Copy an Existing Google Form Instructions

(Basic)
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These instructions were created and adapted from the following Reference page

Copying the Form —
1.) Open the form you are intending to copy. In the top right

corner of the screen, select the “3 dot menu”

2.) Select “Make a Copy”

Renaming the Form |

1.) A dialogue box will appear (as shown below). Here

you can rename your form and move it to the most
convenient folder
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https://www.formotus.com/blog/how-to-create-google-form?utm_term=make%20a%20google%20form&utm_source=adwords&utm_campaign=Content+Amplification+-+Search&utm_medium=ppc&hsa_src=g&hsa_mt=p&hsa_tgt=kwd-534209069952&hsa_ad=374755580764&hsa_kw=make%20a%20google%20form&hsa_acc=9626557035&hsa_net=adwords&hsa_ver=3&hsa_cam=1739801993&hsa_grp=79586701387&gclid=EAIaIQobChMIwfXwx_fW6AIVCbSzCh3JMQpHEAAYAiAAEgJWI_D_BwE

Once opened you will be brought to a copy of the original form for you to edit. See below.
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If the copied form still needs editing, see the following guides.
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If you click the three dots next to the “required” feature you can choose to add a description to
the question or for the user to be directed to a specific section of the form based on the answer
given, or you can choose to shuffle the option order of answers.

Deleting Questions

If you wish to delete a question you can click the trash can icon as seen in the

screenshot above.

Adding New Questions —

e When you are ready to add another question to your form, click the plus button

on the right hand side.

Sharing your Google Form

B @

Under the plus option is an icon that allows you to import questions. T
The third option allows you to add a title and description to your question.

The fourth option allows you to add an image to your question.

The fifth option allows you to add a video to your question.

The final option allows you to add a different section to your form. This would
allow you to separate types of question formats or separate content as desired.

0 O &

At the top right of the form you will see a few
options including the “send” option. Clicking
send will allow you to share your google form
with others.

@ © EE,? Send

Other features (left to right)
e Customize theme

o This feature allows you to change the color, font, and other items relating to the

appearance of your form.
e Preview

o Click this option if you would like to
preview how others will see the
form when they open it.

o Can also take the URL from the
preview view and share it with
others.

e Settings

o See image for other google form

settings in this feature.

In the setting feature you can choose to collect the
email addresses of the respondents, allow them to
only submit the form once, allow them to edit their
responses after they submit, and more.

Created by Archer, S. & Hinson, D. 04/14/2020

Settings

General Presentation Quizzes

D Collect email addresses

Response receipts

Requires sign in:
Restrict to users in UMass Amherst and its trusted organizations @
D Limit to 1 response
Respondents will be required to sign in to Google.
Respondents can:

[ Edit after submit

D See summary charts and text responses
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Question Responses

Once someone has filled out the google form, they will be shown this response. (ex. Learning
about colors form)

Learning about colors
Your response has been recorded.

Submit another response

You can change the confirmation message in the “presentation” option in settings as noted
above.

Viewing Responses

Questions  Responses o

Learning about colors

Form description

Once responses have been recorded, you will see the number of responses on the main page
of your google form. The number of responses will be shown such as the image above.

Questions  Responses o

1 response
Accepting responses .

Summary Question Individual

what is your favorite color?

1 response

@ blue

@ green is the best color
obviously purple

@ definitely red

@ i dont have a favorite color
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Click the “responses” option to view question responses.
This is where you can see the responses to questions on the google form. You can view it
question by question under the “question” tab or by individual users to see their answers to all

guestions under the “individual” tab.

You can also turn off “Accepting responses” if you no longer wish to receive responses.

Spreadsheet option- you can export or create a spreadsheet of responses by clicking the green
sheet icon in the upper right hand corner.

Notifications and other settings- if you want to receive an email every time someone responds to
the form you can indicate so by clicking the three dot icon next to the green sheet icon at the
top. You can also select a destination for responses and print responses from this option menu.

Choosing a Theme
Click on the Art palette icon (usually at top of the page) to customize the theme [change the
appearance of the form] . The options that appear in the menu are:

e Add a header image

e Color theme: Change/Add a new theme

e Change the background color

e Change the font style

o Note: Changing the font style, does not affect all text on the screen, so
previewing the form is important.
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