INSTRUCTIONS ON HOW TO USE GOOGLE FORMS & GOOGLE SHEETS

Using the Google forms:

Exam Booking System ]
File Edit View Inset Responses(14) Tools Add-ons Help Al changes saved in Drive

o | [Fantgesions] change theme | [ view responses | & view kve torm

Exam Booking
Editing Questions (date options):
1. Click on the Exam Date and Time
question
2. Click on the x to remove dates,
click on the next option to add a

Course Code

new one

3. Date and time must be written in Gusston Té Exam Dt na Time
the same format as shown
(month date year time am/am) e

4. Click on done > 20200 10pm

» Advanced settings

ﬂ & Required question
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Exam Booking System . . .
i Editing Questions in General

1. Click on the question you
Question Title First Name Want to Change

This is used by the special education office if you need to schedule an exam

i e 2. Top right corner has options
s e :’r‘;gmpm like edit, duplicate and delete
Muliple chaice 3. You can change the
P question type for more options by
= clicking on the scroll down menu
. > 4. There are advanced
Time settings but they don’t need to be
used
Subject”

5. Click on done

m



Accessing the Excel/Forms:

E et E G
In the sheets (how to sort): [Pate  cuw ed?
323120 copy
5/5/20
G220 T aste
g/10/20 Paste special .
911720
. g/2z2/20 Insert 1 left
TeSt BOOkIng 10/5/20 Insert 1 right
1. Click on column E to select all the dates. 11/6/20  pgjete column
i i . 11/11/20
2. Right click on the drop down menu and click 1127720 Clear column
Sort sheet A-Z. 12/25/20 Hide column
. . . Resize column...
3. All the names and information will be sorted
by date. Sort sheet A — Z

Sort sheet Z — A

Define named range. ..

Protect range. ..

Conditional formatting. ..

Data validation. .

N ST {FESPONSEs) =

el o o i ' =
o s e Exam Booking
iy W EE———— R« 1. Click on column H
e R ' : | aawsme 2. Go to the toolbar and click on the
B | ' it i 123 (more formats)
i s 3. Click on the date time format option
- . 4. Click on the drop down menu for H
e sasiin 5. Click on the Sort sheet A-Z (same
as test booking)
g 6. All the names and information will
be sorted by
date and

time

How to clear data:
1. Click on row 2
2. Hold shift and click on the last row with data
3. Right click and click on “Delete rows ___”
4. All the data will be removed



