
Guide to 
Google 
Forms



To Start a 
Google 
Form



Go to forms.google.com

Can go to this address, 
forms.google.com, or hit the 
new button in drive and find 

Google Forms

http://forms.google.com
http://forms.google.com


Pick a New Form to Start

Can use Template or 
Create Your Own



Build Your Form
Title Your Form

Add Directions

Fill Out Question 
Information

Change Question Type

Switch this on if you want 
them to have to answer 
question before submit

Use This to Add 
Questions or Content for 
Students to Respond to



Getting 
Your Form 

Out



Click Send
Click Send 
Right Here!



Get the Link

1. Make Sure you Click 
Here to Get to the Actual 

2. Click Here to 
Shorten this link to 
Something Folks can 
Type in a search bar

3. 
Click 
Copy



Options for Getting the Link 
Out

• Remind- Have a remind.com 
account where you can text 
out the link 

• Google Classroom or Website- 
Have a place where you post 
the link that kids can get to 
easily 

• Crafty Text- Display it in your 
Chrome Browser really big 

• Old Fashioned- Write it on your 
board

http://remind.com


Crafty Text1. Open Chrome 
Browser 

2. Search for 
the Chrome 
Webstore 

3. Search for 
Crafty Text 

4. Click Add to 
Chrome 

5. Click Add 
Extension

3. Once to Chrome 
Webstore Type Crafty Text 
into this Box and Hit Enter

4 and 5. Click Add to Chrome, 
then will get another menu 
where you want to click add 

extensionMake Sure 
You have this 

Icon



Crafty Text Part 26. Click CT 
Extension 

7. Paste Form 
URL in box and 
hit enter. It 
displays text 
super big 
• Click on 

Extension 
Again to Get 
Rid of

7. Paste URL and hit 
enter

6. Click Crafty Text 
Extension. It Is CT Icon

You will get this on your 
screen



One Issue.. and the Fix

• If you use your school issue Google account it defaults to only 
letting people with school Google accounts answer 

• To allow others (parents, students who aren't logged into 
school) to respond click the pin wheel and uncheck the box 
that is checked.

1. Before this 
menu comes up, 

click the pin 
wheel that 

can be found 
here

2. Click here to 
un-restrict



Getting the 
Data in a Nice 

Neat 
Spreadsheet



Get it to Sheets…..
Start by Clicking 

on Responses

1. Click the 
Spreadsheet 

Icon
2. Fill Out Your 

Spreadsheet Options and 
Click Create



Grading Option 1

What Is Built into Forms



Step 1: Turning on a Quiz
1. Click the Pin 
Wheel 
2. Click Quizzes 
3. Switch on 
Make this a 
Quiz 
4. Play with the 
Options

1. Click 
the Pin 

Wheel to 

2. Click on 
Quizzes

3. Click Save 
When Done



Step 2: Set the Answer Key

1. Click Answer Key 
for Each Question 2. Chose Correct 

Answer

3. Add feedback if you 
want



Two Options For Feedback….

1. Get Here 
By Starting 
with the Pin 

Wheel

2. Then Click 
Here

Option 2: Give Feedback after 
you review manually. Works 
with all question types but 
great for short answer and 

essay

Option 1: Give Feedback 
Immediately After they 
submit form. Great for 

multiple choice



Step 1 Manuel Feedback

1. Click the Pin 
Wheel to Get 
to this step

2. To give students feedback, you have to have 
a way to deliver. This does it through domain 
email, so they will have to sign in with their 
school email for this. Check this box to make 

them do it!

3. This comes up after you check the 
email box. This does not provide 

feedback on write and wrong. If you 
check always, it only sends them a 

copy of their responses

4. When finished hit 
Save



Step 2: Manual Feedback..

1. Click Responses

2. Click 
Individual



Step 3 Manuel Feedback

2. When done with 
all feedback, click 

1. Click Add individual feedback. It will pop a menu 
for you to add feedback. You can even add links for 

further explanation. Click Save in that menu.



Step 4 Manuel Feedback
1. This menu is also under 

the responses tab

2. Make Sure 
your on 

Summary

3. Click Release 
Scores

4. Add a message and pick users 
you want to send feedback to if 
needed. Then click send emails 

and release



Grading Option 2



Get the Add On!

1. Create a Sheet for your Responses. Go 
to Slide 13 if You Don’t Know How

2. Click Add-Ons

3. Click Get Add Ons



Get the Add On…

1. If Flubaroo Comes 
Right Up Click Here…

If not, search for it 
here, and then click 
same clue button!

2. After you press the blue 
free button it will take you 
to a page that gives Google 
permission. Click Allow at 
the Bottom of that page



Running Flubaroo

1. Go Back to Your Sheet that 
is taking form responses

2. Click Add-ons

3. Click Flubaroo 4. Click Grade 
Assignment



Flubaroo Settings
1. Adjust the Settings for Each 

Question

Can have categories that id 
students like this one that is 
automatically added when 

requiring users to be signed in 
with school email. To adjust this 

setting go to slide 19.
When set on 

normal grading, it 
automatically 

grades things like 
multiple choice

Grade by Hand can used to 
grade things like essays

2. When Done 
Adjusting Settings 

Hit Continue



Id the Key

1. Pick the Form You Used 
as a Key

2. Then Hit 
Continue



Now to Grade the Essay
1. Click Add-Ons

2. Click Flubaroo

3. Click Grade Questions by 
Hand…



The Actual Grading

Select the Student to 
assess Select the Question to Assess. 

Great to Switch if you have 
multiple essay or short 

answer.
Answer Shows Up 

Here Enter Comments

Add Point Values Click Here to Save Grade



Deliver the Grade
1. Click Add-Ons

2. Click 
Flubaroo 3. Click Share Grades



The Actual Sending

To Send, you must have a question 
in your form asking for a email 
address. This setting ask you to 
tell Flubaroo which column that 

email is in

This gives you 
options to share 

key. Might not be 
bad to keep it on 

default Includes the Question and score. 
Might not be bad to keep on

This includes the 
answers

Add a Message

Hit Continue



Forms Hacks



Rubrics



1. Build Your Rubric

1. Input each level 
of the Rubric as 

drop down 
questions Add a paragraph question for 

comments

Hand add the score

Add the Students 
Email Address. 

Can Keep a 
Spreadsheet or 

Add from 
Classroom. This is 

a MUST!



Fill it out for each project

Go to the Live Form and 
Fill it Out for Every 

Student or Project! If you 
need to find the link to 

the live form go to Slide 
6 

Also, do one form 
entry as a key. IT 

DOES NOT MATTER 
WHAT IS ON THIS 
ENTRY! Just fill in 

some stuff. The Key 
is important 

because you will 
have to have one 

assigned as key in 
order to email 

scores. 



Move All Results to a Sheet
Start by Clicking 

on Responses

1. Click the 
Spreadsheet 

Icon
2. Fill Out Your 

Spreadsheet Options and 
Click Create



Run Flubaroo

1. Go Back to Your Sheet that 
is taking form responses

2. Click Add-ons

3. Click Flubaroo 4. Click Grade 
Assignment



Set Flubaroo the Right Way

1. Move all the Scoring aspects of 
the Rubric to Grade by Hand 

including all rubric levels, project 
titles, and comments

2. Move things that id the 
student like email and name 

to identifies student



Id the Key
Pick the DUMMY Key you filled 

out. It’s set to grade by hand 
for all questions, so again the 

only reason to choose is to 
ensure that ALL students get a 

email with rubric results

2. Then Hit 
Continue



Deliver the Feedback
1. Click Add-Ons

2. Click 
Flubaroo 3. Click Share Grades



The Actual Sending

To Send, you must have a question 
in your form asking for a email 
address. This setting ask you to 
tell Flubaroo which column that 

email is in

This gives you 
options to share 

key. Might not be 
bad to keep it on 

default
Includes the Question and score. 

This includes the 
answers

Add a Message

Hit Continue



What the Students See

All you have to do is 
make sure the kids 

understand that the 
point values at the top 
and under hand graded 

don’t matter. What 
matters is where it says 

your answer.



Creating A 
Reusable 

Form



Why Reusable?
• You could have one form that is used for things 

like Bell Ringers and Exit Tickets daily 

• The trick is creating questions on the form that 
you don’t have to change 

• So for multiple choice maybe just put the 
letters in as answer choices 

• For Essays/Short Answer just use some type 
of identifier as the text for the question 

• You can then present questions through things 
like Power Point or simple writing on board, and 
kids continue to answer them on the one form 

• Advantage is you never have to create another 
form and kids always know which one to use



Create a Form with generic questions that can be 
reused and get the link out to students. Go to Slide 
6 if you need directions on getting the form out 



Filling in a Key

To Grade start by going To Your Live Form 
link and Fill Out a Key for the question . If 
you need help finding the link go to Slide 6. 
Don’t worry about short answer and essay 
questions right now. You don’t even have to 

answer them. 



Grade it Using Flubaroo

1. Go Back to Your Sheet that 
is taking form responses

2. Click Add-ons

3. Click Flubaroo 4. Click Grade 
Assignment



Flubaroo Settings
1. Adjust the Settings for Each 

Question

Can have categories that id 
students like this one that is 
automatically added when 

requiring users to be signed in 
with school email. To adjust this 

setting go to slide 19.
When set on 

normal grading, it 
automatically 

grades things like 
multiple choice

Grade by Hand can used to grade 
things like essays to see how to 

do this see Slide 29

2. When Done 
Adjusting Settings 

Hit Continue



Id the Key

1. Pick the Form You Used 
as a Key

2. Then Hit 
Continue

You can choose to email 
grades on the assessment 

out. See Slide 31 for details.



Transfer Data…

If you want to keep the data from one 
assessment, it is as simple as copying the data to 

another sheet

1. Highlight the Data 
and copy it

2. Hit the Play 
button, create a 
new sheet, and 
paste the data 

into it You can then delete the data from the 
student submission sheet in preparation 
for the next time you will use the sheet



And then just regrade it…
1. Click Add-

Ons

2. Click Flubaroo 3. Hit Regrade Assignments

4. Go through the same Flubaroo 
process to grade go to Slide 27 to 
understand the grading process, 

Slide 29 to grade question by hand, 
and slide 31


