signed up for Gmail! Here's a quick run through to help you get
comfortable.

Archive

Chat and video chat

Chat with your contacts directly within
Gmail. You can even talk face-to-face
with built-in video chat.

Labels instead of folders

Labels do the work of folders with an
extra bonus: you can add more than one
to an email.

From there, you’'ll be taken to your new Google account. Once you’ve completed these
steps, you are ready to set up your form.
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Step 2: Design Your Google Form

At the top of your Gmail account page, you’ll see a menu. Select “Documents”.

Gmail Calenda Photos Reader Web more v

You'll have the option to create a new document or upload an existing document.

Select “Create New”.
Goc >8lC doc

Starred
All items
Bin

£3 My collections
No collections

D Collections shared with me

You’'ll see a drop-down menu with some selections. Select “Form”

Google docs

Create new v = Upload...

I & Document

2 Presentation

a Collection

Fromtemplate...  ith me

You will see an empty form template that looks like this:
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== Add item Theme: Plain Email this form ~ See responses More actions Save

Untitled form

You can include any text or info that will help people fill this out
d|s]
Question Title Sample Question 1 ¢
Help Text
Question Type Text v
Their answer

(‘Done ) [_) Make this a required question

Sample Question 2

This is what you see as the form creator. What your respondents will see in the final
version will look different. Consider this the “behind-the-scenes” area that only the form
creator(s) have access to. This is where you build your form.

Start filling out your form. You can make changes as you go along, so don’t worry if it is
not perfect the first time.
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Select the type of answer you want your respondents to give.

There are a variety of different answer types available to you. Think about what kind of

choices you want your respondents to have. Select an answer type based on your

decision. You can choose from:

v Text

Used for short text answers.

« Paragraph text

Room for longer text answers.

" Multiple choice Respondents select one choice from several
possibilities.
v Check boxes Respondents can check all that apply.

« Choose from a list

Respondents are given a set of options from
which to choose.

v Scale Build a rating scale, such as “1 to 5” or “1 to 10”
and sent the parameters for your ratings.
v Grid Respondents fill out a grid to answer the

questions.

Sarah Elaine Eaton, Ph.D.
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Examples
Rating scale question

Notice that I've included both the question title and some extra guidance in the “Help
text” area to clarify how the respondents should answer the question, based on their
opinion.

>Sample Evaluation

Please help us to improve our programs by taking a few minutes to fill out this evaluation form.

Question Title "Please rate the instructor's knowledge of the subject matter. ] rd|s
Help Text '5 = highestand 1 = lowest

Question Type | Scale %]

Scale[1 3|to[s B

Labels - optional

1: Lowest

s >Highest

(Done ) [ Make this a required question

Paragraph text

This type of question allows respondents give a detailed response in paragraph form.

Question Title [Tell us what you liked most about this program. 7|0
Help Text
Question Type Paragraph text +])

Their longer answer

(‘Done ) (] Make this a required question

Multiple choice
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This type of question asks respondents to chose ONE answer from a variety of
possibilities.

Question Title How did you find the instructional pace of this session?
Help Text Please choose the ONE answer that most applies to you
Question Type [‘Multiple choice & | (] Go to page based on answer
O Too fast

O [Justright
O Too slow

or add "Other”

(Done ) [_] Make this a required question

Sarah Elaine Eaton, Ph.D.
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Editing a question
On the right-hand side of the question box, you’ll see three icons:

Edit
Duplicate
Delete

The “Edit” icon is the pencil, located on the left. Click on that icon to edit you; questions.
Question Title How did you find the instructional pace of this session? G’

Help Text Please choose the ONE answer that most applies to you.
Question Type | Multiple choice + |[) Goto page based on answer
O Too fast

O "Justright

O Too slow

or add "Other”

(‘Done ) [_) Make this a required question

How to Add More Questions

When the empty template opens, two sample questions are included. The easiest way
to add more questions is to duplicate one of the questions you’ve already made and use
that as a base to create a new question. Click on the “duplicate” button on any given
question and it will make an exact copy of that question. You can then edit it any way
you like to create a new question.

The “Duplicate” button is located on the right-hand side of the question box, in between
the “Edit” and “Delete” buttons.

Question Title How did you find the instructional pace of this session? ’ 4

Help Text Please choose the ONE answer that most applies to you.

Question Type | Multiple choice + |[] Goto page based on answer

O Too fast
(O Justright
O Too slow

or add "Other”

(Done ) [] Make this a required question
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How to Delete Answer Possibilities

Let’s say you duplicated a question in order to edit it, but question you want to create
has fewer possible answers than the one you duplicated. Deleting answer possibilities is
easy. Click on the “x” next to the an answer and it will be deleted.

Question Title How did you find the instructional pace of this session?
Help Text "Please choose the ONE answer that most applies to you.
Question Type | Multiple choice ) "] Go to page based on answer

O Too fast

O [Justright

O Too slow

(‘Done ) ["] Make this a required question

How to Go To A New Page Based on a Respondent’s Answer

You can customize your form so that respondents will be directed to a new page, based
on the answer they have given to a particular question.

Let’s say, for example, that | want to ask respondents if they are willing to give me a
testimonial that | can use for promotional purposes. If they answer “yes” they will be
directed to a new page asking them for their testimonial. If they choose “no”, they will be
directed to a page thanking them for their participation. Here’s how it would look:

Question Title Would you be willing to give us a testimonial we can share with our clients?

)\%

Help Text

Question Type | Multiple choice + | ¥ Go to page based on answer
() Yes, I'd love to. | Continue to next page ¥

() No, thanks. " Continue to nextpage ¥

or add "Other”

(‘Done ) (] Make this a required question
https://spreadsheets.google.com

)
é’fq" i Note: "go to page" questions work only on forms with
as multiple pages. Choose “page break" from the Add
Item menu to add additional pages.
———
oK -

Notice the pop-up box that indicates | need to add additional pages to my form in order
to re-direct respondents to a new page, based on the answer they give.

Sarah Elaine Eaton, Ph.D.
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How to Add Pages to Your Form

To add pages to your form, go to the “Add Item” menu. Select “Page Break”.

= Add item heme: Plain Email this form ~ See responses - More actions ~ ~ Save

Please help us to in{fove rams by taking a few minutes to fill out this evaluation form,

Please rate the instructor's knowledge of the subject matter.
5 = highestand 1 = lowest

Tell us what you liked most about this program.

How did you find the instructional pace of this session?
Please choose the ONE answer that most applies to you

O Toofast
O Justright

O Too slow

Would you be willing to give us a testimonial we can share with our clients?
O Yes, I'd love to.

O No, thanks.

The new page you have created will look something like this:

Page title r 1 rdil's)
(optional)

Description
(optional)

(Done)

Give your page a title and add a description. If you want to add additional questions, go
back to the “Add ltem” menu in the upper left hand corner and choose the type of
question you would like to add.

=k Add item Th
Questions
Text
Paragraph text
The drop down menu looks like this: Multiple choice
Checkboxes
Choose from a list
Scale
Grid
Other
Section header
Page break

Examples of Additional Pages

Sarah Elaine Eaton, Ph.D.
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Here is are two examples of “re-direct pages”. If respondents agreed to provide a
testimonial, they would be redirected to Page 2, which looks like this:

Page 2 After page 1| Continue to next page v

ns will ovemide this navigation. Leam more

Testimonial
Thank you for helping us out by providing us with a testimonial. As you know, client testimonials are very important to small businesses to help us continue to succeed.

Write your testimonial here.
Write a few sentences that you are OK with us sharing with the world

Name *
In order for a testimonial to be credible, we'll need to know your name

Organization *
Please indicate the name of the organization you work for. If you prefer not to have the organization mentioned, just leave this question blank.

Where do you live?
Please tell us which city and country you live in. If you prefer not to include this information, just leave it blank.

E-mail address
In case we need to contact you

| hereby grant you permission to use my testimonial for promotional purposes in print or electronic form. *
We need your permission to use your testimonial publicly

O Yes, of course!
O No

You can see that I've added in several additional questions including long answer, short
answer and a Yes/No question at the end, which is really just a multiple choice question
with only two possible answers.

Also notice that it says “Page 2” in the upper left hand corner. This is the second page
of my form.

Sarah Elaine Eaton, Ph.D.
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If a respondent chose not to give a testimonial, they’d be directed to Page 3, which |
designed using the same principles, but it is much shorter. It looks like this:

Page 3 After page 2| Continue to next page v

OK, no problem.

Any further feedback for us?

If you have a multiple page form, it is a good idea to have a final page that thanks your
respondents for taking the time to fill out your form. Have other pages redirect to this
page as a way to close your form. Respondents will see a “submit” button on the last
page of their form.

How to Add a Section Header

Adding a section break to a page allows you to write additional text that
isn’t related to a question. In the example above, | used it to thank

Tex respondents for taking part in the evaluation and to let them know that their
Paragraph text

wipecnoce  F€SPONSES would be kept confidential.

Checkboxes

=k Add item Th

Questions

Choose from a list
Scale
Grid

Section header

To add a section break, go to the upper left hand corner of
your form and click “Add ltem”. At the bottom of the drop-down
menu, you will see the “Add Section Header” option.

Sarah Elaine Eaton, Ph.D.
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How to Redirect to New Pages of Your Form

You will need to indicate what pages of your form to re-direct to based on your
respondents answers. Once the new pages have been created, you will be able to go
back to your question and select the re-direct page from a drop-down menu next to the

question.

Question Title Would you be willing to give us a testimonial we can share with our clients?

Help Text

Question Type [‘Multiple choice | ¥/ Go to page based on answer

(@) 'Yes‘ I'd love to. ] Go to page 2 (Testimonial) v

Go to page 3 (OK, no problem.) »

O No, thanks.

(‘Done ) ") Make this a required question

This should be straight forward, but the trick is to have your new pages already created.
They will not appear as options until after they have been created.

These are the basics of how to design a Google Form. There are a few other things
you’ll want to know how to do, too. Keep reading.

Sarah Elaine Eaton, Ph.D.
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ok Add item Theme: Plain

Step 3: Have Some Fun - Choose a Theme

Next to the “Add Item” button in the upper left-hand

corner, you'll see a button that says “Theme”. Click on it.
You'll be redirected to a page with a variety of themes to choose from. There are lots to
choose from:

Letterhead

........

Pick a theme you like and that reflects the nature of your form. Once you’ve chosen
your theme, click “Apply”.

When you’re done, click on “Back to editing” in the upper left-hand corner.

Sarah Elaine Eaton, Ph.D.
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Step 4: Edit Your Confirmation

Google provides a standard confirmation to let respondents know that you’ve received
their feedback.

In the upper right-hand side of your form, you’ll see some options. Click on “More
Actions” and then choose “Edit confirmation”.

=k Add item Theme: Plain Email this form  See responses More actions

Edit confirmation

Samnole Evaluation

A pop-up box will pop up with some default text. Change that to whatever you like and
click “Save.”

Step 5: Check Out Your Finished Form

Now that you’ve designed your form and edited the confirmation, it is almost ready to
share. Before you send it out to the world, you will want to ensure that it looks the way
you want it to.

To do this, go to the very bottom of your form. You should see a box with the URL of
your form. Every form you make will have its own unique URL. Click on the URL shown
in the box at bottom of the page.

You can view the published form here: hitps://

You'll be redirected to your finished form. What you see is what your respondents will
see. Read it over and make sure everything is how you want it. If it is not, go back and
edit it. It is normal to make some edits before you’re happy with the final product.

It is a good idea to test the form out yourself to ensure that the pages and questions
flow the way you expect them to.
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Step 6: Share Your Form

There are two main ways to share a Google Form. You can either share a link directing
respondents to the online form or you can embed the form on a website.

Sending the form via e-mail

To send your form via e-mail, click on “Email form” from the options in the upper right-

hand corner.
@ See responses More actions Saved

A pop-up box will appear, asking you to write in the e-mail addresses of the recipients.

Send this form to others

to:

Choose from contacts
from: Exceptional Webinars <exceptionalwebinars@gmail.com>

subject: Sample Evaluation
™ Include form in the email
Note: the form description will always be included in the email

(‘send ) ( Cancel )

In the “To” field, type in the e-mail addresses of the recipients. Then click “send”. Your
form will be e-mailed to the participants.
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Embedding Your Form on a Website

To embed the form on a website, you’ll need the html code. To get that, go to “More
actions” on the right-hand side of your form.

More actions
Embed

=k Add item Theme: Plain Email this form ~ See respons:

Samnle Evaluation

Choose “Embed” from the drop-down menu. A pop-up box will appear with some code
in it. Copy the code. Paste the code into your website or blog on the coding page or
using an html widget.

Every website design program is a little different, so you may need to look at your own
design program to find out how you use the code that Google provides.

Sending a Link to Your Form

An easy way to share your form is simply to send respondents a link to it. You can do
this by selecting the URL at the very bottom of your page and copying it.

You can view the published form here: hiips:/g

Every form has its own unique web address, so it is easy to share via a link.
| like to use a URL shortener such as Bit.ly to make the links more manageable to send.
Shortened URLs are easy to share with webinar participants, too. You can either put a

link on one of your slides, or share the link in the chat box. If it is a shortened URL, you
can even say the link aloud to the participants in order to reinforce the information.

Sarah Elaine Eaton, Ph.D.
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Step 7: View Your Responses

Once people have filled in your form, you will want to see what they wrote. To do this,

Gmail Calenda Os Reader Web more ¥

go back to your Gmail account. Once you are in your account, select Documents.
You will see your new form at the top of your list of documents. It should look something
like this:

CO\ rSIC docs Home % X Search Docs ~ Browse template gallery
Create new v Upload... Documents ¥  Images & videos ¥  More options v
Sort by Priority ¥ () Sample Evaluation
Starred ) Sample Evaluation St
| Allitems R -
¢ Bin

2 My collections
No collections

D Collections shared with me

Last viewed by me: 7:49 pm
Last modified by me: 7:50 pm

Collections - Organise
None

Sharing - Settings =]
@ Private to only me
Exceptional Webinars owner

Click on your form. You’ll be taken to a spreadsheet. The data in the spreadsheet are
the responses from those people who filled out your form.
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The spreadsheet will look something like this:

Gmail Calendar Documents Photos Reader Web more v exceptionalwebinars@gmail.com | Settings v | Sign
Go« ‘S[C docs  Sample Evaluation & Private to only me Saved | £iShare

File Edit View Inset Format Form (1) Tools Help

oA FElvy A 0§ % 123y 10pty B A Ay By [y Ev E R |
Formula: [Timestamp Show all formulas
A D E F G I J K L M N
1 I hereby grant you
permission to use
Would you be my testimonial for
Please rate the How did you find willing to give us promotional
instructor's Tell us what you the instructional  a testimonial we purposes in print
knowledge of the liked most about pace of this can share with Where do you or electronic Write your
Timestamp | subject matter. this program. session? our clients? Name Organization live? E-mail address form. testimonial here.
2 Loved this
Liked the step-by- program. Would
2/21/2011 20:32:29 5 step instructions.  Just right Yes, I'd love to. John Doe XYZ Widgets Inc.  Anytown, Canada nonameemail@nom Yes, of course! recommend it.

Conclusion

Google forms can be used for a variety of purposes. | particularly like them for webinar
evaluations because they are free to use, easy to set up and easy to share with
participants.

It doesn’t take long to learn how to set up a form. Once you get the hang of it, you'll find
yourself using them often.

Have fun and enjoy!
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