
Office 365 ProPlus: 
Chapter 4: Forms

Disediakan oleh: Saiful Nizam Jamaluddin

saiful@cepul.com
cepuljer
cepuljer
www.cepul.net



1. Open Forms App
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a. On your Portal, click Explore all your apps

b. Click Forms
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2. Forms Start Page: Create New Form
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Click New Form to start creating a new survey
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3. Give Your Forms a Title
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a. Click Untitled form

b. Fill in Untitled form as per here

c. Fill in Enter a description as per here
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4. Adding an Image to Title (Part 1)

a. Click the image icon
b. Type: muruku

c. Click search icon
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4. Adding an Image to Title (Part 2)

d. Select any image

e. Click Add

f. The image is added here
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5. Adding Questions (Choice)

a. Click Add question b. Click Choice

c. Type all information as per snapshot

d. Click Add option to add more choice

e. Click Required
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6. Adding Questions (Text)

a. Click Add question b. Click Text

c. Type all information as per snapshot

d. Click Long answer

e. Click Required
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7. Adding Questions (Rating)

a. Click Add question b. Click Rating

c. Type all information, adjust Levels and Symbol as per snapshot

d. Click Required
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8. Adding Questions (Date)

a. Click Add question b. Click Date

d. Click Required
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c. Type all information as per snapshot
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9. Adding Questions (Ranking)

a. Click Add question

b. Click …

e. Click Required

Julai 2018 – Prestariang Berhad - SUK Penang

d. Type all information as per snapshot

c. Click Ranking
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10. Adding Questions (Likert)

a. Click Add question

b. Click …

e. Click Required
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d. Type all information as per snapshot

c. Click Likert
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11. Preview Forms
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a. Click Preview

b. You see Computer preview

c. Click Mobile

d. You see Mobile view

e. Click Back to return to questions
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12. Change Forms Theme (Part 1)
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a. Click Theme

b. Select this theme

14



12. Change Forms Theme (Part 2)
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c. When in preview, your new Forms should look like this snapshot
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13. Share Your Forms 
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a. Click Share

b. Select this option

c. Click Copy and paste the link in email

d. Click to reveal the QR code e. Click Download to save the QR code
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Tamat
Terima kasih
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