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Create a New Form 
Note: Review how to create a Form in the document labeled: The Basics of Google Forms 

  1. Sign into your Google Docs account, and create a new Form. Forms are 
multiple-choice style surveys that you can share with anyone (e.g. via email). 
Every time someone fills out the form, their responses are placed as a new row 
in an accompanying spreadsheet.  

 
 

2. Create the questions for the quiz and include the following short text questions: 
a. First name 
b. Last name 
c. Student email 
 

Note: In order for each student to automatically be emailed their grade, include the 
email short text question. 
 

3. Choose New Spreadsheet as the Response Destination for the Form will have a 
new spreadsheet for responses associated with it.  
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Step 1: Create an Answer Key 
1. Open up the form as a student would to take the quiz. 
2. Fill it out with the correct answers and click Submit.  
3. Be sure to enter your name so you can identify this entry later on the answer key. 
4. Or copy the web link into your browser and take the quiz with the correct 

answers.  
5. To get to the live form, you can click the View Live Form button in the form 

editor, or Form and select Go to live form within the destination spreadsheet.  
 
Step 2: Assign it! 

1. Post a link to the form on your class website, or email the link to your class.  
2. All student submissions will automatically be entered into a spreadsheet.  

 
 
Step 3: Grade it! 

1. Open the spreadsheet associated with the form.  
2. From the Add-ons menu, click Get Add-ons. You'll be presented with the Add-Ons 

store, where you can find and install a number of useful Add-ons. 
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3. Type Flubaroo in the search box at the top right, or select the Education category 
from the drop-down on the left.  

 

 

 
 
 

4. Once you locate the Add-on for Flubaroo, click the blue + FREE button. 
5. After clicking the button you'll be asked to authorize Flubaroo to run and access 

data in your spreadsheet, as well as send emails on your behalf (to students). 
Click the blue Accept button. 

6. Once installed, you'll see a new menu called "Flubaroo" underneath the main 
"Add-ons" menu.  
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 Ready to Grade 
1. When you are ready to grade: select Add-ons, select Flubaroo, and then select Grade 

Assignment in the menu.  
2. Flubaroo will ask you a few questions, to cover all the steps: 

 
Step 1: Grading 

a. Select a grading option for each of the questions in the assignment. Make sure the 
Username, First name, Last name and Email address has Identifies Student in the 
corresponding blank. 

 
b. Next, assign how many points each question is worth or skip grading for a particular 

question. 

 
 
Step 2: Selecting Answers 

a. Select the submission that should be used as the Answer Key. Remember this is the 
submission made by you when you answered all the questions correctly on the form. 
All of the other submissions will be graded against the answer key. 
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Step 3: Grading Complete 

a. Once answered, Flubaroo will grade your assignment. This process should take less 
than a minute.  

 

 
 

b. A worksheet called Grades has been created within your worksheet. This worksheet 
contains a grade for each submission and a summary of all grades. 

c. The last row in the Grades sheet shows the percent of students who got each question 
correct, with the overall low-scoring questions highlighted in orange.  

 

 
 
Note: The Grades sheet is not meant to be modified in any way as this can interfere with the 
emailing of grades to the students. If you need to modify this sheet, copy it and modify the 
copy.  
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Step 4: Review the Grades 
For each submission, Flubaroo will show which questions were answered correctly-e.g. 1 
point, and which incorrectly-e.g. 2 points, and which were not graded.  If less than 60% of 
students got a question correct, the question will be highlighted in orange to alert you. Also, 
students who scored less than 70% on the assignment will be highlighted in red.  
 

 
 
The Flubaroo menu will now offer you the ability to email each student their grades, view a 
summary report, or regrade the assignment. You might want to regrade the assignment if more 
students submitted answers, or if you want to throw out a question that most students got 
wrong. 
 

1. Click on the Add-ons menu and select Flubaroo and then select Email Grades.  
2. The students will be able to view the following in their email, if sent with an answer key: 
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Individualized Student Feedback 
When emailing grades, you can optionally send each student individualized feedback. The 
message will be delivered to the student in the email with their grades, along with any message 
you may have also supplied for the entire class. 
 
To create or edit individualized feedback: 

1. Select "Edit Student Feedback" from the Flubaroo menu.   
2. You'll see a column appear in the Grades sheet titled: Feedback for Student (Optional) 

 

3. Enter feedback for your students into this column, in the row belonging to that student 
(see picture for example).  This feedback will be emailed to their student with the grade. 
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Tip: Once you're done adding and editing feedback, you can hide it by selecting "Hide Student 
Feedback" from the Flubaroo menu. This will keep your Grades sheet looking nice and tidy. 
 
Language Option 
You can also select different language for Flubaroo. The following languages can be selected: 
English, Spanish, Swedish, Russian, and Dutch. 
 
To select a language, click on Add-ons. 
Select Flubaroo 
Select Set Language.  
 
Advanced Options for More than One Correct Answer: 

1. If your created form can take more than one correct answer, put a %or between correct 
answers when filling out your answer key. 

 

 
2. If a student submits either answer, Flubaroo will mark it correct. You can even have 

more than 2 correct answers as shown in the below example: 

 
 
 

 

 


