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What is Google Sheets

With Google Sheets, you can create and edit spreadsheets directly
in your web browser. The most common reasons to use
spreadsheets is to store and organize data, like lists, payroll and
accounting information. Since Sheets is a Google product (service)
it's best to use it on Chrome.

A spreadsheet is a file that consists of cells in rows and columns
and can help arrange, calculate and sort data. Data in a
spreadsheet can be numeric values, as well as text, formulas,

references and functions.

e It's a web-based spreadsheet that you can use
anywhere—no more forgetting your spreadsheet files at
home.

e It works from any device, with mobile apps for iOS and
Android along with its web-based core app.

e Google Sheets is free, and it's bundled with Google Drive,
Docs, and Slides to share files, documents, and presentations
online.

e It's online, so you can gather data with your spreadsheet
automatically and do almost anything you want, even when
your spreadsheet isn't open.


https://www.perfectxl.com/excel-glossary/what-is-formula-excel/
https://www.perfectxl.com/excel-glossary/what-is-cell-reference/
https://www.perfectxl.com/excel-glossary/what-is-excel-function/
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How to Login

To open Google Sheets visit the site:

docs.google.com/spreadsheets When you open the website you'll

be prompted to sign in to Google Sheets using your Google

account.

Step |- Click on the box that states “Email or phone”. Enter your

email or phone number associated with your Google account.

Click next to sign in.

Google
Signin

Use your Google Account

[ Email or phone

Not your computer? Use Private Browsing windows to sign
in. Learn more

Create account

English (United States) ~ Help Terms



https://docs.google.com/spreadsheets
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How to Create a New Spreadsheet

Step 1= Inthe top left, under "Start a new spreadsheet,” click on

= [B sheets Q Search G - )
Start a new spreadsheet Template gallery £
run‘-shm Tf"*‘ = N P
e f o
eekly time sheet To-do list Annual budget Monthly budget

Owned by anyone ~ Last opened by me BH Az O

Today

Step 2= Click on the ‘Template gallery’ button to open the

options for various template documents.

= E Sheets Q  Search 35 e
Start a new spreadsheet q Template gallery £ H
ﬁlr\.eSMel "’f"‘" P = PETES
= _':t = -:?:- . s “!I —é—
Blank Weekly time sheet To-do list Annual budget Monthly budget
Today Owned by anyone ~ Last opened by me [222] A:Z (]

Step 3- Choose from an array of templates varying from: work

projects, expense reports, financial data, to-do lists, calendars, and

schedules etc.
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Step 4= Once a new document opens, start off by naming the

spreadsheet. Click on the ‘Untitled Document’ box in the top left

corner to title your spreadsheet.

E Untitled spreadsheet g e
File Edit View Insert Format [a ensions
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How to

Common Spreadsheet Terms
Let's cover some spreadsheet terminology to help you understand
this the terms we'll be using:

e Cell: A single data point or element in a spreadsheet.

e Column: A vertical set of alphabetical cells (AB,C)

e Row: A horizontal set of numerical cells. (1,2,3)

e Range: A selection of cells extending across a row, column, or
both.

e Function: A built-in operation from the spreadsheet app,
which can be used to calculate cell, row, column, or range
values, manipulate data, and more.

e Formula: The combination of functions, cells, rows, columns,
and ranges used to obtain a specific result.

e Worksheet (Sheet): The named sets of rows and columns
making up your spreadsheet; one spreadsheet can have
multiple sheets

e Spreadsheet: The entire document containing your
worksheets
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The Toolbar has various features to help you edit your

spreadsheet.
Copy formating from one section Add or edit
Change title  of text and apply it to another Format your text cell borders Merge cells
. .____-——-"__- [ » ] J /
AP $ % 0 .00 123- Aal - 11 - B I S A- H-BH- o B W Y- Z-
e _ | |
P T
Undo and Redo To enter data, Format your data as currency, Add links, comments, charts,
your last changes click any cell and percentages, decimal places, or filters, or functions
start typing other options.

Step |- Click a cell that's empty, or double-click a cell that isn't
empty. Add your text or data.

Step 2~ Start off by add the names of each row by titling the

column.
Al v Ingredient List
A B C D E F

1
2
3 Bread 2
4 Milk 2
5 | Cereal (or Flour) 2 3 3
6 Butter 1 1 2 2
7 Salt 1
8  Sugar 2 3 4
9 | Total "Parts" Nee 6 z
10 Number of Ingrec 3 4 2 4 4
11 Avg Price / Servil 0.8 0.99 0.75 1 1.25
12
13
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Step 3~ Next add the data in each row under the appropriate

column.

Al v Ingredient List

A B C D E F
1 S srambled Eggs French Toast Cereal Muffin Doughnut
2 | Eggs 4 2 1 1
3 | Bread 2
4 1 Milk 2
5 B Cereal (or Flour) 2 3 3
6 Butter 1 1
7 | Salt 1
8 § Sugar 2 3 4
9 | Total "Parts" Nee 6 7
10 B Number of Ingrec 3 4 2 4 4
11 B Avg Price / Servil 0.8 0.99 0.75 1 1.25

=l 7=
wl N

Step 4~ If you make a mistake there's a quick way to fix it! You

can undo or redo your last action. At the top left corner, click the
arrow pointing to the left to Undo an action or the arrow pointing

right to Redo your last action.

Spreadsheet Basics Tutorial ¥ &)
File Edit View glnsert Format Data Tools Extensions

.00 123~ Default (Ari...
i -
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How to Share Document

Google Sheets always automatically saves your progress. The
autosave indicator is located at the top left corner. The Cloud icon
will display a check mark indicating that your progress has been

saved.

Step |- To share a spreadsheet with someone else click on the

‘Share’
: : 5
Spreadsheet Basics Tutorial ¥ & & = e
File Edit View Insert Format Data Tools Extensions Help Lastedit was 7 minutes ago
~ A~ @\ T 100% v £ % 0 .00 123 Defat(ari. v 10 ~ B I & A & H i IR R ~ [
J1 -
B c D E F G H J
1 Ingredient List  Scrambled Eggs French Toast Cereal Muffin Doughnut
2 Eggs 4 2 1 1
3 Bread 2 @

4 Mik 2
5 Cereal (or Flour) 2 3 3

Step 2~ Add the name or email address of the person you want

to share the document with. Or you can click on the ‘copy link’
button to paste the link into an email or text message.
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Share ‘Spreadsheet Basics Tutorial’ @ ©

Add people and groups

People with access

General access

Restricted ~
Only people with access can open with the link

I

How to Save a Document

Step |- To save a spreadsheet choose the ‘File’ option in the top

left corner. Next click on Download. Lastly, to save it as a PDF
choose the PDF document option.
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D) import D E F G H | J

1 Ing ] Muffin Doughnut

> gg D Makea copy 1 4

3 Bn

4 Ml 2+ Share > 2

5 2 3 3

6 2 2

Microsoft Excel (.xIsx) i I:]
]

9 Tol OpenDocument (.ods

0 |ng ¢~ Rename

1 Av Move PDF (pdf)

12 W

= (&, Add a shortcut to Drive b page {.itm

7 @ Move to bin Comma-separated values (.csv)

35 Tab-separated values (.tsv)

:(: €9 Version history >

18

19 (@ Details

& €83 Settings

21

22 )

P = Print P

+ = Sheet1 ~ Exp

Step 2= You can choose the folder you want to save your

spreadsheet to by clicking on the folder with the right arrow next to
the title. Next choose the folder you want it stored. Then click on the
highlighted ‘Move here’ button.
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Spreadsheet Basics Tutorial ﬂ Sl e
File Edit View Insert Format 18:10
¢ UXResearch & x
~ o~ | P 100% v £ % 0 o H SR I N A A C
Al - Ingredient List I Google Cert
] & il =] UX/UI Resources by MABINTOU g la ! J '
1 In;redient List .Scrambled Eggs French To
2 Eggs 4
3 Bread (¢
4 Milk
5  Cereal (or Flour)
6 Butter 1 E
7 Salt 1
8  Sugar Q
9  Total "Parts" Nee 6
10 Number of Ingrec 3 ~ - -
11 Avg Price / Servit 08 0.99 0.75 1 1.25

If you need additional help,
call us at 646-758-6606

or email us at support@candootech.com
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