
Create a form in google docs 

 
docs.google.com 

(no www.) 

Step 1 
Log on to your account. 

 

If you do not have an  

Account, sign up for one. 

It is free. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 2 

Once logged on, go to New. A drop down 

menu will appear, select Form. 

  

 

 

 
 

 
 



Step 3 

Title your new form and write a description/instructions. 
  

 

Step 4 

Begin entering information you wish to collect on your form.  

 

 

Title your form here. Place cursor here and begin typing. 

Describe or give instructions for the form here.  

Place cursor here and begin typing. 

 

 

 

Take your cursor and click somewhere in 

here. It will turn this yellow color.  



Step 5    To edit your form click the PENCIL icon, this opens the question for editing.                    

 

Place your cursor in the box below. Now type the question you wish to gather information about.  

 

 

Question type 

There are multiple ways people can  

to respond to your question. The 

default setting it Text. This means 

the respondent will type their an-

swer.  

 

Paragraph means they will type a 

longer answer. 

 

Allows a choice to be made for a  

specific item. ie. male/female or 

yes/no etc 

 

Allows for multiple answers to a 

question via check boxes.  

 

 

 

You can have respondents rate a question on a scale 

from 1-10 or 1-5 however you wish.   

 

 

 

Help text allows you to clarify a question 

so the respondent understands what you 

want. (optional) 

  

 

Allows respondents to make a selection from a drop list 

of items. For example, you have multiple dates for an 

event and you want them to select one.  



Say you want mandatory information. You 

can check this box so the form cannot be 

submitted unless the question(s) are an-

swered. Very useful if you want email ad-

dresses or other specific items.  

 

When you are finished with the question, 

select done. 

 

 

You want to duplicate the question, 

click this button. It makes a copy of the 

original.  

If you want to edit your question, feel free by clicking the pencil. 

If you do not like the question or your 

form changes click the trash can. Follow 

the prompts. 

 

When you are ready to type another question, click this button ( toward the top and left). An-

other question will appear at the bottom of your list of questions. You can change the order of 

questions by dragging the question above or below others.  



• Once your form is complete, a confirmation response can be added/edited. 

• The default confirmation reads “Thanks! Your response will now appear in my spreadsheet.” 

• If you wish to change this, click on MORE ACTIONS, then EDIT CONFIRMATION. I suggest changing it 

to make more personal. 

This window will pop up. 

 

 

 

Feel free to write a salutation you see fit. Place 

your cursor in the box and type away. 

 

 

 

Save your work and you will return to your 

form.  

To save the form and changes, click save. You are free to close the window. 

 

 

 

 

 

 

 

 

OR you can click the see responses drop down menu and look at any results. The results can be viewed as a sum-

mary or spreadsheet.  

 



Let’s say you want to retrieve your form or view the form contents. 

 

 

Double click the title of the form you would like to see. 

 

 

 

 

 

 

 

 

 

 

 

 

Your results will appear in this format. Similar to an Excel spreadsheet. 

Let’s say you want email notification when folks register. Go to the upper right hand corner and find the SHARE  

drop down menu. Select Set notification rules. 

 

 

 

 

 

 

 

 

 

 

This dialogue box will appear and give 

several notification choices.  

 

You must select a box in each section. 

In the lower section, you can choose to be 

notified daily or right away of the 

registrations. You will have to determine 

how often if at all you want notification of  

activity. Click save to make the changes 

and return to your worksheet.  



Let’s make changes to the form. 

You decide to change your form. Select 

the FORM drop down menu. Select Edit 

Form, make desired changes. 

 

 

Another useful feature, let’s say you 

want to test the form to see if it all 

works. You can select GO TO LIVE 

FORM to see what your registrants will 

fill in. You can fill it out yourself as a 

test too, then delete the results. 

Registration is over. What next? 

 

Once you have collected all the information you desire, you have options. You can leave it in Google 

docs or you can download it in several formats. In this exercise we will download the form into an Excel 

spreadsheet. 

 

 

 

 

 

Go to FILE and select EXPORT from the drop 

down menu. Another menu will pop out, 

 select .xls. 



This window will pop up and ask if you want to save or view the file. 

 

Select Save File, click OK. 

 

A window should pop up and ask you where you want to save the file.  

Save it to your preferred location on your computer.  

Once complete, you can manipulate the information as you wish in the Excel spreadsheet.  (When trying 

this, my file was automatically saved to my Desktop.) 

 



You can share your document with others. For example, you are on a committee and 

two or more people need to see the form results or need the ability to make changes.  
 

Click SHARE in the upper right hand corner , then select INVITE PEOPLE 

 

 

 

 

 

 

 

 

 

 

 

 

Type any email address 

of the people you would 

like to have access to the 

form and results. 

 

 

 

You can allow people the 

privilege to Edit or View 

only the form and results 

— your choice 

 

 

 

Any person you invite 

into the form will be sent 

an email invitation they 

will need to follow. 

To publish your form to your website, invite 

Al Jirak, webmaster into the form by includ-

ing his email address. 

al@solutiosoftware.com  

He will then publish the form for you.  



Give your form a personal look 

 

You can change the way the form appears to respondents. 

 

Double click on your form’s title, once open, go to Form 

 

Select Edit Form 

 

 

 

 

 

 

 

 

 

Select/Click Theme 

 

 

 

Select you theme by clicking on it. 

 

 

 

 

 

 

 

 

 

 

 

Select apply and you are done. 

 

 

 

 

 

 


