How to Make Word, Answer Keys & PDFs of Google Form Quizzes
by Marlene Lee  8/18/19
AFTER quizzes have been edited and checked for consistency, add points for each question.
From the Preview (icon at top looks like CBS eye) version, copy and paste the quiz into Word.
You will need to:
1. Header & Footer.  I found it easiest to open an existing quiz and do a Save As, titling the document as the name of the video. 
2. Now copy and paste the Quiz from the Preview (as described above) over the quiz on the original document. This is the easier than copying the header and footer separately!
3. Title is 18 pt font (16 for secondary) & centered. Change (OSLIS Video) to (Video) since OSLIS logo is on it.
4. Put a line between questions.
5. For elementary, make all the rest 12 pt except for points which will be 9 font & Mark all that are correct in 10pt and move below points.  
6. For secondary make all the rest 11 pt except points which will be 9 font
7. If you have long answer questions: 
a. Delete any text boxes for the long answer questions. I found it easiest to also delete “Your Answer” at the same time to be able to easily delete the box. 
b. From one of the previous quizzes in Word, copy the Your Answer and the lines provided below it. Paste this where the scroll text box was.
8. The list of possible answers will be single spaced, not leaving enough room for check boxes. Highlight the list and the points.  Right click and choose paragraph.  Change to 1 ½ spacing. 
9. Next highlight just the list—not the points. While highlighted, add square bullets—this will indent the answers and make it easier to replace with boxes in PDF version
10. Double check the quiz to make sure all corrections have been made.
11. Add or remove spacing if needed to make all answers on same page with their question.
12. Save the Word Document
To Make the Answer Key
1. From the Word version of the Quiz, Do a Save As and add Answer Key to the end of the title 
2. Click on the Name______________   Delete this and Change it to Answer Key, making it 16 pt font
3. Toggle between the Google Quiz and your document, changing the correct answers from a box bullet to a check mark bullet. You can highlight several lines at once.
4. Double check the spacing and Save
Making a PDF Version
From the Word version of the Quiz, Do a Save As a PDF. You will need to:
1. Open Tools
2. Go to Forms. Edit Forms. No to create 
3. Add new text box   Move to Name. Check to see if the defaults are as below, if not after creating Name Text box, Choose the option to make it the default
4. Name—Helvetica  12pt. (not auto) Left  Uncheck the boxes for Check Spelling & text wrap
5. Long answer Boxes—Add New Text box.  Move to first line of writing area and stretch to fill entire line.  It should have the Properties same as Name (Helvetica 12pt. (not auto) Left  Uncheck the boxes for Check Spelling & text wrap).  Choose Edit Field—Create Multiple Copies and change copy down from 2 to 5 or 6, depending on how many lines total there are in writing area. You will need to drag them to align with the lines. Highlight all of them and Align Vertically.
6. Multiple Choice & True/False--
a. If there are one or more than one possible answer, add Check Box. Drag to spot in front of first answer. Highlight Check Boxes and select edit field in the options to the right. Select Create multiple copies.  Choose 1 across and 4 down. These line up correctly when the answers are one line each.  If they are not one line, select the box and drag it to where it needs to be. Or, add 5 or 6 copies down and delete the ones you do not need that align with the second line of the question. 
b. Continue for all questions. Be sure to align with check boxes above (dotted line appears as you move check box into place).  If True/False, add one across and two down.
c. NOTE: if necessary, you can highlight ALL the check & radio boxes on one page and Align them at once by clicking on the top one and holding the shift key down while clicking on the bottom one. Align vertically so all are in alignment.
7. Exit Forms, SAVE, Double check and save again. 
8. Try it!
WHEN UPLOADING THE QUIZZES TO OSLIS, ADD TO THE EDUCATOR RESOURCES FOLDER.
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