
Using Microsoft Forms at Aberystwyth 

University 

Microsoft Forms can be used to create simple forms, surveys or quizzes.  

Creating a Form 

It is best to create your form from a group in order to avoid issues if you were 

to leave the university, but it is also possible to create a personal form. 

Groups are automatically created when you make a team in Microsoft Teams, 

so if you already have a team containing the people you want to share your 

form with, you can use this group. If you do not already have a suitable team, 

you can create one. You can use these groups to share ownership of your 

forms. 

You can also create a form from within Teams itself. 

Microsoft’s guidance on creating: 

• a group form (recommended) 

• a group form from within a team (recommended) 

• a personal form 

Changing the style of your form 

You can change colours and add a University logo to your form. You can find 

logos and other resources on the Global Marketing & Student Recruitment 

website. 

Microsoft’s guidance on: 

• changing your form’s theme 

• adding a logo to a form header 

https://forms.office.com/
https://support.microsoft.com/en-gb/office/create-a-group-form-or-quiz-7228eebb-a6ab-45ec-8123-52026a2f52ff
https://support.microsoft.com/en-gb/office/work-with-colleagues-to-create-edit-and-review-forms-in-microsoft-teams-333b97a3-41d9-48bc-a1cb-84a96bd44e14
https://support.microsoft.com/en-gb/office/create-a-form-with-microsoft-forms-4ffb64cc-7d5d-402f-b82e-b1d49418fd9d
https://www.aber.ac.uk/en/gmsr/brand
https://www.aber.ac.uk/en/gmsr/brand
https://support.microsoft.com/en-gb/office/change-a-form-theme-895ca902-833b-4f56-9488-f36480d837ef
https://support.microsoft.com/en-gb/office/add-a-picture-or-logo-to-a-form-header-0b3ce567-5713-4d18-bc65-4247864acaec


Collaborating with others on your form 

If you created the form from a group, you will already be collaborating with 

other people who are in your group.  

If your form was created personally, you can move the form into a group. 

Alternatively you can add a group (or individuals) as collaborators on your form.  

Microsoft’s guidance on: 

• moving a form to a group (recommended) 

• adding a form collaborator 

Making your Form Bilingual  

We are a bilingual university, so we should always provide our forms in English 

and Welsh. 

Microsoft’s guidance on: 

• multilingual forms 

Sharing your Form 

To get your form filled out you’ll need to share it with the people you want to fill 

it in. Forms can be shared with anyone with the link or can be restricted to 

internal use, or to specific users or groups. 

Note: if your form includes a file upload, it can’t be filled out by anyone outside 

of the University. 

By default, forms shared internally will collect the name of the person who fills 

it out. If you need to have anonymous responses, you can change the settings 

of the form. 

Microsoft’s guidance on: 

• sending a form and collecting responses 

• setting up your form to not record names 

https://support.microsoft.com/en-gb/office/move-your-form-to-a-group-921a6361-a4e5-44ea-bce9-c4ed63aa54b4
https://support.microsoft.com/en-us/office/share-a-form-or-quiz-to-collaborate-d5bb5cf0-8401-4c15-bb8c-8e108cd7e69b
https://support.microsoft.com/en-us/office/send-a-form-in-multiple-languages-e948a2ea-31c8-432f-91bf-67790e226706
https://support.microsoft.com/en-us/office/send-a-form-and-collect-responses-2eaf3294-0cff-492d-884d-a1dee909e845
https://support.microsoft.com/en-us/office/set-up-your-survey-so-names-aren-t-recorded-when-collecting-responses-25dd8442-f6ba-4934-9319-99f9f867f239


Form Results 

You can view your form results within Microsoft Forms or view all the responses 

in an Excel file. You can also share a link to a summary of the responses. 

Microsoft’s guidance on: 

• checking and sharing your form results 

https://support.microsoft.com/en-us/office/check-and-share-your-form-results-02859424-341d-406f-b32a-9a0fbaf357af

