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Get started with Google Docs form  tool  
 

Would you like a quick and easy way to add a poll to your website or to collect simple data from 

members about a project without resorting to a tangle of email messages? Google has a 

solution! Within the Google Docs feature is a powerful forms tool, and it allows you to embed a 

form into your site or gather data via email.  Either way, the tool collects the data in a 

spreadsheet which you can access to view and manipulate or you can display results in an 

attractive report.   

 

To begin, you must have a Google email account (Gmail) to use Google Docs and the form tool.  

This is required only for the person creating the form ς the people who use your form do NOT 

need a Google account to participate!   

 

 

 

 

 

 

   

 

Sign up for a Gmail account 
 

From your Web browser, navigate to http://mail.google.com and click Create an account to set 

up your new Gmail account ς it should only take a few minutes: 

 

 
 

 

  

¢ƘŜ DƳŀƛƭ ŀŎŎƻǳƴǘ ŜƴŀōƭŜǎ ȅƻǳ ǘƻ ŀŎǘ ŀǎ ǘƘŜ ΨŀŘƳƛƴƛǎǘǊŀǘƻǊΩ 

of the form building and data collection process.  You can 

use your existing Gmail account if you already have one, but 

you may want to create a separate account for general club 

use only. 

http://mail.google.com/
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Locate Google Docs 
 

If you happen to be in your Gmail account already, click on the Documents link in the top left 

corner.   

 

 

 
 

 

But if you just opened up your browser, navigate to http://docs.google.com  and enter your 

Gmail login and password: 

 

 
  

http://docs.google.com/
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This is the Google Docs landing page.  First-time users of Google products may be overwhelmed 

at all the available features.  Fortunately, there are many bite-sized learning tools to bring you 

up to speed ς ŦŀǎǘΦ LŦ ȅƻǳΩǾŜ ƴŜǾŜǊ ǳǎŜŘ DƻƻƎƭŜ 5ƻŎǎΣ ŎƭƛŎƪ ǘƘŜ Help menu link: 

 

 
Explore these great items: 

 

 Take a Tour (on-screen tour) 

 Videos from the Google Docs community (YouTube channel for Google Docs) 

 Printable guide to Google Docs (PDF) 
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Create a form  
 

Click the Create new dropdown list and select Form to open a customizable form template: 

 

 
 

 

This is the basic template and related tools that open for you to begin building your form. 

 

 
 

Basic components to note above: 

 

A. Click the Add item dropdown list to insert your next question or to add a section divider. 

B. Type a unique title  for your form so that you can distinguish it from others you may 

create.  The title you enter will be displayed in the subject line in your email and 

confirmations.  
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C. Type a brief explanation of your form or general instructions for your users (during 

testing, this field held more than 1500 characters).  This information will also be 

displayed in the body of your email distribution of the form. 

D. These tools allow you to edit, duplicate or delete the question and are found in each 

ΨǉǳŜǎǘƛƻƴ ōƭƻŎƪΦΩ  ¢ƘŜǎŜ ǘƻƻls are only displayed for the question block you are currently 

editing, but scroll other blocks in the top right corner to reveal them as needed. 

E. Click Done to display your form in its present state. Scroll and click the editing tools to 

make changes. 

F. The URL (Web address) for the published form is displayed immediately each time you 

create a new form. 

Note: To change the order of the questions in your form, simply hover and click in a question 

block, then drag-and-drop it to the desired location, either up or down in your form. 

The mock form below displays an example of each question type you can create: 

 

             

          Remember to save your form as you build it and after you are finished! 

 


















