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Next:	Publish	your	form	and	get	responses	On	this	page	Create	a	form	Go	to	forms.google.com.	Click	Blank	form	.	Name	your	untitled	form.	Learn	more	at	the	Google	Docs	Editors	Help	Center	Add	questions	If	you're	using	a	template,	you	can	skip	to	Update	questions.	Open	a	form	in	Google	Forms.	Click	Add	.	To	the	right	of	the	question	title,	choose
the	type	of	question	you	want.	Type	the	possible	responses	to	your	question.	To	prevent	people	from	not	answering,	turn	on	Required.	Update	or	arrange	questions	To	move	a	question,	at	the	top	of	a	question,	click	Drag	.	To	add	a	description	to	a	question,	click	More	Description.	To	add	an	image	to	a	question,	click	Add	image	.	To	add	a	YouTube
video	to	a	question,	click	Add	video	.	To	delete	a	question,	click	Delete	.	Tip:	To	preview	your	changes	at	any	time,	at	the	top	right,	click	Preview	.	Learn	more	at	the	Google	Docs	Editors	Help	Center	Customize	your	design	Use	an	theme	with	your	organization's	branding	In	Google	Forms,	open	a	form.	Click	Customize	theme	.	Under	"Themes,"	click	a
theme.	Note:	Organization-branded	themes	appear	only	if	your	administrator	makes	them	available.	Create	sections	Sections	can	make	your	form	easier	to	read	and	complete.	Each	section	starts	on	a	new	page.	In	Google	Forms,	open	a	form.	Click	Add	Section	.	Name	the	new	section.	Tips:	To	move	questions	into	a	section,	at	the	top	of	a	question,
click	Drag	.	To	reorder	sections,	at	the	top	of	a	section,	click	More	Move	section.	Change	the	color	or	header	In	Google	Forms,	open	a	form.	Click	Customize	theme	.	Optional:	Under	"Color,"	you	can	choose	a	theme	color	and	background	color	for	your	form.	To	add	a	custom	color,	click	Add	custom	color	.	To	add	your	own	photo	as	a	theme,	under
"Header,"	click	Choose	image.	Click	Close	.	You	can	view	your	new	theme	and	continue	to	edit	your	form.	Change	the	font	In	Google	Forms,	open	a	form.	Click	Customize	theme	.	Below	"Text,"	you	can	change	the	font	style	for	headers,	questions,	and	text.	Choose	the	text	style	you	want	to	edit,	then	change	the	font	and	size.	Click	Close	.	Learn	more	at
the	Google	Docs	Editors	Help	Center	Control	and	monitor	access	Allow	access	from	outside	your	organization	By	default,	access	is	restricted	to	people	inside	your	organization.	People	must	sign	in	with	their	email	address	to	access	your	form.	To	share	a	form	with	people	outside	your	organization:	Open	a	form	in	Google	Forms.	At	the	top	of	the	form,
click	Settings.	Next	to	“Responses,”	click	the	Down	arrow	.	Turn	off	Restrict	to	users	in	[your-company.com]	and	its	trusted	organizations.	Collect	email	addresses	of	participants	Record	the	email	addresses	from	people	who	fill	out	your	form.	When	someone	takes	your	survey,	they	will	be	required	to	enter	their	email	address	before	they	submit	the
form.	Collect	verified	emails	Important:	Respondents	must	confirm	their	Google	Account	email	address	gets	collected	with	their	response.	The	confirmation	displays	on	each	page	of	the	form.	Open	a	form	in	Google	Forms.	At	the	top,	click	Settings.	Next	to	“Responses,”	click	the	Down	arrow	.	Under	"Collect	email	addresses,"	select	Verified.	Collect
emails	manually	Open	a	form	in	Google	Forms.	At	the	top,	click	Settings.	Next	to	“Responses,”	click	the	Down	arrow	.	Under	"Collect	email	addresses,"	select	Responder	input.	Review	your	form	Preview	it	yourself	At	any	time,	you	can	preview	your	form	to	see	what	the	changes	look	like.	At	the	top	right,	click	Preview	.	The	preview	opens	in	a	new
window.	To	edit	the	form,	click	Edit	or	go	back	to	your	editing	window.	Send	it	to	collaborators	for	review	Before	sending	your	form,	you	can	let	people	review	and	edit	it.	Whoever	you	invite	can	edit	any	part	of	your	form,	including	responses	and	where	they	are	saved.	Open	a	form	in	Google	Forms.	In	the	top	right,	click	More	.	Click	Add
collaborators.	Click	"Invite	people."	In	the	"Add	editors"	window,	add	email	addresses	to	share	it	with	others.	Click	Send.	Report	abusive	content	in	a	form	You	can	report	abusive	content	in	a	form	from	your	computer.	To	report	a	violation	in	a	form,	you	can:	At	the	bottom	left,	Help	Report.	At	the	bottom,	click	Report.	If	you're	an	editor,	click	More
Report.	Choose	the	type	of	abuse	found	in	the	form.	Click	Submit	Abuse	Report.	Learn	more	at	the	Google	Docs	Editors	Help	Center	Back	to	top	Google,	Google	Workspace,	and	related	marks	and	logos	are	trademarks	of	Google	LLC.	All	other	company	and	product	names	are	trademarks	of	the	companies	with	which	they	are	associated.	SearchClear
searchClose	searchGoogle	appsMain	menu	Next:	Document	sharing	basics	in	Google	Docs	On	this	page	Create	or	import	a	document	Create	and	name	your	document	At	the	top	of	the	page,	click	Untitled	document	and	enter	a	new	title.	Import	and	convert	an	existing	document	Converting	your	file	from	another	program	creates	a	copy	of	your
original	file	in	a	Docs,	Sheets,	or	Slides	format.	You	can	then	edit	the	file	in	your	browser.	If	you	have	existing	files,	you	can	import	and	convert	them	to	Docs,	Sheets,	or	Slides.	Go	to	Drive.	Click	NewFile	Upload.	Choose	the	file	you	want	to	import	from	your	computer	to	add	it	to	Drive.	In	the	Upload	complete	window,	click	Show	file	location	.	Right-
click	the	file	and	select	Open	withGoogle	Docs/Sheets/Slides.	Have	a	Microsoft	file?	If	you've	already	stored	Microsoft	files	in	Drive,	you	can	also	update	them	without	converting	them.	Add	or	edit	text	Just	click	in	the	page	and	start	typing.	Format	your	document	Depending	on	what	you	want	to	change,	choose	an	option:	To	customize	margins,	page
color,	and	orientation,	click	FilePage	setup.	To	customize	text,	images,	tables,	and	more,	use	the	toolbar	options.	Note:	Some	options	only	appear	for	certain	types	of	content,	such	as	tables	or	images.				Undo	or	redo	your	last	changes	or	print	your	document.	Check	spelling	and	grammar.	Copy	formatting	from	any	text	and	apply	it	to	another	selection
of	text.	Normal	text		|	Arial		|	10		Change	the	style,	font,	or	font	size.					Make	text	bold,	in	italics,	or	underlined	or	change	the	text	color.	Add	or	change	the	text	highlight	color.				Insert	a	link,	comment,	or	image.	Change	the	text	alignment.	Change	the	line	spacing	or	add	a	checklist,	bullets,	or	numbers.	Change	the	text	indentation.	Remove	text
formatting.	Table	and	image	options	Add	background	color	to	a	table	or	change	the	border	color,	width,	or	style.	Crop	an	image.	Image	options…	Change	the	color,	transparency,	brightness,	or	contrast.	Replace	image		Replace	an	existing	image	with	a	new	one.	Add	pictures,	links,	tables,	and	more	The	Insert	menu	lets	you	add	different	features	to
your	document.	Here	are	the	highlights:	Image—Insert	an	image	from	your	computer,	the	web,	Drive,	and	more.	Table—Select	the	number	of	columns	and	rows	to	create	a	table.	Drawing—Create	shapes,	pictures,	and	diagrams	right	in	your	document.	Link—Add	a	link	to	another	page	or	to	a	header	or	bookmark	in	the	same	document.	Bookmark—
Add	shortcuts	to	specific	places	within	your	document.	Table	of	contents—Create	an	auto-generated	table	of	contents	that	links	to	each	heading	in	your	document	that	has	a	heading	style	applied.	Print	your	document	from	Chrome	browser	On	your	computer,	open	a	document	in	Google	Docs.	Click	File	Print.	In	the	window	that	opens,	choose	your
print	settings.	Click	Print.	Use	Gemini	to	create	&	update	content	You	can	use	this	feature	only	if	your	organization	supports	it.	For	help,	contact	your	administrator.	Google	Workspace	with	Gemini	is	available	when	your	Google	account	language	is	set	to	an	English	dialect.	Additionally,	some	features	are	available	in	Spanish	and	Portuguese.	Learn
more	about	language	availability.	Use	Google	Workspace	with	Gemini	to	create	placeholder	content	you	can	refine	and	update.		On	your	computer,	open	a	Google	Doc	file.	In	the	document,	click	where	you	want	to	write.	On	the	left,	click	Help	me	write	.			Enter	a	prompt	that	contains	your	instructions.	For	example:	Imagine	you	are	the	lead	on	a
project.	Write	an	update	to	your	executive	leadership	team	on	[Project	X].	Include	the	current	status	for	each	business	function	and	next	steps.	Use	a	formal,	brief	tone.	Click	Create.		Review	the	response.	(Optional)	Click	Refine	then	choose	how	you	want	Gemini	to	change	the	content.	When	you're	finished,	click	Insert.	Back	to	top	Google,	Google
Workspace,	and	related	marks	and	logos	are	trademarks	of	Google	LLC.	All	other	company	and	product	names	are	trademarks	of	the	companies	with	which	they	are	associated.	SearchClear	searchClose	searchGoogle	appsMain	menu	To	sign	up	for	Gmail,	create	a	Google	Account.	You	can	use	the	username	and	password	to	sign	in	to	Gmail	and	other
Google	products	like	YouTube,	Google	Play,	and	Google	Drive.	Important:	Before	you	set	up	a	new	Gmail	account,	make	sure	to	sign	out	of	your	current	Gmail	account.	Learn	how	to	sign	out	of	Gmail.	From	your	device,	go	to	the	Google	Account	sign	in	page.	Click	Create	account.	In	the	drop	down,	select	if	the	account	is	for	your:	Personal	use	Child
Work	or	business	To	set	up	your	account,	follow	the	steps	on	the	screen.	Create	an	account	Tip:	To	use	Gmail	for	your	business,	a	Google	Workspace	account	might	be	better	for	you	than	a	personal	Google	Account.	With	Google	Workspace,	you	get	increased	storage,	professional	email	addresses,	and	additional	features.	Learn	about	Google
Workspace	pricing	and	plans.	Try	Google	Workspace	The	username	I	want	is	taken	You	can’t	create	a	Gmail	address	if	the	username	you	requested	is:	Already	being	used.	Very	similar	to	an	existing	username.	For	example,	if	example@gmail.com	already	exists,	you	can't	use	examp1e@gmail.com.	The	same	as	a	username	that	someone	used	in	the
past	and	then	deleted.	Reserved	by	Google	to	prevent	spam	or	abuse.	Someone	is	impersonating	me	If	you	believe	someone	has	created	a	Gmail	address	to	try	to	impersonate	your	identity,	you	can:	Unfortunately,	Gmail	is	unable	to	participate	in	mediations	involving	third	parties	regarding	impersonation.	Learn	more	about	Gmail	Terms	of	Use.
Related	resources	How	do	I	create	a	new	Google	Account?	Sign	in	to	Gmail	Post	to	the	help	community	Get	answers	from	community	members
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