
Creating and Using a Google Form Quiz & the 
Flubaroo Grading System 

 

If you do not have a Google Drive account, you need to create one BEFORE you can create a 

Google Form. 

Once your Google Drive account is created, sign into Google Drive. On your Google Drive home 

page, click on the NEW button and select MORE – GOOGLE FORMS. If you are prompted, to 

try the new Google Forms, select it. 

A blank Google Forms template will open. This is only half of what you will need for your 

online Google Forms quiz. You will also need to create a partner spreadsheet, which will be 

described later. 

 

GOOGLE FORMS BLANK TEMPLATE 

 

 

The Form template has one question field already on it when it opens. To add more questions, 

click on the + sign in the right tool box.  

 

 



The default field is set up for a multiple choice question. To change the question type, click on 

the arrow to reveal the drop-down menu. YOU SHOULD ALWAYS CREATE A SHORT ANSWER 

FIELD FIRST FOR THE STUDENT’S NAME. Adding the NAME field first BEFORE your questions 

are added will place the student’s name in the FIRST column of the partner spreadsheet with 

the student’s answers/responses. 

 

 

The question type selections are – 

Short Answer - works well for short, written text responses. Ex. – First Name; last name; Short 

sentences; short phrases; spelling tests. 

Paragraph - this question type works well for longer, written text responses. Ex. – Essay 

responses; responses to writing prompts; summaries. 

Multiple Choice - responders pick one option from choices, or add an option using the “other” 

field. Multiple choice question type can also be used to create true/false responses by labeling 

one choice true and one choice false. 

Checkboxes - - this question type lets responders pick as many options as they’d like, in other 

words, when there may be more than one answer. An example of the use of this question type 

could be “choose all that apply”. 

 

Dropdown - this question type lets the responders select one option from a drop-down menu 

list. This question type works well when there is a long list of choice options. This question 

type also works well for sequencing. 

 



Linear Scale - this question type lets the responder rank something along a designated scale of 

numbers. Scales are good to use for rubrics, peer and general evaluations. The highest number 

on the scale rating question type is 10. 

Multiple Choice Grid - a grid can work as a scale for more than one question and response. If 

used as a scale, it takes up less space on a form than placing a scale for each question. You can 

also create a grid for multiple choice responses. See the example below of the Multiple Choice 

Grid option in the editing template, and then how it appears in the actual Form. 

 

EDITING TEMPLATE 

 

 
 

ACTUAL FORM 

 

 



Date – This field is to insert a date into your Form. 

 

Time – This field enables the responder to insert the time into your Form. 

 

 

Editing Template Toolbox Options 

 

The toolbox to the right of the editing template enables adding other features to your Form. 
 

 

 

 

                              Add another question. 

 

                                       Add a heading and description. 

 

                                       Add an image. 

 

                                        Add a video. 

 

                                        Add a section. 

 

 

Heading & Description 

Add this feature if you want to break your quiz into thematic chunks. Each “chunk” can then 

be labeled with a heading, and a description can be added for instructions, etc. For example, if 

I were giving a Form quiz on using the library, I may label one part of the quiz with the 

heading, Using the Online Catalog, and another part with Understanding the Dewey Decimal 

System.  

 

 

 



Adding Images 

You can insert images into your Form to use as writing prompts, etc. Insert the image, and 

then add a question type below it. I added a paragraph type in the example below. 

 

 

 

Adding a Video 

You can add a YouTube video for instructional purposes. Once you’ve selected the add video 

option, you can search YouTube within the dialog box, or paste in a URL to a YouTube video. 

 

Adding a Section 

Adding sections lets you break down your quiz into separately displayed pages, with a NEXT 

button to move to the next Form page. 

 

 

 

 



Other Tools – 

There are other editing and Form tools available in the upper-right corner of the screen page.  

 

 

 

 

 

(Theme) Color Palette    Preview          Settings          Share                          More Settings 

 

(Theme) Color Palette – Use this to change the color of your Form or to pick an illustrated 

theme. The “image” circle in the bottom corner will open tons of creative themes to use. 

Themes can be changed any time. 

 

 

Preview – 

This feature lets you see how your Form will look to a responder. 

 

 

 

 



Settings –  

Clicking on Settings opens a dialog box where submission and presentation changes can be 

made. 

 

Those options are: 

Can Submit Only One Response – This can only be done if the students are logged into a 

Google account. 

Confirmation Page Message – You can create a unique message here that students will see 

after they complete the Form and click the SUBMIT button to send the completed Form. 

Presentation Options – You can choose for a progress bar to be displayed on longer Forms 

which have been divided into sections using the add section option. The progress bar displays 

the percentage of the Form that was completed on each section page. You can also shuffle the 

display of the question order to lessen the likelihood of copying from another person’s 

responses. 

 

 

 

 

 



Share –  

This lets you pick how you want responders to access your Form. You can email the Form; 

provide a link to the Form; or embed the Form in a Web page using a provided embed code.  

 

 Select how you will share the 

                                                                                                               Form here. 

 

More Settings –  

This menu provides additional options for your Form. 

 



You can make a copy of the Form; move it to a folder; move it to the trash; get a pre-filled link; 

print; add collaborators; or get Google Forms help through the Help Center. The option for Get 

Pre-Filled Link lets you create a copy of a Form with specified fields already filled in with data 

or information. 

The print option will print a paper version of your Form that can also be completed by 

students and handed in. 

 

Naming Your Form 

You can change the file name of the Form by clicking on the text in the upper left corner, and 

typing in your new name. 

 

 

                                   Click and type file name here. 

 

Student Response Spreadsheet 

 

When you create a Google Form for students to complete, you must also create a Google 

Sheet (spreadsheet) for the responses. I call this the partner spreadsheet. When a responder 

completes a Form and submits it, the information typed into the Form will automatically 

populate the cells of the spreadsheet. 



You can create, monitor, and change the options of your partner spreadsheet by clicking on 

the RESPONSES tab at the top of your Form editing template. 

 

 

 

The Responses Section 

 

The first time you open the Responses section, you will need to create a destination (partner 

spreadsheet) for your students’ answers. Click on the dots in the right corner of the Responses 

section, or the little green spreadsheet icon, to begin. Both will open the dialog box where you 

select a destination spreadsheet for the student answers. You can select a NEW spreadsheet, 

or you can send the responses to an existing spreadsheet you have already created in Google 

Drive. 

 

 

 

 

 



 

Responses Section 

 

                      Dots 

               Spreadsheet icon 

 

Destination (Partner) Spreadsheet Options 

 

 

 

Once you have selected to create a spreadsheet, the partner spreadsheet will open. Notice 

how your Form questions are at the top of each column. PLEASE NOTE THAT IF YOU MOVE A 

QUESTION IN YOUR FORM, IT WILL NOT MOVE IT ON THE SPREADSHEET. THIS CAN CAUSE 

CONFUSION WHEN REVIEWING YOUR RESPONSES, SO IT IS BETTER NOT TO MOVE FORM 

QUESTIONS ONCE YOUR SPREADSHEET IS CREATED. 



I like to text-wrap the questions at the top of each column so I can see the full question. 

BEFORE TEXT WRAP 

 

 

 

AFTER TEXT WRAP 

 

 

Reviewing Student Responses 



Once students have completed the Form, you can review the responses a few ways. First, if 

your Form is an assignment with a deadline, you can prevent late submissions of the 

assignment by turning off the accepting responses toggle located in the Responses section. 

 

 

 

                                                                                                                  Turn off to prevent late 

                                                                                                                  responses. 

 

Viewing Responses –  

 

Summary of Responses 

Once responses have been submitted, go to your Google Drive account and open the Form file 

and click on the Responses tab. You will see a graphic that summarizes the total responses to 

each Form field. You can see a percentage represented in pie chart form, for each response 

submitted. NOTE – text responses, like short answer and paragraph, only show up as text 

answers, not as part of a pie chart.  



 

 

Individual Responses 

Go to your Google Drive account, open the Form file, select the Responses tab, and then click 

on the little green icon to open the partner spreadsheet. The spreadsheet will open, and you 

should see all student responses. 

Each submission is also time-stamped. DO NOT CUT OR MOVE ANY SPREADSHEET COLUMNS 

ONCE SUBMISSSIONS START TO POPULATE IT. IT WILL MESS UP THE RESULTS. 

 

 



Spreadsheet Toolbar Options & Flubaroo 

 

 

There are several toolbar options in the spreadsheet that you should know about.  For 

instance, under TOOLS – NOTIFICATION RULES, you can set up the spreadsheet to notify you 

through email when a Form has been completed.  

Under the FORM tab in the toolbar, you can open the Form itself to edit it; get the link to send 

the Form; go to the “live” Form (the one the students see); embed the Form; or see the 

Summary of Responses. 

This toolbar is also where you set up the add-on, Flubaroo, to automatically grade your 

responses. NOTE – Flubaroo does NOT grade short answer or paragraph responses.  

 

TO ENABLE FLUBAROO IN A SPREADSHEET 

If you have not enabled the add-on, Flubaroo, you will need to do so.  

1. Sign in to your Google Drive account, and open the Form to edit it. 

2. Click on the Responses tab. 

3. Click on the little green spreadsheet icon. The partner spreadsheet will open. 

4. Click on Add-Ons in the spreadsheet toolbar, and select Get add-ons… 
 

 
5. Type Flubaroo in the SEARCH ADD-ONS text box, and hit the ENTER key. 

 

 
 



6. Click on the blue + FREE button to add Flubaroo. 
 

 
7. A dialog box will open. Scroll down and click on ALLOW. 

 

 

 

8. You will now have a message from Flubaroo in your spreadsheet that it is enabled. 

 

GRADING RESPONSES WITH FLUBAROO 

 

Once students have submitted their responses, you will need to open the spreadsheet and 

enable Flubaroo in that spreadsheet in order to grade it. BEFORE you can use Flubaroo to 

grade the responses, you MUST also complete and submit a Form with the CORRECT 

answers selected. Put ANSWER KEY in the name field to identify it in your spreadsheet later. 



You can do this before or after the student submissions, but make sure you do it because 

Flubaroo needs it to grade the responses. I like to highlight mine yellow so I know it’s there. 

 

 

 

1. Go to Add-ons in the spreadsheet toolbar. You will now see Flubaroo in the drop-down 

menu. When you highlight Flubaroo, you will see the option, Grade Assignment. Select 

it. 

 

 

 

2. The first step opens in a dialog box. Flubaroo wants to know if it should grade the data 

in a specific field. You need to tell Flubaroo how each field is to be graded by using the 

drop-down menu to select it. For example, you would not want the name field graded, 

so you would select Identifies Student for it. 

 

 

 



 

Click Continue when you have completed all of the fields. 

3. Next, you need to tell Flubaroo which row contains the correct answers (the answer key 

you submitted). Click Continue when you are done. 

 

 

  



4. Flubaroo begins grading the responses, and opens a new sheet, called Grades, which 

contains the percentage correct/incorrect. 

 

 

 

5. The Grades spreadsheet is separate from the original spreadsheet that houses the 

student responses. You can switch back and forth between the two spreadsheets by 

selecting the Student Submissions or Grades tabs at the bottom of the spreadsheet. 

 

 

                                                 Spreadsheet Tabs 

 



6. Flubaroo highlights students who did not score well, and also highlights questions where 

the percentage correct was low. This spreadsheet will stay with your original 

spreadsheet so it can be referred to again later, if needed. 


