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STEP 1
IN DRIVE, CREATE A NEW FOLDER

We prefer to name 
the new folder with 
two student initials 
and then behavior.  
Such as KZbehavior.



STEP 2
OPEN UP THE NEW FOLDER AND ADD A NEW 

DOCUMENT

This will be for the merge document.  
For consistency and to make it easy to 
find, we use the same naming system 
as the folder, but in this case it will be 
“KZmerge”.



THIS NEW DOCUMENT WILL BE YOUR MERGE
DOCUMENT-YOU CAN BASE IT UPON YOUR PAPER 

FORM

THE PAPER FORM ONLY HAS TO 
SURVIVE UNTIL THE END OF THE DAY

THE MERGE DOCUMENT WILL 
BECOME A PARENT-FRIENDLY LETTER



The merge document at right was 
created by pasting an existing chart 
from a Word document.  Parent-
friendly wording was added at the 
top, along with the pasted 
explanation of points from the 
existing Word document.  It does not 
truly become a merge document 
until you add the merge tags.
<<mergetag>> 

The merge tags tell Google which 
places to put particular information 
from the chart.  Note the naming 
pattern at right with the merge tags. 
Any information that can change 
from day to day needs to have a 
merge tag.



STEP 3
IN THE SAME FOLDER, ADD A NEW FORM

• This will be the online form that you will 
use to transfer information from the paper 
form at the end of the day.  All questions 
will mirror what you have on the paper 
form.

• For consistency, we like to use the same 
naming system as previously mentioned, in 
this case, it would be “KZsummary”. The 
term summary is apt because it helps to 
describe the information that you will get 
over time.



FORMTASTIC!

• Starting your form with a short 
explanation is always helpful.

• We always like to ask for the 
current date first-To do that, 
click on the + symbol to add a 
new question and choose the 
Date option for question type.



FORMTASTIC!

To convert from a grid-type paper 
chart to a Google Form is fairly easy.  
When you click the + symbol to add 
a new question, choose Multiple 
Choice Grid for your question 
type.



FORMTASTIC!

Note how the time blocks from the 
paper chart now become Rows 1-8.  
The possible point values for each 
time block, 0-3, are placed in 
Columns 1-3.  Doing this for each of 
the behavior goals then gives you the 
same information from your paper 
chart…almost.



DON’T FORGET TO ADD A PLACE AT THE END OF 
THE FORM FOR COMMENTS

USE THE “PARAGRAPH” CHOICE WHEN 
YOU CREATE THE NEW QUESTION.

THIS THEN GIVES THE TEACHER PLENTY OF 
SPACE TO ADD ANY EXTRA COMMENTS. (YOU 
MIGHT WANT TO INCLUDE SOME TEXT TO 
REMIND THAT ANY COMMENTS BE STRICTLY 
FACT-BASED.)



NOW IT’S TIME FOR THE FUN STUFF
Let’s meet our new best friend,  autoCrat.



NEXT STEPS…

CLICK THE RESPONSES TAB
CLICK THE GREEN SPREADSHEETS 

SYMBOL



NEXT STEPS…

MAKE SURE THAT THE FIRST CHOICE IS 
PICKED AND CLICK “CREATE”

THE NEW SPREADSHEET LINKED TO 
THE FORM WILL NOW OPEN UP



NEXT STEPS…

CLICK ON “ADD-ONS” AND 
CHOOSE “GET ADD-ONS…”

TYPE “AUTOCRAT” IN THE SEARCH 
BOX



NEXT STEPS…

CLICK THE “+ FREE” BUTTON



AUTOCRAT WILL NOW ASK FOR PERMISSION TO 
DO THE MAGIC THAT IT DOES



SCROLL DOWN AND CLICK “ALLOW”



ONCE BACK IN THE SPREADSHEET, AUTOCRAT WILL ASK 
YOU IF YOU WANT TO SET UP A NEW MERGE JOB

Go for it!



NAME YOUR MERGE JOB.  WE SUGGEST STICKING WITH 
A SIMILAR NAMING PATTERN TO THAT WHICH YOU 
HAVE USED SO FAR, “KZ DAILY SUMMARY”



THE “CHOOSE TEMPLATE” STEP LINKS YOUR MERGE 
DOCUMENT SO THAT AUTOCRAT CAN USE IT



NOW THAT YOUR MERGE DOCUMENT IS CHOSEN, 
CLICK “NEXT”



NOW YOU WILL MAP THE MERGE TAGS TO 
PARTICULAR COLUMNS ON THE SPREADSHEET



NOW YOU WILL MAP THE MERGE TAGS TO 
PARTICULAR COLUMNS ON THE SPREADSHEET



CONTINUE TO MAP THE MERGE TAGS TO PARTICULAR 
COLUMNS ON THE SPREADSHEET-YOU WILL HAVE TO 

SCROLL DOWN TO DO THIS



ONCE YOU HAVE ALL OF THE MERGE TAGS MAPPED, 
CLICK “NEXT”



NAME THE DOCUMENT THAT GETS CREATED EACH TIME 
A FORM IS SUBMITTED, CHOOSE PDF FOR THE 

DOCUMENT TYPE, UNDER “OUTPUT AS” CHOOSE 
“MULTIPLE DOCUMENTS”



FOR “DESTINATION FOLDER” CHOOSE THE DRIVE 
FOLDER THAT YOU CREATED AT THE BEGINNING OF 

THIS PROCESS



EACH TIME A FORM IS SUBMITTED, A COPY OF THE PDF 
THAT IS CREATED WILL BE PLACED IN THIS FOLDER- GO 

AHEAD AND CLICK “NEXT”



FOR STEP 6, JUST CLICK “NEXT”



STEP 7 LETS AUTOCRAT KNOW WHEN TO RUN THE 
MERGE JOB- CLICK ON “ADD CONDITION”



MAKE SURE IT LOOKS LIKE THE IMAGE BELOW-THIS 
TELLS AUTOCRAT TO RUN THE MERGE EACH TIME A 

NEW FORM IS SUBMITTED



STEP 8 IS WHERE YOU GET TO SET UP HOW THE 
MERGE DOCUMENT IS SHARED

Click on the Yes box



STEP 8 IS WHERE YOU GET TO SET UP HOW THE 
MERGE DOCUMENT IS SHARED

Insert the parent email address and your address so that you can get a copy of 
the email that is sent out. Separate email addresses with a comma

Put your school email address in the “Reply To” box

Keep the subject line simple- ”KZ daily report”

”Dear parent, 
Attached you will find a summary of how Kenny did today…



ALMOST THERE!  STEP 9 SIMPLY CONFIRMS WITH 
AUTOCRAT WHEN YOU WANT THE MERGE JOB TO RUN

Click the “Yes” 
option



AUTOCRAT WILL ASK YOU TO CONFIRM



THE FINISH LINE!  GO AHEAD AND CLICK “SAVE”



REVIEW NOTE

If you click on this choice, you 
can look at a summary of the 
merge settings.



A NOTE TO REMEMBER FOR WHEN YOU GO LIVE, IF YOU 
ARE THE ONE DOING THE FORM SUBMISSIONS, SEE 

BELOW

Click to open up a 
window with the 
live form to do 
submissions.



IF YOU ARE HAVING OTHERS COMPLETE THE FORM, 
YOU CAN EMAIL THEM THE LINK TO THE FORM

Click here 
first



ONCE YOU ARE AN AUTOCRAT MASTER, YOU WILL 
END UP FINDING OTHER USES FOR THIS TOOL

• Behavior forms, of course

• Applications for school clubs

• In-house forms

• Referral to Student Support Team

• Gifted Screening Referrals

• Volunteer sign-ups



THIS TUTORIAL RESOURCE BROUGHT TO YOU BY

• Kelly Loder, School Counselor, PequeaValley School District

• Kelly_Loder@pequeavalley.org

• Christopher Laudo, School Counselor, PequeaValley School District

• Chris_Laudo@pequeavalley.org


