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Google Forms and Sheets

This is the first issue in a five-part series. The 
series covers various tools I use to gather 
information for a conference held by my 
district. The tools have changed over time. 
The tools I use now revolve around the 
Google environment. I use Google Forms to 
collect presenter, participant, and vendor 
information. I use Google Sheets to organize 
the conference schedule. 

I use Sheets to create and printing confer-
ence badges. Sheets is also used to develop 
the online conference schedule. Some of 
the graphics are assembled and presented 
in Google Drawings. Google Slides is used 
during the conference for the opening 
and closing ceremonies. The district has 
embraced Google.

Conference attendance

In this issue, I cover Google Forms. The 
district I work for hosts a yearly conference 
for teachers. The conference is the Teacher 
Networking Technology and Content Confer-
ence. The conference provides professional 
development opportunities for teachers. 
The conference targets the inclusion of 
technology in the classroom. It is open to all 
districts in the area. El Paso is far removed 
from the rest of Texas. This gives us an 
opportunity to develop and deliver content 
targeted to teachers in the area. 

The lessons presented in this issue are an 
evolution of a process that I started ten years 

ago. We started by collecting email submis-
sions for presentations at the conference. 
This gave way to online forms and eventually 
to Google Forms. I developed the conference 
book using Microsoft Word, Apple Pages, 
and Adobe Indesign. The conference book is 
no longer printed. We offer a digital version 
now. I designed participant badges using a 
variety of applications. We still print badges 
but the process has evolved to make things 
easier.

Register with Google forms

We begin with Google Forms. Forms is used 
to collect the necessary information from 
presenters for the conference. This informa-
tion includes their name, presentation title, 
and a short description. We also collect infor-
mation about their intended audience and 
core content. Forms is also used to collect 
information from participants and vendors. 
The form for participants and vendors is less 
involved. 

Google Forms is used to collect informa-
tion about participants. This information is 
necessary to keep track of attendance. Their 
attendance is necessary in order to collect 
the registration fees from campuses. Atten-
dance documentation is necessary. Teachers 
receive credit for Gifted and Talented, GT 
hours. 

Registration information in the form is 
used to generate attendance badges. The 
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attendance badge is used to confirm atten-
dance. Parts of the badge are used for their 
lunch ticket and door prizes throughout the 
day.

We use Google Forms to collect information 
from vendors. The information is used as 
reference information. It becomes our call list 
for the following year. This information is also 
used to generate vendor badges. 

Google Sheet workhorse

Google Forms is just a collection tool. 
Google Sheets does the real work. We orga-
nize presenter sessions with Google Sheets. 
Presenters are scheduled throughout the 
day and assigned rooms. 

Sheets is used in generating presenter, 
participant, and vendor badges. Each badge 
includes their name, district, campus, and 
position. If they are vendors the badge 
includes information about their company. 
This usually includes their logo on the badge. 

Other parts of the badge include lunch, 
door prize, and Keynote tickets. These are 
detached and collected throughout the day. 
They are scanned into Sheets. The scans help 
track how many attend the keynote, get their 
lunch, and stay until the last session. They are 
scanned at each session. This lets us know 
which sessions are the most popular. 

One of the components in the system is QR 
codes. Google Sheets is used to create Quick 
Response codes. The Google Application 
Program Interface, API, is used. The QR Code 

is used to scan participant badges during 
sessions. The QR code on vendor badges 
provides important information about the 
company. In conference, we the partici-
pants are often scanned for our informa-
tion. We have turned the tables and made 
the vendors scannable. This helps campuses 
collect needed information about the sales 
representatives. 

Sheets is used in generating an organization 
chart. This chart helps organize and share 
the conference presentations and events. 
This is very useful because we often have 
challenges with rooms and their location. In 
the past, we struggled with enough wireless 
access. This often meant staggering Internet 
heavy sessions. Using the chart assures we 
are not over scheduling presenters. It also 
helps to make sure we don’t miss a presenter.

During the development of the confer-
ence, we need to make lots of changes. A 
chart with Sheets makes the update process 
almost trivial. There are times when changes 
cause conflicts. These are easier to manage 
with a fluid process in Sheets.

The organization of the events and 
presenters with Sheets leads to the next step. 
This is the publication of the event schedule. 
This is where Sheets, again, proves invalu-
able. The event schedule is reformatted and 
published live. With functions and javas-
cript, we produce a dynamic schedule. It is 
viewable on a variety of devices. No need to 
create a special app.
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Google Forms

The Google Form is the easiest part of the 
process. At the same time, it is the most 
important part. Information that isn’t prop-
erly gathered here will cause problems later. 
There is a saying in computer programming. 
The same holds true for gathering data. 
Garbage in, garbage out. We need quality 
information coming from participants, 
presenters, and vendors.

People aren’t the best at providing quality 
data. This is why forms on websites have 
become shorter and easier to fill-out. People 
don’t want to enter too much information. 
They want to spend less time typing this 
information too. Formatting the form so 
there is less typing is best. I will cover some 
practices that have worked over the years.

We will create a form for the collection of 
information. I won’t go over all the informa-
tion we need. I will cover some of the crucial 
information we gather from presenters. In 
the process, I will demonstrate how we make 
sure the data we collect is of the best quality. 

We access Google Forms from Google Drive. 
Click the New button in Google Drive. 

The core Google Suite applications are 
presented to us immediately. Forms is under 
the More option. 

Hover over More and select Google Forms.

The form has one question created and 
ready for us to fill-in.
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Click the Untitled form field and title the 
form Presenter Registration.

The question type is set to multiple choice. 
We want to gather the presenter’s name, 
email address, and contact phone number. 
We will use multiple fields to gather their 
name. Using multiple fields will help when 
printing name badges. Type “First name” for 
the first question.

Typing the question brings Google’s artificial 
intelligence to life. It recognizes that asking 
for a first name is not a multiple choice ques-
tion. The question type changes to a short 
answer.

There is a button we use to make the answer 
required. This looks like a slide switch. Click 
once on the button to make this question 
required.

One of the options we use to get clean infor-
mation is hidden in the question. There are 
three circles next to the required button. This 
is called the action menu. Click once on the 
action menu. There are two options under 
the action menu. Select the Response valida-
tion option.

Response validation adds an extra set of 
options to the question. The validation is 
currently looking to verify that the answer is 
in the form of a number. This question obvi-
ously does not require a number answer. 
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Click the selector next to the number valida-
tion.

Select the text option.

The text option has a qualifier. The qualifier 
looks for text in the response. This is any type 
of text. The “Contains” qualifier is followed by 
the word “Text”. We will look at other quali-
fiers as we create the rest of the questions. 
This is a simple qualifier. We will use more 
elaborate qualifiers later.

There is a menu of form options to the right 
of the question. Click the plus button to 
create a new question.

A new question is created below the 
previous. Type “Last name” for the question.

Google changes the question type to a 
short answer. Set the question to require an 
answer. Click the actions menu and select 
response validation.
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Set the validation to Text and create another 
question.

The third question will gather the present-
er’s email address. The question type will 
change to a short answer. Make the question 
required.

Google recognizes we are asking for an email 
address. We have the option to enable the 
email collection setting. This setting collects 
the email address of the person filling in the 
form. This information is obtained from the 
Gmail account of the person. We don’t use 
this option. It limits the collection of informa-
tion to district employees.

Click the actions menu for the question and 
select response validation. Select text valida-
tion like before.

We will change the qualifier to make sure the 
information is a valid email address. Click the 
qualifier selector and choose email address.

There is an option available with the qual-
ifier. The option provides a custom error 
message. We will personalize the message in 
case the email is improperly entered.
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The message will read, “Please use a valid 
email address.”

A valid email is important. We often need to 
contact presenters to verify information. We 
send confirmation of their information and 
scheduling to the email they provide. 

Domain qualifier

Presenters and participants in the district 
receive a variety of credits for attending. 
Presenters and participants must provide 
their district email address. To assure this 
is done we include a domain qualifier. The 
qualifier checks to make sure the registrant 
provides a district email address.

We will update the current email question 
with a district qualifier. Later, we will create 
a separate email question for those outside 
the district.

The presenters in our district have an email 
address that has the same domain. We want 
to assure that presenters provide us with 
their district email. We will add a qualifier for 
their email address in the form. This qualifier 
uses something called a regular expression.

Click the validator selector. Choose the 
regular expression option.

Regular expressions look for patterns. 
Regular expressions are heavily used by 
programmers. They make the job of looking 
for code much easier. Regular expressions 
help search long text blocks by looking for 
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