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Microsoft 

Forms 

What is Forms? 

A web-based application for 

surveys, quizzes, polls, and 

other data-gathering 

measures. 

Why Forms? 

• See real-time results as they’re 

submitted 

• Use built-in analytics to 

evaluate responses 

• Ability to customize the form 

based on the responses 

• Allows anonymous submissions 
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Creating a new survey or 

quiz? Use these buttons on 

the home page, create a 

name, then start adding 

questions! 

Don’t want to start from 

scratch? Forms has a variety of 

templates to choose from? 

Getting 

Started 
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Tips and Tricks 
 

  

Organize your form with 

sections to make it easy 

to follow! Use the subtitle 

field to add descriptions! 

When creating your questions, 

choose between multiple choice, 

written responses, scales, and 

more! Plus, you can choose to 

have multiple answers for multiple 

choice questions, add an answer 

choice for “Other” and choose for 

questions to be optional or 

required. Finally, you can add 

pictures and other forms of media 

to your questions! 

Sections 

and 

Questions 
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Other question settings include 

Shuffle options, Drop-down, Subtitle, 

and Add branching. Branching allows 

you to create conditions where once 

a respondent selects an answer 

choice, he or she is taken to a 

specific question, skipping questions 

that are irrelevant based on the 

previous answer. More on branching 

below! 

When adding Branching, you can choose 

where the different answer questions take a 

respondent! For example, as seen in the 

image, you can choose that if a respondent 

selects Option 1, he or she is taken to the 

next question or to the end of the Form! 

Options  

and 

Branching 
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Want to know what your Form 

will look like to your 

respondents? Use the Preview 

feature to check it out! Plus, 

you can toggle between 

computer and mobile views! 

Looking to get creative? 

Use the Style feature for 

templates, colors, and even 

background music! You can 

also add logos to the title of 

the Form! 

Viewing 

and  

Design 
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Tips and Tricks 

Ready to view your data? 

Forms makes doing that easy 

with the Results Summary 

feature, showing group and 

individual responses. And, if 

you want to go even further, 

you can easily export your 

Form to Excel right there 

within the app! 

Working with a group? Easily 

add collaborators to the Form. 

Collaborators will be able to 

add questions and view 

responses, just like you! Also, if 

you’re looking to share your 

Form or create a similar one, 

use the Duplicate feature! 

Viewing 

and 

Sharing 


