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CREATE A GOOGLE FORM 
 
You can create a quiz or survey using a Google Form.  Responses by the students will 
automatically be sent to the spreadsheet that is connected to the form for you to view, and you 
can copy it to sort data.  You can also view the responses to each question in chart form. 
 

1. Go into your Google Drive 
2. Click on New 
3. Select More and click on Google Forms 
4. Check the boxes in Form Settings that you want to apply to your form 
5. Change Untitled Form to the title you want for your Quiz. 
6. Type in your first question in Question Title.  Include a number if you want your 

questions numbered. 
7. Select which type of question you want, e.g. multiple choice, text, checkbox, etc. 
8. Click on Option 1 and start typing in your first answer, if it is a multiple choice or 

checkbox 
9. Tab to the next box and type in your 2nd answer.  Continue with as many answers as 

you want. 
10. Check the box in front of required question if you want the question to be mandatory 
11. Click on Done 
12. Click on Add item and continue adding questions 
13. You can move questions around by clicking and dragging them.  You must be done 

editing the question first. 
14. After you have added all your questions, under Confirmation Page: 

a. You can change Your response has been recorded to a message that you 
want your students to see at the end of the test 

b. Check or uncheck any boxes you want or don’t want 
15. Click on View Responses at the top of the Form and a spreadsheet will open in a 

new tab.  This spreadsheet is named the same as your Form but says Responses 
after it.  Change the first row to wrap text 

16. If you want to e-mail the link to the quiz to anyone, go back to the Form tab and click 
on Send Form.  A new window will open.   Under Send Form via e-mail, click on 
Enter names, e-mail addresses or groups…  a new window will open.  Fill in the 
email information and any other information and click on Send 

17. Take the test yourself online so you will have the correct answers in the second row 
under the title row. 

18. After all the students have taken the quiz: 
a. Click on the Responses menu and click on Accepting Responses.  This is a 

toggle so it will turn into Not Accepting Responses and at the top of the form it 
will say This form is turned off. 

b. Click on View Responses icon to see the results in a spreadsheet. 
c. Click on the Responses menu and select Summary of Responses to see the 

results of each answer in a chart form. 
d. To create a new spreadsheet of the responses so you can sort the data and add 

changes without affecting the original Response spreadsheet:  
i. Click on the Responses menu 
ii. Select Change Response Destination 
iii. Click on Create 


