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How to use Microsoft forms
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@ Login with Miscrosoft to use forms

@ Click on new form or new quiz to proceed
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Layout of the Microsoft forms
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w « Title of the form o

m Click to add new question l

@ Enter form name and click on add new to add questions

@ Preview, themes, share and settings are available
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Automatics Template selection

@ Microsoft forms suggest questions automatically based on the title.
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Multiplechoice question

B Preview D Theme

Questions Responses

1. Guestion

Option 1
Option 2
@D Multipls answers (@) Feguirsd
4+ Add new Lk Branching

@ We can enable multi correct answers
@ Shuffle option and branching available
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nswer question

B Question

Enter your answer
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Add Branching

@ Restriction to the question are available

@ Shuffle between long and answer and short answer
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Rating question

9. Question

<t A A A A

H oW W M A

Levels: | 5 N Symbol | Star ~

Mumber @
15tar  Not satisfactory - -1
¢ 5Stars  Expelelnt = i

@ Required

@ Two types of symbols available
@ We can set label names
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Likert question (Multichoice grid)

.

Option 1 Option 2 Option 3 Option 4 Option 5 I @

Statement 1

Statement 2

¢+ Add statement

@ We can add more statements and options

@ Required

@ Each statement has one correct option only
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Sections in forms

Responsas

uplicate section

Options for section [ >>"

Remove section 2

Muove saction

Erier 3 descrialin Add Branching

@ Branching is available for sections as well as questions

@ duplicate, remove or move section
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Quiz in Microsoft forms

Mathematics quiz

Th| i
1. Solve the following equation
Option 1
Option 2
<+ Add aoption
Crop-down
@ ) Multiple answers () Reu

Subtitle

—+ Addnew
Add Branching

@ Math option will be available for quiz
@ Option to enter marks(points)
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Auto answers to math questions

0 @
1. Solve the following equation
2 -3x+2=10 L
Sbggestedresults: L R S F=HE=5 F=EF=5 F=Ta=1

Please enter an egual

for this option,
Flease ent=r an equstion for this option,

~+ Add option

o Forms suggests different answers with correct answer which is unique

@ We can add all options with correct answer being marked
automatically
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IATEX support in forms

1. Solve the following sguation

P ogr—a=g Click to open latex mode

x y Yy i [l 0 7 8 9 5
.3 < z < & || 4 5 6 ®
B Vil i o log In 1 2 3

T x! 3 n Lxd %1 0 - = +

@ Shuffle between simple equation editor to latex mode

@ Click on Abc to enter latex mode
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IATEX support in forms

1. Sclve

\int_ 175 k72 dyf

Suggested result s % 01 80

Please enter sn equation for this ootion.

Click to run
Plzage enter an equation for this option. fafex COde

-~ Add option

o After typing latex code, just press 123 to run latex code

@ Auto answers option
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How math question look like

Responses

Quastions

1. Solve

fea <) Math typed in latex

-+ Add new

SRTM University, Nanded
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Preview the form

Questians Responses @

Demo form &

= -

Section 1
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Preview: Computer mode

Preview available in ﬁ

computer and mobile mode

rnformation

1. Name of the participant

3 Would you like to test your ICT skills

O Yes
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Preview:

Mobile mode

Dema form

Basic Inf
1.Mame of the participant [}

If ANSwWer

2 Address [T

Enter your answer

st your ICT skills [T

3 Computer
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Various themes for forms

Demo form - Saved

@ Refreshing themes are available for forms
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Sharing the form

@ Preview

Responses @

https://forms.office.com/Pages/Respon

CONE

QR code

Share

-+ Get a link to duplicate

Share to collaborate

Users with an Office 365 work or school acoount o
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Extra settings for form

Setti

Whao can fill out this form

@ anyone with the link can respond

O only peaple in my organization can respond
Fecord name

One respanse per persan
Options for responses
B4 Accapt responsas
[ Start date
‘ 6/11/2020 [)f T215PM |

| 6/11/2020 z.]‘ TEEM

Shuffle guestions
[ Customize thank you message
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