
Google 
Quiz

Self Graded 



Steps  to Making a Quiz in Google
Using Forms and Spreadsheet

1. Create questions
2. Click on Docs>New>Form
3. Enter the questions on the form and save. 
4. Email the form to your self. 

1. Go to Your Gmail and Open the Form Email
2. Answer the questions with the correct answers to create the Answer Key

5. Go to Docs>open spreadsheet>Copy correct Answer Key  answers and paste in the top row of 
the spreadsheet

6. Create the Formulas for the Test Questions in the first cell where the Answer Key was 
pasted.. 

1. Example: =(x3=z1,100,0)     
1. Description =(answer key cell for question=answer key pasted cell,correct,

incorrect)
2. Copy and paste for each question.

7. Insert column.  Create Formula to calculate the total score. 
1. Example: =Average(C2:Z2)   

1. Description =Average(beginning cell with answer key:ending cell with answer key
8. Return to first column with Formulas for the Test Questions.Add $ signs to formula.  

1. Example:  =(x3=$z$1,100,0)  (See 6.1)
9. Give the test using forms options:

1. Options for providing the form:
1. You can share the spreadsheet and have students click on forms
2. Provide the URL for the students.
3. Email to students , if they have email.

10. Copy the formulas and paste for each row in the spreadsheet.

 Enjoy your Self Graded Quiz!!  
Use this as your template!!



Pencil- Edit
2 Pages - Copy
Trashcan- Delete

Select type of 
answer

CAN NOT BE 
Paragraph

Click - Required
Click Done 

3.Enter the questions on the form 
and save. 



Google Docs>New>Form
This Form Appears
Form completed. 

4. Email Form to Yourself
 

Email Form 
See Responses
More Actions

Save 



Email Form to Yourself Confirmation  



1. Go to Email/Docs and Open 
the Form

2. Answer the questions with the 
correct answers

Options
*Form will be in Email
*Form will be part of shared 
spreadsheet (Student Account)
*Link provided to live form



After Form is Submitted 
Confirmation is Shown 



5.  Go to Docs>open spreadsheet>Copy correct 
answers and paste in the top row of the spreadsheet



5.  Go to Docs>open spreadsheet>Copy correct 
answers and paste in the top row of the spreadsheet

This is the Answer Key created 
from the answers you provided 
in the form emailed to 
yourself. 



Example of Answers in Top 
Row to Create Answer Key

6.Create the Formulas for the 
Test Questions in the first block . 
Copy and paste for each 
question.

Example of Formula
NOTE: DO NOT enter 
$ sign at this time in 
Formula!!



6.Create the Formulas for the Test Questions in the first 
block . Copy and paste for each question.

Tip: When you copy, paste and 
drag into all the Answer Key 
Cells, the answers should be 
100.



7.  Insert column.  Create Formula to calculate 
the total score.    Example: =Average(C2:Z2) 

Insert 
Column
Right 

Insert 
Formula 

Answer 
will be 
100 on 
Answer 

Key



Original Formula
 
 
Formula with $ Sign will lock the 
Answer Key (Top Row) into 
Formula.  Change each Formula 
to include $ sign in front of Cell 
Letter and in front of cell number.

All Answers 
will be 100 on 
Answer Key 

Row. 



View the Results 

1. Give the test using forms options:
1. NOTE: You can share the spreadsheet 

and have students click on forms
2. Provide the URL for the students.
3. Email to students , if they have email.

 
  DO NOT COPY the formulas until the test is 

given!!!
 

Copy the formulas and paste for each row in 
the spreadsheet AFTER the test is completed.

http://spreadsheets.google.com/pub?key=p-Psuk_8y4JiJc7uW2pArDQ&output=html&gid=0&single=true


Doing more, better, 
faster,  everyday at 

MCPS with 


