How to Create a Form

Go to the Fort Lee Website

www.flboe.com | [ flboe.com :

Go to Faculty/Staff
Google Email Login

Google Email Login

Click on Drive and
Documents Drive and Docs

Work together better. Publish and collaborate in real-time on documents,
spreadsheets and presentations. Learn More

Select Create Form W

- Folder

Document

w;] Presentation

Spreadsheet

Enter Title Choose title and theme
Select Theme

Click OK Title‘ Untitled Form «

Theme: Default
Sanpe Form ' ymple Form ‘ v v

Sample Form

m v/ Show for new forms



http://www.flboe.com
http://www.flboe.com

ADDING QUESTIONS

Edit Duplicate Delete

Enter the Question o . | ) 3IK:
Enter Help TE'.‘Xt Question Title Untitled Question
*Note™ it helps you e e

answer the question

Choose the Question Type Tex

Paragraph text
Multiple choice
Checkboxes
Cheose from a list

Scale

Grid

1 Enter the Options
2 Choose if it’s required to be answered
3 Click Done when finished

1 Option 1

or add "Other”

3 m 2 Required guestion




EDITING QUESTIONS

Edit Duplicate Delete

Enter the Question o . . 7
Enter Help Te)(t Question Title Untitled Question g
*Note™ it helps you Help Ted

answer the question



EDITING QUESTIONS


How to Change Confirmation Message

Click where it says e~
Your response has been recorded. P ———

Enter your custom message Your Fossonse oo 000 fosested

How to Publish your Form and Sent it vis Emall

Check Publish and show a linktothe |~ =

results of this form e
Press Send Form e St

Show Nk 10 SO™E 3NCther resoOnse
7 Pudish 3nd show 3 Ink 10 The results of ths form
Alow respondens 1o eSOt responses af%er ROmEng

Enter email addresses of the people

that you want to fill out the form Send form
Press Send
Link 1o share
https: //docs.google.com/a/fiboe.com/forms / Embec

*Note* you have several options:
1. Include the form in the email Share ik va s n
2. Send yourself a copy

3. Create a Customized message 2D ot s i ol

“Bleni Despotakus”® 1 v nouce orm in emas
<edespotaus@fdoe com>, | Sa]

Choose Yom conacs

3» Customze message and subject

=l -

Lookina 10 invite other ediiors 10 this form? Share




