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This tutorial is intended to be a quick-start guide for teachers to “get them started” using 

more Web 2.0 technology in their classrooms.  

#2: If you do not have a Google Account, 
 simply click “SIGN UP” and create an 
 account.  

#1: “Sign-in” to your 
 Google Account (EDU 
 or other).  

#3:  Click “CREATE” 

#4: Select “Form” from 

 the drop down menu. 
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The Google Form editor appears. 

#8: Choose a “Question Type” 

 from the drop down menu. 

#9: Check here to “Make this a 

 required question”. (This 

 will ensure that the student 

 can’t skip this question.) 

#5: Give your form a title. 

#6: You can include an 

 explanation about the 

 purpose of the form here.  

#7: Enter your first question here. 

 If this form is to be used as an 

 assessment, make the first 

 question student name. 

#10:  Click “Done” to save 

 your question. 

#11: If you created your form using your EDU Google account, you will also have the option of: 

a) Requiring individuals who use your form to sign-in with their GPCSD EDU account, and 

b) Collecting the respondents EDU email address. 

This will allow you to verify that respondents are indeed staff or students of GPCSD #28. 
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#13:  Need to edit your question? Simply hover 

 your mouse over the question until it is 

 highlighted and these 3 icons appear. 

 

#14:  Click the “Pencil” 

 icon to edit the 

 question. 

#18:  Select a question “type” from 

the drop down menu. 

#17:  Select the “+ Add item” 

 to add more questions. 

#15:  Click the “Double Square” 

 icon to duplicate the 

 question. 

#16:  Click the “Trashcan” 

 icon to delete the 

 question. 

#12:  Creating your Google Docs Form with your EDU Google Account will 

 also provide the respondent with the option of sending themself a 

 copy of their responses via email when they “SUBMIT” their form. 
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#19:  Enter your question, enter any 

“Help Text”, decide if this will be 

a “required question”, and click 

“Done” to save your question. 

 

#20:  Ensure that you click “Save” once 

you have finished your form or 

before you leave your form editor. 

#21:  Once you have finished your form 

you will need to decide how you 

will “Share” it with your audience. 

#22:  You can choose to “email your 

form” to your audience. 

#23:  If you “Email this form” to others 

you will need to enter their email 

addresses. You can choose to 

“include the form in the email”, 

click “Send” to forward your 

form. 
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#24:  You can choose “More actions” 

and select “Embed” from the 

drop down menu to embed your 

form into your blog or website. 

#23:  The “Embed” dialogue box 

appears. Copy the highlighted 

code and paste it into your blog 

or website. Close the dialogue 

box. 

#27:  Alternatively, copy the 

highlighted link in the bottom left 

hand corner of the form and 

paste it into your blog or website.  

#25:  The “Embed” dialogue box 

appears. Copy the highlighted 

code and paste it into your blog 

or website. 

#26:  You may need to adjust the width 

and height to ensure the form will 

fit in your blog’s column or 

website’s page.  
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About the Author: Jean-Paul Gaboury is a school principal and the AISI Technology in Education 
Project Lead for Grande Prairie and District Catholic Schools.  
 

Need help putting this guide into practice? Contact him @ jeanpaulgaboury@gpcsd.ca 
 

Learn about other Web 2.0 Tools, APPS, and How to use technology to differentiate instruction and engage 
students @ http://etechclassrooms.weebly.com/index.html 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

#27:  Return to your Google DOCS 

account and you will note the 

Google form you created. Click to 

open the form. 

#28:  Return to your Google DOCS 

account and you will note the 

Google form you created. Click to 

open the form. 

#29:  The form opens as a spreadsheet. 

Any responses entered into your 

Google form and submitted will 

appear in this spreadsheet. 

#30:  Select the “Form” tab and from 

the drop down menu you can 

select “Edit form” should you 

wish to make edits to your form.  
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