
Fast Feedback
and Simple Surveys

March Spotlight Session
Microsoft Forms



Agenda

• Creating forms, quizzes, and polls

• Integrating Forms with Teams, Outlook, and SharePoint

• Analysing responses and automating feedback

• Tips for engaging surveys and collecting meaningful data



Microsoft Forms



Launching
Microsoft Forms

forms.office.com

App Launcher in Edge



Where to start
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Integrating Forms
with Teams, Outlook, and SharePoint



Microsoft Teams



Microsoft Teams











Forms in 
Outlook

Microsoft Polls is an Add-in for 
Outlook users who sign in with a 
work or school account. 

With Polls, you can create a real 
time poll in seconds.
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Adding Forms to SharePoint



Analysing
Responses and automating feedback



Forms landing page tiles



Responses landing page
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Automating feedback

Inbuilt feedback in Forms

• When the form is closed

• Customise a thank you message

• Allow receipt of responses after 
submission

• Owner can get an email notification of 
each response

Using Power Automate workflow

• Send a Thank you note

• Summary of their responses

• Next steps or additional resources

• Use conditions for personalised feedback



Best practice
For engaging forms and surveys



Effective and Engaging Forms

• Keep it concise

• Use clear language 

• Mix question types 

• Test before sharing

• Act on feedback



Recap

• Come to Forms with a clear idea of the questions and any 
branching.

• Use different format options (wisely) when creating a form.

• Utilise the ability to share and collaborate on designing and 
creating a form.

• Take advantage of the different ways to share a form, when 
gathering responses.

• You can see simple analysis within the Forms platform OR 
download an Excel file for deeper analysis.



Thank you

Spotlight sessions are an easy way to discover M365 
applications that you might not be familiar with.

April focuses on Microsoft OneNote
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