Google Forms
What is a google form? A free Google application that allows you to create questionnaires in order to gather
information. The Google Form can store responses in a linked Google spreadsheet so you can easily analyze the data
captured. Any time a response is generated from the form, it is time stamped in the Google Spreadsheet. You can also
link the form to a QR Code which would allow anyone with a smart phone or tablet to scan the code with the camera
and automatically view the Google Form.
What are some ways google forms can be used? For example, they can be used for health screenings, as a health room
log or to track cohort check-ins and check-outs. Google Forms is versatile and can be used in various ways. Here are
some examples of how other nurses in Oregon are using Google Forms:
LOSD Staff Health Screening Form
LOSD Health Room Log
MRSD Communicable Disease Surveillance Log
MRSD Health Room Logs
How do I create a Google Form? Follow the instructions provided below.
1. Open your Google Drive

2. Click “New”

3. Click “More”

4. Click “Google Forms”

5. To name the Form, click the “Untitled Form” name in the top left corner of the screen, then enter the form’s
name. Hit the “Enter” key to submit your changes.
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6. To enter the description, click on that field. Highlight and delete to replace with your description.

Cohort Tracing Check-In
Complete this form to help us identify and track the staff and students that access your
cohort

7. To edit questions, select “Untitled question” to enter your first question text. Use the dropdown to the right of
the question to select the question type.

8. Use the question toolbar to the right to add a new question, insert a new title and description, inset a picture,
insert a video, or add a new section. Follow the steps above to edit the new question.

9. To delete questions, the delete button allows you to delete the selected question and options from the list.

10. Select the “Required” button to make a question required.

11. More Button

12. Form Colors

13. Preview Form

14. Advanced Settings

15. General Tab

Bend La Pine School District

16. Presentation Tab

17. To Send Form

Bend La Pine School District’s email
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Bend La Pine School District’s

18. Viewing Responses

Cohort Tracing Check-In
Complete this form to help us identify and track
the staff and students that access your cohort

Name

Name

19. Linking Responses to a Google Spreadsheet

20. To view the timestamp of the response to your form
Click the
again to open the spreadsheet if you are already in the Google Form or open the spreadsheet in
your Google Drive.

21. Closing the Form

22. How to link QR Codes to Google Forms
a. Open the completed Google Form in your browser and copy the link at the top of the browser.

b. Go to a QR code generator approved by your district. Paste the link into the QR code generator to create
the code that will automatically take people to the Google Form when it is scanned by a smart phone or
tablet camera.
c. Click the download button to download a file of the QR code to print out and post in classrooms, in the
health room or in your front office.

SCAN THE QR CODE FOR COHORT CHECK-IN

