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Click here for Google Doc 
 

Creating a Google Form Quickie Set Up 
 

Google Forms is now a full-featured forms tool that comes free with your Google 
account. You can add standard question types, drag-and-drop questions in the 
order you like, customize the form with a simple photo or color themes, and gather 
responses in Forms or save them to a Google Sheets spreadsheet. 
 

A. Creating your Google Form in 1 hour or less 
  
1. Using Google Forms App is the easiest way to start building a form. Go 

to https://docs.google.com/forms/, then either choose a template or start a 
blank form. 

 

        
 
     You can click on Template Gallery to view more templates. 
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2. After creating a blank form, first of all, give the title of the form. You can add the 

description as well. 
 

 
 

A blank form would look like this. You can also choose any template you wish to 
as per your requirements. There are many templates available. 

 
 

3. All you need to do now is add questions. There are questions options from 
which you can choose. 
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B. Types of Questions 
 

1. Short Answer 
 

The best way to collect answers and validate them is by using the Short answer 
question. Such type of questions helps you to validate the answer too as it has a 
“Response validation” option that you can use to validate user responses.  

 

 
 

To enter “Response Validation” click on the three dots at the bottom. 
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You can validate the user’s answer by setting it up. 

 

 
 

     You can validate these types of data: 

 Number 

 Text 

 Length 

 Regular expression 
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2. Paragraph 
 

The Paragraph question type is used when you are expecting a longer text from 
the users. It can contain more than one paragraph.  

 

 
 

You can also use answer validation, the same as on the short answer question 
type, but with limited options. You can only use validation for length and regular 
expression. 
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3. Multiple Choice Question 
 

This is the default option in Google Forms. You can choose MCQ from the list 
and add as many options as you wish to by clicking on Add Option. 

 

 
 

 
4. Checkboxes 

 
This question type is similar to the multiple choice question type, but instead of 
selecting only one answer, you can select multiple answers. 
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5. Dropdown 
 

This question type is more like a multiple choice question type, but instead of 
displaying all the options, it displays a dropdown list with all the options. You 
can use this type of question over multiple choice question type if you have a lot 
of options and you want to save space.  

 

 
 
 
 
 

about:blank
about:blank


 
soul to soul 

business & marketing 
for therapists, coaches & healers  

 

 
Vitality Living College™ - Empowering Transformation. 
©2021 Rangana Rupavi Choudhuri, www.vitalitylivingcollege.info. All Rights Reserved. Do not share, copy, reproduce or sell any part of this 
document, it is known as theft, unless you have written permission from www.vitalitylivingcollege.info. All infringements will be prosecuted. 

 

 
6. File Upload 

 
This question type enables users to upload a file with their answers in Google 
Form. After choosing File Upload, the new window appears as: 

 

 
 

Click on Continue. 
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7. Linear Scale 
 

This question type lets your users select a number value in the range defined in 
the question. This type of question is generally used in measuring the rating 
level of satisfaction. 

 

 
 

8. Multiple Choice Grid 
 

This is similar to the Linear Scale, the option of Multiple Choice Grid Question 
helps you to collect more answers in one question. The difference is that the 
answers are collected as Column names as opposed to numbers in linear scale. 
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9. Tick Box Grid 

 
This question type is similar to the multiple choice grid type, except over here 
you can select more than one field for each row. 
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10.  Date 
 

The date question type will enable you to collect the date and time from the 
user. In the default format, it will only ask for the date, but from the three-dot 
menu, you can select the option to ask for the time as well.  
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Let us create a form now: 
 

Here I will be choosing the Paragraph. 
 

 
 

 If the question entered by you is mandatory then switch on the “Required” 
field at the bottom of the question. 

 

 Click on the + icon to add a New Question.  
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 You can add as many questions as you wish to. 
 

 After adding all the questions, click on the “Send” button at the top right 
corner. 

 

 
  

 After clicking on Send, you need to choose how you wish to make your form 
reachable to your clients. You may send it by email. 
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 Enter the email ids and the message that you like to send your form. 
 

 You can also send the form as an attachment. 
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 You can copy the URL and share it. You can even shorten the URL if you want 
to. 
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 You can also embed the form as an HTML Code where you want to. 
 

 
 

Now you are ready to go with Google Forms!! 
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