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In a web browser, visit Office 365 | Outlook

outlook.office365.com

Search Mail and People O ® New | v
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Groups New

Click on the grid A

Groups give teams a shared
space for email, documents,
and scheduling events.
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You're all caught up.
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i Office 365 Outlook

Select Forms e

(If you are using an iPad,
jump to the last page to see
how to navigate to this page)

View all my apps
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Click here to change
the title of your form

Click heretoadd a e

new question

Click on the e
placeholder text and
replace it with your
text

Change the type ofe
question here

Change the look of
your form under
theme

Under the send form tab

Use this area to send youre

form to people

Use this area to control
who can see your forme
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1. What do you think about this thing?

Send form

Questions Resf
CD  Copy and paste the link
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N4 Email the link

This is my form

B Download and send the QR code

1. What do you think about this thing?

It's OK </> Embed in a webpage

I don't like it

Who can fill out this form

© Only people in my organization

Record the names of responders

Anyone with a link (sign-in not required)

See all settings




Click “see all settings” e

Here is where you can e
allow only one response

per person

and a few other settings

Now go back and use one
of these options to send

out your form

Come back to your form
later and click on the
Responses tab to view the

responses.
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I don't like it

Jp- @ Alow only one response per person

Anyone with a link (sign-in not required)

Options for responses
Accept responses
| Apply deadline

Shuffle questions

Questions
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Create and Edit forms on an iPad

Microsoft Forms work much better on a computer, but if you need to use an iPad, follow these instructions to

navigate to Forms

In Safari, visit e

outlook.office365.com

Touch this button to get to
the menue
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Now touch Office 365...
to see more options

Choose Forms e
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From this point on, your
interface will look the same
as the instructions on pg 2&3
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