Step-by-Step Tutorial: Creating and Reviewing a
Microsoft Form

This tutorial provides a clear, step-by-step guide to creating a Microsoft Form, distributing it to respondents,
and reviewing and exporting results. It is designed as a concise, printable two-page handout.

Page 1: Creating a Microsoft Form
Step 1: Access Microsoft Forms

1. Go to forms.microsoft.com, or access through the web version of your outlook email account. For the
second option, use the 9-dot grid in the top left then select “Forms.”
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2. Sign in using your Microsoft account (e.g., work, school, or personal account) if needed.
3. From the homepage, click New Form to start from scratch, or New Quiz if you want to include scored
questions.

< (O (O httpsy//forms.microsoft.com,/Pages/DesignPagev2.aspx

Forms

New Quiz New Form ':: T Quick import ::'

Explore templates



Step 2: Name and Describe Your Form

1. Click on Untitled form at the top.
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2. Enter a clear Form title (e.g., School-Based Clinic Feedback Survey).
3. Add a Description that explains the purpose of the form and how the information will be used.

If you click outside of the boxes where you just typed, it will look like:

School-Based Clinic Feedback Survey

This form is for patients who attend the school-based clinic. This information will be used for program-improvement purposes.
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Tip: Clear descriptions are especially important for evaluation, quality improvement, or research-related
forms.

Step 3: Add Questions

1. Click Add new or “Quick start with”.
2. Choose a question type, such as:
o Choice: You may use this if you are testing knowledge or have an agreement rating question. For
example, “Which of the following best describes your race?”
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o Text: This is best for open-ended questions (e.g., can’t answer with ‘yes’ or ‘no’ type responses).
For examples, “Is there anything else you’d like to tell us about your experience?”
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o Rating: For example, “How would you rate your experience with our program?”’ Five stars
indicates the best possible experience.
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o Date: Straight forward—any question requiring a date response.
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o Ranking: Example: have respondents rank the top three reasons they may have chosen your
program (e.g., affordability, convenience, relationships with staff, etc.).
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o Likert: Common for repetitive questions, give scale for factors like agreement, frequency, quantity,

etc.
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3. Enter your question text.
4. Customize response options as needed. For example, replace “option 1” with “strongly agree.”
5. Toggle Required if respondents must answer the question before submitting. (See bottom right in image
below.)
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Optional: Use the Duplicate icon to copy a question or the Delete icon to remove it.

Step 4: Customize Question Settings

1. Click the Three-dot menu within a question to access advanced options.
2. Enable features such as:
o Multiple answers (for Choice questions)
Long answer (for Text questions)
Branching (to direct respondents to different questions based on answers)
The options above may differ based on the type of question.
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Step 5: Organize and Design the Form

1. Use Add new — Section to break the form into logical sections. (See bottom right option when you
click “Add new question.”)
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2. Click Style (paint palette icon at the top of the page) to choose a theme, background image, or color

scheme.
3. Use Preview to view the form on desktop and mobile screens.
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Step 6: Adjust Form Settings

1. Click Settings (with the gear icon).
2. Configure options such as:
o Who can fill out this form (anyone vs. people in your organization)
o Record name or email (organization accounts only)
o One response per person
o Start and end dates
3. Customize the Thank you message if desired. (Select this option and then type the message you want to
appear when a respondent finishes the survey.)

Step 7: Share the Form

1. Click Collect responses.
2. Choose a sharing option:

o Copy link

o Email invitation

o QR code

o Embed in a website
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3. Distribute the form to respondents.

Page 2: Reviewing and Exporting Results

Step 8: View Responses

1. Open your Microsoft Form.
2. Click the View responses tab.
3. Review:
o Summary charts automatically generated by Microsoft Forms
o Things to remember
1. These visuals are automated and may not be the most effective way to visualize
your data.
2. Make sure you have “cleaned” the data before using these summaries. For
example, delete any survey testing data if your team tried it out before sending it
to clients. There will be more on this in step 11.
3. These summary charts are best for quick insights.
o Response counts and completion status
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Step 9: Review Individual Responses

1. Within the Responses tab, scroll down to see responses by question.
2. Use arrows to move between individual respondents, if available.

Step 10: Export Responses to Excel

1. In the Responses tab, click Open in Excel.
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2. An Excel file will download with:
o Each row representing a respondent
o Each column representing a question

Tip: Save a dated version of the Excel file for record-keeping or analysis.

Step 11: Best Practices

e Test your form before distributing widely.
e Clearly label questions and response options.

o Be mindful of privacy, confidentiality, and consent language.
o Download response data regularly, especially for long-term projects.

Note: This guide was developed with Al support.
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