
Microsoft Form – using Forms for Gathering information

• Forms App

• Creating a Form to gather information from Club Executive 
members/Property Trustees 

• Issuing to those with @gaa.ie addresses

• Issuing to those who do not have @gaa.ie addresses

• Sending out Questionnaire

• Completing the Questionnaire

• Accessing responses



Logon to Microsoft 365 and usually this will open with the Outlook App (Email)
Click on the App Launcher Icon



The most commonly used Apps will be displayed, if Forms is not displayed Click ‘All apps’



The Apps will be displayed in alphabetical order, Click on Forms



Click on ‘New Form’



Click on ‘Untitled Form’, the background colour will change



Type in a title (name) for this form



The title will appear and a second row will allow a short description to be added



Click on ‘Insert new’



Form provides a range of question types



Type the question which for the information that is required.



Click the ‘Required’ button, this means the member must complete the question.



Add additional questions for information required (1-4):



Add additional questions for information required (5-8):



Add additional questions for information required (9-12):



Add additional questions for information required (13-16):



Click the More form Settings icon ‘…’



Click the Settings



Tick Boxes allow you to limit the number of replies, who can reply and notifications



The settings on this slide are for people with @gaa.ie addresses



Can delegates who do not have @gaa.ie accounts use the 
form?

• Yes, BUT
• Verification of the email address would require an additional question on the 

voting form. This question would require the respondent to provide their 
email address

• If this question is not included, the email address of @gaa.ie 
accounts will be automatically recorded but private emails will be 
marked ‘anonymous’

• The Settings need to be ‘Anyone with link can respond’



The settings on this slide are for sharing with any address including non @gaa.ie addresses



Click on ‘Collect 

responses’



This page allows us to choose who can respond



There are a number of methods to distribute the voting form, the most popular will be ‘Copy’ the link.

This link can be pasted into an email



Type your email and enter the email addresses in Bcc. Paste the link to the Voting Form using Ctrl+V



Gathering the responses
• The responses are automatically tabulated/counted and displayed as

- An Excel Spreadsheet


