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==l Google Sheets: Spreadsheet basics

To view all of your Google sheets, or to create a new spreadsheet, visit docs.google.com/spreadsheets.

Create a spreadsheet

From the Google Sheets home screen, click the Create new spreadsheet button in the lower right corner of
your screen.

Create new spreadsheat

Or, from Google Drive, click the New button and select Google Sheets..
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Click Untitled spreadsheet to name your spreadsheet. (You can rename your spreadsheet at any time by
clicking the title.)

Format data in your spreadsheet

To enter text or data in your spreadsheet, just click a cell and start typing. By default, data is entered in
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“Normal” format, which means no special formats are used—what you type is what you get.

Use the menus and toolbar to format the selected cells in your spreadsheet.
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You can format your data as currency, percentages, dates, times, plain text (where numbers are treated as

text instead of numerical values to be interpreted), or other formatting options:

Marrmal
1,000 Rounded

i
1,000.12 2 Decimals
Custom Decimals...
(1,000} Financial rounded
{(1,000.12) Financial
1.01E+03 Scientific
$1,000 Currancy
$1,000.12 Currency
More currencies >
10%a Parcent rounded
10.12% Percent
9/26/2008 Date
15:59:00 Time
9/26/2008 15:59:00 Date time
24:01:00 Hours
More formats 8

[ Plain text @

Work with rows, columns, and sheets

The building blocks of a spreadsheet are rows and columns of cells filled with data. Each grid of rows and
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columns is an individual sheet.

Add a row or column

1. Select any cell that should be next to the new row or column.
2. Onthe menu bar, click Insert and then choose where to add your row or column.

Insert Format Data

Row above
Row below

Column left
Column right &

Tip: To add multiple rows or columns at one time, first select the number of rows or columns you want
to add. The Insert menu will then give you the option to add that many rows or columns. For example, if
you select a block of 2 columns by 3 rows, the Insert menu shows these options:

Insert Format Data Tools Help All changes save
Fow above we A .M .-
Row below
3 Rows above D
3 Rows below Due Date
Column right

g 41912012
2 Columns left
team i.-'ElI]fEME_

2 Columns right
{ID aul 51572012

Delete a row or column

1. Select one or more cells in the row or column you want to delete. If you select multiple cells, you can
delete multiple rows or columns at a time.

2. Onthe menu bar, click Edit and then choose which rows or columns to delete. For example, if you
selected rows 4, 5, and 6 in column C, you'll see these options:
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Edit Wiew Inset Format Data Tools Help All

v Undo o7 -l10 - B
=~ Redo gy
x Cut gy c
. Owner
[/ Copy 8C
|_‘|j| Paste .
Julian
Paste special -
Alyssa
EI Web clipboard g Vandana and team
Find and replace... % <H Shiane and Paul

Sharon

Delete values
Delete rows 4 - 6 @

Delete column C

If you only want to delete the data in the cells (but still keep all the existing rows and
columns), select Delete values.

Move a row or column

You can use Copy and Paste (on the Edit or right-click) menu to move cells, but here's a quicker way:

1. Select the cell or block of cells that you want to move.
2. Move your cursor to the edge of the selected cells, until you see the cursor change into a hand:

A B
1 $590.37| 33%

2 $304.13 17%

3 5268 35 15%

4 §143 12 8%

5 $35. 78 2%

6 5447 25 25%

7

& $1.789.00 100%

k]

10 7 "
11

3. Hold down the mouse button and drag the cells to their new location.

11/27/2013 DN:GA-GDSB_103.01



Google Apps for Work

Tw £590.37
A B c

1 $590.37 33%
2 5304 13 17%
3 $26835 %% _________ |
4 $143.12y 8% i
5 535.?'8: 2% :
6 447 .25, 25% |
T | I
& s17800 100% |
9 . !
10 | L I

| |
11 | i
12 ' [
s | 1 |- S
14

4. Release the mouse button to drop the cells in their new location.

Keep header rows and columns in place

Your first rows or columns might be headers that you want to always keep at the top or left as you scroll
through your spreadsheet. In that case, you'll want to freeze the first rows and columns so they stay put. You
can freeze up to 10 rows and 5 columns.

Just click View > Freeze rows (or View > Freeze columns), and then select the number of rows to freeze.

In the example below, the top 2 rows are frozen. You can tell by the thicker line beneath Row 2:

A B c D E F
1 Area * Milestone Owner Due Date Status Notes
F
3 Send tiering proposal
Support policy to management Julian 41612012 Complete Approved
4 Assign specialists for
Support each area Alyssa 4/9/2012 Complete
5 Help content final
Documentation review Vandana 4/20/2012 In progress
& Need to identify
Training Finalize cumiculum  Shiane and Paul 61512012 Mot started additional trainer
7 Estimate support
Support impact Sharon 4/13/2012 Complete
&

You can also drag and drop the blue line sections to quickly change the number of frozen
= rows or columns.
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Once frozen, your headers will stay in place as you move about your spreadsheet, and they won't be sorted if
you sort a column.

Add a new sheet

You might have multiple spreadsheets for a given project. For example, a travel company planning a tour might
create separate spreadsheets for tour dates, customers, transportation, hotels, excursions, and so on.

Instead of creating multiple spreadsheets, you can add sheets to an existing one and jump back and forth
between the related sheets, similar to how you might use tabs in a browser to jump between different web
sites.

To add a new sheet:
1. Click the plus sign at the bottom left of your spreadsheet:

19
20

Add Sheet

+ = Sheet! -

2. By default, sheets are named Sheet1, Sheet2, Sheet3 and so on, so you'll probably want to rename the
new sheet. Select the tab for the new sheet, click the drop-down arrow, and select Rename:

Deleta
Duplicate

Copy to

Rename... {b

Frotect sheet

Hide sheet

Move |eft

Sheeth -

The quickest way to re-order sheets is to drag and drop the tabs.

Get started with functions

Functions make calculations easy and automatic. Access functions from the summation sign on the Edit toolbar
(alternatively, click Insert > Functions from the menu toolbar). You'll have immediate access to some of the
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most common formulas like Sum and Average. To learn about these functions, plus all the additional formulas
that you can use, click More functions.

= I
SUM
AVERAGE
COUNT
MAX
MIN

More functions {B’

To use the data from other cells in your functions, refer to the cells by column number followed by row number
(A6, C2, and so on). For example, here’s how to use the SUM function to add the cells directly above it:

1. Select the cell to contain the sum.
2. Click the function button (the summation sign) and select SUM.
3. The SUM function is inserted in the cell:

23

87

132

54
=sum()

4. Select the range of cells you want to add. The cell range (D2 to D5 in this example) is added to your
SUM function:

D
F""' 23]
| 87,
: 132!
L — §4J
[=sump2.05) |

5. Press Enter or Tab to see your result:
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23
87
132
54

296

Share and collaborate

Take advantage of the collaborative features of Google Sheets by sharing your spreadsheet with others.
Multiple people will be able to edit the same spreadsheet at the same time—you'll always have the most
up-to-date version at your fingertips.

To get started sharing a spreadsheet, click the Share button at the top right of the page. See Sharing and
Collaboration to learn more about sharing settings.

Collaborating in Sheets is slightly different than in Docs: only one person can edit a cell at any given time, and
comments are stored with individual cells.

Collaborate with joint edits

A cell that you've selected is outlined in blue, but when someone else is editing your spreadsheet, a cell
they've selected has a different color border. If you want to see who has selected a cell, just move your mouse
there:

c D E F
Owner Due Date Status Notes
Julian 4/6/2012 Complete Approved
Alyssa 4/9/2012] Complete
Vandana and team 4/20/2012 In progress [:3

Meed to identify

Shiane and Paul 51572012 Mot started additional trainer
Sharon 4/13/2012 Complete

With Google Sheets, you don't have to worry about overriding edits made by someone else. A cell will be
greyed out while it's being modified by someone else:


http://goo.gl/rLAKb
http://goo.gl/rLAKb

Help content final review | Vandana and team

Finalize curriculum

Estimate support impact

Shiane and Paul

=haron

If you try to edit a greyed out cell, your changes won't stick.

Collaborate with comments

If you can edit a spreadsheet, you can add comments to individual cells:

1. Select the cell you want to comment on.
2. Click Insert > Comment (or use the right-click menu).
3.
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Type your comment. It will automatically be “signed” with your name and date:

m Cassy Smith

Cancel

Meed to identify
additional trainer

4. Click into another cell. You'll see that the cell you commented on now has an orange triangle in the

upper-right corner to indicate comments:

MNeed to identify D

additional trainer

5. To see comments, just hover over the cell:

m Cassy Smith
6:21 PM Today

Murthy might be available

Show less

Alice Abernathy
-

6:23 FM Today

| checked with Murthy, and he's

not available.

Meed to identify
\additional trainer

6. If you want to modify your comment, click the cell and select Edit or Delete. To reply to someone’s
comment, just type your response in the Reply to this comment field that shows up when you click
the cell. When you're done with comments for a cell and want to remove them, click the cell and select

Resolve to remove the thread of comments.
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E Cassy Smith Reso

6:21 PM Today
- Murthy might be available

- Show less

- Edit Delete

Meed to identify

M | g ¥
hj additional trainer
Mark as resolved and hide discussinn|
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