
Teacher’s Guide

+



Flubaroo is a Google Drive Add-on.  So 
before you begin, you need to add this add-on 
into Google Sheets.  

1. Open up Google Sheets
2. Click on Add-On (top of the page
3. Click on Get Add-Ons
4. Search for Flubaroo and select the FREE 

button
5. Give Flubaroo the access it needs to do 

the work you want.



Now it’s time to create a new form.

1. Open up Google Forms (you may have to 
look under More to find it)

2. Name the Google Form at the top
3. Set the Google Form Settings by clicking on 

the boxes. Make sure to select only allow 
one response per person!



If you want to change the theme, simply 
click on View and then Change theme. After you decide 

on the theme, you 
can customize it 
to fit what you 
want.



The first questions should include a way for you to identify the student. 
It is recommended that you include questions that will identify the student’s 
name, class name and hour, or student ID.

Once you create the question, make sure to mark that it is a required question 
which will force the student to answer before they can continue.

To add another question, 
simply select Add item.

Pull down the question type 
and select Text.



In Google Forms, you can add a variety of different test formats and can easily 
change with each question you want to ask. You can even add an image or video. 
Select the pull down tab from Add item and then choose the format for the 
question.



An article from Educational Technology and Mobile Learning (http://goo.
gl/8p59FS) has provided an example of how the different question formats look.   

Multiple Choice Grid



Scale Choose from a list Checkboxes

Text Paragraph Text



If you want to add an image or video to the 
quiz, follow these steps.

1. Click the Add Item and select Image
2. Drag in the image you want to use or 

upload the url for the image.
3. You can add a title and description or 

leave them blank. When you are 
finished, select Done.

4. Click on Add Item and ask the 
question that pertains to the image.



If you want to 
duplicate a question, 
click on the copy 
button

To delete a 
question, click 
on the 
trashcan.

Add “Other” will add a box for 
students to answer the question 
in their own words. 

When you are done adding all of the questions you 
want on the quiz, simply select the Done button.



You can take a look at how the Google Form will appear to the students by 
clicking on View live form.



If you click View Responses, it will ask you if you want to create a new 
spreadsheet or add responses to an existing spreadsheet. I would suggest 
you make sure Google Forms always creates a new spreadsheet by 
making sure the box is selected.

When you are finished with 
creating the form, exit out by 
closing the Forms tabs you have 
opened.

* don’t close the tab with Google 
Drive though.



To add the Google Form you created into Google Classroom, add it as an 
Assignment.  Here are the steps.
1. Open up your Google Classroom
2. Click on Add Assignment.
3. Click on the attachment button for Google Drive and select the Google 

Form you created. Hint: make sure you select the form and not the 
form responses!

You will notice that when 
you add the form as an 
attachment to an 
assignment, you are not 
given a choice to have the 
student view, edit or make 
a copy.



The google form is attached right into the post. If you want to edit the form, 
simply click on the title and it will take you right into the edit mode.



When the student sees the assignment, they will see that there is an 
attachment. Once they click on the attachment, it will automatically open up 
the form for them to fill out.  Once the student is finished answering all of the 
questions, they click Submit and it will automatically mark the assignment as 
being done.



On the teacher side, once the students have finished answering the 
questions and the assignment is complete, you will be able to view all of 
the responses in Sheets from the attachment.



The next slides will show you how you can use Flubaroo to 
automatically grade the responses.



In your Google Drive, you will see the form you created as well as a 
spreadsheet with the same quiz title. Open up the spreadsheet and rename it 
Student Submissions.  If it is not named properly, Flubaroo will not be able to 
find it.



The next step is to create an Answer Key. Go to the live form on the quiz (form) 
you just created and correctly answer the questions. Once you are done, click 
submit.

Open up the spreadsheet and go to Add-ons. Select Flubaroo, Grade 
Assignments



Flubaroo will then ask you to decide how you want the individual questions 
graded as well as the point value. Use the pull down boxes to make your 
selections. When you are done, select Continue.

A new feature let’s you even grade a 
question by hand. This works very 
well for the questions that are fill in 
the blank or answered in a paragraph 
form.



Flubaroo will ask you which submission it should use as the answer key. This 
should be the first submission made by you. Once the bubble by the 
submission is selected, click Continue.



All of the other submissions will be graded against the Answer Key. When it is 
finished, a box will show up letting you know a new worksheet called Grades 
has been created. This worksheet will contain the grades for each student as 
well as a summary of all grades at the top.



If you notice there was a mistake in the Answer Key, you can have Flubaroo 
Regrade the Assignment. *Do not do this if you have selected to have 
Flubaroo email the grades to the students. To avoid problems, copy the 
sheet and modify the copied sheet.



Email Grades
● To send an email to each student with their grade, go to Flubaroo, Email Grades. 
● A dialogue box will display. Make sure the Email Question field is changed to Email Address. 
● The email sent to each student will include their total score, and their score for each question (with incorrect 

answers highlighted in red).
Reports
● Go to Flubaroo, View Report to display a summary report of the grading. The report includes the distribution of 

grades (a histogram), and a button to email yourself a copy of the report.
Advanced Options
● Autograde:  Students can receive their grades almost immediately after submitting their response. Emails will 

usually be sent within a minute, though often much more quickly.
○ Use my return address when emailing grades, rather than the noreply@ address..

● Set Return Address on Email Grade Messages
○ Flubaroo, Advanced, Advanced Options, check Use my return address when emailing grades, rather than the 

noreply@ address.
EXTRA FEATURES:
● Add Help Tips to questions. These will be emailed with the grades. 

○ Flubaroo, Edit Help Tips. A row will be inserted between the column headings and the first response. 

- https://goo.gl/Y1mIu
-



More information can be found…. 

Flubaroo help center: http://www.flubaroo.com/hc

Google Classroom help center:
https://support.google.com/edu/classroom/?
hl=en#topic=6020277

Google Forms help center: https://support.google.
com/docs/?hl=en#topic=1360904


