How to Create a Google Form that Emails
Parents about their Child’s Day

bit.ly/familyupdates
@KimPollishuke
e e——

CEl FIE CERTIFIED CERTIFIED
Innovator Trainer Educator

Video Tutorial: bit.ly/updateswithformmulevideo
Basic tutorial on formMule: bit.ly/howtouseformmule

Part 1: Organization
1. Create a folder in your drive called “Family Updates” or something like that.

Part 2: Create the Google Form

1. Inside the “Family Updates” folder, create a basic google form to track the
events of the day. This is a sample of what the form looks like. Click here
to make a copy of the form.

Keep the live link to the form private. If students accidentally fill out the
form, an email will be sent to a child’s parent stating that homework hasn’t
been completed.

Part 3: Create the Spreadsheet

1.  On the Responses tab, click the Sheet icon to view the responses.

QUESTIONS RESPONSES

View responses in Sheets

Accepting responses .


https://twitter.com/KimPollishuke
https://www.youtube.com/watch?v=eUflLNbQ2G8
https://docs.google.com/presentation/d/1sq5iA7AjypjfhdL_ZOUs8kH-UqaiXgeLLb5rWntZeLk/edit#slide=id.g2ef2f16cff_0_0
http://bit.ly/createagoogleform
https://docs.google.com/forms/d/e/1FAIpQLSdMm-2RI_9wwwVpjafGmqdix1wNRBXhZKSDp8nwZ9yTRTSV6w/viewform
https://docs.google.com/forms/d/1OGGUvGJu-N4IhR5WRqjynbMTImqZbhNhsYhE3K1fnFs/template/preview

2. Inthe Form Responses tab, add in 3 additional columns:
e Student First Name
e Parent Email 1
e Parent Email 2
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3. Add another tab. Rename it “Parent Emails” or “Family Emails”.

Form Responses 1 I Parent Emails| |

4. Use the following headers:
e Student Full Name

Student First Name
Student Last Name
Parent Email 1
Parent Email 2

Student Full Name

1§ Student Full Name

Student First Name

-
Student Last Name

Parent Email 1

oj—

Parent Emall 2

5. In column A, input or paste in a list of your students’ full names.
***Add your own name in at the end.

A
Student Full Name
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Alice Jones
Ben Kinder
Carly Simon
David Goodman
Elise Davidson
Farah Parin
Kim Pollishuke




8 Student ¥P+V © Dropdown -
1 Student Full Name
2] Alice Jones 1. Alice Jones
3] Ben Kinder 2 ben Kinder
41 Carly Simon
5| David Goodman 3. Carly Simon
6] Elise Davidson
7| Farah Parin 4. Devid Goodmen
8] Kim Pollishuke T
a
f 6. Kim Pollishuke X
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6. Back in the spreadsheet, in cell B2, use the following formula to split the full

name into its two parts: =SPLIT(AZ2," ")

This will split the full name into first and last names.

ﬂ
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Student Full Name Student First Name Student Last Name Parent Email 1 Parent Email 2
Alice Jones | Alice | Jones

Ben Kinder

Carly Simon

David Goodman

Elise Davidson

Farah Parin
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7. Drag the formula down to the rest of the empty cells for each student in the
class.

x
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=SPLIT(AZ," ™)
£

Student Full Mame
Alice Jones
Ben Kinder
Carly Simon
David Goodman
Elise Davidson
Farah Parin
Kim Pollishuke

B C
Student First Name Student Last Name
Alice lJr:-nes
Ben Kinder
Carly Simon
David Goodman
Elise Davidson
Farah Parin
Kim Pollishuke

***This will be helpful later when you are preparing your automatic emails to
parents.

8. Fill in the parent email addresses for each student in the last two columns on
this tab.
**For the sake of this exercise, I'm using my own email addresses.
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Student Full Mame Student First Mama
Alice Jones Alice

Ban Kindar Ban

Carly Simon Carly

David Goodrman Dawid

Elise Davidsan Elisa

Farah Parin Farah

Kim Pollishuke Kim

Shedent Last Mame

L,

Goodrman

Parin

&) E
Parent Emai 1 Parent Email 2
wmbedy polshukefgmail com kimbedy pollishukedfyrdsb.ca
wmibardy. pollishukeigmail com Kimbady. pollishukeyrdab.ca
wmbery polishuke@gmail com kimpedy. pollishukedyrdsb.ca
wmiberdy polishuke@gmail com kimbedy pollishukedfyrdsb.ca
kimbery. polishuke@gmail.com kimberdy.pollishuke@yrdsb.ca
kimiberty. poliishuie@gmail com kimberty. pollishuke@yrdsb.ca
imberdy. polishuke{@gmail com kimberly_pollishuke@yrdsb.ca




9. Visit the live form and complete it once for yourself.

* @ 0 § m Update from your child's teacher

* Required

When

IF Yoo BBHECT ATV ET @ EEPIMIA AFEF T Eene referercs
(O Today,
®) vesterday,

O Oher

Student *

Description of Event/Incident *

Start this descrption with & Iowercass efher and end & with a peniod

had a wonderful literacy class

Additional Information

Hef notes were all onganized and she participated in discussions,

10. Return to your spreadsheet in the Form Responses 1 tab and the
responses from the form will be collected in the cells.
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Timestamg When Student Description of Eventincident  Additional Information

2 I 12672015 16:31:49 Today, Him Pollishuke had & wonderful ileracy class. Her notes were all organized and she parficipated in discussions. I
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11. In cell F2 (Student First Name column), use the following formula:
=VLOOKUP(CZ,'Parent Emails''$A$1:$E%$8,2,false)
NOTE: The number highlighted in yellow corresponds to the last row of email

addresses on the Parent Emails sheet. If your last row is 30, make the number 30.
If your last row is 100, make the number 100.

NOTE: The 2 near the end of the formula refers to the fact that the first names will
be coming from the second column on that tab.

The first name of the student will appear in this column.
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=VLOGKUIP(C 2, "Parent Emails'!$A%1:3E58,2, false)
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i 12652015 18:31:49 Today, Kim Polkshuke had a wonderful literacy class, Her notes were all organized and she paricipated in dlmussv'm

12. In cell G2 (Parent Email 1 column), use the following formula:
=VLOOKUP(CZ,'Parent Emails''$A$1:$E$8,4,false)

Shortcut: You can just copy and paste the formula from cell F2 into cell G2.
You'll just have to make a few simple adjustments. Make sure the cell reference

is still to . Switch the 2 to a 4 so that the formula pulls the email address
from the fourth column in the other tab.

NOTE: The 4 near the end of the formula refers to the fact that the parent emails
will be coming from the fourth column on that tab.
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=NLOGKLF(C7, 'Farent Emadls' |SA51:5558, 4, false)
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13. In cell H2 (Parent Email 2 column), use the following formula:
=VLOOKUP(CZ,'Parent Emails''$A$1:$E$8,5,false)

Shortcut: You can just copy and paste the formula from cell F2 into cell G2.
You'll just have to make a few simple adjustments. Make sure the cell reference

is still to . Switch the 2 to a 5 so that the formula pulls the email address
from the fourth column in the other tab.

NOTE: The 5 near the end of the formula refers to the fact that the parent
emails will be coming from the fifth column on that tab.

Part 4: CopyDown Add-on

1. In your spreadsheet, go into the Add-on menu and search for “copydown”
and add it. You will be asked to authorize it.
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2. Run the script from the Add-on gallery.

Add-ons Help All changes saved in Drive

- autoCrat » . . B -

copyDown -

I

|
dJll

copyDown settings
siteMaestro >

Help
Get add-ons...

Manage add-ons...

3. A window pops up on the side. Slide the dial to ON and check the boxes

beside the three formulas you need to automatically pull down. Click
Save. Close the sidebar box.

Copy Down Formulas on Form Submit x

QN

Formula Row 2

The formulas bedow wens found in row 2 of your form
respondas sheel, and will copy down aubomatically
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Part 5: FormMule Add-on

1. Go back into the Add-ons gallery. Search for FormMule and add it. You will
be asked to authorize it.

formMule - Email Merge Ut...
4315 users

2. Go into the Add-ons list. Select FormMule and click Launch.

n  Add-ons Help All changes saved in Dnve

autoCrat » B - B =- 1 i
T .
I formiule - Email Merge: Litility | Launch
siteMaestro >
Jet
Help
8c  Get add-ons ey =)

Manage add-ons..



3. Make sure to select the Form Responses 1 sheet.

e If you'd like the email to be sent automatically, slide the Form trigger to
the right.

e [f you want to run it manually, leave it in the Off position.
e Select the tab on the bottom right to move to the next screen.

formMule - Email merge utility

Selact the shaat that contains your email addresses and merge source data

Form trigger Time trigger

Off Off

With no triggers set, the formMule Email Merge Utility can still be configured to send bulk, menged
emails manually using multiple templates and send condiions.

4. You can name the Email template or leave it as the default “Template 1”.
**I name my template: Email Update from Ms. Pollishuke.
e Click Save and then Next.

formMule - Email merge utility

Bet#c miplat nd d conditions
How many unique email lemplales do you want to use?

1 -

Send conditions can be NULL, NOT NULL or a numbsar or text valua. Mo quotation marks neaded.

Email template Sand Condition

Template 1 ~Sanid far all rows *




5. Make sure your cursor is in the “To” box and then click on Parent Email 1 on

the right side under the “Add merge tags” column.
e The merge tag will appear in the email box.

Build / preview templates

Template 1

Edit

To: "

<<Parent Email 1>>

ccC:

BCC:
Reply-to:
Subject: *
Body:

HTRAL Frigengiy

Lang:

6. Click on the merge tag “Parent Email 2.
e Make sure the two merge tags in the Email boxes are separated by

commas.

7. Add in a subject for the email.
**| like to use: An update from Ms. Pollishuke about <<Student First Name>>

Add merge tags

Timestamp

When

Student

Description of ...

Additional Inf...

Student First ..

Parent Email 1

Parent Email 2

Formula Copy D..

Current Date

1 i Firweem 1el
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8. Create the body of the text as follows:

To the parents or guardians of <<Student First Name>>,

<<When>> <<Student First Name>> <<Description of Event/Incident>>
<<Additional Information>>

<i>Feel free to contact me via phone or email.</i>

Thank you,
Ms. Pollishuke

Specific things to note:
e When you select a merge tag, it will first appear like this: Student First
Name: <<Student First Name>>
o You need to delete the first part and leave just the <<Student First
Name>>
e There have been instances when after you select the merge tags, they
appear at the top of the body box rather than where your cursor is.
o If this happens, simply cut and paste the merge tag where you'd like
it
e Ensure that there is a space in between merge tags
e You can use HTML to add some variety to the body of the email
o adding in <i> and </i> to either end of “Feel free to contact me via
phone or email.” will make it appear in italics
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9. Click on “Preview this” to see what the email looks like. If it isn’t exactly what
you want, click “Edit” and revise the body. If it looks right, click “Preview and
send all”.

Build / preview templates

== - [~ ==
T ¥ Row:1 a
o imberly polishuke@yrdsh ca.
Data source:
kimberty.polishukeggmail.com Form Res ;

cc: Send all rows
BCC Sent status
Reply-to: Mot yet sant

Subject * 4, | pdate from Ms. Polishuke about Kim

Body: To the parents or guardians of Kim,

HTML
friandiy! Today, Kim had a wonderful iteracy class

Her notes were all organized and she particpated in
discussions.

Thank you,
Ms. Paollishuke

Lang:

10. Another preview box will appear for one final check. If it appears correct,
select “Send now”. If you find errors, select “Edit template(s)”.

Preview and send all

Number of emails formMule will anempt o end: 1
Remalning daily send quota: 100

Template name Template |

Row im sousce .,
sheet ~

To wimberly pollishske® yrdab ca, Lumberly pollisbube @ g com
Subject An update from Ms. Pollnbuke stost Kim

T the parents or guandiass of Kim,
Today, Kim had & wonderful bteracy claa

Bod Fler motes were all organuied and whe particapabed o discusssods

Thank you,
Ms. Pollishuke

m Edr immpiaia 8| Cancal
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11. When the script has run, you will see the following confirmation in the
spreadsheet.

12772015 0-24-35, email sent to
kimberiy.polishuke@yrdsb.ca,
sb.ca Master formula row. Do not sort lkrmbeﬁ.pu]hshuke@mall.mm

12. Check your inbox(es) for the received email.

Maw - Dedete - Move - Filler - View - . 5 gy — - . . ) P .
< An update from Ms. Pollishuke about Kirr

search Entire Mailbox ~ ¥

Conwersabions by Dals -  Newest on Tep a k|mh¢r|".pu“i'huh@gm.i|.mm

I Ta ’
J| An update from Ms. Polll...
kimbarly polishuks @ gmaill oom 1234 AM
To the parents or guardians of Kim,
Today, Kim had a wonderful literacy class.

Her notes were all organized and she participated in discussions.

Thank you,
Ms. Pollishuke

13. Return to the live form and fill it out again for yourself.
e [f everything has been set up correctly, it will automatically run the script
and you will receive the email.

» ¢ o ¢ IED

e If you did not turn on the automatic trigger, you’ll need to go into the
spreadsheet, launch the FormMule Add-on and run the script manually.
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***| usually run it manually for the first few times just to make sure it works.
Once I'm comfortable with how it runs, | go back into the set-up and turn on the
automatic triggers.

***You could also go back to the first screen and set up a timed trigger so that it
runs the email merge at the same time every evening or every few hours. There
are a variety of options.

formMule - Email merge wility

Chic . = :
m

Select the sheed that containg your email Sddresses and Mees sourts dats

Faim Respanads 1

Form trigger

(80

Send merged emais on a imer

Iﬂqtr-r = I

 Mgngtom law
Lasw 56 Dam
220 w0 mm
Zaw 2 dam
e oo Sam
Sa B
e 5o Fam
Tam oo Bam
Ba= 50 Bgm
Saw oo 1Camw
10e 50 | lam
112 wo Lipem
1lpm o lpm ]
Zom w Tpwm

3o m 4pm

fomn o Bpm
Bz o Spm
Sz i 10pm
Opem w2 11lpm

1lpm e 11am

NOTE: The next time you open the spreadsheet and start formMule, the option
box will look like this:
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Add-onz | Help Lastedit was 6§ minules ago

autoCrat - H E
copyDown -
Doctopus -

formMule - Email Merge Utiity — » Ooen

Save As Doc -
siteMaesiro - Help
Gat add-ons...

Manage add-ons..

was assigned over 3 week age

w1 - mame i POME renared o the next |

It will go back to the first stage of the setup process. If you don’t intend on

changing anything, just close this box.

formiule - Email masge iy

Sescd e el el covs s o el ek E rerge s EEE

e Bppny -

e rrarged e on § S

Lhag e

g i e

Open the menu again and the options you are looking for will appear.

]

Add-ons  Help  Last edit was made seconds ago by Kimbedy Pollishuke
autoCrat + B E-1-B- eco @R Y-
copyDewn
Doclopus . F

formivule - Ernasl Merge Litiity " -

Save As Doc | Preview and send ai |
siehaasto
Carsiom spreadshest funchons
Get add-ons
Manage add-gns i
a WU SUVERILE RN SERSORUNE WL PV dLRAL

That’s it! You made it!
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@KimPollishuke
kimpollishuke.com
Digital Literacy Consultant

CERTIFIED CERTIFIED CERTIFIED
Innovator Trainer Educator

Google for Education Google for euion Google
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