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Wg&ﬂ[}w To The Ultimate Marketer's Toolbox!

This course is for you if you are looking for guidance on how to use
various online platforms to get better results online.

Most courses on the market, assume you know the basics and jump
iNn with the training two steps ahead of where you needed the training
to start.

So, this training, assumes you know NOTHING about social media or
online platforms, and walks you through how to navigate the various
platforms.

And, you have lifetime access to the training, so you can reference the
training anytime you need a refresher in a particular online platform.

To log into the training, visit MichelleCunningham.com and click on
Student Course Login in the upper right corner.

If you have any difficulties logging in or need to reach support at
anytime, you can email support@michellecunninghamonline.com
and they will reply M-F 10am to epm CST

As the course creator and your trainer, | just wanted to tell you I am so
THANKFUL you are here and I'm looking forward to sharing my online
tips and strategies that helped me to build a massive network

= mMarketing business and a seven-figure online brand.
5 And, I'm just a regular girl from humble beginnings..evidence that,

anyone can do this who sets their mind to it
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Module One | Facebook Mastery For
Beginners

Module Two | Canva Designs & Branding
Yourself Online

Module Three | The Power Of Google
Documents

Module Four | The Magic Of Google
Forms

Module Five | The Lead Generating
Landing Page

Module Six | The Best Email Strategy To
Connect, Sell & Recruit

Module Seven | Organizing Your
Business Through Trello & Google Sheets

Module Eight | Automated Text
Strategies That Deliver

Bonus | Become A Simple Phone Video
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ACEBOOK MASTERY
FOR BEGINNERS
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= Your profile on Facebook is where you can create posts & share information about =

yourself, such as your interests, photos, videos, where you live, etc.

To see your profile or a friend's profile, click on the name or profile picture.

My Facebook Profile Page

8w A
OWN YOUR AWESOME | LIVE YOUR DREAM r '
[ There are 4 IMPORTANT pieces of real
e - estate on your Facebook Profile:
Posts  About Friends 4981 Photos  Videos Sports  More v ©Message & a - ‘| Your Bamner
S — o _ 2.Your Profile Picture
— 3. The "Into" Section under your profile
- 4. Featured Photo under your "Into"
.
5

Banner:

The Banner is the image across the top of your profile.
When someone clicks it, it will take them to this page

+ 0 »

T7") Michelle Cunningham
L d uly2a, 20199

Y Like D comment
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. Like ¥ "
P . Tajahnae Eldridge fo
A Love this! @
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You can then add a description & include details or a link
that leads them to something like a freebie.
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Profile Picture:
- It'srecommended that thisis a professional photo.
Not just a random selfie that you take.

It needs to look professional.

You can even add a fun border inside Canva.

Intro Section:
In the Intro section below your proﬁle picture, click "Edit"

! OWN YOUR AWES Zm

k'. Y
e | VE YOUR DREAM ’

- -

#
e

Michelle Cunningham

FREE GIFTS | Michelle's Favorite Things Giveaway: https://fb.me/e/d1CQEcSmt
December 25 | 8pm EST
Edit

You can link this to a freebie, an email opt-in or another Facebook Group you would like
people to join.
Just be sure to watch how much you add, as it only allows you to add 100 characters.

Featured Photo:

You can create something like this where it says ® o
"Click Here" \
When they click on it they will be taken to this
page (just like for the banner) where you can add
a link to somewhere you want them to go or

check out.

RIS Note: You can only edit this on
MMMMMMMM a computer, not a mobil
. device.



To Share Something On Facebook:

From the top of your News Feed or Profile, click "What's on your mind?"

Add text or click the type of post you'd like to share

Example: Photo/Video, Feeling/Activity).

You can also: Add a photo or video.

Add a location.

Tag friends.

Add how you're feeling or what you're doing.

Add a GIF or a Watch Party

Click the audience selector at the top to select who can see your post.
Click "Post"

T L L AN » T

Create Post X iJ

Michelle Cunningham
@ Public =

What's on your mind, Michelle?

@ o |

©  Add to Your Post [ “ @ o GIF

t Post 2
L S A | TS
a & Add to Your Post

|44 Photo/Video &' Tag Friends
{. . Feeling/Activity © checkn
I GIF B Live Video t
| ﬁ Watch Party 9 Raise Money 3

ﬂ_) Host a Q&A

rey searor
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What differentiates a Page from a Group?

Pages

Pages are like a billboard that is public & anyone can share.

When you are live on your Page and you tell people to share it, they can share it
easily, start a watch party with whatever you've done or created onto their own
pages, groups or profile.

It's very easy to get to & great for getting information out.

You must have a profile to create a Page or help manage one.

Pages are places on Facebook where artists, public figures, businesses, brands,
organizations and nonprofits can connect with their fans or customers.

When someone likes or follows a Page on Facebook, they can start seeing updates
from that Page in their News Feed.

Groups

Groups are like a living room.

A place where you've privately invited people in and theres a lot more conversation.
People having community together & being friends together.

Its your own personal community and it's more private, it just isn't as easy to share
information out of there.

You must have a profile to create a group or help manage one.

Groups are a place to communicate about shared interests with people.

You can create a group for anything.

Your family reunion, your after-work sports team, your book club, your network
marketing team...

Customize the group's privacy settings depending on who you want to be able to
join the group.

When you join a group on Facebook, you start seeing content from that group in
your News Feed.

BRSNS AN G, L2




To Create A Facebook Group:

5] ® wichele  + -
%‘fv Create
. 4 L"‘ 'S’:s' t N Feed.
- Story
& UieEvent _ Click the "plus" Icon at the top right and select "Group"
DREAM Add a life event to your profile.
= Page

! Connect and share with customers of fans.

. - Ad
Advertise your business, brand or
organization.

=) Group
|m Connect with people who share your interest
+//fb.me/e/d1CQEC . Event

Bring people together with a public or private
event.

. Marketplace Listing
/' Edit Profile Sell items to people in your community.

9 Fundraiser
Raise money for a cause you care about. X 0
ind? -
mind? e

Groups » Create Group

Create Group

Desktop Previt |

Michelle Cunningham
Admin

Group name

Add the name of your group

Choose privacy -

Choose the privacy of the group.
| recommend "Private" and then
"Visible"

Invite friends (optional)

Suggested: Kathryn Ann, Tracy Dasbelliehn, Sonia,,

Grour |58
a Choose Privacy - Group pri I8
Private
Private groups can't change to public to protect the About

privacy of group members. Learn More

Hide Group

@ yisible

When it's Private & Visible you can share the link to the group for
people to easily join & you don't have to be their friend on Facebook.

P

@ Once you hit "Create Group" at the bottom, you can then edit & add &
a banner, description & group rules.

¥ For your description, make sure to include what the group is all o

about and also a link to the freebie you are offering.

RO N )R 6, (e




Facebook Pages.

To Create A Facebook Page:

5] ® wichele  + -

Create

IZF Post

Share a post on News Feed

- Story

Share a photo or write something.

Life Event
Add a life event to your profile.

DREAM 1

= Page
Connect and share with customers or fan:

= Ad
Advertise your business, brand or
organization.
e Group
|m Connect with people who share your interests.

fffb.me/e/d1CQEc Event
Bring people together with a public or private

event.

Marketplace Listing
/' Edit Profile Sell items to people in your community.
Fundraiser
Raise money for a cause you care about.
mind? ——

oo |

0 Q Search Facebook ﬁ
Manage Page

® Michelle Cunningham -
0 Home °

a Inbox = . http://bit.ly/favgiftsforyou

® 13 new messages & 42 new comments

Click the "plus" Icon at the top right and select "Page"

pl iil:l!ll['s FAVORITE THINGS

e e v

REASAN e —OAMCHIR €. )

Follow the same steps for adding a name, privacy
and description you did for creating a group.

(@) michelle  + oe ’9 o

S

= @ 5

AN AWESOME EVENT FOR NETWORK MARKETERS WHO LIKE FREE BIFTS

Christmas day at 8pm | Friday
Join THIS EVENT HERE:

B Events
@ Resources & Tools
@ Creator Studio
a Notifications Michelle Cunningham
T @135 new o] @MichelleCunninghamOnline - Entrepreneur #' Edit Visit Group
- Insights
Home Reviews More = @ View as Visitor (o]
Publishing Tools
Ad Center
& 0@ Manage your Page and Instagram account together with Business Suite. Go to Business Suite
@ Page Quality o
) Create Ad See Al ® Create Post =
’ Edit Page Info How would you like to grow your business? :
|&d Photo/video (@ Get Messages Feeling/Activity
c7]
2]
* ]
S K ts of ful is havi tb that tell 33
ome Key components Of a successiul page Is naving a grea anner at tells you A

what the page is all about or promotes your next biggest thing.

And link it to any private group that you have by clicking the "Edit Visit Group" button.

S

e




Foc
1 0 Q Search Facebook

Manage Page

@ Michelle Cunningham -
o Home

a Inbox

® 13 new messages & 42 new comments

Events
Resources & Tools

Creator Studio

Notifications
® 135 new

> B @ [

Insights

@ =

Publishing Tools

Ad Center

1

@

Page Quality

Edit Page Info

=4 Promote

You'll find that are a lot of setting you can change & edit on a page, but the most
important is the "Page Info"

B @ 5 - =
,:; AN AWESOME EVENT FOR NETWORK MARKETERS WHO LIKE FREE BIFTS
9) 'l.l“[ll['s FAVORITE THINGS
e U s '

Christmas day at Bpm | Friday
® ° Join THIS EVENT HERE:
g http://bit.ly/favgiftsforyou

Michelle Cunningham

@MichelleCunninghamOnline - Entrepreneur # Edit Visit Group

@@ Manage your Page and Instagram account together with Business Suite. Go to Business Suite

Home Reviews More

Create Ad See All ® Create Post

How would you like to grow your business?

| Photo/Video (@) GetMessages Feeling/Activity l:;z

0 Q, Search Facebook

Manage Page

@ Michelle Cunningham -

Home

Inbox
® 17 new messages & 42 new comments

Events

Resources & Tools

Creator Studio

» B © 0 O =2

‘:::' Notifications
E ® 135 new

-4 Insights
s Publishing Tools
B

wq Ad Center
o
.

Page Quality

° Edit Page Info

@

v Click Here to go to my page and under the "About" section you can see all of the 7

(@) michetle  + oe ‘0 -

o B @ 5
Edit Page Info
© General
Name

Michelle Cunningham

Username
MichelleCunninghamOnline

Description
Michelle Cunningham is on a mission to empower women to live their iz
BEST LIFE by simplifying all areas of life! She is a Mom to two little ones 3
and built a network marketing team that sold &-figures and teach her

strategies for success with others freely.

Il Categories 5
%
Categories 'q..
Entrepreneur X  Coach x |55
P
Help people find your Page by choasing categories that represent your Page. f;

Having an accurate category helps Facebook show your business 1o the right people at the right time
so that your business can reach a more engaged audience

B Contact . y
(‘aan %

ti iImportant information you can add to your page. v



https://www.facebook.com/MichelleCunninghamOnline
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CANVA DESIGNS & BRANDING
YOURSELF ONLINE




Using Canva.

This is what your home page will look like when you log into Canva.

@ Home Templates~  Features~  Learn Q, Search Canva (ORIl Create a design

(R) Recommended for you
5 All your designs

S0 Sharad with you

Design anything.

ay think I'm small, but | have a nd." —

CHOOSE
THEACTIVE
LIFESTYLE

michellecunninghamaon...

starred Google Classroom Header Instagram Post Logo Flyer (5.5 = 8.5 in) Presentation

=’ Facebook Posts
B 6TV BACKGROUND

l:_"_\ FACEBOCK STORIES

Designs"

Brand Kit
E? Cantent Planner
Recommended Social Media Events Marketing Documents Order Prints Video School Personal Custom Size
B2 Al your folders
[ Trash —

Your designs Seeall

_ ) o M wr
4 KatyaDesigns Lusen off Salen oo
>
[ ehotosh n
ato Shoot e oaum
=  StreamYard Size
Rig Rreakthrough Academv  Agenda - Rie Rreakthrous. 2021 Calendar - RRA Academic Achievement A NFW RIRFT Guest Sneaker Canv of FR Pos

Anything you create will automatically be saved for you to access under "All My

When you have something to create, go to the search bar at the top or under the

"Templates" tab and you will find endless amounts of templates to build from.

@ Home Templares ~  Features~  Learn Q) search Canva ® & @@
: : A S — —

(A) Recor

03 Allye ‘%

R
SR share  Social Media Personal Business Marketing Education Trending

Instagram Story Invitation Presentation Poster Lesson Plan Gift Tag o
@ sranc B

Instagram Post Card Website Flyer Worksheet Christmas Gift Certifi...

° e
BY Conte  Facebook post Resume Logo Infographic Certificate YouTube Intro
B oAl Facebook Cover Postcard Business Card Brochure Storyboard Photo Boaks
yo

YouTube Channel Art ‘Weekly Schedule Pla... Invoice Newsletter Bookmark Mugs | —

E Trash  |inkedin Banner T-shirt Business Letterhead Proposal Class Schedule Christmas Cards
R S SR 17, o1, i

When you find the template you like, click on it and it will open the editor for you to

start editing and personalizing it how you want.




7 Using Canva.: 7

¢ Home File Resize ¢ 3 f Natural Beauty Holiday Steals Facebook Cover Share s Download ‘

sssssssss

For you

CHRISTMAS!

Editor’s pick creator templates DGGOIanl‘ 1- 3

| ey ¥ ’ T Beauty Steals

Shop Three Days of Discounts on All New
Skincare and Apparel

Animated Facebook Cover

Vandemar
Construction

Fall Facebook Cover

Let's start [resh!

To start, every element on the image can be edited or replaced, just scroll over it
and it will show an outline for that object.

Click on it and you can make it smaller or larger by pulling the corners in or out,
you can delete it, change the color, move it to a different spot on the banner, etc.

Elements can also be grouped
together by highlighting .
them and clicking group/ =

Maharlika ~ 863 v

I=
c
[l
I

=1 Effects e Ungroup w1

Z ungroup at the top. 3
% This is great for things like %
= titles that use multiple text §

Popomber1”3 | boxes with different fonts so s
Beauty Steals | “ you can move them around
ety ‘ without having to move each
:'; text box and try to get them ;‘:

positioned perfectly again.




% Using Canva.:

~ Upload media
(&
|_||;.|.-J ads

Images

Uploads:

Uploads is where you can upload
your own images or screenshots.

Christras  Me

Recently used

& Private
Only membare can see who's in the group
ard what they post

@ Visible
Ariane can Tind this group.

Photos: j

Photos is where you can find great stock
images available to use for free




SN T S T e Wiy ol
e L O NSRRI

Christmas

Recently used Elements:

. Elements is where you will find all
\ > — *. 5 different shapes, arrows, little pictures,
. frames, charts, etc.

28
o (Like the arrows and circles on this page)

Elements
Featured

-
~

. - -

Click text to add to page

Add a heading

Add a subheading

Add a little it of body tex
Recently used

aamsll = ow

Font combinations

Text:

Text is where you can add new text boxes
that you can change the font and color
yourself, or they provide lots of fun pre
made ones that you can use and just
change the words or edit how you like.

AR, b Ui

'-.‘_\\;E:!‘_‘-' =i

And then so on for styles, music, videos & background.
Each tab allows you to add different elements to your design.




Background Remover

- ) il Adj li @
ts Filter t F
Q earch effects v ! Jus p

Background Remaover . .
Remove the background of your Image with Cl ICK onan mage
e (chosen from Canva or one
You may also like
that you upload yourself)

Duotane
Apply a two-color palette to your Images. -
_ Click on Effects at the top
Pixelate
Glve your Image a pixelated look. Q
BadTv ' Click background remover
Apply bad TV effects to your Image.
|
D
ColorMix
Apply guirky coler combinations. i ! i l

Glitch
Apply glitch effects to your Image.

sk
Sk

Liguify
Apply liguify effects to your Image.

Slice
Apply slice effects to your Image.

Screen NATURELLS

Apply screen effects to your Image.

December1- 3

Beauty Sf

Shop Three Days of Discounts on All
Skincare and Apparel

The background of curtains
behind heris gone

Another
Example:
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Some are on|y available to CanvaPro Users|

,—:’E Sﬂ”&ﬁ %" 6aof 7€aﬁﬂ'és' CanvaPro is $119.40 annually or $12.95 monthly. ;’E
: Text Effects ‘

Adding effects can make even the most plain or simple font look so much better.

To add an effect, just click on a text box, click "Effects" on the top bar, and chose an
effect.

You can even customize each effect further by changing the shadow color, the
direction or offset, blurring, changing the transparency, etc.

Natural Beauty Holiday Steals Facebook Cover

Effects Maharlika v 863 v A U ah = = =t ® Position ?
Ag | Ag Ag 1
None Shadow Lift \ ‘
hyg Ag Ag r

llllll Echo

Ag Ag CURVE December1-3

Beauty Steals

Shop Three Days of Dlscounts on All New
Skincare and Apparel

Beauty Steals —— snadow Effect
Beauty Steals ——> Lift Effect
Beauty Steals —— Hollow Effect
Beauty Steals ——> splice Effect
Beauty Steals ——> EchoEffect
Beauty Steals — ciitch Effect
B@@uﬂﬁy S{L@@D@ —> Neon Effect

%ea\lty Stea ]‘9 —S Curve Effect

BRSO ACHBRAN G, (A
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THE POWER OF

Google

DOCUMENTS

ULTIMATE MARKETERS TOOLBOX
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A

About  Store

a new blank document.

6 Drive
4 new

v [8] My Drive

Shared with me

Recent

Starred

Trash

Storage

258 MB of 15 GB used

- How To Get To Goggle Docs:

Step One : Go to Google.com

Step Two : Click the waffle at the top right side

Step Three : Click one the "Drive" icon

I'm Feeling Lucky

Hello 2021: Join YouTube's New Year's Eve party tomorrow

Once you are in your Google Drive, you will see the home page where all of your
documents and files will be.

Step Four : Click the "+ New "icon at the top left and select "Google Docs" to open

o Drive

Oo0OE D0 = [

7004& Documents l._f;

Gmail Images

@ GC =B

Account Search My Busine...
Maps YouTube Play
News Gmail Meet

Folder

File upload

Folder upload

Google Docs

Google Sheets
Google Slides
Google Forms

More

258 MB of 15 GB used

SRR A



. Google Documents .f;

Organizing Your Docs

Click the "+ New "icon at the top left and select "Folder" to create a new folder
where you can keep specific documents all together.

You can also share folders with other people, or just use them to keep your own
stuff organized.

New folder

When you click "Folder" it will immediately
Team Training prompt you to create a name for that
folder, then you just click "Create"

CANCEL

Once you have created your folder, double click on it & it will open.
You can create a new document from inside that folder, and then it will automatically
save that document to that folder.

If you start a document outside of the folder and later want to add it to a specific
folder, follow these steps:

From your Google Drive homepage, right click that document/ file

Click "Move To"

2 Select "My Drive"  Prive X
[8] iy Drive

[0 Computers

@ Preview

< Openwith

24  Share =% Shared with me
o Getlink Y Stamed
[] Show file locati k
(€4  Add shortcit
3] Moveto E
<% Addto Starred T
Z. Rename 5 Select the folder
() View details you want to move & My Drive %
] Makea copy itto &click "Move" = L
B Dot .em"""!_ () Report abuse M
) &, Download B Thumbnails From ThumbGod
[ Remove Bl “Yes" For July Launch Affiliate Info ;

E S0-Day Difference Kajabi Notes

E2  an-Dav Difference Memhers




Formating & Editing Your Doc

When you start a new document, there are tons of formatting tools and options so
you can make it look exactly how you want.

To start, give the document a name by clicking the box at the top left that says
"Untitled Document" and name your document.

E | Team Training Scripts| |

File Edit View Insert Format Tools Add-ons Help

= oo A, B 125% -+ Nommaltext -« | Arial . =
TR s s When you have your
- name, just hit Enter and
| € it will save.

Headings you add to the document will
appear hare.

Start typing your information and you can edit
the format using the toolbar across the top.

40
Tools Add-ons Help sa
-mha« - - 2 + BIUAS® o»@@- S === 12 E-=-2= X
A+ More fonts 2 I i - — s - f ¥

RECENT
Arial
Tobater

Comfortaa

Courier New

AmATIC SC
Arial

Caveat

Comfortaa

BERO W 1 <A G (XN



Team Training Scripts  ¥¢ &
File Edit View Insert Format Tools Add-ons Help

e~ omm A ~  Normaltext ~  Arial -

Zoom In or Out o .

Title >

Undo & Re-do Print Sublitie .

Spell Check

Heading1 -

Heading 2 -

Heading 3 >

Options >

Center, Right Align Decrease Indent

There are more tools and options in the menu bar under File, Edit, View, & so on.

=2

‘ If you are playing around with the different options and happen to click something

: that does something crazy to your document, just click the undo arrow (or Control Z
on your keyboard) and it will undo whatever you did.

Team Training Scripts ¥ &

g File Edit View Insert Format Tools Add-ons Help

ORGSR

B 7 U|A :-:,11'1%7;;3%15
Add Image
& Add Bullets Clear &
Font Color Add Comment Outline Using Formatting BS
Numbers & Letters
b Add Link
~ Bold, ltalic — Line Spacing
: i Highlight Color
= & Underline Justify & Left Increase or
=

L



Formatting Recomendations

Only use cursive or fancy fonts for the titles or a few words.

For the body of the document, use a common font like Ariel that is easy to read.
One of my favorite fonts is Montserrat Extra Light (that is the font of this text) ©

When adding a link within your document, the easiest way for othersto see it is a
link to something is using the word "Click Here"
Example: If you want to check out a professional welbsite Click Here and you can
see how | have mine laid out.
Then you would highlight the words "Click Here" click the link &) icon on the
toolbar and add in the link to the website.

If you want to check out a professional website Click Here and you can see
how i have mine laid out.

Text
Click Here

Link
(https://www‘ michellecunninghamonline.com| I

To share your document with others, click g:g, Share
the blue "Share" button at the top right.

Before you copy the link, change it from
"Anyone" to "Anyone with the link"

Copy link

Decide whether you want them to be
able to edit the document, be able to =
leave comments, or only view the

i document and change that accordingly. -
g e Get link g gly §

s 9 Share with people and groups

No one has been added yet

[':E https://docs.google.com/document/d/1G4qtU7X8Ar06Fu8y8cccyAlA..

Anyone with the link ~
) y

Anyone on the internet with this link can view O nce t h ose Settl N g s are Set h ow yo U

+/  Viewer

Sandtaschock o Googe want, click "Copy Link", and paste the link
Commenter . .
wherever you are sharing it.

VR
bk S

Editor

-
L



http://www.michellecunningham.com/

THE MAGIC OF

OOGLE
FORMS
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How To Get To Goggle Forms:

Step One : Go to Google.com

Step Two : Click the waffle at the top right side

About  Store Gmail Images i

?
@
)

Account Search Maps

Google o » ™

Google Search I'm Feeling Lucky

Step Three : Click one the "Drive" icon

Once you are in your Google Drive, you will see the home page where all of your
documents and files will be.

Step Four : Click the "+ New " icon at the top left and select "Google Forms" to open
a new blank form.

o Drive

/_\ Folder
4 new

u [§) File upload

il [+) Folder upload

Shared with me

Google Docs
Recent

Gﬂﬂg le Sheeats
Starred

Google Slides
Trash

Google Forms

Storage Mare

258 MB of 15 GB used

TR




-~ Editing Your Form

2 When you start a new Form, you will automatically be given the "Header" where
you can add the name and a description or note to be seen first. You will also see
one blank question to start with.

To start, give the document a name by clicking the box at the top left that says
"Untitled Form" and name your form. The title you add here will automatically
apply to the header area of the form.

until\:ﬂ:rrb 00 @ @

Questions  Responses

Untitled form

Form deseription

Header Area

Email address *

Valid email address

This form is collecting email addresses. Change settings

@
Untitied Question E @ Muttiple choice - o
eptont =  Blank Question
) Add option or add "Other” Q
O @ Required I} g )

Once you give your form a title, add a welcome note or description so that the
respondents know exactly what the form is for.

Questions  Responses

New Unicorn Magic Team Members

Welcome to the Unicorn Magic Team!
We are all so excited to have you as a part of our family!
This is just for us to get to know you a little better & also to find out what we can help you with!

Lots of Love,
Michelle Cunningham

Email address *

Valid email address

This form is collecting email addresses. | Change settings




This is just for us to get to know you a little better & also to find out

Lots of Love,
Michelle Cunningham

Form Settings
Email address *
Click "Change Settings" at the

. Valid email address
bottom of the header section.

/-/-\

Qange settings\

e —

This form is collecting email addresses.

Settings Settings

General Presentation
General Presentation

1 Make this a quiz

Collect email addresses Assign peint values to questions and allow auto-grading.

|:| Response receipts

Respondents receive a copy of their responses

Requires sign in:

Settings

General Presentation
[ Limitto 1 response

Show progress bar

Respondents can: [] shuffle question order

[ Ecitafier subamit [] Show link to submit another response

[] see summary charts and text responses

Confirmation message:

Your response has been recorded.

Cancel Save

General:
Collect Email
Addresses of all who
fill out the form.
Chose whether or
not you want anyone
who fills out the
form to be able to
see all others
responses.

If edits can be made
after they submit.

If they can see charts
(based on responses)
or text responses.

Presentation:
If you want a
progress bar to show
respondents how far
along they are.
If you want to shuffle
the questions or
keep a set order.
GCive a link to a
different area/site to
submit answers..
Customize the
message displayed
when they submit a
response.

Quizzes:

e |fyou want the form
to be in the format
of a quiz, you can
apply settings to
show their grade,
missed answers,
correct answers &
point values of each
guestion
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5= Form Questions

Add the first question by clicking the box that says "Question"

Chose the type of question by clicking the drop-down arrow next to "Short Answer"

= Short answer
First & Last Name = Short answer -
= Paragraph
Short answer text Tr
1
| @ Multiple choice
I
0 @ Required () = Checkboxes
AN = ;
) Dropdown
Duplicate & Delete ©
Add a photo associated Decide if you want the question & File upload
with the question. to be "required" or if they can
leave it blank. «= Linear scale

B Multiple choice grid

; =mm  Checkbox grid
Add a new question Lt g

@ % (Or you can duplicate the current one if o
Date

you want another one similar)
Cl\) Time

9 a Import questions from a different Google
form.

You can group certain questions into categories, like family
TT guestions, work questions, questions about future goals, and
add a title before each set of questions

9 Add an image with the question

9 Add a video with the question

— You can break up questions even further by adding a new section,
(— 9 which will take them to a new page of questions.
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Once you have all your questions added to the form, you can edit the theme,
preview & get the link to share the form. See top right of your screen.

PEEN

Add-Ons

€? Theme options X
HEADER This is where you can upload PreVieW

B Ch i your Google Classroom . .

oose image header to make your form Se‘l"l'l ngs (Sq me setti ngs
look PRETTY! .
previously shown from

THEME COLOR
Y- TXXX) Header section)
000000

+
BACKGROUND COLOR

e
FONT STYLE

Basic -

When you are ready to share your form, click the "Send" button & follow the same
steps as discussed in module 3 for editing the share settings.

Once you start receiving form responses, click "responses" at the top of the form &
click the green spreadsheet button.

This will create a new spreadsheet with all of the responses & all new responses will
automatically go to that spreadsheet when the form is filled out.

Questions  Responses

O responses



