
How to Assign a Google Form 
to Your Students

Before you start, make sure you are logged in 
to the Google Account you use with your 

students. 

Click on the link for the Google Form you 
purchased.  It will prompt you to make a copy.  
Click “Make a Copy” and save it to your Google 

Drive.  Now you have your own copy to use 
and edit! 
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https://docs.google.com/presentation/d/1hh5o-LwfVn2R1gcWxhnY3Hi1zeR5Y4MPe5xwlT_7kig/copy


• Check your settings for your Google Form by 
clicking the Settings gear icon. 

In General Settings, 
you can choose to 

collect email 
addresses, limit 

responses, or allow 
students to edit 

after they submit!

• Make sure to save your settings! 
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In the Presentation tab, you can choose 
to show student progress, shuffle the 

order of the questions or give students a 
link to submit another response.

You can also personalize the 
message students receive when 

they have submitted their response!
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The Quizzes tab allows you to make the form a 
quiz so you can assign point values!

Choose to let students see 
their grade immediately or 
later, once all students have 

submitted.

When students do get to see 
their grade, choose what 

you want them to see!
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Always preview your Google form before 
assigning to students to see what they will see by 

clicking on the eye. 

You can even submit a response in “Preview” 
mode to see the students’ process and what their 

screen will look like! 
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You can view student responses by 
clicking “Responses” at the top of the 

form!

Click this spreadsheet icon to view 
responses in a Google Sheet!

Stop accepting responses 
after the due date! If you 
turn off responses, the 

students will not be able to 
complete the form even 

with the link.

When viewing student 
responses, you can see 

the overall average 
and frequently missed 

questions.  

You can also view 
responses by question 
or by individual student!

Now, let’s look at how to assign your 
Google Form to your students!
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Option 1: Share the link with 
your students.

At the top right corner of your form, click the “Send” button.

To share via email, click the 
image of the letter, and type 

your students’ email 
addresses.  You can 

personalize the subject and 
the message. 

Make sure to check “Include 
form in email!” 

Type email 
addresses here!
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Click “Copy” to copy the link.  You 
can then paste the link into an 
email, onto your website, or 

anywhere else you wish to share 
with your students!

To share using a link, click the hyperlink image.  

Check “Shorten 
URL” to create a 

shorter URL that is 
easier to type.

© JenniferFindley.com



Option 2: Assign in Google 
Classroom

Go to your Google Classroom for your students and go to 
“Classwork.” 

Click the “Create” dropdown menu and choose “Assignment.” 
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Insert the title and description of the Google Form you are 
assigning your students.  Then click the “Add” button.

You can choose to add the 
form from your Google 

Drive or by pasting the link 
that you copied from 

Option 1.

Once you’ve added the form, set your due date and topic, then 
click “Assign!”
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