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For assistance, contact your building DRT or one of the CTIS (secondary-Kelly West kwest@sd273.com or elementary-Jennifer Olsen jolsen@sd273.com). 

Google Forms 

What is a Google Form? 
 Easy to use data collection tool 
 Free in Google Drive 
 Stored in the cloud 
 Easy to share 
 Organizes data into a spreadsheet 
 Organizes data into a visual summary 
 Many question types 

Uses: 
 Scheduling 
 Small assessments 
 Parent or student data collection 
 Logs 
 Surveys 
 Many more… 

Resources: 
 Building DRT/CTIS 
 Google Support: Forms  

 

 

Steps to Create Your Own 
Step 1-Log in. 

 Log in to Google at www.google.com. 
o You can use a personal or school district Google account. 

 Teachers have school district Google account. 
 firstname.lastname@sd273.com 
 password1 (change your password) 
 Not a live e-mail address (can not e-mail from) 

 Select sign-in in the upper right hand corner. 

 
Step 2-Open drive. 

 Select Drive from the black ribbon at the top of the screen. 
o If you don’t see the black ribbon, type Drive into the Google search bar. 
 

 
 
 
 

Step 3-Open a new form. 
 Select create on the left side of the screen.  
 Select form. 

 
Step 4-Begin your form. 

 Title your form. 
 Choose a theme. 

 
Step 5-Change the settings. 

 If you are using an sd273 Gmail, you need to uncheck the box located at the top of the form. 

 

http://www.google.com/
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Step 6-Create your form. 

 
Step 7-Share your form. 

 After hitting send in step 6(J), copy the link that appears using Ctrl+C on your key board. Share the  
link with whomever you wish to complete the form.* 

 If you used an sd273.com Google account  
DO NOT SEND VIA E-MAIL (the e-mail isn’t live). 

 
Step 8-Select a result destination. 

 In the next window that appears, select a destination for the results. 

 Select create. 
 
Step 9-Preview the form. 

 Test out the link your self from an e-mail. 

 Send the link to a colleague to test out. 

 Edit your form as necessary.  
 
Step 10-Open your result file. 

 Go back into your My Drive tab. 

 Select and open the file with the same name as your form with “responses in the title to view and use 
your data. 

A. If you are using an sd273 account, make sure 
the box is unchecked.  

B. Title your form. This will show up large and in 
bold font. 

D. This is what the recipient will answer. 

F. Select a question type: text, paragraph, 
multiple choice, checkboxes, choose from a list, 
scale, grid, date, or time.  

H. Select done when you are finished with the 
question.  

I. Select to add a new question. Repeat as needed. 

G. Check the box if you would like to make the 
question required for the recipient to move on. 

C. Fill in if you would like, add a short or long 
description (introductory note, additional 
information, …). 

J. Select send to access your shareable link and 
choose a destination for the data. 

E.  Add helper text or clarification if needed. 

*Tip: Use 
http://tinyurl.com/ to 
shorten or personalize 
your URL. 

http://tinyurl.com/

