Collecting Demographic Information Via
Google Forms

Step 1: Getting to Google Forms

1. Search “Google Forms” or follow this link to Google Forms:
https://docs.google.com/forms/u/0/

Step 2: Logging into a Google Account

1. Loginto your google account (if you do not have one you will need to create one. See
instructions here: https://support.google.com/accounts/answer/27441?hl=en ).

Step 3A: Creating the Demographic Survey

If this is your first time collecting demographic information using Google Forms (if not skip to Step
3B).

1. Under “Start a new form” select “Blank.”

= a Forms Q  Search iz Cornell @
Start a new form Template gallery £
m - TS R
_ it Thewet . _ ° Assessment j . ——
—_— - [Insert Image
Exit Ticket Blank Quiz Assessment Worksheet
Recent forms Owned by me ~ B Az O

2. Click on “Untitled Form” and enter title: “Demographic Information”

3. Click on “Form description” and enter: “Directions: Please circle or fill in your
answers for each question.”
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Click on “Untitled Question” and enter: “ What is your name?”
a. The questions should automatically change to short answer (as indicated in
the drop-down box to the right of the question title)

What is your name? = Short answer -

Short answer text
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To the right you will see a vertical box. At the top click on the plus sign to add
another question.

What is your name? =" Short answer v

Short answer text T
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A new question box will appear. Click on “Untitled Question” and enter: “Age:”

a. The questions should automatically change to short answer (as indicated in
the drop-down box to the right of the question title)

b. An additional option for “Number” “Is number” “Custom error text” — Click
on “Custom error text” and enter “Please answer a number.” (This will send
the participant a message to enter a numerical value if they type something
other than a number).

Age: =" Short answer v

Short answer text

Number Is number Please enter a number.

Again, to the right you will see a vertical box. At the top click on the plus sign to add
another question.



8. Click on “Untitled Question” and enter: “Gender:”

a.

b.
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Leave the drop-down box to the right on “Multiple Choice”

Click on “Option 1” and enter “Male”

Click on “Add Option” below your first option and enter “Female”

Click on “Add Option” below your second option and enter “Trans and/or
gender non-conforming”

Click on “Add Option” below your third option and enter “None of the
above” (The bottom option to add another option will not show up on your
survey)

Gender: (® Multiple choice -
Male X
Female X
Trans and/or gender non-conforming X
None of the above X

Add option or add "Other”

9. Click on “Untitled Question” and enter: “Ethnicity and Race (mark all that apply):”
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Leave the drop-down box to the right on “Multiple Choice”

Click on “Option 1” and enter “Latino/a”

Click on “Add Option” below your first option and enter “White”

Click on “Add Option” below your second option and enter “Black”
Click on “Add Option” below your second option and enter “Asian”
Click on “Add Option” below your second option and enter “Native
American/Alaska Native”

Click on “Add Option” below your second option and enter “Native
Hawaiian/Other Pacific Islander”

Click on “Add Option” below your third option and enter “Other” (The
bottom option to add another option will not show up on your survey)

Ethnicity and Race (mark all that apply): Checkboxes -
Latino/a X
White X
Black X
Asian X
Native American/Alaska Native X
Native Hawaiian/Other Pacific Islander X
Other X

Add option or add "Other"



10. To make sure everything is ready to go you can preview your survey by selecting the

eye icon at the top right of the google forms page. This will allow you to see the
survey as the recipients will see it.
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Demographic Information

Directions: Please circle or fill in your answers for each question.

What is your name?

Your answer

Age:

Your answer

Gender:

O Male
O Female

O Trans and/or gender non-conforming

O None of the above

Ethnicity and Race (mark all that apply):

D Latino/a

[J wnite

E] Black

D Asian

D Native American/Alaska Native

E] Native Hawaiian/Other Pacific Islander

D Other

11. Your survey is now ready for distribution! Please skip to Step 4.
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Step 3B: Copying Google Forms
If you have already used Google Forms to collect data, you do not have to recreate the whole
survey!

1. Under “Start a new form” select “Blank.”
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2. Click on “Untitled Form” and enter title: “Demographic Information”
(RECOMMENDED ACTION: Add specific cycle indicator if necessary, example:
Spring2020Cycle01)

3. Click on “Form description” and enter: “Directions: Please circle or fill in your
answers for each question.”

4. Click on the first question. To the right you will see a vertical box. At the top click on
the arrow and paper (second option from the top) which allows you to import

questions.
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5. A “Select Form” box will pop up. Select one of your former Demographic Information
Google Forms.

Select Form x
Forms Previously selected
Forms Q = | Az

Files

B Demographic.. B Exit Ticket

Cancel

6. Another vertical box will pop up to the right of your survey. Check the “Select all”
option to import all of your demographic questions.

) Import questions X
1 form

Demographic Information
! Change form

|:| Select all
istion ® wultiple ¢

|:| What is your name?
Short answer

D Age:

Short answer

D Gender:

Multiple choice: 4 options

or add "Other”

|D [ Requit D Ethnicity and Race (mark all that
apply):
Checkboxes: 7 options
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7. Click “Import questions (4)” at the bottom of this vertical box.

D) Import questions X

Demographic Information

Change form

Select all

Multiple ¢
@ P What is your name?

Short answer

Age:

Short answer

Gender:
Multiple choice: 4 options

@ (] Requit Ethnicity and Race (mark all that

apply):
Checkboxes: 7 options

Import questions (4)
——

8. This survey is now ready to be distributed (Step 4)! (If you would like to preview your
survey you can select the eye icon at the top right of the google forms page. This will
allow you to see the survey as the recipients will see it.)
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Step 4: Distribution

1. Atthe upper right corner of the Google Form you will see a “Send” button.
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2. Options for sending your survey to participants will pop up. The first option is to email
the survey. To do so you can manually type email addresses or you can copy and paste
your list of emails. You can send the survey to multiple addresses at once on the “To”
line.

Send form

D Collect email addresses

Send via ™M G

Email

Subject

Demographic Information

Message

I've invited you to fill out a form:

D Include form in email

2+ Add collaborators Cancel
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3. Another option is to choose the middle option to copy and paste a link to the survey

—
Send form X

D Collect email addresses

Send via & GD <> [ flv

Link
https://docs.google.com/forms/d/e/1FAIpQLSeEs9AdxuEyrWx103d220udKS5jl8gmW

D Shorten URL
Cancel Copy

4. There are additional distribution options, but these may be the simplest/most straight-
forward options for collecting the demographic information.

Step 5: Viewing Survey Responses

1. To view your survey results, you can select the “Responses” option at the top of your

Google Form.
Questions { Responses

2. This will bring you to a description of the responses for each of your questions. If this is
easy for you to use for your reporting feel free to use this form of responses. Otherwise,
you can select the green Excel symbol at the top right corner of the Google Form. This
option will allow you to create an excel sheet with your responses.

Accepling responses ‘
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Step 6: Closing the Survey*

1. Once you have collected all of the responses for the cycle you can close the survey. To
do this, go to the “Responses” tab and click “Accepting Responses” in the upper right
corner to turn off the survey. It should turn red and say “Not accepting responses.”

Not accepting responses -

*NOTE: If you would like to simply reuse the same survey instead of creating a copy, you can go

to “Responses” and click on the three vertical dots next to the Excel symbol. This will give you
an option to delete all responses and reuse the survey. However, please be careful not to

confuse demographic information across cycles. To reuse a survey, you need to delete previous

responses.

septing responses .

Get email notifications for new responses
Select response destination

iing f¢
Y,  Download responses (.csv)
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