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PRESENTATION OUTLINE

•Accessing Google Drive account

•Creating a new Google Form

•Adding Questions to new Google Form

•Adding media to new Google Form

•Sharing and Sending Google Forms

•Accessing existing Google Forms

•Viewing Responses of Google Form
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ACCESSING USER’S GOOGLE DRIVE ACCOUNT
• Upon successful connection to the URL drive.google.com the Google Drive homepage is displayed as shown below;

• If the user is signed into his/her Google (or MTU) account on the browser then they will not be required to sign in;

• Quick access shows recently created documents stored on the drive which includes docs, forms, sheets and files;
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CREATING A NEW GOOGLE FORM
• By clicking on the NEW button located on the top-right corner one can select the new document to be created

• By selecting the more option at the bottom, one can access additional new documents to be created.

• Upon selecting More, then one should select the option showing Google Forms to create new Google Form.
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CREATING A NEW GOOGLE FORM….
• Upon selecting Google Forms, a new browser tab is created as shown in the Figure below.

• The form is very user friendly as it contains a user-interface which requires a user to select, drag and drop contents.

• All new Google Forms are labelled untitled until a new Title is provided to the Google Form.
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CREATING A NEW GOOGLE FORM….
• This is the section where the title of the Google Form is typed following which upon clicking the top right corner, the

title is automatically filled in.
• This is the section where the description of the form is provided (relevant additional information can be provided).
• This the main menu containing the add-in (absent in the default mode), design pallet, preview and main settings.
• The last section is the question editing environment.
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ADDING QUESTIONS TO A NEW GOOGLE FORM
• For each question provided, there are various categories of options available depending on the type of questions

asked.
• Short answer or paragraph are required for providing typed responses (e.g. theory-based response).
• Multiple choice (drop down or checkboxes) allows the respondent to select (e.g. for MCQ-based response).
• Linear scale allows respondents to select from a rated-scale of option (e.g. Likert scale of 1 to 5).
• Date and Time option allows respondents to provide date (or time) related information.
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EDITING QUESTIONS ON A NEW GOOGLE FORM
• Responses to questions can be validated as a way of ensuring that responses provided are valid.

• Descriptions can also be provided to questions (if required).

• Once a questions is marked as Required, the Google Form will not be submitted without a selected response.

• Questions can be copied for another question with the same format or deleted completely if more than required.
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EDITING QUESTIONS ON A NEW GOOGLE FORM…..
• For every question marked as required, an asterisk is attached to the question.
• On the right-hand side of each question created lies the formatting menu for questions.

• The + symbol is used to add a new question as shown in the diagram with the new question entry.
• The next menu is used to import question from an existing Google Form.
• The next two items are used to import pictures and videos from either Google Drive or Computer.

Balogun Jeremiah Ademola - MTU Google Forms Appreciation -
jabalogun@mtu.edu.ng



ADDING MEDIA TO A NEW GOOGLE FORM…..
• Upon adding a new section, a previous section is terminated with a new one created.

• Upon adding an image, there are options of uploading from various sources including camera.

• Upon adding a new video, there are options of uploading from YouTube or URL.
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PREVIEWING AND SUBMITTING A GOOGLE FORM…..

• The figure on the left-hand side shows the completed Google Form.

• The figure located on the top center shows a preview of the Google Form

• The figure located on the right-hand side shows the inability to move to the next section due to a missing response.

• The figure located on the bottom-center shows the next section owing to the selection of the next button.
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SETTING UP A GOOGLE FORM

• By selecting the setting menu button, additional configuration required for controlling access is provided.

• Including, collecting e-mail addresses, sign-in requirements for response limitation and respondents’ actions.

• Also, the view of the presentation can also be edited.

• Including progress bar, shuffling questions and link for new sections.
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SENDING A GOOGLE FORM

• By selecting SEND on the menu bar, the Google Form can be sent to respondents in one of three (3) ways:

• As an e-mail to the respondent.

• As a link which can also be shortened.

• As an embedded HTML link
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SHARING A GOOGLE FORM WITH OTHER USERS

• By selecting SEND on the menu bar, the Google Form can be sent to respondents in one of three (3) ways:

• As an e-mail to the respondent.

• As a link which can also be shortened.

• As an embedded HTML link
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ACCESSING EXISTING GOOGLE FORMS ON GOOGLE DRIVE
• Additional actions required on existing documents can be performed by right-clicking the mouse

• By clicking shareable link, one can automatically copy link which allows the sharing of documents with other Google
users
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ACCESSING QUESTIONS ON EXISTING GOOGLE FORMS
• Upon double-clicking existing forms, one is able to view the editable version of the document.

• There are two menu tabs, namely: Questions and Responses.

• The Questions menu contains the information required such as: student identity and test questions.
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ACCESSING RESPONSES TO GOOGLE FORMS
• By clicking Responses, one is able to view the responses made by the users to the information requested.

• The responses can be viewed either as a general summary, by question or by individual response.

• If there is need to view the Responses on a spreadsheet then the user clicks + to link data to Google Sheets.
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ACCESSING RESPONSES TO GOOGLE FORMS
• By clicking the + symbol under Responses, one can access the responses on Google Sheet after linking.

• The Google Sheet generated can be Downloaded locally to disk or Shared with other Gmail or MTU users.

Balogun Jeremiah Ademola - MTU Google Forms Appreciation - jabalogun@mtu.edu.ng



SHARING GOOGLE FORM RESPONSES VIA GOOGLE SHEETS
• By clicking the + symbol under Responses, one can connect the responses submitted to Google Sheet.

• The spreadsheet generated from the responses can also be Shared with other Google users.
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