FEEE COLLABORATION WITH
GOOGLE DOCS, FOEMS, & SCRIPTS
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It truly is that simple! Basically, the work is — -
done for you. Teachers enter the data, the data el s o4 11 ~
populates into a spreadsheet, you document re- e
sulting actions in the spreadsheet, and then a iy —
google script emails results to nterested par-
ties. The graphs are an automatic summary of responses feature. Flip the
page for the simple steps that will make this all possible for you!
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Discipline Referral Form Instructions
Clxck here or type in the followmg link address hitp:imyorlcom'myfreeform
Click Sipn in—in the upper right comer.
Under the heading—5Schooel Discipline Referral No Data— click on File—Make a copy
Type m a name for vour decument—Clhick ok

-Elﬂﬁ:nm—ednﬁ:mn
Poinf to the meght of each item shown oo the form and click on the pencil icon which allows you to edit
« When vou edit, you should only edit the drop down or listed options within each rtem. not the achual
item. (For example, you may change the prades listed undsr prade, bt not change the word zrade iself
« Click save when vou are finiched editing and close that screen

The spreadsheet should still be open. Click Email Template at the bottom of vour screen. Edit the bottom 1ne
of the template to inchade your pams.

Click form responses at the bottom of your screen. Click form—po to live form Enter test data mn the form.
Click submnir. Close that internet windios.

[onr spreadshest should stll be open but now contain data. Add a sample comment and your email address in
the ema) section

Click tools—script manager—click nun—click awthorize (you will anly be acked to authorize one time}—click
Tin AgAn

Check your email to see If vou received the discipline email If all appeared as vou wanted, vou are ready to
send the form Lok to others. If not, zo back through your steps and make additional changes.

To email the form to others
+ 20 back to vour spreadsheet—click form—send form and type in the email address of the racipients you
want to complete the form.
s OF—click form—go to live form and copy the lnk at the botiom of the page. Paste that link info an
email in your email program.
To see the data that is in your form
e Make sure your spreadsheet is open
e (lick on form—show summary of responses

e A new screen will open

e Scrolls through the multitude of data that is charted and graphed for you!

Questions or problems—email me at segilley@cox.net






