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Set up: Practice Files

Before diving into this course, it is important to add the
practice files to your Google Drive so you can complete
the hands-on exercises.

While there are a few lessons that cover collaborating
with Sheets, it is best for instructors and students to
each upload their own copies of the practice files. This
will ensure each person is able to follow along and
make edits to the files without editing someone else’s
work.

Objectives

Upload and Convert Practice Files

© 2019 CustomGuide, Inc.
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Upload and Convert Practice Files

Most of the practice files are saved as Microsoft Excel (.xIsx) files. This file format is simply a method for
distributing the content and not intended for use in this course. We'll need to convert the documents to

Google Sheets files for use in this course.

Update Google Drive File Conversion Settings

Click the Settings Icon in

n L Drive

Google Drive.
o Select Settings. Foonew
6 Click the Convert uploaded Priority
files to Google Docs editor P myore
format check box. 2, snarecwinme
. ® Recent
o Click Done. o
E Trash

The setting is updated so files
uploaded to Drive will now
automatically convert to Google’s
format.

Storage

0 bytes of 30 GB used
UPGRADE STORAGE

Tip: After the practice files are
uploaded, update this setting to turn

Q, Search Drive - o @ ﬁ
My Drive > She Settings B ®
Get Backup and Sync for Windows
Name

Files Keyboard shortcuts

LY
N

Customers Trips

off automatic conversion upon upload. |

Settings

General
Natifications
Manage Apps

Convert uploads

2.5 6B of 15 GB used

Upgrade storage
View itemns taking up storage

Convert uploaded files to Google Docs editor format

ége language settings

D Create, open and edit your recent Google Docs, Sheets, and Slides files on this
device while offline
Not recommended on public or shared computers. Learn more

Comfortable
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Create and Open a Practice Folder

Click the New button.
Select Folder.

Enter a name for the folder.
Click Create.

Double-click the new folder to
open it.

A Drive Q, Search Drive - @ @ i a
+ New 0 My Drive > Sheets ~ B O

Name
Folder Q

File upload ===

P H

Folder upload

Google Docs

Google Sheets

TR

0& M

Google Slides

R

More

0 bytes of 30 GB used
UPGRADE STORAGE

New folder x

[ Google Sheets Practice Files| ‘

CANCEL CREATE

© 2019 CustomGuide, Inc. 11



Upload Practice Files

0 Select all of the modules’
practice folders in File

Explorer.
e Click and drag the folders to
the zonein

your newly created Google
Drive folder.

The files are uploaded and converted
to Google’s format.

Note: Windows may create a
desktop.ini file in each of the module
folders that holds folder customization
information. These files aren’t
necessary for this course and can be
deleted or simply ignored.

L Drive Q_  search Drive -
I ¥ = | Practice x
Home Share View [2]
« « 4 ||« googles.. > Practice v ® | Search Practice r
~
N " Mame
s Quick access
01-sheets-fundamentals
<& Creative Cloud Files 02-cdit spreadshects
@ OneDrive - CustomGuide (e
04-formulas-and-functions
[ This PC 05-manage-sheets-and-data
B 30 Objects 06-insert-objects
[B Desktop 07-share-collabor d-convert
[& Documents
¥ Downloads
B Movies
b Music
=] Pictures
% Local Disk (C:)
= Google Drive File Stream (G:]
o [P G
Titems 7 items selected E

O ® u §
8 0

Neme
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Sheets Fundamentals

Google Sheets is a powerful spreadsheet application
that provides quick and accurate numerical calculations
and helps make data look sharp and professional. The Create Spreadsheets
uses for Sheets are limitless: businesses use Sheets for
creating financial reports; scientists use Sheets for
statistical analysis; and families use Sheets to help
manage their investment portfolios. File Management

Objectives

Open a Spreadsheet

Navigate Spreadsheets

This module will help you get started with Sheets. PrinigibreadsiQys

Learn how to create a new spreadsheet, navigate a Get Help
spreadsheet, and print your spreadsheets.

© 2019 CustomGuide, Inc. 13



Create Spreadsheets

Creating a new spreadsheet is one of the most basic commands you need to know in Google Sheets. You can
create a new, blank sheet or create a new sheet based on a variety of pre-designed templates.

Create a Spreadsheet

o Open a folder in Google Drive.
L Drive Q, Search Drive = ® @
e Click the New button.
I' New My Drive > Sheets ~
e Select Google Sheets.
X 3 Folder
A new, blank workbook is created, and
you can start entering data. (&) Fileupload -
5] Folder upload
B Google Docs >
Google Sheets >
Google Slides >
y ustomers Trips
ore >
0 bytes of 30 GB used
UPGRADE STORAGE
Name a Spreadsheet
o Click in the name field above a - o 3 6
the Spreadsheet H File Edit View Insert Format Data Tools Add-ons Help Lasteditwa.. =
o~ 0\ P O100% + S5 % 0 00 123 Calibri - 14 - B I & i ¢ H ~
e Type a new name, then press
Enter. : F ¢ g : :

The file is renamed.

+ = Sheet1 v [ +]
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Save and Close

Make sure that changes have
been automatically saved.

As long as you're connected to
the internet, Google Sheets will
automatically save your work.

Close the browser tab.

The spreadsheet is saved and will
appear the same once you reopen it.

My First Spreadsheet

pe a8 B share

File Edit View Insert Format Data Tools Addons Help Allchanges

~F T 00 - § % 0 00 123

Sheet1 -

calibri - 1 B I & i @ H

&
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Create a Spreadsheet from a Template

If you need help getting started with a common document, such as a budget, schedule, or calendar, you can
use one of Sheets’ templates instead of starting from scratch.

Click New.

Click the > next to Google
Sheets.

Select From a template.

The Template gallery appears,
with tabs that sort templates
into two groups. The first tab is
for templates you, or others in
your organization, have
submitted. The second tab is
for built-in templates.

Select a template gallery.

There are plenty of templates
available, organized into
categories.

Select a template.

A new spreadsheet is created using the
template, with its design elements and
placeholder data appearing.

L Drive Q_ Search Drive = ® @
My Drive » Sheets -
l— New
£5 Folder
a File upload .
[ Folder upload .I
B Google Docs >
Google Sheets
Blank spreadsheet
Google Slides
From a template eet Trips
More
= owrayy
0 bytes of 30 GB used
UPGRADE STORAGE

Template gallery

CustomGuide General

Personal

I =
To-do list Annual budget Monthly budget
v
[ | Ec=———
2019 Calendar 2018 Calendar Schedule
I
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Open a Spreadsheet

Opening a spreadsheet lets you use a spreadsheet that you or someone else has previously created and then
saved. This lesson explains how to open a saved spreadsheet.

Open a Spreadsheet from Google Drive

Navigate to the folder with the

spreadsheet you want to open. & Drive e M

My Drive > Sheets

e Double-click the spreadsheet. F o ew
L. Files
The spreadsheet opens in its own tab. Friorty
» My Drive

22, shared with me

@ Recent

Yy  Starred

E 1 Customers Trips

E Slorage

0 bytes of 30 GB used
UPGRADE STORAGE
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Open a Spreadsheet from Google Sheets

If you don't have a Google Drive tab open, you can browse for and open spreadsheets from within a Google

Sheets window.

Click File on the menu bar.
Select Open.

A dialog box opens, where you
have a few ways to find a
spreadsheet to open:

e Search for a file in the
search field.

e Browse through the folders
in your Google Drive.

o Click a tab to view your
Shared With Me, Starred, or
Recent files.

Navigate to or search for a
spreadsheet.

Trips L]

File
Share...
New 3
Open.. Ctrl+0
Import...
Make a copy...
Download as -

Email as attachment...

Version history -

Rename...
I Moveto.

@ Moveto trash

Publish to the web...

Email collaborators...

Document details..
Spreadshest setfings...

& Print Cirl+P

Insert Format Data Tools Add-ons Help Lasteditwa..

YY)
v e A

09 123+ | calibn | s B IS A & @
[ o E ‘ F [ [
February March Total
2 5] 8
2 5 8
2 5 8
2 5 8
2 5 8
10 25 40
[+ I

Open a file

My Drive Shared with Me

Starred

Recent

Upload

Slides

B Classroom

Files

Cancel
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o Double-click the spreadsheet
you want to open.

The spreadsheet opens in Google Open afile
Sheets.

My Drive Shared with Me Starred

Spreadsheets x

Trips

=l -
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Navigate Spreadsheets

A Google Sheets spreadsheet can have up to 5 million cells; fortunately, very few need to be this big, but
knowing how to navigate through a spreadsheet is another critical Sheets topic you’ll need to know before
you can master Sheets. This lesson explains the most common ways to navigate a Sheets spreadsheet.

Select a Cell
o Select a single cell by using:

e The Mouse: Click any cell
with the cross pointer.

o The Keyboard: Move the
cell pointer using your
keyboard’s arrow keys.

To help you know where you arein a
spreadsheet, Sheets displays row
headings, identified by numbers, on
the left side of the worksheet, and
column headings, identified by letters,
at the top of the spreadsheet. Each cell
in a spreadsheet has its own cell
address made from its column letter
and row number—such as cell A1, A2,
B1, B2, etc.

i | Trip January

¢ |Tokyo

03-navigate-spreadsheets

File Edit View Insert Format Data Tools Add-ons Help

- E T 00k -
5

% 0 00 123+

Trips this Year

February
Boston
London
New York

Paris

G e e e e e

Total

+ = Summary - Custome

MMM MR

10

K
. @ ~

Total

w v ow o
00 00 00 00 00

25 40
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Navigate Between Cells and Pages

Sheets has several shortcuts that make it fast to get around your spreadsheets; they’re included in this

table:

{ or Enter

T or Shift + Enter
— or Tab

<« or Shift + Tab
Home

Ctrl + Home

Ctrl + End

Page Up

Page Down

Ctrl+ G

Down one row and/or confirm cell changes
Up one row

Right one column and/or confirm cell changes
Left one column

To column A in the current row

To the first cell (A1) in the worksheet

To the last cell with data in the worksheet

Up one screen

Down one screen

Opens the Find dialog box where you can search
for specific data

Note: Use the vertical and horizontal scroll bars to scroll up/down or left/right.

© 2019 CustomGuide, Inc.
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Navigate Between Sheets

Click the sheet you want to )
. & 03-navigate-spreadsheets ~ B ‘j
View. File Edit View Insert Format Data Tools Add-ons Help Lasteditwa
o F T 00% - § % 0 00 123-  Calibri -l - B I SA SH A~
5
A E c D £ £ 8
Trips this Year
s |Trip January February March Total
4 |Boston 1 2 5. g
London 1 2 5 8
6 New York 1 2 5 8
7 |Paris 1 2 5 8
& |Tokyo 1 2 5 8
9 Total 5 10 25 40
10
15
+ E Summary ~ Customers - 5
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File Management

As you work with Google Sheets, at some point you will need to do some file management to keep your

spreadsheets organized.

Normally you manage your spreadsheets in Google Drive, but you can also do some basic file management

inside Sheets.

Rename a Spreadsheet

o Click the file name near the top
of the screen.

e Edit the spreadsheet name.

o Press

Even if you change a spreadsheet's
name, its URL stays the same, so
anyone you might have shared the
spreadsheet with won't lose their
access to it.

Renamed Spreadsheet]| |in s -
P . - o
Wew Insert Format Data Tools Add-ons Help ast edit wa
e - =] ~

File Edit

-

Trips this Year

Trip

Boston
London
New York

Paris

Tokyo

January

Total

Summary -

G e e e e e

Sheet:

% 0 09 123~

February

Calibri

MMM NN

10

4 « B I S A%

March Total

[RGB}
0 00 00 00 00

25 40
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Star a Spreadsheet

If you're working with a lot of spreadsheets, you can mark some spreadsheets as more important than

others.

Click the star icon next to the
spreadsheet name.

Tip: To remove a star, just click
the star again.

The spreadsheet is marked with a star.

Renamed Spreadsheet

File Edit View Insert Formd

Trips this Year

Trip January
Boston
London
New York
Paris
Tokyo
Total

+ = Summary ~

[F R

-

Data Tools Add-ons Help Lasteditwa

00 123«
=

February

Calibri -

March

(RN NRNEN R N]

10

14

[ I I, B

- B

Total

el a B share

W 0 W 00 o

40

&
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Copy a Spreadsheet

If you want to use some of the content from an existing spreadsheet to create a new spreadsheet, you can
create a copy.

0 Click File on the menu bar.
e Select Make a Copy.

Renam preadsheet e E a
File Insert Format Data Tools Add-ons Help Lasteditwa..

- Share... _ 0o 123+ | calibri | 1a 'l B IS A & ®@::-
. = 9§
The Copy Document dialog New . _ T N
appears. © e open. clso
z Import...
e Enter a Name for the copied # ke copy. Februsry  March Total
dsheet . : > 2
5 p rea * 5 |la Dewnload as - 2 5 8
. . 5 | Ne ; 2 5 3
o (Optional) Specify the Folder S| ool ssatiechment.. ) . .
Version history -
where you want to save the = T fl 2 5 8
. g 10 25 40
copied spreadsheet. = Rename... q
- I Moveto..
o CIICk OK. 12 @ Movetotrash
:: Publish to the web...
Google creates and displays the copied | .. Email collaborators. . I
16
SpreadSheet = 1 Document details..
_i Spreadsheet settings...
* & print curl+p [+] <

Copy document

Name

I Copied Spreadshest

Folder

B shests

[ share it with the same people
[ copy comments
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Move a Spreadsheet

You can also move a spreadsheet to a new folder in Google Drive.

Click File on the menu bar.
Select Move to.
Navigate to the desired folder.

Click Move here.

Tip: You can also move
spreadsheets by clicking the
folder icon next to the file
name.

The spreadsheet is moved to a new
location.

Copied Spreadsheet

[ Y

~ B BEEED

File w Insert Format Data Tools Addons Help Lasteditwa.. ‘j
- Share... . 09 123+ | Calibri - 112 < B I S A & H A
New " ) E F 8
T Open.. Ctrl+0
Import...
3
Tr Make 2 copy... February March Total
4 |Bc 2 5 8
> |lo Download as - 2 5 8
6
i Email as attachment... 2 9 4
7 |Pa 2 5 8
Version history >
: |To 2 5 8
9 10 25 40
Rename...
0 I Move to.
12 @ Movetotrash
13
P Publish to the web...
15 Email collaborators. .
16
17 Document details..
Spreadshest settings
+ & Print Ctrl+P ¢
Copied Spreadsheet 3
% ~ & 6
File Edit View Insert Formaj== = g
= i %] x
- o w P 100% + 5 % My Drive I 5 A & H ~
B Classroom
£ ‘ B Docs F N
1 Trips this Year .
B Files
2 | Trip January I Forms al
Boston 1| B Shests 8
5 |London 1 8
5 New York 1'4 Siides 8
¢ |Tokyo 1 8
2 Total 5 10 25 40
10
-
12
13
14
15
16
-
+ = Summary ~ ¢
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Delete a Spreadsheet

Finally, you can delete a spreadsheet if you no longer need it.

0 Click File on the menu bar.
e Select Move to trash.

Google deletes the spreadsheet and
moves it to the Trash in Google Drive.

~ B BEEES

File - 2w Insert Format Data Tools Add-ons Help Lasteditwa
4

Copied Spreadsheet
L Share...
New *
T Tr Open.. ctrl+0
Import...
3
Tq Make & copy...
Bc
Lo Download as -
Ne¢ ;
Email as attachment...
Pa
Version history -
g To
9
Rename...
10
R I Move to.
12 W Moveto trash
-
13
p Publish to the web...
13 Email collaborators
16
- Document details..
Spreadshest settings
* & Pt cri+P

.00 123+«
et

February

Calibri

[N NS N

-l 14 BT S5 A &H

March Total

(G N I T
W o o 0 o

&
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Print Spreadsheets

Once you've created a spreadsheet, and your computer is connected to a printer, you can print a copy.
Before you do this, it’s a good idea to preview how it’s going to look.

Print a Spreadsheet

Click File.
Select Print.

The Print screen shows a
preview of the file and some
printing options.

Specify any print settings:

e Print (What to print)
e Page Orientation
e Scale

e Headers & Footers

Click Next.

05-print-spreadsheets &
p P ~ 8 ‘J
File - sw Insert Format Data Tools Add-ons Help Allchanges.
- - Share... _ 00 123~ Calibri -l 14 ~ B I 5 A& H ~
- —
New -
] 3 3
™ Open.. ctrl+0
Import...
:Tr Make a copy... February March Total
Bc 2 5 8
Lo Download as 2 5 8
N¢ Email as attachment... 2 5 8
Fe Version history » 2 5 8
8 |To 2 5 8
¢ Rename.. 10 25 40
10
- I Moveto..
- W Move to trash
S Publish to the web...
15 Email collaborators...
16
- Document details..
Spreadsheet settings
+ & Print cue A [+] ¢

Print settings Total: 1 page

Print 4
Current sheet -
Tries this ear
Trip. January sy March Tatal raper aize
Bosion 1 5 u Letter (8.5"x 11%) -
Loredon pi s F
Hews b s F
Fars b s i Page crientatio
Teie. 1 5 8 -
ol s w s an (@ Landscape Portrait
Fit to width -
/ Normal -
SET CUSTOM PAGE BREAKS
Formatting v
Headers & footers ~
Page numbers
O workbook title
[ sheetname
[1_curreptdate
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e Specify any additional printing |
options: o ° e

Total: 1 sheet of paper

e Destination | P =
e Pages 1 .
) Destination ¢ Brother MFC-J470D' ~
3
e Copies 4
| Pages All -
0 Click Print. :
- Copies 1
. . §
The spreadsheet is sent to the printer. 4 color Black and white -
More settings v

Print using system dialog... (Ctrl+Shift+P) [
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Get Help

The Help feature can answer questions and offer tips to help you get the most out of Google Sheets’ tools.

Search for a Command

Google Sheets has a lot of commands—so many that it can sometimes be challenging to remember where
they all are. Fortunately, you can easily search the menus to find commands.

Click Help on the menu bar.

Type the command you're
looking for in the Search the
menus field.

Commands related to your
search, from all the different
menus, are grouped here.

Click the desired command.

o - o O 6
File Edit View Insert Format Data Tools b Help Allchanges
B R - 100% ~ & % 0 00 123~ | Calibri arch the menus (Ah, H A
B c Sheets H 5
1| Trips this Year Training
Updates
i Trip January February M;
Boston 1 2 Report a problem
London 1 2 Report abuse/copyright
New York 1 2
Paris 1 2 Function list
¢ | Tok 1 2
orye B Keyboard shortcuts @ Cirl+,
9 Total 5 10
15
16
+ = Summary ~ <
Y- X
File Edit View Inseri Format Data Tools Add-ons Help Allchanges
e P W0% - 5 % 0 00 123v | Calibri H ~
B Bold Ctrl+B
1 Trips this Year X Clear formatting Crl+
Updates
i | Trip January February M
Boston 1 2 Report a problem
London 1 2 Report abuse/copyright
New York 1 2
Paris 1 2 Function list
8
Tokyo ! 2 3 Keyboard shortcuts @ Ctrl+/
9 Total 5 10
10
15
16
+ = Summary ~ <
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Search for Help Topics

When you don’t know how to do something in Sheets, look up your question in the Sheets Help files. The

Sheets Help articles can answer your questions, offer tips, and provide help for all of Google Sheets’

features.

Click Help on the menu bar.

Select Sheets Help.

The help topic is displayed.

Type a keyword in the Search
Help field.

Press Enter.

Select the desired help topic.

06-get-help

File Edit View Insert Format Data Tools Addons Help ‘_Igﬁ.

100% - § % 0
-

-~ T

A 8

Trips this Year

Trip January
Boston
London
New York
Paris
Tokyo
Total

+
[}

Summary ~

09 123> | Calibri Search the menus (Alt+/)

Sheets Help

(2

February %A

Training

Updates

Report a problem

Report abuse/copyright

Function list

[N N SN

& Keyboard shortcuts @ Cirl+/

[

=T -X
=]

A~

06-get-help
E File Edit View Insert Fo

- & T

&

Trips this Year

Trip January
Boston
London
New York
Paris &
Tokyo
Total
+ = Summary ~

100% - S

I Search results

=| Add & edit a chart or graph - Computer

=] Add data labels or notes to a chart -
Computer

=] Bar charts

O ® ® 00 0 o

=] Edit your chart's axes - Computer

=] Line charts

BROWSE ALL ARTICLES &}

VISIT HELP FORUM [

A  Sendfeedback
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