
Ask a question to learn about the demographics 

of the sample group.  You can study the data 

from each subgroup using a pivot table. 

Allow a person to type in an answer if none of 

the choices apply. This will prevent a respondent 

from picking an answer that is untrue. 

Use a checklist to gather information. Restrict 

the number of choices selected by setting the 

data validation options. 

Use a multiple choice question to discover what 

people like the most. Set the question to "required" 

to prevent a respondent from skipping it.  

Use a rating scale to learn about opinions. The scale 

can be low to high, disagree to agree, poor to 

excellent, or never to always. 
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A grid allows a respondent to state many opinions using 

a standard rating scale. The columns can be yes/no, 

dislike/like/love, or disagree/undecided/agree.  

Ask a short answer question. This is a great way to 

allow respondents to explain an answer or suggest a 

new idea.  


