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Google Forms Instructions

Step 1: Log into your email as normal and click on Drive in the menu bar at the top.

€« C f @ https;//mail.google.com/ma nbox ®
1] Malahide Communi... &! Yahoo!lreland [EJ Google (] Co-operative Learni.. (] Methodologies (] Design (] Business (] Personal (] Website (] Literacy & Numeracy (CJICT (3] LCVP » (] Other bookmarks

+You Search Images Maps Play YouTube News Gmail Drive Calendar More ~

Google o | e

Gmail ~ - (¢] More ~ 1-4 of 4 Lo
m OFTEC Oil Training Course - cctrainingsenvices| act.php - Competitive Prices. Great Training. OFT 101, 102, 105 & 600 Courses Why this ad?

drive.google.com/?t
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[ Malahide Commu ©! Yahoo! Ireland [ Google (7] Co-operative Leamn » (] Other bookmarks

Drive sort v S a -

My Drive

TITLE OWNER LAST MODIFIED
I

I8 Online Tools for Teaching and Learning me 18:33 me

| - 36_Interesting Ways to_use_Google_Docs_in_the_classroom pdf me 11 Apr me
- best_of teachers_web_tools. pdf me 11 Apr me
. Digital universe by A. Kilcoyne SBP 2012 pdf pdf me 11 Apr me
- Getting Started with Weebly Instructions.pdf me 11 Apr me

/ P Inbox (4) - businessonline. X ) & My Drive - Google Drive X

C M @ https/drive.google.com/?tab=mo&authuse: e & =
[T] Malahide Communi... ©! Yahoo!Ireland [ Google (] Co-operative Leami.. (] Methodologies (] Design (] Business [J Personal (] Website (] Literacy & Numeracy [J1CT [J LCVP » [ Other bookmarks

Images Maps Play Y

Google [ ] e

Drive st v | = | II a -
My Drive
TITLE OWNER LAST MODIFIED
| > Il Focer
8 Online Tools for Teaching and Leaming me 18:33 me
B oo
- 36_Interesting_Ways_to_use_Google_Docs_in_the_classroom.pdf me 11 Apr me
] Presentation - best_of teachers_web_tools.pdf me 11 Apr me
Spreadsheet Digital universe by A Kilcoyne SBP 2012 pdf pdf me 11 Apr me
é Form me 11 Apr me
me 11 Apr me
G oevine
- Installing Adobe Reader Software.pdf me 11 Apr me

Connect more apps
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Step 4: Insert a title and choose a theme for your form, then click "OK".

[M Inbox (5) - businessonline! % V. & My Drive - GoogleDrive X || [ Untitled form - Google D x

C' A 8 nttps;//docs.google.com/forms/d/1_YXNkxEaiup4uYDhE_qxZBbDzWzv9Escu3uPoiuFrkA/ed

Qw =
[ Malahide Communi... ! Yahoo!Ireland [E] Google (] Co-opelative Leani.. (] Methodologies (] Design (] Business (] Persghal (] Website (] Literacy & Numeracy (J1CT (3] LCVP » (] Other bookmarks

Chooseltitle and theme

Theme: Default
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Blue Birds Books Classic Cherry Blossom
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Step 5: Design your sample questionnaire/survey using the instructions provided to
you (see Appendix on page 10). There are seven question types - fext, paragraph
text, multiple choice, checkboxes, choose from a list, scale and grid. If you want
students to attempt each question, select "Required

question”.

[M Inbox (5) - businessonline. % 1 & My Drive - Google Drive  x 7 [ Untitled form - Google D

C f @ nttps//docs.google.com/forms/d/1_wXNKxE:
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[T] Malahide Communi... ! Yahoo!Ireland [EJ Google (*] Co-operative Leami... ("] Methodologies (] Design (*] Business (*] Personal (] Website (*] Literacy & Numeracy ((JICT (1] LCVP » (] Other bookmarks

File Edit View Inset Responses(0) Help Al changes saved

¥~ " Theme: White Poppies (* Choose response destination & View live form

Name

Question Type Multiple choice = || Goto page based on answer

Option 1

or Add "Other

[ oo | / Required question

Additem  ~
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Step 6: To add another question, select "Add item".

[ Inbox (5) - businessonline. % V. & My Drive - Google Drive % [ Untitled form - Google D x

C f @ nttps//docs.google.com/forms/d/1_w>

uFrkA/edit Qe =

[ Mlahide Communi... @! Yahoo!Ireland [E] Google (] Co-operative Learni... (] Design (] Business (] Personal (] Website (] Literacy & Numeracy (11CT (] LCVP

» [ Other bookmarks

File Edit View Inset Responses(0) Help Al chal

din Drive
¥~ Theme: White Poppies (* Choose response destination & View live form

Psge 10f 1

Income Test

2 D 0
Question Title Name
Help Text
Question Type Multiple choice ~ Go to page based on answer
Option 1
or Add "Other

[ oo | / Required question

Add item

Step 7: At the bottom of the page is the Confirmation Page - you can put ina
message, e.g. "You will receive your results in class fomorrow”. Ensure that the
first box is not ticked.

C' A & nttps//docs.google.com/forms/c DZW Q

» (O] Other bookmarks

. hE_qxZB

Escu3uPoiuFrkA/edit

[T] Malahide Communi... ©! Yahoo!Ireland [} Google [ Co-operative Learni... [ Methodologies [ Design [ Business (] Personal (] Website (] Literacy & Numeracy [JICT [J LCVP

Untitled form
File Edit View Inset Responses(0) Help All changes saved in Drive

W A Theme: White Poppies [3* Choose response destination & View live form

Help Text

Multiple choice ~ Go to page based on answer

Option 1

dd "Other’

m  Required question

Additem  ~

rmation Page

Confirmation m

Your response has been recorded. You will receive your results to this testin
class tomorrow]

Show link to submit another response
Publish and show a link to the results of this form 2

Allow responders to edit responses after submitting
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Step 8: Click "Choose response destination”.
|/ M Inbox (5) - businessonli
C A A nttps

docs.google.com/forn ()
[T] Malahide Communi... ! Yahoo!Ireland [EJ Google (7] Co-

NKxE:

operative Lear

Income Test
File

[ Methodologies (] Design (] Business (] Personal [ Website
Edit View Insert Responses(0) Help  All chang

Q
(3 Literacy & Numeracy (1T (] LCVP
aved in Drive

W~ A Theme: Vihite Poppies [* Choose response destination & View live form

»

[CJ Other bookmarks
Page 1 of 1

Income Test

Name *

Option 1

Add item

Confirmation Page

Confirmation

Your response has been recorded. You will receive your results to this testin
class tomorrow.

Show link to submit another response

Publish and show a link to the results of this form

Allow responders to edit responses after suomiting

C A A https

[M Inbox (5) - businessonline. x V. & My Drive - Google Drive  x 1 [ Income Test -

Step 9: Ensure that "New spreadsheet” is selected, then click "Create”.

docs.google.com/forms/d/1_wXNkxE
[T] Malahide Communi... ! Yahoo!Ireland [ Google (7] Co-operative Lear

Methodologies [ Design (] Business (] Personal (] Website (] Literacy & Numeracy [JICT (] LCVP

»

[CJ Other bookmarks

Chgose response destination

® New spreadshest

Income Test (Responses)

New sheet in an existing spreadsheet.

Always create a new Spreadsheet 2

Learn More
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Step 10: Click on "View Responses” (this will have replaced "Choose Response
Destination”, which brings you into the spreadsheet of answers, AKA accepting

responses.
Mibox )~ busnsanine Y & Wy e~ Googebive ) Eincome et~ Googietn <\ N -l

C f & https//docsgoogle.com/fo up4u cu t Q=
[T Malahide Communi... @! Yahoo!Ireland [ Google (*] Co-operative Learni... (] Methodologies (] Design (] Business (] Personal (2] Website (] Literacy & Numeracy (JICT (] LCVP » (] Other bookmarks
@gmsil.
Income Test
File Edit View Inset Responses(0) Help All changes saved in Drive

W~ Theme: White Poppies [ View responses & View live form

Q1 Which of the following are statutory deductions from wages. *
You may select more than one option

] Trade union subscription
PAYE

[7] Superannuation

[[ PRSI

[ usc

[7] Health insurance

Q2 Define income. *

nfirm

Confirmation m

Your response has been recorded. You will receive your results to this testin
class tomorrow.

Show link to submit another response

[M Inbox (5) - businessonline. x V. & My Drive - Google Drive  x 1 [ Income Test - Google Driv x ) [E] Income Test (Responses) -

C f @ https//docs.google.com/spreadsheet, gid Qv =
[ Malshide Communi.. ©! Vahoo! Ireland [E] Google ([ Co-operative Learni... (] Methodologies (] Design (] Business (] Personal (7] Website (] Literacy & Numeracy (JICT (J LCVP » [ Other bookmarks
e com
Income Test (Responses) — m
File Edit View Inset Format Data Tools Form Help Last edit wa: 0

B e~ £ %2 Al -l -[Blz s A- %-@-B8

fx | Timestamp

A s c B e £ s “ J K L
Q1 Which of the
following are
1
deductions from
Timestamp Name wages. Q2 Define income.
s
s
10
1
12
1

Step 11: You can view the form that will be viewable by students at any stage by
clicking "View live form".

I Inbox (5) - businessonline. X 1 { My Drive - Google Drive ) [ Income Test - Google Dri

C f | @ nttps//docsgoogle.com/forms/d/1 kxEaiup4t q DZWzv9Escu3uPoi edit Qi =
[T] Malahide Communi... @! Yahoo!Ireland [EJ Google ([ Co-operative Leami.. (] Methodologies (] Design (1] Business (1] Personal (] Website (] Literacy & Numeracy (JICT (3 LCVP » (O] Other bookmarks
Income Test
File Edit View Inset Responses(0) Help Al changes savedin Drive

W~ Theme: Vnite Poppies 3 View responses ) View live form

Q1 Which of the following are statutory deductions from wages. *
You may select moga than one option.

Q2 Define incol

Additem  ~

imation Fage

onfirmation

Your response has been recorded. You will receive your results to this testin
class tomorrow.

Show linkto submit another response
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This is what the live form looks like.

|/ Minbox (5) - businessonline. x ¥ & My Drive - Google Drive % V[ Income Test - Google Driv X [ Income Test x

_wXNkxEaiup4uYDhE_qxZB| v9Escu3uPoiuFrkA/viewform Qg =
i.. ([ Methodologies (] Design [J Business (] Personal [J Website [ Literacy & Numeracy (JICT (3 LCVP » (] Other bookmarks

C f @& httpsy//docs.google.com/forms/d
[7] Malahide Communi... ! Yahoo!Ireland [ Google (7] Co-operative Lea

[/ 1 U adBlil®l ] —C= -
Income Test 4 )

M
(" )
<4

Required

M

Name *
|

Q1 Which of the following are statutory deductions from wages. *
You may select more than one option.

[ Trade union subscription

[ PAYE

[0 Ssuperannuation

[ PRSI

[ usc

[0 Health insurance

Q2 Define income. *

submit passwords through Google Forms.

Step 12: Sharing the form. There are several ways to share the form with your
students:
(@)  Send form via email. At the bottom of the page, select "Send form".

|/ Minbox (5) - businessonline. x ¥ & My Drive - Google Drive X

C f 8 nttpsy//docs.google.com/forms/d/1_wXNkxEaiup4uYDhE_qxZB! Q% =
[] Malahide Communi... ! Yahoo!Ireland [} Google (] Co-operative Leamni... (-] Methodologies (] Design (] Business (] Personal (] Website (] Literacy &Numeracy [JICT (3] LCVP » (] Other bookmarks
businessonli mail.com =
Income Test
File Edit View Insert Responses(0) Help Al changes savedin Drive

W~ Theme: Vihite Poppies ] View responses & View live form
| Superannuation
[ PRSI
[0 usc
[] Health insurance

Q2 Define income. *

Additem  ~

Confirmation Page
Confirmation message

Your response has been recorded. You will receive your results to this testin
class tomorrow.

Show link to submit another response
Publish and show a link to the results of this form 2
Allow to edit after
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Enter the email addresses of the students you wish to send the test to in box, then
click "Done".

M Inbox (5) - businessonline. X\ { My Drive - GoogleDrive X} [ Income Test - Google Driv x [ Income Test x E=a
C' A 8 nttps;//docs.google.com/forms/d/1_wXNkxEaiup4uYDhE_qxZBbDzWzv9Escu3uPoiuFrkA/edit Qy =
[T] Malahide Communi... ©! Yahoo!Ireland [] Google (] Co-operative Learni... (] Methodologies [ Design [ Business (] Personal (] Website (] Literacy & Numeracy [JICT [J LCVP » (O] Other bookmarks
Send form
Linkto share
https:/idocs.google.comiforms/di_wXNKxEaiug Embed

R

4 Send form via email

+ Enter names, email sdresses o groups.

Looking to invite other editors to this form? Add collaborators.

(b) Go to "“live form" - this is the form that will be answered. You can
copy and paste the URL from the live form intfo a URL shortener
which will generate a code. Open a new tab and go to either
http: //qoo gl/ or http://tinyurl. com/

7 ™M Inbox (5) - ine x V& My Drive - x VB income Test - Google Dri x7E Test fof

C A 8 https;//docs.google.com/forms/d/1_wXNkxEaiup4uYDhE_qxZBbDzWzv9Escu3uPoiuFrkA/viewform
[T Malahide Communi... ! Yahoo!Ireland [E] Google Do» operative Leami... (] Methodologies (] Design (] Business (] Personal (] WebsitW (] Literacy & Numeracy (] 1CT (J LCVP » (] Other bookmarks
’ | T /7l ) /] I
’\“Q;./\ ’ /\<Ya

Income Test

Name *

Q1 Which of the following are statutory deductions from wages. *
You may select more than one option.
[C] Trade union subscription
[[] pavE

(| [ superannuation
< [ prsI

> @ usc
_| [ Health insurance

Q2 Define income. *

q

Never submit passwords through Google Forms.
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Copy the URL of the Live Form and paste it into the URL shortener which will

generate a code for you. Note that this code is case sensitive and if entered

e TS

rks

incorrectly may bring you to a different document/site.
%V £§ Google URL Shortener  x

M Inbox (5) - businessonline. x V. & My Drive - Google Drive  x V. BB Income Test - Google Driv x V[ Income Test
(3 Methodologies ([ Design (] Business (] Personal [ Website (] Literacy & Numeracy (31T [ LCVP
onlinetools @gmail.com | Settings ¥ ' Sign out

New il Drive More ¥

You

Search Images Maps Play

Google url shortener

Paste your long URL here:
https://docs.google.com/forms/d/1_wXNkxEaiup4uYDhE_qxz

Al goo.gl URLS and click analytics are public and can be accessed by anyone

for the past: two hours | day | week | month | all time

cLicks

CREATED SHORT URL

LONG URL

goo.glimrAz Details

1-10f1

» [ Other bookmat

business

http://goo.glivmrAz

0 minute ago - details

https:/idocs.google.com/forms/d/1_wXN.

Step 13: Some of the main functions you may use from the File Tab of the Form
(a) Share - change from private to public (you can email from here)
(b) Make a copy of the form (so you can administer it to first year students
next year). Ensure you rename the Form, e.g. Master Copy of Income

Test.

(c) See Revision History (from the File tab of the Responses file)

[ Inbox (5) - businessonline. 1 @ My Drive - Google Drive % 7 [ Income Test - Google Driv x ] Income Test x e D
C f @ httpsy//docs.google.com/fc kxEaiup4uYDhE_qxZBbDzWzv9Escu3uPoiuFrkA/edit Qe =
(] Methodologies (] Design (] Business (J Personal (] Website (] Literacy & Numeracy (11CT (] LCVP » ([ Other bookmarks

[T] Malahide Communi... ©! Yahoo!Ireland [} Google (] Co-operative Learni...

ved in Drive

Income Test

File Edit View Insert Responses(0) Help All changes sa
& View live form
Superannuation

] PRSI

[ usc

[7] Health insurance

‘Theme: White Poppies [ View responses

Q2 Define income. *

Additem  ~

Confirmation age
Your response has been recorded. You will receive your results to this testin

class tomorrow.

Show link to submit another response
Publish and show a link to the results of this form

Allow responders to edit responses after submitting
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Step 14: Some of the functions you may use in the Forms Tab of the "Responses”
file:

(a) Edit Form - note: you should not edit after administering the test (Create,

Pilot, Edit, Copy, Administer, View Summary)

(b) Send form - via email

(c) Go to live form - this is the form that will be answered

(d) Embed in a web page

(e) Show summary of responses - collated results/bar/pie charts

(f) Unlink form - stop answers coming in

[M Inbox (5) - businessonline. 1 @ Recent - GoogleDrive  x 1 [ Income Test - Google Driv % 7 [E] Income Test (Responses) x [ Income. Test % V9 Google URL Shortener  x s T o
€« C' M & nttps//docs.google.com, S VILN =
[ Malahide Communi.. ! Yahoo!Ireland [E] Google (] Co-operative Leami.. (] Methodologies (] Design (] Business (J Personal (] Website (] Literacy & Numerac y CJICT (3 Lewp

Income Test (Responses)
File Edit View Inset Format Data Tools Form Help Last edit was 43 minutes ago

S BWY =

B
(]
|~
J

S e AP £ %12 A

Timestamp
A 8

Timestamp | Name

+ =  FormResponses ~

Step 15: Some functions that may be useful, back in "Drive":

(a) Place your cursor over the name of the survey and right click, options: share
(the original version that may be copied and used by other colleagues,
schools, etc), make a copy, rename, etc.

(b) Go to "Create” and choose "Folder”. Select a name for the folder.

(c) Place your cursor over a form you want to put into the folder you have
created and click and drag into the folder, or right click, choose move
and click on the folder.

Further Assistance
1. Google Forms Instructions: goo.gl/QR6bX (The QR and X are capitals)
2. How to insert a picture or diagram into a Form (may be useful for particular

subjects): goo.gl/9hvyB
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Appendix

Instructions for Sample Form (with different question types)

Name of Quiz: Business Studies Key Vocabulary
Note: Please read and answer all questions carefully. Good luck.

Name of student
v" Choose a text answer

Q1 Birthday presents are:
v Insert a note: "Only choose one answer”
v Choose a choose from a list answer
v Insert: Fixed Expenditure, Irregular Expenditure, Discretionary
Expenditure

Q2 Which of the following are examples of irregular expenditure?
v Insert a note: "You may choose more than one answer”
v Choose a check the box answer
v Insert: ESB/Electric Ireland, Mortgage, Car insurance, School uniforms,
Light & Heat, Groceries

Q3 Match the sources of finance with their uses
v Choose a grid answer (row = list of items, column = category)
v Rows - insert: House, Car, Groceries
v Columns - insert: Credit Card, Mortgage, Hire Purchase

Q4 A deficit is when income is greater than expenditure
v Choose a multiple choice answer
v Insert: True, False

Q5 The ECB is going to raise interest rates in the next year *
v Insert a note: hyperlink to a relevant website
v Choose a scale answer
v 1= not likely, 5 = very likely

* This question could be used for directing students to an article/website you want

students to read. They answer the question based on the information contained in
the link, which allows them to use their judgement.
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