
Create a form with Microsoft Forms 

With Microsoft Forms, you can create surveys, quizzes, and polls, and easily see results as they come in. 

In your web browser, go to forms.office.com. 

Sign in with your Office 365 school credentials, Office 365 work credentials, or Microsoft account 

(Hotmail, Live, or Outlook.com). 

Create a Survey 

Under Forms, click New Form to begin creating your form.  

 

Enter a name for your form. You can also enter an optional subtitle. 

Form names can contain up to 90 characters and a subtitle can contain up to 1,000 characters. 

 

Click Add New to add a new question to the form. Choose from Choice, Text, Rating, or Date questions.  

 

You can also click and select Ranking, Likert, or Net Promoter Score questions. 

 

Your form is saved automatically while you create it. 

https://forms.office.com/


For Choice questions, enter the text you want to display for the question and each of the choices. 

 

If you want to add more choices, click Add Option to add more choices than the default two choices. 

Click Add “Other” Option to add a choice option that displays the text Other. To remove a choice, click 

the trash can button next to it.  

You can also choose to make a question Required or allow Multiple answers for a question by changing 

the settings at the bottom of the question. To have Microsoft Forms randomly shuffle the order of the 

options displayed to users of the form, click […] (More settings for question), and then select Shuffle 

options. 

 

Click More settings for question […], and then select Subtitle to add a subtitle for a question. 

This is what your participants will see. 

 



Some Choice questions will trigger auto suggestions.  

Click on the suggested options to add as choices. In the following example, Monday, Wednesday, and 

Friday are selected. 

 

To change the order of the questions, click the Up or Down arrows on the right side of each question.  

To copy a question, select it and then click the Copy Question button in the upper right corner. 



Click Add New to add more questions to your form. Add a Text question. 

For text questions, select the Long Answer option if you want a larger text box displayed on the form. 

Text questions also allow you to set restrictions when you need to have, for example, numbers as the 

answer. Click More settings for question, and then select Restrictions. You can choose to restrict the 

numbers by selecting from the various options such as Greater than, Less than, Between, and many 

others. 

 



  

Click Add New to add more questions to your form. Choose Rating. 

In a Rating Question you are asked to rate a statement according to the criteria given. 

 

This is what you see. 

 

Click Add New to add more questions to your form. 

Click  and select Ranking, Likert, or Net Promoter Score questions.  

 



Click Add New to add more questions to your form. Choose Ranking 

 

Add a question and options. 

 

You will see. 

 

Click Add New to add more questions to your form. Choose Likert 

  



Type in the Likert Scale criteria along the top and the statements to evaluate on the left.  

 

This is what you see. 

 

Click Add New to add more questions to your form. Choose Net Promotion Score. 

Add the question you want to answer. Edit the criteria statements if you want. 

 



This is what you see. 

 

  



Preview 

Click Preview at the top of the design window to see how your form will look on a computer. If you 

want to test your form, enter answers for the questions in preview mode and then click Submit. 

 

 

Click Mobile to see how your form will look on a mobile device. 

 



 

  



 

Collect responses 

When you are happy with your questionnaire, click Collect Responses at the top of the form. 

 

 

and choose how you want to distribute your questionnaire. 

 

You will probably prefer to send a link to your participants. If so, it is useful to shorten it. Copy the link. 

 

  



For more form choices. 

Choose [...] More Form Settings at the top of the screen 

 

To Print the Form 

 

And change various settings, such as start and finish dates for the questionnaire. 

 



 

Add Styles 

 

Themes & Colours 

 



 

  



 

Viewing responses. 

Choose Responses 

 

Summary of responses 

 

You are shown a summary of each question. Click More Details for more details. 

 

 



Open in Excel for further analysis 

 

 

Click on View Results to see individual responses. 

 

 

 

If you want to delete a response. 

 

 



 

Or, if you want to delete all the responses – for example, if you are trialing: 

 

  



 

To add a consent form 
1. Open your form 

2. Add two section breaks to the beginning of your form – Insert New.  

 

 

Give your sections titles such as “Information and Consent” and “Questionnaire”. 

 

 

 

Below section 1, Insert a Choice question. 



 

Include your information and consent text – perhaps as a subtitle in the section header or as part of the 

question - in the question and add two answers such as: 

• I agree to the above terms. 

• I do not agree to the above terms. 

 

Choose Required. Click on More Settings For Question […]  and choose Add branching. 

 

Choose where you want to go – probably “Questionnaire” and “End of Form”  



If you prefer, you can add two sections at the end, one saying, “Thank you for completing the survey” 

and the other that says “Thank you, but I am sorry that without your consent, we cannot proceed with the 

survey” and redirecting. 

Preview 

 

  



Share the Survey – or Copy it to Another Account. 

 

Open the form you want to copy, click on More Form Settings […] and choose duplicate. 

 

 
 

You will see Share as a template 

 
Click on Copy and paste this into an email. Send this to the user you wish to have the form. 

Log into the other account.  

Open the email and click the link in the email (or copy and paste the link into a new browser tab.) 

At the top of the window there, will be a green button that says Duplicate it. Click this. 

 

 
MS Forms will then recreate the form in the new account. 


