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Whether you need to collect employees' take-out orders for a team dinner or create a feedback form for customers, Google Forms is undoubtedly one of the most useful free tools at your disposal. Google Forms provides 17 pre-made templates, varying in subject from "Party Invite" to "Time Off Request". However, if you've never made a Google Form
before, the process can seem complicated. To ensure you know about all the nifty features on a Google Form and have the knowledge necessary to create your own Google Form in minutes, take a look at our quick tutorial. How to Create Your Own Google Form Let's say you're in charge of a new social media project and want your team's feedback on
it. To create a form for collecting feedback (although you can follow these steps to create a form for almost anything), go to Google Forms and click "Template Gallery" to see the full display. For our purposes, I chose the "Contact Information" template, under the "Personal" category. Once you choose a template, follow these steps: 1. Rename your
form by clicking "Contact Information" and typing your desired title. Additionally, you have the option to input text in the "Form description" space -- this is a good section to include a description of what you're hoping to get out of this form, and why you're requiring recipients to fill it out in the first place. 2. There are different features incorporated
into each module, or section of the form. For instance, you can click the scroll-down bar on the top right to choose how you want to style each module -- including short or long answer, multiple choice, grid, or file upload. 3. Additionally, there's an icon at the top of each module (six grey dots) -- if you click it, you can drag the module to another area of
the form. At the bottom of the module, there's a "Required" button, with a drag tool beside it. If the tool is dragged to the right (and green), you're making it a requirement for form applicants to fill out this module. If you drag the circle to the left (and make it grey), it's no longer required. 4. It's important to note, you also have a toolbar on the right
side of your screen. At the top, the "+" icon allows you to add a question. Below, the "Tt" icon lets you create another Title and description -- if you have a longer form with multiple sections, you might use that tool to separate the sections. The remaining three icons allow you to add an image, video, or section (respectively). 5. Once you've renamed
and configured your modules on the form to ensure you're asking all the questions you want to ask, you can work on the design of the form itself. To do this, click the "Customize Theme" paint icon at the top right. 6. Here, you can change the color theme of your entire form, and add an image for the header -- you can upload your own image, or use
one of Google Form's header images, found in their library. You can also change the font. 7. When you're finished, you can "Preview" your form by clicking the eye icon in the top right. 8. When you're happy with your form, click the "Send" button at the top right. 9. Here, you'll want to type the email addresses to which you want to send the form. You
also have the option to embed the form in the email itself (or provide a link), add collaborators, and include a message. When you're ready, press "Send" in the bottom right. And there you have it! In nine easy steps, you're able to create a personalized, unique form, and send it to recipients. However, this only scratches the surface of what you're able
to do with different Google Form Templates. To learn more about Google Forms' features, tools, and functions, take a look at our "Ultimate Guide to Google Forms". Originally published Jan 11, 2019 7:00:00 AM, updated July 12 2019 Web site Orangoo offers a free online spell checker that can spell check your text in any of 28 different languages
from any computer with access to the internet.Orangoo uses both the Google spell checker and the open source spell checker Aspell to check your spelling. I gave it a try, and the spell checker is very fast and attractive. Orangoo Spell Check could be a very useful tool given the right circumstances.Orangoo Spell Check Google can be useful for finding
more than just web pages. With the tricks described below, you'll even be able to locate files. To do a search by filetype just means that you're narrowing down the results to show only the ones that include files. When Google is used to find files, you can locate books, documents, sheet music, Microsoft Word files, and more. Google can locate a large
handful of files, and some are even indexed, meaning that you can search for files that have a specific term in them. This is a list of just some of the files you can find with a Google search (others might be supported, too): Common File Types Google Supports Format File Extension Adobe Portable Document Format PDF Adobe PostScript PS Autodesk
Design Web Format DWF Google Earth KML, KMZ GPS eXchange Format GPX Hancom Hanword HWP Hypertext Markup Language HTM, HTML Microsoft Excel XLS, XLSX Microsoft PowerPoint PPT, PPTX Microsoft Word DOC, DOCX OpenOffice presentation ODP OpenOffice spreadsheet ODS OpenOffice text ODT Rich Text Format RTF Scalable
Vector Graphics SVG TeX/LaTeX TEX Text TXT, TEXT, BAS, C, CC, CPP, CXX, H, HPP, CS, JAVA, PL, PY Wireless Markup Language WML, WAP Extensible Markup Language XML The filetype command is used to perform a Google file search. When you use that operator in your searches, the file extension that you tie with it immediately narrows down
all results to show only that file type. For example, you might search for PDFs on Google if you're looking for books in that file format: filetype:pdf "jane eyre" What follows the file type is the search term that you want Google to look for within the files. This same pattern works for any of the file types. For example, to locate resumes samples in the
DOCX file format: filetype:docx resume If you're a musician and you want to use Google to find sheet music, your best bet is to use the PDF file-type search: "moonlight sonata" "sheet music" filetype:pdf Google supports lots of advanced commands, any of which you can combine with a filetype search to dig even deeper into the files you're looking for.
filetype:docx site:edu inurl:resume In this first example, we're looking for MS Word files, but the site search eliminates all top-level domains except EDU sites, and the inurl command lets us find only the Word files where the URL contains the word resume. filetype:pdf site:gov report inurl:2001 For this search, we're finding PDFs that have the word
report in them, but only if the URL also includes 2001. The idea here is to locate files that have been categorized in a 2001 folder on the site's server, which will likely find reports published in that year. filetype:kml kansas A KML file search like this one shows custom map files related to the Kansas search term. Some results might include map
annotations for bicycle trails, lakes, car repair shops, etc. You could also find KML files that cover a specific map visualization, such as meteors (e.g., search for filetype:kml meteor). filetype:swf bloons Can't find an online game that you used to love to play? A filetype search for SWF files might help, so long as the game is available as a Flash file.
Thanks for letting us know! Tell us why! Go to Tools > Spelling and grammar > Show spelling suggestions. They will appear as red or blue words and phrases. For longer Docs: Put the cursor where you want to start. Go to Tools > Spelling and grammar > Spelling and grammar check. Choose Accept or Ignore for each suggestion. Or use the arrows
to move on. This article covers how to turn on Google's spelling and grammar checker on the Google Docs desktop site for all operating systems and the mobile app for Android. The app for iOS and iPadOS can’t check for grammatical errors or misspellings, but you will get basic suggestions if you set up your iPad keyboard correctly. Google Docs
uses colored squiggly lines when something is misspelled (red) or needs an edit for grammar (blue). One way to use the spelling and grammar checker is to get suggestions automatically as you type. Here's how to turn on automatic spell check and grammar check. Go to Tools > Spelling and grammar. Select Show spelling suggestions and/or Show
grammar suggestions. Return to the document and select one of the red or blue words or phrases to see what Google Docs recommends as a fix, and then select it to accept the suggestion. You can ignore recommendations by selecting X. If this is happening a lot for the same word, but you don’t want to change the spelling, add it to your personal
dictionary. See the steps at the bottom of this page for help. The other method is to use a click-through wizard, a better way to use the Google Docs spell checker if you're working in a multi-page document. Put the cursor wherever you want to start the spell check. If you're looking through the whole document, make sure you’'ve selected the very top
left position before any words. Go to Tools > Spelling and grammar > Spelling and grammar check. Choose Accept or Ignore for the first suggestion to move to the next one, or use the arrows to jump to a different instance. As handy as spelling and grammar checks are, they're not flawless. If several words are missing in a sentence, for example, and
Google Docs can'’t suggest a fix, it might not tell you that something is wrong even though it’s an incoherent sentence. Continue until you've corrected or ignored all of the suggested changes. Grammar and spell checks are available through the Google Docs app for Android as well: Tap the edit/pencil icon. Select where you want the spell check to
start. Use the three-dotted menu at the top right to choose Spellcheck. Note that this includes the grammar check tool as well. The new window at the bottom of the screen is used to Change or Ignore the suggestions. Select the checkmark at the top left to save and exit the editing mode. Spell check can quickly become annoying if it repeatedly
reports a bad spelling for a word that you’re intentionally spelling that way. Equally, there may be words that you’'re sure are spelled wrong, but Google Docs doesn’t tell you about them. The solution here, in both cases, is to make the necessary change to your dictionary. It's available through the desktop site only. Go to Tools > Spelling and grammar
> Spelling and grammar check. Select the three-dotted menu button on the bottom right. Choose Add “[word]” to the dictionary to force Google Docs to quit marking it as misspelled. To remove words from this list so that they’ll once again be seen as wrong, select View personal dictionary and then choose the trash icon next to the word. Thanks for
letting us know! Tell us why!
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