Using Microsoft Forms to Collect Student Responses

*Note — All Forms now include the Immersive Reader option for students. When they click on
Immersive Reader, it will open the Form in a new window and READ the content to them.

CREATE A FORM

1.

~N

Login to Office365 and click on the Forms app. li.
(If you don't see it, click “All Apps”) S
Click on New Form or New Quiz (for a graded option)
*New Quiz should be used if you want Forms to grade the correct El
answers. You can also provide feedback for incorrect answers. Hew:Form
E
New Quiz
Click “Untitled form” to rename your Form. Quest o
The name will automatically save.
Untitled form
Click +Add new to add a question.
Forms Question Types:
Choice Use for multiple choice or multiselect ;| ——————————

NEW FORM - can add an “Other”

option where students can fill in the s important to be ind

box

NEW QUIZ - can mark which choice is Always be yourself

correct

Click the picture icon to insert a picture Hard work will always be rewarded. v/

or video

Stand up for what you believe in.
-+ Add option
Tex* NormOI TeXT box lImITS TO 4000 1. | what was the main idea of paragraph 3?

characters

Choose the “Long Answer” option for a —

box that will expand (no limit)

Can specify correct answer, but correct answers

difficult fo use as a graded opftion = Add answer

Click the picture icon to insert a picture

or video




Rating e Use for students to rate their opinion 1. ‘ How much did you enjoy the story? =
¢ Can edif the levels and symbols
¢ Click the picture icon to insert a picture ST Vi e e e
or video
Levels: | 5 v Symbol: | star Nt
Date ¢ Use for students to input the date from 1. | Today's Date =
a calendar
e Can edit the levels and Symb0|$ Please input date in format of M/d/yyyy
¢ Click the picture icon to insert a picture
or video
Ranking e Use for students to put items in order 1- | Pleaseput the evrtsfomthe story i the orrect oder
e To set up for a Quiz, put the items in the O SN S "
correct order. Students will see items in e Hopmsadiben:
a random order and will be asked to
rearrange them into the correct order. RS SR
e Click the picture icon to insert a picture The Lion roared and caught the Mouse.
or video
The Lion let the Mouse go after he promised tc
The Lion went hunting and got caught in a net
The Mouse chewed the net to free the Lion.
-+ Add option
Likert e Use to measure student’s opinions 1. ‘ Please choose whether you agree or disagree with the following statements.
e Number of statements and number of
opinions can be changed (highlight Agree Disagree +
box and click the frash can to delete) il
« Click the picture icon to insert a picture e
or video e
i
assignments from my
teacher.
—+ Add statement
File e Use for students to upload files to a 1. | Create your research project in Powerpoint and upload the file below.
Upload folder in your OneDrive.
e Can edit the number of files allowed
Ond The flle SIZe lImIT File number limit: | 1 v Single file size limit: =~ 1GB A\
e Allows Word, Excel, PowerPoint, PDF,
Images, and Audio files
Net ¢ Use for students to recommend 1. | Howlely re you to recommend this baok to others?
Promoter e Can edif the fext A I ‘
S Lol fefsfefslefr]e]o]m]
core
Not at all likely Extremely likely
5. Use the buttons in the top right-hand corner to 5 @
review how students will see the Form, change ==
the Theme, or Share with others. B Preview & Theme




Sharing Options:

1)

2)

3)

Send and collect responses
Send and collect responses Only people in my organization can respond

¢ Share this link with people who you —
would like to receive responses from.
e Copy and paste this link info assignments

for your students. @ oo )y
O B

https://forms.office.com/Pages/Respon Copy

Share as a template

Share as a template

¢ Share this link with teachers who want l

to use this Form with their students.
e Copy and paste this link in an email or your

PLC Team for others to access. S | tipsyforms.offce.com/Pages/Sh o
o Ofhers will duplicate this Form to add it

automatically to their own Forms. (Then they

will share their OWN code with their students Share to collaborate

to “Send and collect responses”.)

Anyone with the link can duplicate

Users with an Office 365 work or school account c...

Share to collaborate \ https://forms.office.com/Pages/De: »

e Use this link fo share with tfeachers who will be
using the same form to collect responses.

e Copy this link and paste it in an email or your
PLC Team for others to access.

¢ This Form will show up in their Shared With Me
Forms to collect responses together.

¢ This Form can be '‘Copied’ from there into their
own Forms if they want to collect their own
responses.



USING A FORM IN TEAMS TO COLLECT STUDENT RESPONSES

ONE WAY — EMBEDDING IN AN ASSIGNMENT ST
B 7 U v~ =

Please read the story and then click on the link to complete the questions.

1. Create a new assignment.

2. Add the Form to the Assignment: - Addraues | 2 x

Points

No points

A. In the instructions box, click on the ‘Link’
icon, paste the link in the window, then
click the green arrow.

€ Add rubric

OR

B. Click to Add resources, choose ‘Link’
on the left, paste in the link, type Onebdrive
Text to Display, and click Attach. B Cless Novebook

Link

New File

855 Teams

] upload from

ANOTHER WAY — CREATE AS A QUIZ

: Add the quizzes you create in Microsoft Forms to your
1. Create a new QUIZ Assignment. e
2. Choose the Form you want to use, or
click to create a New Form. (This will take
you to your Forms.)

Search

Math quiz

3. Finish any additional instructions. (The
Assignment name will autofill as the
name of the Form. Tuesday Math Quiz - Subtraction with Regrouping

**Remember that all responses will be collected in Forms. You will be able to see who completed it in
Teams, but to see the responses, click in 365 on Forms.



