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Google Forms and Sheets and a VMS Component: A Guideline

The purpose of this manual is to explain how to
use the Google Forms and Sheets that are being
utilized as back-end data storage for an inhouse
VMS solution. This will provide a breakdown of
the Form associated with the Google Sheets,
the individual Sheets themselves as well as the
associated tables and aggregated data.

The Google Form and Sheets shown in this
manual are used to gather and store data that is
displayed in a Retool application. It is incredibly
important that the user of the Google Form and
Sheets fully understand them and how to
properly update both so that any calculations or
displayed data in the volunteer management
dashboard are accurate.

The Google Form and Sheets were made to fit
the specifications from ENLACE, a governmental
nonprofit operating in the Caiflo Martin Area in
Puerto Rico. Any additional edits made that are
not mentioned in this manual will require the
editor to have a full understanding of Google
Sheets in order to aggregate the data. The
added data will not appear in the volunteer
management dashboard until it is also edited.
External links to assist in learning more about
Sheets will be located in the External resources
chapter.
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Google Form Components

Google Forms is how the volunteers log their time donated. This is a pivotal step of the process because
without filling out the Google Form their data will not be recorded. The format of the google form is also
very important. Questions that utilize a drop-down menu do so because the answers need to be
formatted in a particular way.

Correo Electréonico/Email address
This is a required question that asks for the volunteer’s email and is entered as short text.

Correo Electronico/Email address

Your answer

Fecha en la que proveyd el servicio voluntario?/Date you provided the voluntary

service
This is a required question that asks for the date that the voluntary work was completed and is entered
through a date field. This question is important because volunteer work may be logged after the work
was completed.

Fecha en la que proveyo el servicio voluntario/Date you provided the voluntary
service *

Date

mm/dd/yyyy O
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Nombre/Full name
This is a required question that asks for the Volunteer’s full name and is entered as short text.

Nombre/Full name *

Your answer

Organizacién en la que trabajaste?/ Entity worked with
This is a required question that asks the volunteer which organization they worked with and is answered
through multiple choice so that the value entered is consistent throughout all responses.

Organizacion en la que trabajaste?/Entity worked with *

O Proyecto ENLACE del Cafio Martin Pefia

O Fideicomiso del la Tierra del Cafno Martin Pefa

O s
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Proyecto/Project
This is a required question that asks the volunteer which project they worked on and is answered
through multiple choice so that the value entered is consistent throughout all responses.

Proyecto/Project *

Desarrollo Econémico Comunitario

Vivienda

Asuntos ambientales

Urbanismo e infraestructura

Participacién Ciudadana y Desarrollo Social

G-8 Inc y residentes del Cafio Martin Pefia

Bienes Raices del Fideicomiso de la Tierra
Desarrollo de Proyectos del Fideicomiso de la Tierra

Proyectos Especiales del Fideicomiso de la Tierra

OO0OO0O0O00OO0O0O0O0

Administrativo — Planificacion y Fortalecimiento de las Entidades

Tareas/Tasks
This is a required question that asks the volunteer which task they completed and is answered through a
drop down so that the value entered is consistent throughout all responses.

Tareas/Tasks *

Choose v
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Horas/Hours
This is a required question that asks the volunteer how many hours they donated through their
volunteer work and is entered as a number in the short text field.

Horas/Hours *

Your answer

Comentarios opcionales
This question asks the volunteer if they have any additional comments and is entered as a short text.

Comentarios opcionales

Your answer
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Sheets Components

Respuestas de Formulario/Form Responses
This Sheet records the responses from the Google Form. These responses are input as unvalidated and
have the option to be validated.

VaadacionNalialicn  Timestanp (Corren ElechirionEmail Fecha en b qus se reszNomiralFullrame  Crganizacdn en & qus ¥ PrayecioProec Tareas Tashs HocasiHours Porsona a cargol Person i charge

Descripcién del proyecto/project description Total Hours in

21 130841 kshah@upi e 12021 Kush Shah Prapecto ENLACE cél C<Proyectn 1 Apoyo el Legalsigport 12 Kush Stah ishahd@wpiods  Thegoalof s rject s o finsh Pofct 1 o

20 132146 kehahdupiacs 2020 Kush Shah Prapecto ENLACE delC:Proyecto 3 Constucién 15 duiaLoe bled@wpiedy The goalof s prjec i o fiish Pogct 3 T
21 13433 tamayo gateel 200180 502021 Gatel Tamayo Fidecnmisa il a Twa Proyectn 3 Disero oo 10 Jue Loe Blsd@wiady The goalof s prjec i o s Propct 3 n
21 138432 Example@gmailcom 1 Angelca (=} Progecio 3 Apoyo legal Legal sugport 15 JueLee lee2Bwpiadu ‘The goal of his rcject s o iish Project 3 m
162021 134507 Exampn@botral com 132021 Antea Prayocto ENLACE ool CProyectn Trabo socia Socil werk 18 Kush Stah iwrand@upiods  Thegoatof s prject i o finsh Pofct a
21 134620 AMD@gai.com 182021 Niobss 2] Prayectod Resaocin écrica 5 Gatriel Tamepo gamayouios@wpiacu  The godl o s prcjec s fofirish Pojct @
162021 1347403 LOL@rmagaai.oom 852101 Torny (] Prapect | Pitkra y manlaniménl bésin 2 esrchuas 15 Kush Stah israro@upiods  Thagoaiol hisprject s ko finsh Pofct 1 o
21 13488 DK @oigrai com 1282021 Hanna 2] Prayecto 3 Wercado Agroatesara 14 JeLee ples2gwpiedy The goalof s prject s 4o i Poject 3 m
82021 134932 mkadas@holmal.com 201 Moshy Fideicomiso del fa Tiera Proyectn | Otre Other § Kugh Stah israh2@wiedu The goal of this prcject isfo finish Profect | o

021 135016 Saignotamsil oom 126201 Maria (4] Prayec t Hoers comuetars o escolires 5 Kush Srah ssrand@upiods  Thagodlof s prject i o insh Pofct 1
021 135050 Helgmai com 10202021 Morica Fidsicomisn sl a Tera Proyectn 2 Trabifo admiisativ lareas geneales) 8 anny Jobnson . The gea et
162021 152:2 malerampio@hamal oo 8262021 Mtcoonda Fideoomiso 6o a Tura Proyoctn & Recaridopor el Cafo 10 GatrelTamapo ¢ The goal o hisprject s fect

(GRCH R R B R R H B BB B R U<H RJ<J RN}

1162021 135730 cddiimad com 593201 fora (] Prayecto 2 Worteypreparacin ds un sveriy 7 Danny Jobnson i s Thegoaloltisp ot R
162021 15:2531 Hefaymegi ods B2 Hannah Jayne Proyocio ENLACE del C: Proyecio 1 Construccin 5 Kugh Srah Asrahd @wptody The goal of ths projoct s o finh Projeet 1 o
1G22 153123 fbee2 @ity 2001 s Les (4] Payecto3 Entrenador(), osrcions fsis 9 e Lee The goal o is rject s ¥ i Projec 3 m
172021 143429 Aafoda@upiods 2021 Atyson Floria Fidsoomiso sl a Tera Proyoctn 3 Disefo Grdhen 10 Juia Lo Bls2@upiedy The oo s pecjct s Yo i Prject 3 n
1172021 143454 o gral oo 1 Matn Prapects ENLACE oel G Proyecto 1 Dseto Gréfon 1 Kush §rah isaho@wpieds  Thegoaloffisprject s ofineh Pofct 1 @
1WIT2021 143509 sjusto@wpiedy 72001 Laws Lashin Prayecto ENLACE celCeProyectn 3 Dissio Grdfen 4 e Loe blesd@upiedu  Tha oalol s projet s i Project3 T
12172021 122013 kshah2 @t o 1202021 Kush Shah 64 Pyecto & Invosaton 12 Gatenl Tamayo @wplacu The goalof s poject s o )
1212021 123238 kshah2@wpiacs 1242021 Kush Shah Prayecto ENLACE del CsProyecto ¢ Fologafa 13 Gatrl Tamayo The goal o i project s o )
1252021 140932 esertiogo@martnpenap 232021 Estrfa Santago Pleez Proyacto ENLACE col C:Propec | Encussias 2 Kush Srah iahd@upiods  Thegoalof s prject s o fiish Pofct 1 a
11732021 160558 Gabo i 777201 Gabo by Fidscomiso 13 T Proyectn 2 Trabiio social Socil werk 15 Danny Jfnsen dforvson@wpieds  The goalof i rject s o s Project 2 2

irahd@upiods  Thegoalof s prject s o finsh Pofct 1 9

Gatenl Tamapo ey The goaof s pofct s 10 s Prje

Dnny Johnsn dfotvson@upieds  Tha oalof i rojec i o firish Project 2

Jooson dfohnson@upieds  The goalof s pcjet s 1 i Proect 2
israho@upieds  Thegoaiof s prjedtis o finsh Pojct 1
Danny Jbnson dfotrsonupiods  The goal o s prjec i ofinih Proy
Gatwiel Tamayo. % s P [ sect £

Validated Responses
The validated responses sheet holds the validated responses from Respuestas de Formulario.

A . o € F " \ ,

Timestamp  Correo Electrons Fecha en la que Nombre/Full name Ia que trabaaste?’ with ProyectolProject Tareas/Tasks HorasiHours Persona a cargo Contacto/Contact Des: ¥ description Total Hours in Project
11/16/2021 130 kshah2@wpiedh  11/16/2021 Kush Shah Proyecto ENLACE del Cario Martin Pefia Proyecto 1 Apoyo legal /Legal support 12 KushShah  kshah2@wpi edu The goal of this project is to finish Project 1 a7
111612020 132 kshah2@wpiod  11/16/2020 Kush Shah Proyecto ENLACE del Cafio Martin Peia Proyecto3  Construccion 15 Juiie Loo jblee2@wpi.edu The goal of this project is 1o finish Project 3 i

1111672021 13:4:tamayo gabriel 2 5/10/2021 Gabriel Tamayo  Fideicomiso del la Tierra del Cafio Mastin Pefia Proyecto3  Disafio Grafico 10 Julio Loo bleo2@wpi.odu ‘The goal of this project is to finish Projoct 3 i
11162021 13:4 Examplo@gmail 1412021 Angalica G8 Proyecto3  Apoyo legal lLegal support 15 Julio Loo {bleo2@wpi edu ‘Tho goal of this project is to finish Project 3 il
1111672021 13:4! Examplo@hotms 11732021 Andrea Proyecto ENLACE del Cafio Martin Pefia Proyecto1  Trabajo sociall Social work 18 KushShah  kshah2@wpi.edu The goal of this project is to finish Project 1 97
111162021 134 AMD@gmaicor  8/19/2021 Nicolas G8 Proyecto4  Redaccitn técnica 5 Gabriel Tamayo gtamayouribe@wpi.edu The goal of this project is to finish Project 4 80
8 111162021 134; LOL@magamail 8/52021 Tonny G Proyecto 1 Pintura y mantenimisnto basico a estructuras o casas 15 Kush Shah  kshah2@wpi.edu The goal of this project s to finish Project 1 97
1111672021 13:4 IDK@lolgmail.co 12182021 Hanna G8 Proyecto3  Mercado Agroartesanal 14 Julie Lee jbles2@wpi.edu ‘The goal of this project is to finish Project 3 ”

1162021 134{ mkadas@hotma 3

021 Moshu Fideicomiso del Ia Tierra del Canlo Martin Penia Proyecto1  Otrol Other 5KushShah  kshah2@wpi.edu Tre goal of this project is to finish Project 1 o7

11/162021 135 Sai@notamailce /262021 Maria G8 Proyecto 1 Huertos comunitarios o escolares 5KushShah  kshah2@wpi.edu The goal of this project is to finish Project 1 o7
11/16/2021 13.5 Hot@mail com 10202021 Monica Fideicamiso del a Tiea dal Cafio Martin Pena Proyecto2  Trabajo administrativo (tareas generales) 8 Danny Johnson dfjohason@wpiedu  The goal of this project is to finish Project 2 52
111672021 13.5: mallexample@hi Mitocondria Fidekcamiso del Ia Tierra dal Cafio Martin Pena Proyectod  Recortido por ol Cafio 10 Gabriel Tamayo gtamayouribe@wpi.edu The goal of this project is to finish Project 4 80
1111672021 135, docd@jimad cor flona G8 Proyecto2  Montaje y preparacion de un evento 7 Danny Johnson dfjohnson@wpledu  The goat of this project s to finish Project 2 52
111672021 15:2! Hejayne@wpi.e¢ Hannah Jayne  Proyecto ENLACE del Cano Martin Pena Proyecto1  Construccion 5KushShah  kshah2@wpledu The goal of this project is to finsh Project 1 o7
111672021 153 jblee2@wpi edu Julle Lee G8 Proyecto3  Entrenador(a), ejercicios fisicos 9 Julle Lee Jblee2@wpl.edu The goat of this progect is to finish Project 3 n
111772021 14:3: Aefloria@mpl ed Atyson Floria  Fideicomiso del la Tierra del Cano Martin Pena Proyecto3  Disefio Grafico 10 Jutie Lee jolea2@wp.edu The goal of this project s to finish Project 3 n
11712021 14:3: allcot Martin Proyecto ENLACE del Cario Martin Peia Proyecto 1 Disefio Gréfico 1 KushShah  kshah2@wpi.edu The goal of this project is to finssh Project 1 o7
11712021 14:3! susto@wpi.edy Laurle Leshin  Proyecto ENLACE del Cafio Martin Pefia Pioyecto 3 Disefio Grifico 4 Juie Lew jblee2@wpi edu The goal of this project is to finish Project 3 n
1172112021 122 kshah2@wpiok 1172172021 Kush Shah G8 Proyecto 4 Introduction 12 Gabriol Tamayo jouribeg@wpi edu The goal of this project is 1o inish Projoct 4 80
1172112021 12:3ikshah2@wpiedt  11121/2021 Kush Shah Proyecto ENLACE del Cafio Martin Pafia Proyectod  Fotografia 13 Gabriol Tamayo gtamayouribo@wpi.edu The goal of this project s to finish Projoct & 80
1172312021 140 esantiago@mart 1112372021 Estrella Santiago P Proyecto ENLAGE del Cafio Martin Pefia Proyecto 1 Encuestas 20 KushShah  kshah2@wpi.edy The goal of this projact s to finish Project 1 97

o finish Project 2 52

1172312021 16:0! Gabo juio 71712021 Gabo july Fideicomiso del Ia Tiarra del Caflo Martin Pefa Proyecto2  Trabajo sociall Social work 15 Danny Johnson dfiohnson@wpi.edu  The goal of this projsct is

Unvalidated Responses
The unvalidated responses sheet holds the unvalidated responses from Respuestas de Formulario.

Timestamp Correo Electronii Fecha en la que Nombre/Full nan Organizacion en Proyecto/Project Tareas/Tasks ~ Horas/Hours Persona a cargo Contacto/Contact Total Hours in Project
11/23/2021 16:2 kshah2@wpi.edt 6/12/2021 kush june Fideicomiso del | Proyecto 1 Otro/ Other 12 Kush Shah kshah2@wpi.edu 97
11/23/2021 16:2] kshah2@wpi.edt 7/12/2021 Kush July Proyecto ENLAC Proyecto 4 Huertos comunit; 34 Gabriel Tamayo gtamayouribe@wpi.edu 80
11/23/2021 16:3' Newgaboljuly 7/712021 1t better work Fideicomiso del | Proyecto 2 Disefio Gréfico 5 Danny Johnson dfjohnson@wpi.edu 52
11/23/2021 16:3: dfjohnson@wpi.¢ 2/2/2021 February Dan  Fideicomiso del | Proyecto 2 Redaccion técnic 5 Danny Johnson dfjohnson@wpi.edu 52
11/23/2021 16:3¢ johnnyman@gm 7/7/2021 Useless Proyecto ENLAC Proyecto 1 Entrenador(a), e/ 4 Kush Shah kshah2@wpi.edu 97
11/23/2021 16:4: kshah2@wpi.edt 9/12/2021 kush sept Fideicomiso del | Proyecto 2 Huertos comunit. 12 Danny Johnson dfjohnson@wpi.edu 52
11/23/2021 16:4: Donald@gmail.c 4/8/2021 Please work Fideicomiso del | Proyecto 4 Huertos comunit 6 Gabriel Tamayo gtamayouribe@wpi.edu 80
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Certificate Information

This sheet contains a Pivot Table that breaks down the number of hours donated by each individual
volunteer.

CettificationName CertificationSum

Allyson Floria 10
Andrea 18
Angelica 15

Estrella Santiago Pérez 20
fiona 7
Gabo july 15
Gabriel Tamayo 10
Hanna 14
Hannah Jayne 5
Julie Lee 9
Kush Shah 52

Valor por Hora/ Value per Hour
This sheet provides the various tasks that can be completed and their associated hourly rate.

[Farsaa/Tasks Valar manstaria promedio par hirs Categaries fwferancia |
Acompanante etucative o utor 16,7 Educational comanion or tutar At d8108,30acisticas o/ Catasst SR e-te23-802s 71 ? 0190
Apogo legal {Legal support 3418 Legal supsort 99069 7ea-fo23-4n2m-ace: 201905 ses ez
rales 158 Pubii art and mural ? i 2 7 0100
105 Constructian 7 7 201905 ves cov
7.2 Froject RIE
mstivo paa RIE ¥ Marcade Agroartesanal 725 Project RIE
£, Mescado Agronreesanal y Reunién con EF7.25 roject RIE
1457 Geaphic desing e
ras Fos
1039 shyscal trainer s '
15.03 rr = Jeatasat/99de9 Tea-fo23-4n2m-ace.971 o9 s960-6ans
116 2
1565 s /30d6370a-103
10
s22 s
ras e
167 s raat 1
78 Jeatasat 99069 Ten-fo23-4n2m-aces
725 2
1043 ar hauses
1023 s
) 1962 fres
aciin de RE 728 aritus resume an reeach of infarmation for the AIE project
7as 1y i 0100
ras
1238 " 01905 oas
15.07 - o9des 201905 ses cxv
1560 Vieds or inema werk (edtor snd visdegrasher) ? i 01905 ges.cx
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Summaries
The summaries sheet is home to most of the data aggregation.

Quantification of Volunteer Work
This table takes the task values from the Valor por Hora sheet and multiplies them by the
number of hours for each task from validated responses sheet.

Quantification of volunteer hours by activity | |

Tareas/Tasks SR BT Valor monetario promedio por hora Total GRAND TOTAL GOAL
Apoyo legal /Legal support 27 34.15 922.05 3295.08 10000
Construccién 20 10.6 212

Disefio Grafico 25 14.57 364.25

Encuestas 20 7.25 145

Entrenador(a), ejercicios fisicos 9 10.39 93.51

Fotografia 13 15.03 195.39

Huertos comunitarios o escolares 5 1.16 5.8

Introduction 12 15.65 187.8

Mercado Agroartesanal 14 9.22 129.08

Montaje y preparacion de un evento 7 7.25 50.75

Otro/ Other 5725 36.25

Pintura y mantenimiento basico a estructur 15 10.43 156.45

Recorrido por el Cario 10 10.23 102.3

Redaccién técnica 5 19.62 98.1

Trabajo administrativo (tareas generales) 8 12.38 99.04

Trabajo social/ Social work 33 15.07 497.31

Sum of Hours per Project and Task
This Pivot Table breaks down the projects by the tasks that they contain, and the number of
hours dedicated to each task.

Proyecto/Project Tareas/Tasks SUM of Horas/Hours

&) Proyecto 1 Apoyo legal /Legal support 12
Construccion 5
Disefio Grafico 1
Encuestas 20
Huertos comunitarios o esc 5
Otro/ Other 5
Pintura y mantenimiento be 15
Trabajo social/ Social work 18
[—| Proyecto 2 Montaje y preparacion de L 7
Trabajo administrativo (tare 8
Trabajo social/ Social work 15
[— | Proyecto 3  Apoyo legal /Legal support 15
Construccion 15
Disefio Grafico 24
Entrenador(a), ejercicios fi: 9
Mercado Agroartesanal 14
) Proyecto 4  Fotografia 13
Introduction 12
Recorrido por el Cario 10
| Redaccidn técnica 5
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Total Volunteers per Project
This Pivot Table provides a break down of the number of volunteers per project as well as a
grand total of all volunteers.

Proyecto/Project

Proyecto 1
Proyecto 2
Proyecto 3

Lo~ LD Co

Proyecto 4
Grand Total 1

w

Summary of Projects

This sheet contains the various projects and relevant project information.

Proyecto/Projectl Persona a cargo/ Person in chargelContacto/Contact |Descripci6n del proyecto/project description Total Hours
Proyecto 1 Kush Shah kshah2@wpi.edu The goal of this project is to finish Project 1
Proyecto 2 Danny Johnson dfjohnson@wpi.edu The goal of this project is to finish Project 2
Proyecto 3 Julie Lee jblee2@wpi.edu The goal of this project is to finish Project 3
Proyecto 4 Gabriel Tamayo gtamayouribe@wpi.edu The goal of this project is to finish Project 4
Proyecto 5 Hannah Jayne hdjayne@wpi.edu The goal of this project is to finish Project 5

Danny Johnson | Julie Lee | Gabriel Tamayo | Hannah Jayne | Kush Shah
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How to properly update Google Forms and Sheets

As time goes on and information needs to be added to the form, it is important that the information is
added so that all components of the form and sheets still work properly.

Editing Google Form

When editing the Google form the questions being asked, and their order in the form should remain
consistent, but the available choices for the entity worked with, project, and tasks can be updated. In
addition to this, questions may be added. Please note that any questions that are added to the form will
not be linked to other sheets in the associated Google Sheets.

Step One: Edit Access on Google Forms

To edit the Google Form, first go to the associated Google Sheets. First click on Tools,
then Manage Form, and lastly Edit form.

Open Source VMS ¥ &
File Edit View Insert Format Data Extensions Help Last edit was made yesterday at 4:11 PM by Kush Shah

o P 100% B Create a new form A ; B E-ilele- -
Ab - FALSE I [) Manage form > Edit form
Go to live form
A, Spelling
e
A B »’ Autocomplete > S T
1 Validation Timestamp With

Embed form in a webpage

g 12/1/2021 15:23:3¢ L1 Notification rules
3 v 12/1/2021 15:26:1¢ il
12/1/2021 15:28:0: F Accessiblity Show summary of responses
5 12/1/2021 15:29:19 mercury@mail.com 11/24/2021 F Unlink form
i ||
7 0
8 M
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Step Two: Adding/Editing Choices in Existing Questions

Most important step
Once in the Form editor, simply click on the question that you would like to edit.

For this step, it is critically important to understand how to update the Google Sheets so that responses
to the Google Form are consistent with the data in the spreadsheet. The three questions that require
the most attention to detail are “Entity Worked With”, “Project Worked On”, and “Task”.

Question One: Entity Worked With/ Department Worked With
The question “Entity Worked With” is a multiple-choice question. To edit
multiple-choice questions, click Add option to add another choice for the question.
Clicking add "Other” creates a text box for “Other” responses.

Organizacion en la que trabajaste?/Entity worked [ @® Multiple choice -
with v
Proyecto ENLACE del Cafio Martin Pefia X
Fideicomiso del la Tierra del Cafio Martin Pefia X
G8 X

Add option or add "Other" |

\ |D 0] Required .

Danny Johnson | Julie Lee | Gabriel Tamayo | Hannah Jayne | Kush Shah 12
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Question Two: Project Worked On
The question “Project Worked On” is a multiple-choice question. To edit multiple-choice questions,
either click on existing choices to edit them or click Add option to add another choice for the question.
Clicking add "Other” creates a text box for “Other” responses.

Project Worked On [ @ Multiple choice -
Project 1 pod
Project 2 X
Project 3 X
Project 4 X

Add option or add "Other"

|_|:| m Requied = () @

After editing an existing project choice or adding a new project, edit the existing project name or add a
new project, the person in charge, their email, and the project description in the Project Summaries
Sheet. Total hours is a calculated field and does not need to be edited.

A B c D F

Project Worked On Person in charge Email Project Description Total Hours

Project 1 Steve Jobs jobs@mail.com This is the description for project 1 4

Project 2 Bill Gates gates@mail.com This is the description for project 2 24

Project 3 Elon Musk musk@mail.com This is the description for project 3 1

Project 4 Mark Zukerburg zukerburg@mail.com This is the description for project 4 9

+ E Form Responses 1 ~ Validated Responses ~ Unvalidated Responses ~ Summaries - Value per Hour ~ Project Summaries ~
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Question Three: Task

Google Forms and Sheets and a VMS Component: A Guideline

To edit task, which is a dropdown question, either click on an existing task to edit it or click Add option

Task

on the bottom to add another option.

1. Task1

2. Task2

3. Task3

4. Task 4

5. Task 5

6. Task 6

7. Other

8. Add option

(™)

o

0]

° Dropdown

Required

After editing an existing task or adding a new task, edit the existing task name or add a new task, and its
corresponding value per hour. Make sure that the spelling of the task in the Google Form and the Value
per Hour sheet are identical because if they are different other fields that reference them in the Sheets.

A

B

I Task

IVaIue per Hour I Source

Task 1
Task 2
Task 3
Task 4
Task 5
Task 6
Other

10
12
13
16
15
18

©

INSERT SOURCE HERE
INSERT SOURCE HERE
INSERT SOURCE HERE
INSERT SOURCE HERE
INSERT SOURCE HERE
INSERT SOURCE HERE
INSERT SOURCE HERE

G

K

Form Responses 1 ~ Validated Responses ~ Unvalidated Responses ~ Summaries ~ Value per Hour ~ Project Summaries ~
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Google Forms and Sheets and a VMS Component: A Guideline

Step Three: Adding Questions

We highly advise against adding questions due to the possibility of it breaking the formulas.

To add questions to the form, click on the bottom most question. A pane should appear next to the
guestion with the top button there to add a question.

Optional Comments [ = Paragraph - n
Long answer text Tr
[
=]

[D | Required :
=
=

The first option for editing these new questions is by changing the title in the top right.

[z] @ Multiple choice v

Option 1

Add option or add "Other"

||;| E Required :

The next being to change the type of question in the top right. If multiple choice, dropdown, or
checkboxes are selected, follow step two to further customize the question. The date, time, short
answer, and paragraph options need no further editing.
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Google Forms and Sheets and a VMS Component: A Guideline

[zl @ Multiple choice v

Option 1

Add option or add "Other"”

||;| m Required :

If multiple choice, dropdown, or checkboxes are selected, follow step two to further customize the
guestion. The date, time, short answer, and paragraph options need no further editing. Linear scale,
multiple choice grid, and checkbox grid are not incredibly useful for this system.

= Short answer

Paragraph

Multiple choice

8 @

Checkboxes

© Dropdown
& File upload

e++ Linear scale

33 Multiple choice grid

sus  Checkbox grid

m Date
@ Time

The last option is to make the question required or not in the bottom right.

Danny Johnson | Julie Lee | Gabriel Tamayo | Hannah Jayne | Kush Shah

16



Google Forms and Sheets and a VMS Component: A Guideline

[z] @ Multiple choice v

Option 1

Add option or add "Other"

O
El

Required :

External Resources
Google Forms and Sheets can be used as a powerful tool to sort gather and sort data. The full
capabilities of both Forms and Sheets are not explained in this manual.

Below are external links that will provide a better understanding of what these tools can do and how to
do it.

How to use Google Forms

How to use Google Sheets
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https://support.google.com/docs/answer/6281888?hl=en-GB
https://support.google.com/docs/answer/6000292?hl=en&co=GENIE.Platform%3DDesktop
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