KIWANIS INTERNATIONA

HOW TO Google Online
Fillable Forms for
Kiwanis ClubWebsites

Publish viaemalil, website or blog

Mandy Grover

ser instructions for creatingee onlinefillable forms with Google Docs form tools.
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Get started with Google Docs form tool

Would you likea quick and easy way to add a poll to yaugbsiteor to collect simplalatafrom
members about a projeatithout resorting to a tangle cdmailmessage® Google has a
solution! Within the Google Docs feature is a powerful forms t@wid itallows you tcembed a
form into your site or gathedata viaemail Either way, the tool collecthe data in a
spreadsheet which you can access to view and manipolay@u can display results in an
attractive report.

To begin you must havea Googleemailaccount (Gmailjo useGoogleDocs and théorm tool.
This igequired onlyfor the person creating the forrg the people who use youorm do NOT
need a Google account to participate

¢KS DYFAET | 002dzy i S WIAGIASAI
of the form building anddata collection process. You can
use your existing Gmail account if you already have one,
you may want to create a separate account for general clt
use only.

Sign up for a Gmail account

From your Web browser, navigatte http://mail.google.comand clickCreate an accourio set
up your newGmailaccountc it should only takea few minutes

Gl‘_’l il Welcome to Gmail
Google

A Google approach to email.

Grmailis built on the idea that email can be more intuitive, efficient. and useful. And maybe even fun. After all. Gmail has:
Sign in to Gmail with your

Less spam Google Account
Keep unwanted messages out of your inbox with Google's innovative technology.

Mobile access Password:
Read Gmail on your mobile phone by pointing your phone's web browser to http://igmail.comiapp. Leam §
more [ stay signed in

Lots of space
Over 7427 725147 megabytes (and counting) of free storage

Latest News from the Gmail Blog )

Gmail Labs graduation and retirement New to Gmail? It's free and easy.

We launched Gmail Labs over a year and a half ago as a playground where engineers can come up ...

Create an account »
More posts s

About Gmail  New features!

©2010 Google - Gmail for Business - Gmail Blog - Terms - Help



http://mail.google.com/

Locate Google Docs

If you happen to be in your Gmail account already, click orbih@umentslink in the top left
corner.

Gmail CslendarReader eb more ¥

. )
- Search Mai || Search the Wep | Zh2wsearch otions
M - Crezes 3 filter

Archive = Reportspam | Delete | | Movetow | Labelsw  Moreactonsv  Refresh
Select: All, None, Read, Unread, Starred, Unstarred

Sent Mail O Google Docs (2) Here's your form “Technology Sunvey” - Your form “Techn;
Drafs #00  me, Katherin, Maria (3) Buzz: Chomped the inside of my lip while eating salad. .
0 ¢ Chip .. Kevin, me, Brad () Buzz: are you following everyone who follows you in goog

But if you just opened up your browseravigate tdhttp://docs.google.comand enter your
Gmail login and @ssword:

Google docs

Create and share your work online Sign in to Google Docs with your

« Upload from and save to your desktop COUSIC Account

« Edit anytime, from anywhere Email
o Pick who can access your documents Password:
« Share changes in real time [ Stay signed in
« Files are stored securely online
o It's freel Lan't sccess vour account?
o Take atour - New Features
Don't have a Google Account?

Get started

©2010 Google - Help - Terms



http://docs.google.com/

This is the Google Docs landing padrérsttime users of Google products may be overwhelmed
at all the available features. Fortunately, there are many-bired learning tools to bring you
uptospeed Tl aldd LF &2dz2Q@S yS@oSbprmeadikk: D223t S 520az3

Gmail Calendar Documents Reader Web more v kiwanistech@gmail.com | New! Upload any file | Offne | Settings \S\gn ut
Show search options
Google docs | | [ Search Docs ] [ Search Templates | S serchootens
Createnew~ | Upload All items Refresh
T e T T v PP
Qwned by me Name Folders / Sharing Date +
Opened by me
Shared with me YESTERDAY
stared O & KiwanisinternationallWG - Speedir me o =veryone Fab 25 me
Hidden O ' KiwanisinternationalMWG - Tutorial: 1ot shared Feb 25 e
Trash O & Technology Survey Not shared Feb 25 me
tems by type~ EARLIER THIS WEEK
More searches~ O & Sessions for 2010 ICON Scott to everyone Feb 24 scott

+ My folders
Mo folders
¥ Folders shared with me

Explore thesgreat items:

e Take a Toufon-screen tour)
¢ Videos from the Google Docs commur(ifouTube channel for Google Docs)
e Printable guide to Google Docs (PDF)

~

il.com | My Account | Sign out =

Google docs

Docs Help
Help articles €, What can we help you with?
Help forum [ | [ search Help
¥ Sharing is caring.
Share your feedback with the Google Docs team.
FEor work or school
Team Blog +/ Recommended articles
Videos from the Google " -
Docs community Docs for business Upload Any File - "Server rejected” error with MP3s
o f Sharing files 13
Printable guide to Google Docs not letting me upload files larger than 250 b |
Keyboard shortcuts
Google Docs (1.2 MB Keyhoard shoneuts B even after the recent upgrade to 1 GB file size limit.
EDF) 26

@ Learn more about using Google Docs

_é Google Documents




Create aform

Click theCreate newdropdown list and seledtormto open a customizable form temgak:

Gmail Calendar Documents Reader Web more v kiwanistech@gmail.com | New! Upload any file | Offine | Settings | Help | Sign out
Show search options
Google docs | | [ Search Docs ) [ Search Templates | Stowsenchontors
Creste new~_ | Upload All items Refresh
8 Documen ¥~ | Sharev | | Foders~ | | Dsste | Rename | Horsactions— 140t | Lastmodfiedw | =
' Presentation Name Folders  Sharing Date =
Eh spreadsheet R
‘@ Form ) O @ KiwanislntemationalMW/G - Spesdir me (o ev=ryone Feb 25 me
Folder O i KiwanislntemationalIW/G - Tutorial 1ot shared Feb 25 e
From template O @ Technology Suney Not shared Feb 25 me
- ¥ EARLIER THIS WEEK
Mare searches~ O & Sessions for 2010 ICON Seott to everyone Feb 24 scot
¥ My folders
No folders

¥ Folders shared with me

This is the basic template and related totilat openfor you to begin building your form.

(,uug!c docs kiwanistech@gmail.com | Help | Sign out

A -H+ Add item -~ | Theme: Plain - Email this form I See responses ~ I More actions ~ I Save I
B - ((untitied form ) |

c I ¥ou can include any text or info that will help people fill this out.
Question Title [Sample Question 1 D -> ol |
Help Text \ \
Question Type Text b

You can view the published form here

Basic components to note above:

A. Click theAdd itemdropdown list to insert gur next question oto add asection divider.

B. Type a uniquditle 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.



C. Typea brief explanation of your forrar general instructions for your users (during
testing, this field held more than5DO0 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
WijdzSat2DY ©Q Is are ¢hly displayédfa the question block you are currently
editing, but scroll other blocks in the top right corner to reveal them as needed.

E. ClickDoneto display your form in its present state. Scroll and click the editing tools to
make changes.

F. TheURL (Web address) for the published forrdigplayed 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 dragand-drop itto the desired location, eitheup or down in your form.

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

Remembeto save your form as ydouild it andafter youare finished



























