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In this session, we will learn how to create forms
and save the response information in a spreadsheet.
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A.- ORIGIN POINT

We assume that we have the same 12 questions from the EU knowledge test and up to 8 more specific
questions for each country, in addition to information to collect from users such as age, course or occupation
and gender. To do this, we will create a new blank form, with another model, or much better, the one shared
by Spain and reflected in this topic. Remember that all Google forms have three sections.

v Questions: this is where we have generated our questions.

v Responses: here the responses of our users will appear in real time as they respond and from where we
can open a Google spreadsheet and then download the data.

V' Settings: this is where we configure our form.
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B.-SETTING UP THE FORM

Before creating the form we must first configure it properly. To do this, the first thing will be to open
it in a new tab to manage it better. It will always be better to open it in a new window using the three dots
icon and clicking on Open new tab.
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Then we will go to the Settings section.

E Knowledge test about Europe and technological and cultural habits [ Yy Al changes saved in Drive

Questions  Resp onse

We are in the configuration of the form and we will see the different internal sections.

2
Teacher Mr. Carlos Alberto Lépez Lainez - IES ftaca Alcorcén - Spain - 2024 @




v Settings/Make this a quiz: We will mark this option to turn it on. In this way it will calculate the
successes and failures immediately and giving a point to each question, and the rest as in the image.

Make Nis a quiz

Assign point values, set answers and automatically provide feedback
RELEASE MARKS

@ Immediately after each submission

() Later, after manual review
Turms on responses — collect email addresses

CHROMEBOOK SETTINGS

Locked maode

Respondents aren't allowed to open tabs or other applications while
taking this quiz. This feature is only available 1o schools using managed
Chromebocks. Learn more

RESPONDENT SETTINGS

Missed questions

Respaondents can see which questions were answered incorrectly

Correct answers
Respondents can see correct answers after grades are releasad

Point values
Respondents can see total points and points received for each guestion

GLOBAL QUIZ DEFAULTS

Default question point value

points

v’ Settings/Responses: we display the content and remember not to collect the email and the rest as in the
image.

Responses
Manage how responses are collected and protected

Collect email addresses Do not collect -

Send responders a copy of their response
Requires Collect email addresses

Allow response editing
Responses can be changed after being submitted

REQUIRES SIGN-IN
Restrict to users in IES [taca and its trusted organisations

Limit to 1 response

v’ Settings/Presentation: This is where we will put our final response to users who complete the form, by
clicking on Edit we can write it and record it by clicking on Save. We leave the rest as in the image
below.
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Presentation
Manage how the form and responses are presented

FORM PRESENTATION

Show progress bar

Shuffle question order

AFTER SUBMISSION

Confirmation message Edit
Thank you very much for answering our survey!. Soon you will know the results of all the
participating countries: Italy, Croatia, Turkey, Bulgaria, Estonia and Spain.

Show link to submit another response

View results summary
Share results summary with respondents. Important details

RESTRICTIONS:

Disable auto-save for all respondents

v' Defaults/Form defaults & Question defaults: We leave the rest as in the image below.

Defaults

Form defaults

~
Settings applied to this form and new forms
Collect email addresses by default Do not collect -
Question defaults
~

Settings applied to all new guestions

Make questions required by default

C.- CREATING THE FORM

In our form we have three types of questions,

1. Those that WE DO NOT WANT TO EVALUATE AS A QUIZ: the course or occupation, age and
gender, and which must be exactly the same on all forms in all countries.
The 12 EU KNOWLEDGE QUESTIONS must be exactly the same on all forms in all countries.

3. UP TO 8 MORE QUESTIONS THAT EACH COUNTRY HAS CHOSEN AND DESIGNED.
Therefore, they can be assessed as a quiz or not. In the case of Spain they do not have a correct
answer.

N

We will see how to ask each of the types of questions. To create any question we will click on the right
side options menu where we will see the plus icon and anothers. Learning is very simple since leaving the
pointer still over an option tells you what it does: insert an image, insert a question, insert a video, etc.
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Add question

<=y

Add "Other”

Answer key (1 point) |_D m Reguired

m
L]
C
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We can write the question in Question, insert an image in the icon, choose the type of question in the
drop-down list, change the text of the answers in Option 1, add one more answer in Add option, etc.

TYPE NOT QUIZ

Non-quiz questions are course or occupation, age, and gender. In all of them we must do the same.
Select them, select type of answer, click on Answer key and set them to 0 points, then we will click on Done.

For example age,

Insert your current age with numbers (Eq{ examgle, 14) Q 60” answer )

B I U & T

short-answer text
- -
Answer key (1 point) |_|:| (D] Required :
\

List correct answer(s):

Insert your current age with numbers (For example, 14)

Add a correct answer
[J Mark all other answers as incorrect

E Add answer feedback

And course or occupation and gender. Remember mark this multiple choice questions as Multiple
choice. This way users can only choose one answer.
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Select your course or occupation ™ ® wultiple choice -

1ES0 X
2ES0 X
3ESO X
4ESOQ X
1BACH X
2BACH X
Teacher X
Administration X

Add option or Add "Other”

Answer key (0 points) |_D E Reguired
What is your gender? =) @ Multiple choice -
B x
Male X
Monbinary X

Add option or Add "Other”

Answer key (0 points) |_D E Reguired

TYPE 12 EU QUIZ

The 12 EU quiz questions are similar but we must select them, click on Answer key, set them to 1
point each, but we must also select the correct answer and it will appear marked with a green tick. Then later
we will click on Done. It should appear, whenever we select the question, with the tick marked in green.
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1. How many deputies are there in the European Parliament?

TYPE OPTIONAL QUESTIONS

It depends on you. It can be quiz type or no quiz.

D.- IMPORTANT ASPECTS

v

Maximum connection time for teacher Google accounts is one hour, while for students it is four hours.
Then it will ask you to connect again, and so on.

All changes are saved automatic in Drive after a few seconds

E Knowledge test about Europe and technological and cultural habits [ v

Each user must respond to the form only once. We will check this in the Responses section. It is
recommended that we only open the test to each class while they are doing it.

Questions  Responses o Settings

1 response Link to Sheets

Accepting responses

Another option is to make copies of the form to each class using the three dots icon and then Make a
copy.

E Knowledge test about Europe and technological and cultural habits [3J Yy Al changes saved in Drive e @ 5 e 5 i
Questions  Responses )  Settings
[ Movetobin
1response Link to Sheets

Another option is to share the form with other people to collaborate in its development, using the three
dots icon and then Add collaborators. A window will open to write people's email and they will
receive an invitation email to share it.
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E Knowledge test about Europe and technological and cultural habits [ ¢ 4ll changes saved in Drive e @ o ¢

Questions  Responses Settings Total points: 12 |_D Make a copy
. . . E Move to bin
BIDUSA project survey (Blg Data Unites Sciences
and Arts) Erasmus+ |ES Itaca 2024 @ ceprelediy
B I U ® Y & Print

How much do you know about the EU? What are your technological and cultural habits? 2%  Add collaborators

v All questions must be marked as mandatory to answer (A red asterisk will appear)

[ (® Muttiple choice -
B I U & ¥
Female X
Male %
Nonbinary x
Add option or Add "Other”

v Mark all multiple choice questions as Multiple choice. This way users can only choose one answer.

——
= @ Multiple choice - >
1. How many deguties are there in mg Eurogean B

Parliament?

v All answers will contain blank spaces, accents or control characters, this will not be a problem since
we will later put all texts in single quotes. What we do have to control are the single quotes
themselves, since they are a special character in Weka. Therefore, we must be especially careful to
remove them from responses with contractions of all types. For example, don't we should put it as do
not.

I am in favor of promoting an environment where everyone feels accepted and valued X
ve an apinion on whether this should be a priority at schaocl X
| believe that diversity is important, although the way it is addressed may vary depending ... X

tirel}r convinced that promating inclusion should be a primary geal in schoaol X

Add option or Add "Other"

Link to the example test from Spain

8
Teacher Mr. Carlos Alberto Lépez Lainez - IES itaca Alcorcén - Spain - 2024 @



https://docs.google.com/forms/d/e/1FAlIpQLSceahdZuOWpcXTJd4BBhotibWNAEsUJ8pC6HtQcwXh4plRt

NA/viewform
E.- PREVIEW THE FORM

With the previous form customized and finished, it is time to see what it looks like and answer it in full
to check that we have not forgotten any of the above. To do this, we will go to the top menu and click on the
eye icon, which is the preview of the form.

E Knowledge test about Europe and technological and cultural habits [3J Yy  Alcnanges savedin Drive &} @ 5 ¢ m : Tic

By doing so, a new tab will open with the form ready to be used. This is the exact view our users will
see when answering it. We complete all the answers and at the end of the last one we will press the Submit
button to send them.

O ‘I am in favor of promoting an environment where everyone feels accepted and
valued'

O ‘| do not have an opinion on whether this should be a priority at school’

O ‘I believe that diversity is important, although the way it is addressed may vary
depending on the needs of each school community’

O 'l am not entirely convinced that promoting inclusion should be a primary goal in
school'

G  Page 1 of 1 Clear form

ords through Google Forms

This form was created inside |ES ltaca. Report Abuse

Google Forms

Our default response should automatically appear.
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BIDUSA project survey (Blg Data Unites
Sciences and Arts) Erasmus+ IES Itaca
2024

Thank you very much for answering our survey!. Soon you will know the results of all the
participating countries: Italy, Croatia, Turkey, Bulgaria, Estonia and Spain.

This form was created inside IES Itaca. Report Abuse

Google Forms

And when we return to the form configuration tab we will have our first response active and ready to

be viewed and processed.
Questions| Settings

F.- RESPONSES AND LINK TO SHEETS

(+)~  New records - A Priori Algorithm

ALl
w

In order to have enough records to test it, we will need to answer the test several times. As many times as
there are different answers we have, therefore we must take the question that has the most answers and
answer at least once with each answer. This is done so that when we nominalize in the conversion to arff we
have all the possible answers ready to be put in braces.

We click on Responses and we see all the responses individually in the form of graphs.

10
Teacher Mr. Carlos Alberto Lépez Lainez - IES ftaca Alcorcén - Spain - 2024 @


http://images.google.es/imgres?imgurl=http://4.bp.blogspot.com/_MK0AUv8_tNA/SJCBMayEi_I/AAAAAAAAAc8/_hfC62pcVRg/s320/bombilla.jpg&imgrefurl=http://aklimans.blogspot.com/2008_07_01_archive.html&usg=__m1jTVHVHW8fsMVUeaIhggxh4zNI=&h=250&w=250&sz=5&hl=es&start=7&tbnid=KHciSl_5GlFOlM:&tbnh=111&tbnw=111&prev=/images?q=bombilla&gbv=2&hl=es&sa=G

Questions  Responses 6 Settings

5 responses ViewinSheets i

Accepting responses

Summary Question Individual

Select your course or occupation |_|:| Copy

3 responses

= @ 1ESO

L 4ES0 @ 2ES0
1(20%) ® 3ESO

@ 4ESO

@ 1BACH

@ 2BACH

@ Teacher

@ Administration

Then, we will click on the Link to Sheets or View in Sheets link and Google will ask us if we want to
create a new spreadsheet or use an existing one. Normally we will create a new sheet and push Create.

Select destination for responses X

@ Create a new spreadsheet Knowledge test about Europe..  Learn more

O Select existing spreadsheet

Cancel Create

And finally we have our data in the spreadsheet.

QA o 2 & § 100% ~ £ % O 09 123 Defaul. ~ - [1w0]+ B I 5 A > H E-lvpl- A~ g @

Al ~ | fx Timestamp
A B [+ D E F G

1 Timestamp .I Score Select your course or oce Insert your current age w What is your gender? 1. How many deputies ar 2. Which of these progral 3. How mar
2 28/03/2024 11:47:17 1/20 1ESO 13 Female 100 Galileo
3 28/03/2024 11:48:20 4720 2ESO 15 Male 705 Erasmus+
4 28/03/2024 11:49:38 4720 1ESO 15 Nonbinary 751 Eurovision
5 28/03/2024 11:50:30 3/20 1ESO 13 Male 775 Frontex
6 28/03/2024 11:51:42 11720 Teacher 53 Male 751 Eurovision
T
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