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How to create self-grading multiple-choice tests with Google Docs 

There are many ways that we can use Google Docs to improve learning experiences for our 
students in Middle and high schools. We can promote group collaboration, keep track of grades 
and attendance data, create quizzes using the spreadsheet forms, collaborate with other 
teachers in various locations, etc. This tutorial will provide the basic steps in creating quizzes 
and test using spreadsheet forms. 

 

Here’s how: 

1. Go to Google Docs and log in. 

 

 

 

 

Sign-in to Google 

http://docs.google.com/
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2. Go to the upper-left corner, open the “Create New” drop-down menu and select 
“Form”. 
 
 
 

 

 

 

 

 

 

 

Select “Create New” and click on “Forms 
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3. A blank form will appear in which you will type your quiz. Name your form by clicking 
and typing your title in the box titled “Untitled form”. Add any additional text in the box 
beneath to help your student (your name, class name, instructions, etc.) 

 

 

 

 

 

 

 

 

 

Type title and additional information 
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4. Open the selection box for” Question Type” and select “text”. Next to Question Title, 
type “Name:” and check the box that says “Make this a required question”. Go ahead 
and add a question for class period or ID number, if you choose. 
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5. Go to the top-left of the page, click “Add question” and select “Multiple Choice” to 
create the first test question. (You can choose others types of questions, too, of course. 
I often had a few open-ended paragraph response questions, but these require old-
fashioned review and grading.) 

 

 

 

 

 

 

 

Select “Add Item” and choose “Multiple Choice 
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6. Type your question in the box next to Question Title. Please remember to number your 
questions for identification. 

 

 

 

 

 

 

 

 

Type questions in box 
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7. Begin Typing the first response to the question in the Option 1 box. To add additional 
options click “Add Other’, or click in the “second option” box to make it appear. Repeat 
the process to complete all the answer options for the question. Make sure the correct 
answer is included as one of the options. 

 

 

 

 

 

 

 

Options 
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8. To include more question go to the top-left of the page, and click “Add Item”. Repeat 
steps (6) and (7) until the questions are complete. 

 

 

 

 

 

 

 

 

“Add Item” button 
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9. Reproduce step (8) as many times as necessary to make all the questions you want. To 
edit an existing item, hover the mouse over it and the pencil icon will appears to the 
right. Click on the “pencil” icon to access editing options. You can also drag questions up 
and down to rearrange their order. 

 

 

Pencil icon 
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10. Click “Done” when you’re finished, then click “Save” on the top-right. To edit your 
displayed message you can click on the “More Actions” button and Edit confirmation. 
You can also edit the displayed message after the completed quiz is submitted.  
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“More Actions, Save &”Done Buttons 
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11. A URL to the published form is located on the bottom of the page. You have options to 
copy and paste it in students’ emails, create a link to it on a school or class web page, or 
make it more manageable by embedding it on a webpage. 

 

 

 

 

 

 

 

URL 
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12. Do a test run by clicking the “URL” to make sure that everything works properly. Enter 
“Answer Key” and Click Submit. 

 

 

 

 

 

 

 

 

Click “Submit” button 
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13. Go back to Google Docs to view your test. It will be one of the saved documents. Click 
on it and you’ll find all responses in a spreadsheet.  

 

 

 

 

 

 

 

 

Click on saved test 

http://docs.google.com/
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14. The established “date” and “time” of each student’s response is stamped in column “A” 
and names appear in column “B”. The questions will appear in subsequent columns. 

  

 

 

 

 

 

 

 

Colum “A”,”B” & “C” 
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15. All the way on the left, where rows are numbered, between 1 and 2, you should see a 
gray rectangle. Click on it, and drag it down until it’s between 2 and 3. You should now 
be able to scroll down over all your students’ responses while the questions and the 
correct answers remain visible on the top for easy comparison. 

 

 

 

 

 

 

 

Drag rectangle to view students’ responses 
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16. There should be a similar gray rectangle to the left of the A above the first column.  Click 
it and drag it to the right until it’s between the B and the C. You should now be able to 
scroll left and right through all of your students’ responses and still see the time of 
submission and the student names to the left. 

 

 

 

 

 

Now: If you want Google to do all the grading for you. Attend the next training session for step-
by-step instructions 

Thank you. 

Click and drag rectangle to scroll through students’ 

responses 


