
 

 

COACH TRIP GOOGLE FORM TUTORIAL 

 

Access the  REG SEASON TRIP SIGN UP FORM TEMPLATE .  

 
1. MAKE A COPY OF FORM.   Don’t edit the template as others will need to 

access it. 

  

https://docs.google.com/forms/d/1IoO2PYvsTUxPL7scD69LPUlXTHef8FrhEjKblVvQvkI/edit


 

 

2. Rename Form . 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

 

3. Check Cri�cal Form Se�ngs. 

 

 

 

 



 

 

 

4. Check sharing se�ngs : 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

5. Customizing Form Basics: 
You shouldn’t have to change anything on the form other than entering your trips . 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Make sure each trip is mapped to the correct sec�on.  IMPORTANT, OR THE FORM WON’T FLOW 
CORRECTLY.  

i. Van & Lodging Sign Up (Winter Park, Steamboat, Aspen) 
ii. Van Sign Up (Copper, ABasin, Loveland) 

iii. Flight/Housing Sign Up (Lutsen, LaCrosse, etc) 
To add a ques�on: 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 



 

Ques�on Types: 
iv. Short answer:  your answer will be any short text, numerical or 

alphabe�cal. (names, phone numbers, email addresses, etc) 
v. Paragraph: used for longer text answers (ques�ons, comments, special 

requests) 
vi. Mul�ple choice:  used for ques�ons where people select ONE answer 

from a list (yes/no ques�ons, transporta�on op�ons) 
vii. Checkboxes: used for ques�ons where people can select MULTIPLE 

answers from a list (van ride days, legal compliance ques�ons) 
viii. Dropdown: used for ques�ons where people select ONE answer from a 

list that’s probably too long to be a mul�ple choice ques�on.  (trip 
selec�on) 

ix. File upload: I don’t ever use this, but can be helpful for people to upload 
waivers or other important travel documents. 

x. Linear scale, mul�ple choice grid, checkbox grid: I haven’t found a useful 
applica�on for these ques�ons. 

xi. Date: to enter dates.  This is more beneficial than the “short answer” 
ques�on type so you can ensure all dates are entered in the same format. 
Useful for data sor�ng. 

xii. Time: to enter �me in the correct format.  (plane arrival/departure �mes) 
 
 

6. TEST YOUR FORM BEFORE YOU SEND IT OUT! 

 

 

 

 

  



 

 

 

7. Entering Link in Team Calendar 
 

MAKE SURE YOU SEND OUT LINK FROM LIVE FORM.  If you send out the link from where you 
were editing the form, parents won’t be able to do anything if you have your sharing settings 
correct.  
 
Access your calendar: 

 

 

 

 

 

 

  

 

 

Click on event to edit trip details 

 

 

 

 

 

 

 

 



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 8.  Viewing Form Responses 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 9.  Sor�ng data for each trip: 3 methods: 
 
First, highlight all data by clicking on top le� empty square. 

 

 

Method 1:  SORT  

 

 

 

 

 

 

 



Method 2:  FILTER 

 

 

 



Method 3:  PIVOT TABLE   (advanced, but HIGHLY more useful than other two methods) 

 

 

 

Blank Pivot Table 

 

 
 



 
 
 

 

 

 



 



 11. Trip Wrap Up 

 

TO GET RID OF A LOT OF FRUSTRATIONS AND PARENTS’ QUESTIONS, TRIP WRAP UP SHOULD OCCUR 
IMMEDIATELY AFTER THE TRIP.   The longer you wait, the more likely it is to make a mistake on athlete 
a�endance.  And parents forget what their child did the longer you wait also.  

1) Create a separate tab for your trip in your form response google sheet . 

 

 

2) Label the sheet appropriately 

 

 

 

 



 

 

3) Copy athletes who signed up for the trip and paste onto trip tab. 
a) Create filter view for the trip 

b) Highlight athlete names 

 



c) Copy names to individual trip tab. 

 

 

d) Record a�endance in the appropriate columns.  If there are some athletes who 
didn’t stay the whole �me, indicate who stayed which nights or record any other 
differences in charges. 

 

 

 



e) Record all trip expenses.   IT IS ESPECIALLY IMPORTANT TO INDICATE ANY 

EXPENSES THAT AREN’T ON OUR CORPORATE CARDS.    We need to know what 
expenses are outstanding to know how much to bill out. 

 

 

 

 


