Hudng dan sir dung Microsoft Forms: Tao biéu mau moi

Microsoft Forms 12 mét trong nhitng cong cu duge dung phd bién tai truong hoc
hoic & co quan. Huéng din sir dung Microsoft Forms sé cung cap cach tao khao
sat hodc ban tham do y kién mot cach don gian, dé hiéu nhat.

Tao biéu mau bang Web

Buwéc 1: Nguoi dung truy cap dudng lién két: https:/forms.office.com/. Tiép
theo, ban chon 6 Sign in va nhap thong tin tai khoan Outlook dé dang nhap.

Buwéc 2: Lic ndy, giao dién chinh ctia Microsoft Forms s& hién thi. Tai goc
trai giao dién, ban click chon 6 +New Form dé bat dau tao mét form mai.

Buéc 3: Click chon vao 6 Questions, tiép dén nguoi dung can dit tidu dé cho
mau mai tai 6 Untitled form. Sau do6, € thém céc cau hoi cung véi cau tra 1o
khéc, hay chon Add New.

Buwéc 4: Ngoai ra, ngudi dung c6 thé thém cac mau cau hoi phi hop voéi
Choice, Rating, Text va Date.

Buéc 5: Sau khi hoan tat viéc tao cau hoi, khi nay nguoi dung can nhéap vin
ban cho cau hoi va cau tra 15i. Néu cau hoi ciia ban ¢6 tir 2 dap an trd 1én,
hay chon tinh ning Add Option. Ngoai ra, nguoi dung ciing c6 thé dat trang
thai Required hodac Multiple answer cho cau hoi.

Buéc 6: Bén canh nhiing cau héi 13 nhitng biéu tugng ma ban co thé tuy
chinh dé sip xép vi tri hodc chinh sira chung. Trong d6 c6 thé ké dén nhu:
Sao chép mau cua cau hoi va dap an (Copy question), Xoa cau héi (Deleted
question), Di chuyén cau héi 1én trén (Move question up) va Di chuyén cau
hoi xudng dudi (Move question down).
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Cdch tao biéu mau bang Website (Nguon: Internet)
Tao biéu mau bang OneDrive cho trudng hoc hoic co quan

Céc truong hoc va co quan thudng str dung rat nhiéu biéu mau phuc vu cho qua
trinh 1am viéc. Bén canh do, ho cting can mot noi luu trit mét ngudn 1én bi€u mau
nay chinh la OneDrive. Hwéng dan sir dung Microsoft Forms s€ giup ban tao
biéu mau bang OneDrive vo cung nhanh choéng, don gian véi nhitng budc gom:
o Buwdc 1: Mo img dung Microsoft 365 trén mdy tinh ctia ban va dang nhap
bang thong tin cia co quan hay truong hoc.
« Buwéc 2: Chon muc +Biéu mdu, ngay sau d6 chon tiép muc Cho nguwoi diing
Excel @€ chuan bi cho budc tiép theo.
« Buwdc 3: Ban hay nhap tén ctua biéu mau, tiép dén chon nut Tgo dé hoan tat
viéc tao biéu mau moi. Lic nay tai trinh duyét web cua ban s& hién mot tab
maoi danh riéng cho Microsoft Forms.
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Tao biéu mdu bang OneDrive cho truong hoc (Nguon: Internet)

Huéng dan thay d6i mau giao dién va theme cho Microsoft Forms

Hudéng dén sir dung Microsoft Forms con gitup nguoi dung st dung hiru hiéu tinh
ning thay doi mau giao dién va theme cho biéu mau. Trong d6:

« Buwéc 1: Nguoi dung click vao muc Theme r6i tiép sau d6 hiy chon mot chu
dé méi cho biéu mau ctia minh. Ngoai ra, ban c6 thé str dung hinh 4nh c4
nhan dé lam mau giao dién bang cach click chon bi€u tuong Photos.

« Buwéc 2: Tiép theo, dé tai anh tir hom thu cia mdy tinh, ban hiy
chon Upload. Sau do, ban chi can chon anh minh thich va bam chon
nit Open 1a d3 hoan tat viéc thay d6i mau giao dién va theme.
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Cdch thay doi mau giao dién trong Microsoft Forms (Nguon: Internet)
Hudng dan str dung Microsoft Forms: Xem trudc biéu mau
Ngoai viéc thay doi giao dién, hwéng dan sir dung Microsoft Forms con giup ban
hiéu ro cach xem trudc biéu mau, nang cao sy chinh xac ctua biéu mau trudce khi
guri.
« Budc 1: Nguoi dung chon tinh ning Preview mdi khi can xem trudc biéu
mau.

« Budrc 2: Biéu mau duoc xem trude s& hién thi duéi dang phién ban danh cho
may tinh, néu ban can xem trudc bi€éu mau nay theo giao dién cua di¢n thoai,
hay chon Mobile.




Course evaluation

This is a course evaluation for the course "Course name”, Autumn 2021. It consists of 10 questions and all
answers are anonymous. We really appreciate your feedback, since it will help us to improve the course.

Thank you and good luck with your next course!

Hi Frida, when you submit this form, the owner will be able to see your name and email address.

1. Are you a student of the program?
O Yes

O no

2. Describe your experience of the course.

Include, for example: what was fun, less fun, educational, what did you think about the examination etc

Enter your answer

Xem truede biéu mdu la tinh ning néi bdt ciia Microsoft Forms (Nguén: Internet)
Gri va chia sé biéu mau

Viéc giri va chia sé biéu mau duoc hwéng din sir dung Microsoft Forms cung cap
day du thong tin véi:

Buéc 1: Nguoi ding chon biéu tugng Send dé giri va chia sé biéu mau.

Buwéc 2: Lya chon mot trong nhitng hinh thirc va noi dé chia sé gdbm:

« Biéu mau duoc chia sé s& ton tai dudi dang duong link, ma QR Code hoac
ma nhing.

o Chia sé dudi dang lién két: chon Link

o Tao va chia sé theo dang ma QR Code: chon OR Code.

« Tao va nhung ma lIén website: chon Embed

« Chia sé biéu mau bang email: chon Email

« Chia sé biéu mau qua mang xa hdi Facebook: chon Facebook.
« Chia sé biéu mau qua mang xa hoi Twitter: chon Twitter.

Ngoai ra, ngu0’1 dung hoan toan co thé tao du:ong lién két chia sé va nhimng nguoi
duogc cap quyén ciing s& dugc chinh stra biéu miu caa ban.
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Guri va chia sé biéu mdu givip tang tinh phé bién (Nguon: Internet)
Tao nhanh cac cau hoi diéu kién (Branching)
Dic biét hon hét, hwéng din sir dung Microsoft Forms con hd tro ngudi dung boi
tinh nang Branching, tirc 14 tao nhanh cho céc cau héi co6 diéu kién.
« Buwéc 1: Nguoi dung click chon vao biéu twong diu 3 chdm ¢ goc phai man
hinh, tiép theo hay chon tinh nang Branching.

« Buwéc 2: Ban tiép tuc chon muc Go fo dé diéu hudng sang vi¢c chon nhitng
tinh nang khac gdm: chuyén sang cau hoi ké tiép (Next) hodc két thiic biéu
mau (End of the form). Ngoai ra, dé chuyén sang cdu hoi sb, ban hiy chon
muc What... ngay bén dudi muc End of the form.
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Tinh nédng branching trong Microsoft Forms (Nguon: Internet)

Add branching

Tuy chinh thoi gian trén Microsoft Forms

Hwéng din sir dung Microsoft Forms con giup ngudi ding ting ti 16 chuyén doi
ctia biéu mau bang cach thiét 14p thoi gian cho forms.

« Buwéc 1: Nguoi dung click chon biéu twong dau 3 chAm & goc phai cia giao
dién. Tiép dén hay chon muc Settings.

o Buwdc 2: Tai muc cai dat do, ban hay tuy chinh thoi gian b.%mg cach nhap thoi
gian cho muc Start Date (ngdy bat dau) va End Date (ngdy két thuc).

Kiém tra két qua khao sat

Dé ki€m tra tinh hi¢u qua cua biéu mau, hwéng dan st dung Microsoft Forms s¢
gitp nguoi dung kiém tra lugt binh chon ctia bi€u mau.

« Budéc 1: Nguoi ding chon muc Send ciia biéu mau. Tiép dén, hay click chon
muc Responses dé xem tat ca cac luot binh chon. Dé hién thi két qua trén file
Excel, ban hiy chon muc Open in Excel. Trong truong hop ngudi ding muén
xem két qua chi tiét vé tong luot va ngudi binh chon, ban tiép tuc chon View
results.

« Buéc 2: Néu ban can xem cu thé mdi ngudi tham gia da binh chon nhiing
dap an ndo, hiy chon tinh ning Responder, ngay sau d6 ban can chon céc
Responder 1, Responder 2,... va can chon theo tht tu dé xem dap an cua
tung binh chon.



Untitled form - Saved -

@ Preview

Questions Responses €

Untitled form

1 00:01 Active

Responses Average time to complete Status

—

1. Question

More Details

@ option1 1

® option2 o

Kiém tra tinh hiéu quda cia khdo sdt bang cach truy xudt sang file Excel (Nguon:

Internet)



