Google Forms
Online tool to compile information.  Create a form that can be accessed through a web link; responses compiled in an online spreadsheet that can be shared with interested parties.
Create Form
1. Visit www.google.com
2. Select “Documents” from top / black toolbar
3. Log in to your Google account

4. Select “Create” from left-hand toolbar – select “Form”

5. Edit title

6. Edit instructions

7. Add questions using the “Add item” button at the top left (questions can be formatted as text, paragraph, multiple choice, checkbox, select from a list, scale, grid)
8. Questions can be set to be “required”

9. If questions need to be edited, duplicated or deleted, this can be done using buttons in the upper-right hand question box

10. Adjust the background theme using the “Theme” button at the top left; choose a theme and click “Apply” at the top left

11. Click “More actions” button at the top right – “Edit confirmation” (you can change this verbiage to say whatever you want the submitter to see when they submit the form)
12. Click “Save” button at the top right corner, close the form page
View Spreadsheet

1. Go back to your main Google document page
2. Hit the refresh button to bring up your new form

3. Select your new form; spreadsheet should open

4. To download, select “File” – “Download as”

5. Under “Tools” – “Notification rules”, you can set to receive an email any time a submitter sends a response
Share

1. Do your best to set your form how you want it before sharing link with others for a response; adding/modifying questions or settings can sometimes cause problems with the form
2. To share access, in spreadsheet view, select “File” – “Share”; can give different parties access to view or access to edit the form

3. To send the form out for submittal, select “Form” – “Send form” 

Example

Conservation Farm Family of the Year Registration

1. Name

2. Agency

3. Region (select Coast, Piedmont, Mountains)

4. T-Shirt Size (select S, M, L, XL)

5. Meal options (Beef, Chicken, Vegetarian)

Send to kristina.fischer@ncagr.gov to submit
