“Getting to Know You” - A Quick “Icing Breaker” Form

Using Forms is a great way to get to know your team members and their recognition
preferences.

We have created a template that should be duplicated before being shared within
your division. For IU supervisors, your HR Business partner can share the template
with you and for IUHP supervisors, your Service Line Administrator will share the

template with you.

Here are instructions for duplicating the form and an example of what it will look
like.



Microsoft Forms Instructions

For End User (Supervisor)

Via email, you will receive a link to a Microsoft Forms survey. Click the link to

open.

You will see a “Duplicate it” button at the top of your page, select that button.

e >

S
hﬂ Duplicate this form to use as your own.

Your page will refresh, and you will be in Edit Mode for the Form.
o Please do not make any changes.

o The Formis already set up to send you an email when someone

responds.

To send the form to your team, go to the upper right-hand corner and select Collect
Responses. On the box that opens, leave as “Anyone can respond” and then select

Copy link. Then paste the link into an email to your team.

Send and collect responses

Anyone can respond >
Anonymous response, doesn’t require sign-ig

O Only people in Indiana University can respond

O Specific people in Indiana University can respond
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Responders will see the form like this.



e As your team responds, you will get an email.

[External] New response for Getting to Know You... A Quick "Ice Breaker” (Copy)

E<
Microsoft Forms <maccount@microsoft.com> 3 Reply | € ReplyAll | = Fo
To Miller, Leslie A.

(&) f there are prablems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures, To help protect your privacy, Outlaok prevented automatic download of some pictures in this message.

‘This message was sent from a non-IU address. Please exercise caution when clicking links or opening attachments from external sources.

[

Getting to Know You... A Quick "Ice
Breaker" (Copy)

Hi, Miller, Leslie A..

You received one new response from Anonymous Submi esults of
your form.

e To navigate to the responses outside of email
o U employees: go to Microsoft 365 within One.lU and select to Forms
o IUH employees: go to My IUHealth Team Portal and navigate to Outlook Web
Access
o Go to forms.office.com and log in with your main email

¢ Onthe main Forms site, you will see all the Forms that you own. Open up the Getting
to Know You one. In the upper left hand corner, you will see “Responses.”
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e Under responses you can navigate through each response individually or
download an excel file that lists each survey’s responses in its own row.

e Navigating to the Forms site will also allow you to copy the link again to
send to new team members or to get refreshed answers.
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'Success is best when it's shared." - Howard Schultz

* Required



1. Preferred Name *

2. Preferred Pronouns

3. Birthday (month/day only)

4. Favorite Snack or Candy



5. Favorite Non-Alcoholic Beverage

6. What is your favorite thing to do outside of work?

7. What is a fun fact about yourself that may surprise someone?

8. Add anything else you would like us to know



10.

11.

. Please rank "verbal among peers" as your preferred method of recognition. 1 being most, 3

being least. *

Please rank "handwritten notes" as your preferred method of recognition. 1 being most, 3
being least *

Please rank "group emails" as your preferred method of recognition. 1 being most, 3 being
least. *

This content is neither created nor endorsed by Microsoft. The data you submit will be sent to the form owner.

@ Microsoft Forms



