Electronic Tools for Advising

Google Docs - Quiz

*Please send any questions to Candace Landwerlen at C/L@email.arizona.edu

*If you would like to give anonymous feedback/suggestions please complete the online form
www.tinyurl.com/advising-etools

Creating a Google “quiz” for your information session

1. You will need a Google Account to access o
Google Docs Go« 'gk

Create a new Google Account

Your Google Account is
more than just Google Docs. Name

g

M ®
) 23

Ed

Choose your username

| prefer to use my current email address

You t) Google.co Create a password
Tube
=

2. Watch this video for a quick “tour” of Google Forms: http://youtu.be/xEY10Ub-k-U

3. Once you have created your account and +You Search Images Maps Play YouTube News Gmail m Calendar More -~
watched the video about Google Forms go

to www.drive.google.com GOL )gle

All screenshots are of Google applications and not owned by me, used for illustrative purposes only.
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4. When in your drive click the red “Create”
and then choose “Form”

September 24, 2013

+You Search Images

Google

Drive
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I » My Drive
Shared with me
Starred
Recent

More =

All screenshots are of Google applications and not owned by me, used for illustrative purposes only.
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5. Choose a title and theme for your form.

Choose title and theme

B[ WUntitied Form)

Theme: Default

e e P A

Sample Form

Bample -

Form

o
B B X

' Show for new forms

All screenshots are of Google applications and not owned by me, used for illustrative purposes only.
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6. Once you have chosen a title and theme

you will begin by creating demographic s | D N
questions (if you want this information o First Name
from your participants). Help Text
- lusually ask for First and Last name
separately with the question type Question Type fext -
“Text”
-l recommend asking for UA Email and Their answer ]
not listing Net ID as participants often b 4
think this means their student ID » Data validation
number. | only ask for directory . )
information because of possible m M Required question
confidentiality/security issues of using
Google.
- You can create as many beginning
questions as you want.
7. To begin with the quiz questions choose Example mastery quiz.
“Add Item” and “Page Break”.
First Name *
Last Name ~
UA Email *
@email arizona.edu
All screenshots are of Google applications and not owned by me, used for illustrative purposes only. Page 4 of 15

Candace Landwerlen
CJL@email.arizona.edu
520-621-8073




Electronic Tools for Advising September 24, 2013
Google Docs - Quiz

8. After you choose “Add Item” and “Page , =
Break” give the page a new title, this is Page titlle Quiz Question #1 EARL
. . (optiona
your first question page so | recommend prione)
giving it a unique name for the question. Dascription
- . . (optional
Something like “Quiz Question #1” and A
then “Quiz Question #2” and so on. “
9. Choose “Add Item” and “Multiple Choice”.
- For the mastery portion to work, all /7 b N
. R Question Title How many total units are required to complete a Bachelor's degree?
guestions must be a required
question. Help Text
Question Type Multiple choice ~ Go to page based on answer
140
150
120
or Add "Other"
m +" Required question
All screenshots are of Google applications and not owned by me, used for illustrative purposes only. Page 5 of 15
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10. Now “Add Item” and “Page Break” titled,
Incorrect Answer, with the description Page title S/ D N
. ) Incorrect Answer
Please Try Again. (optional)
Description Please Try Again
(optional)
11. Now “Add Item” and “Page Break” titled, ~
Correct Answer, with the description Page fitle / 0 n
.. . Correct Answer, Good Job
explaining why the answer is correct. (eptional)
Description A Bachelor's degree requires a total of 120 units.
(optional)
All screenshots are of Google applications and not owned by me, used for illustrative purposes only. Page 6 of 15
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- Click on “Done” for all the
questions/page breaks where it is
visible. Note the page numbers.

Page 2 of 4

Google Docs - Quiz

September 24, 2013

Quiz Questions

How many total units are required to complete a Bachelor's degree? *
() 140

( ::. 150
.j'_:j. 120

Add item -

Page 3 of 4

Incorrect Answer
Please Try Again

Additem -

Page 4 of 4

Correct Answer, Good Job

A Bachelor's degree requires a total of 120 units.

Add item -

After page 2 Continue to next page

After page 3 Continue to next page

-
-

e
-

All screenshots are of Google applications and not owned by me, used for illustrative purposes only.
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12. Go back to the multiple choice question = —
H “" H D .
and next to the queStlon type Multlple Question Title How many total units are required to complete a Bachelor's degree?
choice” check the box for “Go to page
. . Help Text
based on answer”. You will notice an e
option next to each answer, the default is Question Type Multiple choice ~ v/ Go to page based on answer
“continue to next page”.
140 »  Continue to next page %
180 «  Continue to next page %
120 »  Continue to next page %
or Add "Other”
m v/ Required question
13. For the incorrect answers choose the page
that is titled incorrect, page 3 in this case. | D N
Question Title How many total units are required to complete a Bachelor's degree?
For the correct answer, choose the page
titled correct, page 4 in this case. Help Text
Question Type Multiple choice ~ |+ Go to page based on answer
140 ¥  Goto page 3 (Incorrect Answer) =
150 ¥  Goto page 3 (Incorrect Answer) =
120 %  Goto page 4 (Correct Answer, Good Job) =
or Add "Other”
m +" Required question
All screenshots are of Google applications and not owned by me, used for illustrative purposes only. Page 8 of 15
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14. Go to the “Incorrect Answer” page and on

the bottom right side change “continue to Page title Incorrect Answer R
next page” to “Go to page 2 (Quiz Question {optional)

#2). You want the incorrect answer page Description Please Try Again

to return participants to the question they (optional)

were answering.

Additem
Page 3 of 4
Incorrect Answer

Please Try Again

Add item -

After page 3 Go to page 2 (Quiz Question #1) %

15. Add a page for each question and repeat steps 8 — 14 to make them mastery questions. Add as many questions as you would like.

All screenshots are of Google applications and not owned by me, used for illustrative purposes only. Page 9 of 15
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16. You can ask “survey” questions at the end
of the quiz if there is additional
information you would like to know. For
example, you may want to ask your
participants what type of social media they
typically use or if they have suggestions or
feedback about the information session.
To add “survey” questions add a page after
your final “correct answer” page and then
add as many questions to that page as you
want. You do not need to create a new
page for each question that is survey if you
are asking participants to fill in unique
answers.

Would you prefer the information session be in person?
() Yes, | would prefer an in person information session

() No, | like that it available online.

(") Other:

What type of social media do you use?
Check all that apply

[] Facebaook
[] Twitter
[] Instagram
[] Other:

Add item -

17. Once you have all the mastery and survey
guestions complete you will want to edit
the confirmation that participants will see.
- lwould not recommend “Publish and

show a link to the results of this form
to all respondents”, this will allow
participants to see each other’s
submissions.

Confirmation Page

Your response has been recorded.

v/ Show link to submit another response
Publish and show a link to the results of this form to all respondents

Allow responders to edit responses after submitting

18. You can test your quiz by choosing “View
Live Form” and once you have tested the
form to make sure it functions properly
(highly recommended!) you can choose
“Responses” and “delete all responses” to
remove your test information.

Example: Electronic Tools for Advising
File Edit View Insert Responses(0) Tools Help All changes saved in Drive

™ ¥ ~¥ Theme: Purpleicious [* Choose response destination |L|Accepting responses g View live form

All screenshots are of Google applications and not owned by me, used for illustrative purposes only.
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19. Choose a response destination.

Example: Electronic Tools for Advising

File Edit WView Insert Responses(0) Tools

Help All changes saved in Drive

= W~ ~¥ Theme: Purpleicious E’ Choose response destination |i|AcDepting responses g View live form

Choose response destination

e MNew spreadsheet
‘ Example: Electronic Tools for Advising (R

MNew sheet in an existing spreadsheet. .

| Always create a new spreadsheet ?

‘ m Keep responzes only in Forms

FORM RESPONSES SPREADSHEET

i~

Maodify, re-arrange, and analyze without
affecting original form responses

Learn More

All screenshots are of Google applications and not owned by me, used for illustrative purposes only.
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20. Sending the form to participants. You can
email a URL to each student who attends
your information session, embed the link

X . . Send form
in your online presentation, or add student
emails individually. Go to “File” and Link to share
choose “Send Form”. From here you will https://docs.google.com/forms/d/1tQ-wEXpJdska Embed
have the option to copy a URL that can be
. . . Share link via m n u
pasted into an email, a presentation, or a
posted on a social media site. You will also
be able to add emails individually. - [ Semlimm e EmETE
- Participants DO NOT need a google | + Enter names, email addresses, or groups...

account to fill out your quiz.
Looking to invite other editors to this form? Add collaborators.

21. Getting the results! Choose “Responses”
and “Summary of Responses to see the
results of any survey questions you asked.

All of the multiple choice questions will =) & &) TETERmr R
always be 100% for one answer because of
the design of the form. You can also view
responses in the spreadsheet that can be
downloaded to Excel.

Example: Electrogi Advising

File Edit View Insef Responses (0) MTools Help

All changes saved in Drive

1 Accepting responses g View live form

All screenshots are of Google applications and not owned by me, used for illustrative purposes only. Page 12 of 15
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22. From the spreadsheet view you will see a
list of all participants and the timestamp
for when the completed the quiz. You can
set it up to notify each time the
spreadsheet has been modified. Choose
“Tools” and “Notification Rules”.

L@~ @ e W R

Example: Electronic Tools fjj"" " ing (Responses)
File Edit View Insert Format Dat Form Help

Last edit was seconds ago

= e~ T s % 13- Aral v10vﬂf%iv ®.H-BF4-
Timestamp
A B C D E
How many total
units are required
to complete a
Bachelor's
Timestamp First Name Last Name UA Email degree?

All screenshots are of Google applications and not owned by me, used for illustrative purposes only.
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23. You can add collaborators to help you

create the questions. | Sharing setlings
oures ”
- From your Form go to Flle and Link to share {only accessible by collaborators)
choose “Collaborators”. hitps://docs.google. comfforms/diyBOds3B65loZyfzEswsB-PReGFFZFUGIUx-jNz-i
- Note: Collaborators must have a
: inkvia: ™V 8,
Share link via: iy m n u

google account to be able to edit.

- You might want to add collaborators
BEFORE you send the form to | @ Drivate-Onlythe pooplslsted below can Change.
participants. This way edits can be
made before the form is live.

Who has access

4 Candace Landwerlen (you) candacejl@gm... Is owner

Invite people:

Enter names, email addresses, or groups

Editors will be allowed to add people and change the permissions. [Change]

Creating a new quiz. Once you have designed the quiz you can “File” and “Make a Copy”. You can change the questions and also change which answer is the
correct answer.

PROS of Google Forms Quiz

e FREE!

e Student data automatically populates into the summary of responses and spreadsheet.
e Timestamped

e Easily duplicated

e Easily updated

e Can add collaborators (note: collaborators must have a Google account)

e Published online

e Anyone can complete the form —signing into Google is not necessary

All screenshots are of Google applications and not owned by me, used for illustrative purposes only. Page 14 of 15
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Limitations

Limitations

Time consuming to create Once you have created one quiz you can make a copy of it and change the information to be
used for a different survey.

Not graded. The design of the mastery quiz means that participants will always get the correct answers.

“Page Limit” When you are choosing a page for where the form goes based on multiple choice answer chosen
you may not be able to scroll to the page you want. This could be a browser issue. The way |
have gotten around this is adding useless questions at the end of the form and then deleting
them when | have chosen the correct pages.

Edits after the form has been sent. If a question is added or changed after there have been responses to a form the changes can

*Based on seminar participant feedback change the “summary of responses” and if a new question is added, it does not matter where in
the form it is located it will automatically be added to the last column on the spreadsheet. No
changes to the spreadsheets are permitted without a warning that any changes to the sheet
could prevent the form from functioning properly. The Google spreadsheet can be downloaded
into excel and can be manipulated.

*Please send any questions to Candace Landwerlen at CJL@email.arizona.edu
*If you would like to give anonymous feedback/suggestions please complete the online form
www.tinyurl.com/advising-etools
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