
Google Drive -- when viewing form results in a spreasheet 
Add-ons → AutoCrat (​if it is not there click get Add-ons​ ) -->Open (​Update if applicable​ ) 
 
****NOTE**** all column headings of the spreadsheet have to be different in order for the 
AutoCrat to work properly 
 

 
 
Click the pencil to edit and run through the merge setup. 
 

 



 
 
The template is another document in the same folder -- each column of the spreadsheet is a 
merge field, indicated by << >> 

 
 
 
 



 
 
Make sure the fields match up between the template and the spreadsheet. Duplicated column 
headings will not show up in the mapping as options for the merge field. If this happens, X out of 
the autocrat, rename the column headings and start the autocrat editing process over again.  
 

 
 
Name the PDF file on output 
Multiple Documents will make each submission it’s own PDF. 
Single Document will merge all results into multiple pages in the same PDF file. 



 
 

 
 
Set location where PDFs are going to be saved 

 
Since step 6 is option skip to next 



 
You may not have any conditions for step 7 

 

 
Step 8 is where you set the email address of the person the form should go to as well as the 
subject line and text of the email.  
 



Step 9 lets you determine when to run the merge.  
 
SAVE the autocrat and run it manually once 

 


