
Responses 

 
• There are three different methods of viewing the responses of a form 

o Summary 
o Individual 
o Excel 

A. Summary 

 
• Provides a breakdown of how many responses have been 

received, the average time to complete and the current 
status of the form 

• Following the three dots in the bottom right of the summary 
provides the option to delete a response or print the 
summary 

• Under the summary each question is displayed with a visual 
breakdown of the answers collected for each question 

 
• For each question a details section is available providing a 

breakdown of each end user who answered the question 
and their response 

 
B. Individual provides the breakdown of each individual end user’s 

response, with the answers provided by them 
 

C. Open in Excel provides a table of various columns of each end user 
who responded to the form such as name, answers, submit date and 
start date 
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