How to Create a Google Sheets

G Suite Learning Center Instructions (start fresh or switch from Microsoft Excel):

1.  Loginto your google account at the top right corner of
google.com
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3. Select the "Sheets” icon. If you do not see this icon select “more™ B} B
ot the bottom (hext to red arrow) until you find it. 1 Goups  Contacts
*This “more” section may look different than what you're used to :
seeing: scroll all the way down until you get to the “See all products” ‘ More
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the Sheets icon.
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have never used Google Sheets on this google account you will have aon option
L) ~F
to take a tour. Sheets

Welcome to Google Sheets

Quickly create new spreadsheets and open existing ones.
Share with others to edit together.

TAKE A TOUR

Get the mobile apps



https://gsuite.google.com/learning-center/products/sheets/
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5.  Ifyou have used Google Sheets before you will see a screen like this.
= Google Sheets Q  search

Start a new spreadsheet TEMPLATE GALLERY

_|_

Attendance 2017 Calendar

Today Owned by anyone ~ Last modified - AZ I [ ]

At this point you have several choices: you may...
- select a blonk sheet to work with

select a template (select the arrows next to “Template TEMPLATE GALLERY [ :
Gallery™)

Import or convert old spreadsheets to Sheets

access recent Sheets

6. Once you select the template you are interested in using, you will ke able to edit it to fit your
needs.

Template gallery

GENERAL CONNECTING WATERS CHARTE...

Education

Grade book

To-do list Monthly budget 2017 Calendar 2016 Calendar

7.  To create a new spreadsheet from either sheets homepage or Google Drive:

From the Sheets homepage: Click Create new spreadsheet ° From Google Drive: Click New > Google Sheets.

L Drive
Create new spreadsheet “

Google Sheets
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8. Toimport and convert an existing spreadsheet that you've already made using Excel (or
another progrom):

Import and convert old spreadsheets to

Sheets

If you have an existing spreadsheet you created in another program, you
can easily import and convert it to Sheets.

1. Go to Drive.

2. Click New = File Upload.

3. Choose the existing spreadsheet from your computer to add it to
Drive. Supported files include .xIs, xlsx, xlt, .ods, .csv, tsv, txt, and
tab.

4. In Drive, right-click the spreadsheet you want to convert.

()]

. Select Open with and choose Google Sheets.

Converting your spreadsheet from another program creates a copy of your
original file in the Sheets format. You can then edit it in your browser like
any other Sheet.

| Openwith » [E] Google Sheets

9. Once you have your spreadsheet open, you can add content to change the look and feel of
your Sheet. Remember: Sheets automatically saves every change you make!
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Enter and edit your data

o Rename your spreadsheet: Click Untitled spreadsheet and type a
new name.

o Enter text or data: Just click a cell and start typing.
o Insert more items: Click the Insert menu to add notes, functions,

charts, images, drawings, and more.

To see which functions are available, see the Google spreadsheets
function list.

€) Untitled spreadsheet

o Insert

Row above
Row below

Column left
Column right

o I:l New sheet

Toke the time to familiarize yourself with all of the tools. Keep in

mind that there is sometimes an arrow on the right-hand side

with more tool options (the size of your slide window may

shorten your tool list).

Add rows, columns, and cells:

1. Select the row, column, or cell near where you want to add your

new entry.

2. Right-click the highlighted row, column, or cell ? Insert ” choose

where to insert the new entry.

Delete, clear, or hide rows and columns: Right-click the row number or

column letter Delete, Clear, or Hide.

Delete cells: Select the cells and right-click ” Delete cells ? Shift left or Shift

up.

Move rows or columns: Select the row number or column letter and drag it

to a new location.
Move cells:

1. Select the cells.

2. Point your cursor to the top of the selected cells until a hand

appears.
3. Drag the cells to a new location.

S

E T S R Ry

(=]

‘B Comment
MNote
X Function

[lu] Chart...

[aa] Image...
e Link...

B Form...

EY Drawing...

Insert

Row above
Row below

Column left

|:l Column right
ALy

Delete column

Hide column

Freeze header rows and columns: Keep a row or column in the same place

as you scroll through your spreadsheet. On the menu bar, click View ” Freeze and choose an option.

You can also add more rows by
scrolling to the bottom of your sheet.
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10. Advanced options - Sheets Tips

One helpful feature of Sheets is the “SUM” function. This allows you to add up numbers in rows
or columns. You can change for format of your numbker under the “Format” menu heading.

File Edit View Insert Format Data Tools Add-ons Help Al changes saved in Drive

et P
’ Font size . Plain text
A B -
Cost B Bold Ciri+B Number
7 ltalic Cirl+! Percent
U Underline Ctri+U Scientific
5 Strikethrough Alt+Shift+5 Financia

Align ’_—
Merge cells Currency (roundec
Text wrapping - o

Conditional formatting...

Alternating colors...

T Clear formatting Cirl+\
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SUM

AVERAGE
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3. Select the "Functions”

5.07
1. Enter your values.
A B E F G

1 Cost $5.07 icon and click on "SUM™ COUNT
2 56.00

2. Select all values you want to total/SUM by MAX
2 54.55 clicking, holding and dragging curser down.
4 522.89 MIN
5
6
T

TOTAL
More functions...

Once you select SUM, you will see the Sheet perform a “function”, indicating this in the “fx” section
above your rows, as well as below the values being added. Simply click “ENTER” or “RETURN" on
your computer keyboard and the addition will be done for you!

S L =suM( ) fi

, A B A B
1 Cost $5.07 1 Cost 5607
2 $6.00 — $6.00
: cocs 6455
4 $38.51 % 55 gq 4 $22 89
5 TOTAL [=5UM( )] | 5 TOTAL 38 51



https://gsuite.google.com/learning-center/tips/sheets/
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11. You can share your document with others if
needed. Enter the email addresses or Google
Groups you want to share with.

12. Once complete, you can:

1
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Print your spreadsheet

Moke a copy in Sheets
Email a copy as an attachment

Untitled spreadsheet

File | Edit WView Insert Format Data

Share..

Mew >

Open... Cirl+0

Fename..
Make a copy...

Impaort...

Spreadsheet setlings. .

Download versions in other formats

Tools

rial

Download as -

Fublish to the web_..

Ctrl+P

Share with others

Add-ons  Help

# Can edit ~

v’ Can edit
Can comment

Can view


https://gsuite.google.com/learning-center/products/sheets/get-started/#section-4-1
https://gsuite.google.com/learning-center/products/sheets/get-started/#section-4-4
https://gsuite.google.com/learning-center/products/sheets/get-started/#section-4-3
https://gsuite.google.com/learning-center/products/sheets/get-started/#section-4-2

