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Publishing a Form in Google Forms: A Step-by-Step GuideTo create and share forms with others, follow these steps:Create a form Go to forms.google.com and click Blank form . Name your 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
and click Add . Choose the type of question you want. Type possible responses to prevent people from not answering. Turn on Required.Update or arrange questions To move a question, drag it at the top of a question. Add a description or image to make your questions more engaging. Delete questions when needed.Customize your design Use a
theme with your organization's branding. Click Customize theme and choose a theme. Create sections to organize your form and add color or headers as desired. Change the font style for headers, questions, and text.Control and monitor access Allow access from outside your organization by default. Turn off Restrict to users in [your-company.com]
and its trusted organizations. Collect email addresses of participants when someone takes your survey. Verify respondents' Google Account email addresses with their response.Review your form Preview it at any time to see changes. Send it to collaborators for review before sharing it with others. Report abusive content in a form from your
computer.to edit a file in drive, first select the file then right-click it and choose 'open with google docs/sheets/slides."' if you have a microsoft file stored in drive, you can update it without converting it. to add or edit text in a document, simply click anywhere on the page and start typing. for formatting options, go to the toolbar and choose what you
want to change, such as margins, page color, and orientation under 'file' > 'page setup.' to customize text, images, tables, and more, use the various options available in the toolbar. if you make a mistake, you can undo or redo your last changes or print your document. to check spelling and grammar, use the built-in tools. you can also copy formatting
from one piece of text and apply it to another selection of text. to change font style, size, color, or alignment, use the relevant options in the toolbar. you can insert links, comments, or images into your document as needed. for more advanced features, such as creating tables and inserting images, click on 'insert' at the top left corner of the page.You
can also create new presentations from the URL . Import and convert an existing presentation 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 New File 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 with Google 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
slides to your presentation Add a slide with the same layout as the current slide On your computer, open a presentation in Google Slides. In the top left, click New slide . Add a slide with a different layout On your computer, open a presentation in Google Slides. At the top left, click New slide with layout . Choose a slide. Note: If you don't see the New
slide with layout option, click Templates . Add a slide with your organization's branding On your computer, open a presentation in Google Slides. In the top left, click Templates . At right, click the template you want to use. Note: The Templates option appears only if your administrator makes organization-branded slides available. Choose a theme and
layout When you first create a presentation, you can choose a theme for your slides. A theme is a preset group of colors, fonts, background, and layouts. Your presentation's layout is the way your text and images are arranged on a slide. Change your presentation's theme On your computer, open a presentation in Google Slides. At the top, click Slide
Change theme. On the right, click the theme you want. Change the layout of your presentation On your computer, open a presentation in Google Slides. Select a slide. At the top, click Layout. Choose the layout you want to use. Learn more at the Google Docs Editors Help Center Arrange slides Move slideDrag the slide to a different position in the
presentation. To move several slides at once, Ctrl+click multiple slides before dragging them. Delete slideRight-click the slide and select Delete. Duplicate slideRight-click the slide in the sidebar and select Duplicate slide. Learn more at the Google Docs Editors Help Center Add pictures, text, speaker notes, and more Rename your presentationClick
Untitled presentation and enter a new name. Add imagesClick Insert Image to add images from your computer, the web, Google Drive, and more. You can also move, delete, or resize images. Add textClick Insert Text box to add new text boxes. Then, click a text box to enter text. You can move, delete, or re-size text boxes. You can also change how
text fits in a box. Learn more about changing how text fits in presentations. Add videos, shapes, charts, and moreClick Insert to add videos, shapes, charts, slide numbers, and other features to your presentation. You can also move, delete, or re-size these inserted features. Add speaker notesUse speaker notes to keep track of your talking points for
each slide. In the presentation editor, speaker notes appear beneath the current slide. When you present your slides, your speaker notes show in a separate window. Learn more at the Google Docs Editors Help Center Generate a new slide with Gemini You can use this feature only if your organization supports it. For help, contact your administrator.
Use Gemini in Slides to generate a new slide with images and content. Use this slide as a starting point. You can use the Gemini in Slides side panel to generate a new slide. On your computer, open Google Slides. New slides are generated using your current theme. At the top, click Ask Gemini . In the side panel, select a prompt or create your own. To
create a prompt with the name of your file, insert @ before the name. For example, Create a slide about how to optimally train for a marathon or Create a slide about @Company 2023 Goals deck. From the generated slide, you can: Get a different version: From the menu, click Retry . Add the slide to your presentation: From the menu, click Insert .
Refine the generated slide: From the menu, click Close . On the side panel, write a new prompt. Send feedback: From the menu, click Good suggestion or Bad suggestion . Get started with Slides 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.
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