
Google Method
Suggested one-time Google Calendar set up:

1. Go to calendar.google.com

2. Go to your settings
3. On the left menu → “Add calendar” → “Create new calendar”
4. Name it something fitting (e.g., “Data Collection”) and hit “Create calendar”
5. Return to your calendar (calendar.google.com)
6. You will see your newly created calendar under “My calendars”

Step 1. Create New Google Form
1. Go to forms.google.com
2. Start a new “blank” form.
3. Complete form development, including title, question, response type, and “required”
4. Optional: Select a theme, add collaborators, check settings, etc.

5. Preview your form. Make corrections as needed/desired.

6. your form via link . Copy link address.

Step 2. Send Form Link via Google Calendar

1. a new event
2. Click the “More options” button.
3. Add title, first data collection date and time

4. Use the dropdown menu to set a repeating schedule. Default:
5. Add guest (i.e. the person(s) who will be completing the survey)

6. can help remind the participant of the upcoming event

7. Change this event to your data calendar
8. Paste link to form in the description. Ensure hyperlink was created (if not, use )
9. Click “Save” button

Step 3. Create Form Responses Spreadsheet
1. Make sure that you have several responses before proceeding.

2. Click tab and find the “Review responses in Sheets” button

3. Highlight entire spreadsheet or certain columns and click
4. Choose a chart/graph that best describes your data and “insert”
5. Your chart/graph will be updated automatically as responses are received.

6. Click . Under “Get link” click

7. Important: Use settings: and

8. Click to save the link to the clipboard for Step 4.

https://calendar.google.com/
http://forms.google.com


Step 4. Send Spreadsheet Link via Google Calendar

1. a new event
2. Click the “More options” button.
3. Add title, first data communication date and time. (allow for several responses first)

4. Use the dropdown menu to set a repeating schedule. Default:
5. Add guest (i.e. the person(s) who will be viewing/receiving responses)

6. Change this event to your data calendar
7. Paste “view only” link in the description. Ensure hyperlink was created (if not, use )
8. Click “Save” button



MS Office 365 Method
Suggested one-time Office 365 Calendar set up:

1. Go to Office 365 → Calendar

2. Click (it’s on the left side)

3. Click and give it a name (e.g., Data Collecting). Save.
4. Return to your calendar.
5. You will see your newly created calendar under “My calendars”

Step 1. Create New Office Form via Excel
1. Go to Excel online on Office 365
2. Start a “New blank workbook.” Name your new file.

3. Insert → Forms -- New Form.
4. This will open a new tab/window to forms.office.com
5. Title your form and develop your questions.
6. Check settings by clicking to change “Who can fill out this form” if needed

7. your form. Make corrections as needed/desired.

8. your form via link or QR code

Step 2. Send Form Link via Office 365 Calendar

1. Create a
2. Add title, first data collection date and time

3. Use the dropdown menu to set a repeating schedule
4. Invite attendees (i.e. the person(s) who will be completing the survey)

5. Set a reminder (if desired)

6. Change this event to your data calendar.

7. Paste link to form in description. Create hyperlink as needed (use in more options)
8. Click “Save” button

Step 3. Edit Form Responses Spreadsheet
1. Make sure that you have several responses before proceeding.

2. Click tab and find

3. Highlight data-filled columns and Insert → Chart. Try
4. Choose a chart/graph that best describes your data and “insert”
5. Your chart/graph will be updated automatically as responses are received.



6. Click Share . Edit Link settings

7. Important: Use settings: and uncheck . Apply.

8. Click Copy link to save the link to the clipboard for Step 4.

Step 4. Send Spreadsheet Link via Office 365 Calendar

1. Create a
2. Add title, first data collection date and time

3. Use the dropdown menu to set a repeating schedule
4. Invite attendees (i.e. the person(s) who will be completing the survey)

5. Set a reminder (if desired)

6. Change this event to your data calendar.

7. Paste “view only” link to form in description. Create hyperlink (use in more options)
8. Click “Save” button



Data System + Communication Worksheet

Phase 1. Define the Problem

Key questions: Is there an issue? Can (should) it be monitored?

Phase 2. Brainstorm Solutions

Key questions: What specific data to collect or specific information needed?

Phase 3. Pick a Solution

Key questions: What method? With whom? How often?

Phase 4. Implement the Solution

Google Method. (forms.google.com)
Microsoft Method. (forms.office.com)

Collection: Create Form → Share Link via recurring Calendar event.
Pro-Tip: Consider gathering a few data points before setting up the communication process.

Phase 5. Review the Results

Key questions: Who needs the results? How often and in what way?

Communication: Form Response Spreadsheet → Chart/Graph → Share View Only Link via Calendar
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