
 

How to create a simple survey with Excel Survey 
 

o Log onto office 365 (www.region18.org, go to quicklinks, then to office 365 portal) 

 

o Go to OneDrive and click on ‘New’ and select ‘Excel survey’. 

 

 

 

 

 

 

http://www.region18.org/
http://www.alicekeeler.com/teachertech/wp-content/uploads/2014/07/O365-Excel-Survey.png


Now Create the Survey 

Name the file and you will be taken to a screen to create your survey form. 

 

 

Add a Title Where it says “Enter a title for your survey here” click to edit. Click below the title to enter a description for 

the survey form. 
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Enter a Question 

Click where it says “Enter your first question here.” This will open the settings for the question. Delete the default text of 

“Enter your first question here” and replace it with your first question. The “Question Subtitle” allows you to provide 

additional context or directions for your question. 

 

 

Response Type 

The default question type is a text box for students to input their answers. Choose from the drop down list if you would 

like to have a different answer choice. 
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Choice 

For a multiple choice question choose “Choice.” Delete out the default text of “Choice A”, “Choice B”, etc… Hint: use the 

keyboard shortcut “Control A” to select all of the default text. Each answer choice A, B, C, D, etc… is entered on it’s own 

line. Type your answer choices and press enter between choices. 

 

 

Default Answer 

If you want to have a default answer that the students can accept, for example if the question is “What assignment is this?” 

you may want a default answer to pre-slug that field on the survey form. Click done. 

Add Another Question 

Click “Add New Question” at the bottom of the question list to add another. 
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Share Survey 

The results of the survey form will automatically go into an Excel spreadsheet. Click on “Share Survey” at the bottom right. 

 

 

Copy Link 

Use “Control C” or right-mouse click and copy to copy the link of the survey. Share this link with your students, or 

whomever you need to take the survey via email or post to a web page. 

 

Survey Options 

If you need to get back to the survey form to edit or share it, locate the “Survey” icon in the toolbar (under Home tab). 

Click on this for the options to “View Survey,” “Edit Survey,” “Delete Survey,” Or “Share Survey.” 

 

 
 

Practical Use of this tool: Gathering feedback/data from students, collecting links to created presentations (i.e. Prezi, 

Animoto, etc.) 
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