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Iltroduction

Creating a Quiz via Microsoft Forms

One approach to increase interactivity in your technical events is to incorporate quizzes or surveys.

Quizzes and surveys can help keep your audience engaged and enhance their learning experience. They can be used to test their
knowledge on a particular topic or gather feedback on the event. With the help of technology, quizzes and surveys can be easily
Incorporated into your presentation and can be either self-paced or timed.
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Creating a Quiz via Microsoft Forms

Your audience will be able to participate using their computers, tablets and phones, even if they are not logged into an online meeting
with these devices.

Sample Quiz

Question 1 (1 Point) [}

Sample Quiz

Question 1 (1 Point) [T}
You can add a subtitle as well for extra Sample Quiz
information

Question 2

(2 Points) (O3

| Option 1 This can be a paragraph of text but please

o : consider how it will show on screen
I | Option 2

__| Option 3 '_' OpTIUﬂ1

| Option 4

() Option2

Question 2
(2 Points) [0




Making the Quiz

click here

/ 01 Goto |
,. https.//forms.office.com/

and sign in using your
committee email account

Making the
Quiz

Youcanalsomake a Formvia

02 Click New Quiz on the
top-left the screen

mobile following the same
steps

03 Add in your questions
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https://forms.office.com/
https://forms.office.com/

Making the Quiz

Questions Responses S Preview % Style Collect responses J Present -

Clicking Style
will allow you to
change the

Sample Quiz
(3 Points)

Remember to - colour of the
click the tick box - — . background.
next to the 1. Question' 9 _ —
R E— — is what will be
® on " shown on your

f\'i::fl Option2 >

presentation
Add in the total

N
H e
pOintS for the E Math ':E_) Multiple answers {'I_) Required . g 'g# ﬂ“
uestion here S
b = EEa=-s
2. Question 2 (2 Points) & m - 'oh !
[] optien1 :w‘“ 'é: m
[] optienz i 5 = . :'_
[] option3
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Sharing the Quiz

pd and collect responses
nyone can respond
Aforymous response, doesn’t require sign-in

Only people in cibse.org can respond

-

O Spedfic pecple in cibse.org can respond

QO =

https://forms.office.com/Pages/ResponsePage...

[[] shorten URL

Responders will see the form like this.

Double-check that your
audience can respond by
| clicking on “Collect Answers”
// and ensuring you have
“Anyone can respond”
selected.
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Adding within
your
PowerPoint
slides

ile Home Insert Draw Design

Slides

de2of2 [} 'f:;{ Accessibility: Investigate

Transitions

ions SlideShow Record Review View Help

A L8

Drawing Editing  Dictate

Click to add title

* Click to add text

Acrobat

01 Create your PowerPoint
using your Committee’s
Account

® Record i Pr

£ Fill and Sign

02 Add a new blank slide to
add your Quiz

03 Insert your Quiz
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Adding within your PowerPoint slides

] Comments e Catch up & Present v j Editing v @ Share v

Login to your Committee’s account and create a new
PowerPoint via =R ol ¢’ Editing
https://www.microsoft365.com/launch/powerpoint — O~ B 1 ELE TR R

1 2 3 4 . -
(& Viewing
View the file, but make no changes
This should save your presentation automatically as

well as allow the whole committee to access it. @ Open in Desktop App

If you have the desktop version of PowerPoint, you can
use it by choosing the "Desktop App" option located
under the "Editing" drop-down menu.
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Adding within your PowerPoint slides

In PowerPoint, create a new slide and then go to Insert, then Forms

File Hume(lnsert)l]raw Design  Transitions  Animations  Slide Show  Record  Review  View  He Acrobat  Shape Format

0 @ sl p B @ DY QB e

Mew Reuse Table Pictures Screenshot  Photo Camea  Shapes lcons SmartArt  Chart Power Forms LZoom
Shde ~  Shides w w w Alburm w w Mndelg.v El v
Slides Tables Images Camera [Hlustrations Power Bl Forms Links
Forms vooX
Insert surveys or quizzes into your presentation
Cl g k d d . | My forms
+ New Form + New Quiz
; Sample Quiz
* Click to add text I 1172272023

This will open a popup menu on the right hand side. Within the menu, you'll have the option to create a new quiz
or add an existing one, provided it's associated with the same account that you are using to create the
PowerPoint. »



Adding within your PowerPoint slides

O

Q

Select the view you would like to insert

— [ Present for Interactive meetings
Interactive engagement and real-time feedback

o
/ \ i - during meetings and classes

Collect response offline

Fill in the form directly in the slide after meetings

3
st

After choosing the quiz you wish to insert, you will be presented with two options. Please select the

meetings" option.

Forms
O
Insert surveys or quizzes into your presentation
My forms
+ New Form + New Quiz
Sample Quiz
1/22/2023
0]
P v
2 &
II. L]
interactive
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Adding within your PowerPoint slides

This will replace the slide with your Form - the below is an example.

FOrms
o}
" My forms
"" 0 response submitted
Question 1 + New Form
The QR code allows people in the room or I Sample Quiz
online to answer via their smartphone or e
tablet camera
Q
Option1 Option2
https://forms.office.com
fe/1XktPqaBAj
] . ) O copy link
You can copy the link into the meeting
chat if you are hosting an online event.
Bar ‘:| 1of2 Show correct answer
O O O ;

Navigate through your questions here
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Sharing the
Answers

Question 1

Scan the QR or use
link to join

https://forms.office.com
fe/IXktPgaBAj

ﬂ Copy link

Optiont

Option2

0 response submitted

01 Navigate to the
presentation slide

02 Copy the link into the
meeting chat, if
presenting online

03 Wait for the answers
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Sharing the Answers

4 responses submitted

Question 1

Scan the QR or use
link to join

75%
Option1

25%
Option2

https://forms.office.com
JeflXktPgaBAj

0 copy link

Bar | 1of2 Show correct answer

Question 1

75%
Option1

Your PowerPoint will update with the
answers chosen by your audience in real-
time!

Click Show correct answer when you are
ready to reveal it

25%
Option2
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Sharing the Answers

Sample Quiz

® Completed!

Your answers have been submitted successfully. You can check your score now.

View results

Submit another response

Pawered by Microsoft Forms |
The owner of this form has not provided a privacy statement as to how they will use your response data. Do not provide personal or sensitive
information.

| Terms of use

" Correct 1/1 Points

Question 1 [

You can add a subtitle as well for extra information

This can be a paragraph of text but please consider how it will show on screen
@ Option1

Option2

X Incorrect 0/2 Points

Question 2

0
Option 1
Option 2
Option 3

; Option 4

Participants can then also see their results

~* Correct

Question 1 [T}

You can add a subtitle as well for extra information

This can be a paragraph of text but please consider how it will show on screen

@ Option1

_ ) Option2

~ Correct

Question 2

)

Option 1
Option 2
Opticn 3

Optiond

1/1 Points

2/2 Points
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Need any assistance?

Contact regions@cibse.org or groups@cibse.org



mailto:regoins@cibse.org
mailto:regoins@cibse.org
mailto:regoins@cibse.org
mailto:groups@cibse.org
mailto:groups@cibse.org
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