
Spreadsheet Applications  
 

What You’ll Do 
Following this written tutorial, you can 

learn about and create a Google Form – a 
free survey creator! 

 
Before you Begin 
Create a Google Account (be practical about 
your username – try to incorporate your 
name). Once you’ve created your account, 
log in and go to Google Drive (previously 
called Google Docs. 

 

Creating an Online Form 
One of the best features of Google Spreadsheets is its 

ability to create an online form. In this final activity, 

you will create a form for your students’ parents to fill 

out. As you will see, your form will use all of the 

question types. 

 
1. Click on the 

“Create new” 

button in the 

top-left portion 

of the screen 

and choose 

Form 

 

2. Rename the name of the form so it is 

called Parent Form. 

3. Type in a sentence in the description 

box that thanks the parents for taking 

their valuable time to fill out the 

survey. 

 
Item/Question 1 

1. Change the first question, currently 
Sample Question 1 so it says Child’s 
Last Name. Leave the Help Text 
empty. Check the box that makes this 
question a requirement. Press the 
Done button and you will see your 
first form item. The red asterisk 
indicates that the item is required. 

 
Item/Question 2 

1. Repeat the process for Sample 
Question 2, only this time, use Child’s 
First Name. 

 
Item/Question 3 

1. Press the Add item button, located at 
the top of the page and select the 
Text option. 

2. The Question Title should be 
Father/Male Guardian (First and Last 
Name). In the help box, type the 
following: Please type ‘Not 
Applicable’ if necessary. The 
question type should be Text. Check 
the box that makes this question a 
requirement.  

 
Item/Question 4 

1. For the 4th question, repeat the 
process, only this time, use 
Mother/Female Guardian. 

 
Item/Question 5 

1. Press the Add item option, and now 
select the Paragraph Text option. 

2. The question should be, Please tell 
me what you think I should know 
about your child that would best help 
me teach your child. 

a. No Help Text is necessary. 
b. Make this a required question. 

 
Item/Question 6 

1. Again, press the Add item option, and 
now select the Multiple Choice 
option. 

2. Question Title: What is the best way 
for me to contact you? 

3. You will provide 4 options: 
a. In the Option 1 box, type: 

Home Phone. 
b. Option 2: Work Phone 
c. Option 3: Cell Phone 
d. Option 4: Email 

4. Make it required and choose Done. 
 

https://accounts.google.com/SignUp?continue=https%3A%2F%2Faccounts.google.com%2FManageAccount
https://drive.google.com/


Item/Question 7 
1. Add a Checkbox question. 
2. Question Title: Does your child have 

allergies to any of the following? 
3. Help Text: If no allergies, please 

proceed to the next question. 
4. Options: 

a. Medications 
b. Food 
c. Milk/Drink 
d. Stinging Insects 
e. Latex 

5. This should NOT be a required 
question. Choose Done. 

 
Item/Question 8 

1. Add a Scale question. 
2. Question Title: On the following 

scale, please rate your level of 
involvement in your child’s daily 
schoolwork. 

3. Scale: Change the scale so it goes 
from 1 to 10. 

4. Label 1: No involvement whatsoever. 
5. Label 10: Totally Involved 
6. Make this question a requirement. 

 
 
Item/Question 9 
For this last question, you will add a Grid question but 

you will need to create some questions (the row 

questions beginning in bullet point 33 below) on your 

own. The 3 row questions should help you, the 

teacher, get a better understanding of either the 

parents or the student. 

 

1. Question Title: Please rate the 

following 3 questions according to the 

given scale: 
2. Column 1 Label: Never 
3. Column 2: Rarely 
4. Column 3: Occasionally 
5. Column 4: Frequently 
6. Column 5: Always 
7. Row 1 label: You need to develop 

your own question. 
8. Row 2 label: You need to develop 

your own question. 
9. Row 3 label: You need to develop 

your own question. 
 

 
Moving Items 
You can move question items very easily by clicking 

and holding a question and dragging it either up or 

down. 

1. Click on and drag Question #5 (the 
paragraph text question) down so it 
becomes the very last question. 

 
Choosing a Theme 
By default, a plain theme is applied to Google Forms. 

You will change it so it h as a theme.  

1. Click on the Themes button and 
select a theme that you like (there are 
nearly a 100 available themes). 

2. Choose Apply. 
 
 

Finalizing the Form Activity 
 
At the bottom of the page that you have been 
creating questions on, you will see some text that 
states, “You can view the published form here:” 

1. Click on the link that follows that 
statement so you can see what your 
form looks like.  

2. Copy the URL and paste it 
somewhere where you can access it 
later. 

3. Fill out the form and hit the Submit 
button. 

4. Email a classmate, friend or family 
member the URL to your form and 
ask them to fill it out. 

 
Viewing the Survey’s Results 

1. Go back to Google Docs and open 
your spreadsheet – remember, a 
Google Form stores its data in a 
spreadsheet. Verify that there are two 
rows of data: your submission and 
that of your friend/classmate/family 
member’s. 

 
The Form Menu 

1. If you click on the Form menu within 
your Google Spreadsheet, you will 
see multiple options. Here, you can 
edit your form, go to the live form 
(from which you can copy your URL), 
and Show Summary of Responses.

 

http://docs.google.com/

