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1. How to Open Microsoft Forms 
 

 
 

 
 

 
1. Click on “USEFUL LINKS” 

 

 
 

 

 

 
 

2. Click on “Email office 365” 
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3. Enter your email ID “id@ammanu.edu.jo” 4. Enter your “password” 
 

 

 
 
 

5. Select “FORMS” 
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2. How to create an EXAM? 
 

 

 
 
 

1. Click “New Quiz” to begin creating your exam. 
 

 

 

 
 

 
2. Enter a “name for your exam”. You can also enter an optional subtitle for your exam. 
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3. Click “Add New” to add a new question to the exam. 
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3. Types of Question 
 

Types of Question 
 

 
 

 
1. Choice - radio button style (only 1 answer), checkbox style (multiple answers) 
2. Text - single line or multi-line, can restrict answer type (eg. number only) 
3. Rating - use stars or numbers from 2 to 10 to rate response 
4. Date - choose date from pop-up calendar 
5. Ranking - allows students to arrange the answers in a specific order. 
6. Likert - asks responder to rate different statements (up to 7) under one question 
7. File Upload –Let the students to upload file in (Word, Excel, PPT, PDF, and Image) formats. 
 
 

 

 

 

 

 

 



 

Online Exam Training Manual For Microsoft Forms Created By: HEC TEAM 
 
 

A. Create a Choice Question 
 

 
 

 
1. Enter the Question 
2. Enter the Answer Options 
3. Click to Add more option 
4. Grades–Enter the mark for the question 
5. Multiple answers–select if you want to create multiple answer question.(See Fig 01 below) 
6. Select to make question compulsory  
7. Select to Shuffle option to make questions shuffled to the students. 
8. Select the Correct Answer to auto evaluate the result. 
9. Click to upload and Image/Diagram to display (See Fig 01 below) 
10. Let you Duplicate Question 
11. Click to delete the question  
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Fig 01 
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B. Adding MATH FORMULA to the Questions 
 

 
 

 
1. To display math formulas, click More settings for question More options button, and then 
select Math. 
 
2. Choose “Abc” to write formulas 
 
 

 

 

 

1 
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C. Creating Short or Long Answer Question 
 

 
 

1. Will let you create Short Answers with single line or Long Answers with multiple lines. 
2. Activate long answer option by clicking the slider, green indicates option activated. 
3. Also it will allow you to restrict answer type (eg. number only). 
 

D. Date Question 

 

1. Choose this when the answer needs to be input as a date. 
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E. File Upload Question 

 
 

 
 

 

 
 

1. Click button Add new. 
2. Click More question types Drop down list in Microsoft Forms, and then select File upload. 
3. You'll see the following message: A new folder will be created in your OneDrive for Business. 
Responders will be able to upload their files to this folder. Continue? Click Yes to continue. 
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4. Enter the question. 
5. Click the File number limit dropdown list to select the maximum number of files you'll allow 
to be uploaded to the question. 
6. Click the Single file size limit dropdown list to select the maximum file size (10MB, 100MB, or 
1GB) you'll allow per question. 
7. Click More settings for question More options button to select File type. 
8. Choose the file types (Word, Excel, PPT, PDF, Image, Video, or Audio) you'll allow for your 
question. 

 

 

 

F. Rating Question 

 
1. You have the option of stars or number of levels for Rating. You also have the option to 

add labels to the stars in order to clarify. 
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4. Exam Settings 
 

Exam Settings  

 

 
 
 
 
 

 
1. To get to the Settings screen, click 

the ellipses button (...) on the top 
right of your screen, and then 
select Settings. 
 

2. Deselect the Show results 
automatically 
 

3. Please Select 
Only people in my organization 
can respond 
Record name 
One response per person 
 

4. Please Select 
Options for responses 
Accept responses 
Start date 
End date 
 
Shuffle questions 
All questions 
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5. Preview Exam 
 

Exam Preview  

 

1.Click the Preview Button on the Top Menu 
to see the preview of the exam you created. 

 
 

 

 
 

  
 

Exam Preview in Computer 
 

 
Exam Preview in Mobile 
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6. Publish/Share Exam 
 

Share Exam  
 

After you create you exam in Microsoft Forms you can share your Exam to the students in the following 
way.  

 

 

 
 

1. Open your class in 
Microsoft Teams 
where you want to 
distribute the quiz. 

2. Select the 
Assignments tab  

3. Select the Create 
button 

4. Click on Quiz 
 
 
 

 
 

 

 
 
 

5. Select the existing 
Exam you already 
created on Microsoft 
Forms. 

6. Click Next 
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7. Check the Name of your Exam 
8. Confirm you assigned to the Correct Class. 
9. Check all your Students are enrolled for the exam. 
10.  Click “Edit” to set the Exam Date and Time 
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11.  Choose Exam Start Date and Time 
12.  Choose Due Date and Time 
13.  Choose Close Date and Time 10 Minutes more than Due Time to give extra time to submit 

the exam. 
14.  Click Done. 

 

 
15. Click Schedule. 
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7. How to Monitor your Exam 
 

Monitoring Exam   
 

 
1. To monitor the Exam, Click the Assignments Tab.  
2. Select the Exam you want to monitor. 
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Here you can see the Enrolled Students Name and the Status. Please note that; 
3. Turned In – The student has attended the exam 
4. Viewed – The student start the exam 
5. Not turned in – The student doesn’t appear for the exam. 
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8. How to Grade your Exam 
 

Grade Your Exam  

 
 

1. Select Assignments Tab 
2. Select the Exam you want to Grade 

 
 

 
 

 

 
3. You can view the details for all the 

students. 
4. Click Open in Forms to review the 

answers. 
 

 
5. Auto Graded questions will be already corrected. 
6. Other answer you have to review it manually 
7. Enter the grade for each Answer and it will save automatically. 
8. Click on the Arrow or Review next Button to review the Next Students. 
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9. Once you finish grading for all students click Back. 

 

 

10.  From Exam Dash Board page Click Post Scores to view the Grades in a Tabular Format. 
(See Fig: 1 below) 

11.  Click Open in Excel to download the report as Excel File. (See Fig: 2 below) 
 

Fig:1 
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Fig:2 

 
 

 


