TECHMB 5

Intro to Google g3
Sheets fes

Day 1

We acknowledge that we are located on Treaty One Territory and in
the heartland of the Métis Nation. We recognize the mistakes of the
past and believe in reconciliation, cooperation and moving forward

in partnership with Indigenous communities.

1
|
All content on GCFAprendelibre.org® is available free of

charge at https://edu.gcfglobal.org/en/googlespreadsheets/



https://edu.gcfglobal.org/en/googlespreadsheets/

TECHMB

What is Tech Manitoba
Why is this free?

Tech Manitoba is a not-for-profit that aims to
help the tech industry in Manitoba flourish

TechMB’s digital literacy program provides free
computer courses

Federal funding allows us to provide these
courses for free: to help us continue to get

funding, please complete the survey after the
course
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Introduction '

[Instructor Name]
[Intructor email]
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What is your name?
Country of origin?

Students
Introduction

Occupation?
What do you expect to learn?
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Housekeeping tasks

e Registration Forms - Please fill out if not done already
e Media Release agreement — Please read and sign if you are willing to be photographed
e End of Course Survey - Will be done after completion of the course

e You MUST complete the survey at the end of the course to receive your certificate. Please
complete this survey as it allows us to get funding from the government and continue
delivering these free courses

e You will need to be signed into Google for this course



TECHMB

Button is at the bottom left corner of your screen

If you wish to rename yourself, right-click on your
name (or picture) and click “Rename.” A window will
pop up allowing you to change your name.




TECHMB

Buttons are at the bottom left corner of your screen
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How to use Zoom: MUTE & VIDEO

Microphone and Camera

ON
Click on the button to . q
mute/unmute or start/stop video. = - - -
Mute Stop Video

A red line crossing through the Microphone and Camera
microphone or camera means OFF
that it is muted or off. s

Unmute Start Video

Important: Please mute yourself when you are not speaking, otherwise
everyone will be able to hear your background noise.

The mute shortcut is Alt + A



TECHMB

Button is at the bottom middle section of your screen
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How to use Zoom: CHAT

Q Zoom Group Chat

Use the chat function to:

® Ask & answer questions

Chat with the group

® Private message with other
participants or message your
instructor for tech support




TECHMB

Button is at the bottom middle section of your screen
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How to use Zoom: PARTICIPANTS

o Participants (1)

‘ Rachel Westman (Host, me)

Use the participants function to
quickly respond to questions from
the speaker/host with non-verbal
feedback

O © © © o ¢

yes no go slower go faster more clear all

Mute All Unmute All More v
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How to use Zoom: VIDEO LAYOUT

There are 3 video layouts located
at the top right corner of your
screen:

® (Active) Speaker View

® Gallery View

® Floating thumbnail window
(when you minimize ZOOM)

2 ’ | @  cc]
+] l. Ll ~ ).
nvite anage olls are a 0
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How to use Zoom: VIDEO LAYOUT

Select the Speaker View when
the instructor is teaching.
mm Speaker View | i Gallery View
Select the Gallery view for Q&A
and when participating in
discussions.
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Intro to Google Sheets
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Learning Outcomes for this course

» Get started using Google Drive

« Familiarize yourself with Google Sheets interface and create files/sheets
* Learn how to format cells and modify columns and rows

* Create simple formulas

e Learn how to use cell references ‘



TECHMB::: Discussion

What do you use spreadsheets for?

What are a few situations where
you might want to collaborate on a
spreadsheet with others?




TECHMB &5 Sign in to your Google account

Gmail Images =z w

®
* You will need a Google account to oo
get started. Create one if you Sign n
O haven'’t already at google.com with your Google Account

* Sign in to your account

Email or phone

‘ Forgot email?

Not your computer? Use Guest mode to sign in privately.




TECHMB A brief overview of Drive

 Once you are signed in, you can access At google.com:

Google Drive at drive.google.com or by oma images (355 4D
clicking the apps icon in the top left at P
google.com % o B'B

* Drive is great for backups, as it can store 0 o
any type of file, including pictures, pdfs, = T O
and MS Office files B M

* You can link Drive to your desktop with Wi il e
the desktop app to upload files directly T O ¢

Chat Contacts Drive

e % b

to Drive from your computer’s file
browser



https://www.google.com/drive/download/
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L Drive

Q Search in Drive

My Drive ~

» [B] MyDrive
4 E] Computers
2, shared with me

Recent

C]
{( Starred
m

Trash

Storage

9 GB of 15 GB used .
Buy storage

]

B

B computer building

You opened today

Pivot documentation

Pivot Resources

Personal Work Fall 2016 - 2...

Budget

Budget Media Lists

You shared today You edited in the past week

C‘ Photos BB Pivot Slack documentation

BB Journal/ Short Entries BB circ. writing

. Pics

Book Tracker Media Lists

A brief overview of Drive: Interface

Book Tracker

You edited in the past week

BB coverletters

. Memory Writing Exercise

Home buying comparison

Recipes

You opened in the past week

Last modified

BB  Reed Courses

BB sBackups

E Computer building

ﬂ
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l— New

L Drive Q  Search

M Privg +

Folder
ess
B File upload@
Folder upload
B Google Docs >
Google Sheets >
Google Slides > terly
id tod
More
Name
Back
& oIS Albums

You can

3.

A brief overview of Drive:

¢ Open X
« v 4 &> ThisPC > Documents > v U Search Documents Vo
Organize - New folder - M @
& Name Date modified
# Quick access : .
~. Andrew Lytle at The Sewanee Review 5/8/2018 3:17 PM
= Desktop b g B N
.. Andrew Lytle at The Sewanee Review_Final Draft %5/8/2018 3:28 PM
R Downloads  # ) Andrew Lytle at The Sewanee Review_recovered * 5/8/2018 3:27 PM
* Documents & animations_transition_pane 5/30/2018 4:33 PM
& Pictures »* ~. APatel Cover Letter 5/14/2018 12:43 PM
9 iCloud Drive (# AutoRecovery save of WP Report.asd 5/2/2018 1:07 PM
& Google Drive # = Business Memo_Brenda graphics 5/10/2018 9:35 AM
=) i 4, 1 . ™M
Autosaved Capt Business Trip Checklist /30/2018 12:23 P
- i B %
File name: Andrew Lytle at The Sewanee Review v All Files >

‘ Drive

My Drive

Computers

Shared with me

Recent

Starred

Trash

Uploading

Q, Search Drive
My Drive ~
Name 1
BB ElenasFiles
Untouched Photos
Andrew Lytle at The Sewanee Review_Final Draft.docx %
Art Club Interest Letter <%

Newsletter

o o = B

also simply click and drag the files you want to upload into Drive,
or use the Drive desktop app

v



TECHMB& What can spreadsheets be used for?

O Spreadsheets are an incredibly useful way to organize data

| A ) < ° € 13
2 Classroom Budget: Fall 2012 X
Tew $69.99)
Roling plastic bins |

[Will use for storing ot items - skelchbooks_camas,

To use for ato
To use for ant to dry/dis,

$14 99|
. -
| A 8 c 0 E ] A 0 c ° €

. 1 Request# Description RequestDate Date Completed Notes : Valkarian Digital: IT Department Invoice Order Form

2 075 Server hardware update Jan-13 Jan28 :

3 076  Office wireless connnectivty Jan-14 Jan-14 Router reset s 9413 Elorcty 1608 Cat Catse RIG Petch EX

4 o Yearly software updates Jan-18 Jan-31 e 2165| V082 VPN Router- 8-port switch 1

s 078 Staff drive maintaince Jan-25 Feb3 7 8759|HP ProLiant - ML350 G6 Special Server - 2

6 079 SQL database support Febd Feb-12 o 2189| Corsair XMS2 4 GB _ 2 x 2 GB Memory - 8

1 080  Equipment upgrade, scanner Feb6 Feb-7 Old scanner still functional = 5601 Lenovo 1420 7752 -4 GO RAM - 2.7 2

s 081 New employee VPN nstallaton Feb12 Feb-12 :f S370 Rase: Hage Moen Sproabgron 110 6

9 082 Renew DNS Feb-20 Feb27 3

1 083 Server maintenance Mar-1 Mar4 5

" 084 BSOD on several terminals Mar-7 Mar-7 Potential hardware failure 3

12 085 Network drive not mapping Mar-12 Mar-14 =

" 085 Remote desktop installation Mar-19. Mar-19 s

" 087 g

15

16

Manage requests Create an invoice
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Video: Getting started with Sheets

GOOGLE SHEETS
GETTING

STARTED B




TECHMB& The Google Sheets interface

E \Budget) ¥ (&) 2 = I g
File Edit View Insert Format Data Tools Extensions Help
“~ o~ om P 100% v $ % .0 .00 123~  Default (Ari.. v 10 ~ B I S A & H I A
- "5 — E
. Al

I J

|| N oln| s wl N
>
m
O
o
m
m
(7]
-

=)




TECHMB 2:: Creating & naming a new spreadsheet

& My Drive - Google Drive >4 Untitled spreadsheet - Go... X = =

(@ @ | https;//docs.google.com/spreadsheets/d/11Bjee7F3wPYcwh0ODTod9sgLcPylx

1. l— New 3. Untitled spreadsheet

File Edit View Inset Format Data Tools Add-ons Help

. & e ~ T s % 0 00123 Aral - 10 - B I

. L Drive Q s

(3 Folder Untitled spreadsheetfl
File Ed Insert Format Data Tools Add-ons Help
File upload
E Folder upload - e -r' $ % .0_ .00 123- Arial - 10 -
. 2 4.
. B Google Docs > . A B c D
Google Sheets > ! :l
2
| Google Slides > 2
B Google Forms > 4
5
More >

There is no need to Save in Drive. Your files
are all automatically saved as you edit.



TECHMB & Adding or delete sheet tabs

Add a sheet tab:
Delete a sheet tab: Add color to a tab:

= Sheetl ~
W Reset

- 0000
Duplicate 00 0 -0000
. Duplicate a sheet tab: Copy to ;
Delete

Rename
2 Delete Duplicate
20 Cele Change color > cagto R
21

Protect sheet Rename cusToM
2
23 Copy to > Hide sheet Change color  » ®

Protect sheet

24
Rename View comments

25 Hide sheet
Change color >

26 9 View comments

Move right

21 Protect sheet =9
28

Hide sheet Move left
29 = Move left
30 View comments Sheet3 ~ Sheet3 ~
= ee
32
= Move right
34 Move left

Sheetl ~

+
1



TECHMB 5

Creating a new spreadsheet: Templates

L Drive Q  searchin Drive
Y
Folder
New 2 ;
. File upload
Folder upload
B Google Docs >
Google Sheets >
Blank spreadsheet
Google Slides >
From a template
B Google Forms >
More >
Personal
To-do list Annual budget Monthly budget 2021 Calendar 2020 Calendar

2019 Calendar Schedule Travel planner Wedding planner Team roster

Pros and cons



TECHMB Cells, rows, and columns

 Spreadsheets are made
up of thousands of A
rectangles called cells

oW N -

« A cellis the intersection
of a row and a column.
Rows are numbered and :

0 ~N O w»n

10

columns are lettered "

12

e Cells have addresses: cell =

14

C10 is selected in this
screenshot




TECHMB:::  Cell ranges

You can select multiple cells by clicking and
dragging or holding shift and using the arrow keys

Cell range A2:A8 Cell range A2:B8
fa 5/6/2016 fr 5/6/2016
‘ A B A B
1 1
Date Sales Date Sales
2 |5/6/2016 $100.00 2 |5/6/2016 I $100.00
3 5/7/2016 $121.00 3 5/7/2016 $121.00
‘ 4 5/8/2016 $86.00 4  5/8/2016 $86.00
5 5/9/2016 $25.00 5  5/9/2016 $25.00
6  5/10/2016 $154.00 6  5/10/2016 $154 .00
7 5/M11/2016 $110.00 7 5/11/2016 $110.00
8  5/12/2016 .580,00 8  5/12/2016 $80.00
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Understanding cell content

Cells can be formatted to
change the way letters,
numbers, and dates are
displayed. For example,

percentages can appear as
0.150r 15%

Cells can contain formulas
and functions that
calculate cell values. For
example, cell B9 contains a

formula that adds up cells
B2:B8

oS}

w o -~ D

=SUM(

Date
May 6
May 7
May 8
May 9
May 10
May 11
May 12

Total Sales

)

Sales
$100.00
$121.00

$86.00
$25.00
$154.00
$110.00
$80.00

$676.00

c

Percentage of Total
14.79%
17.90%
12.72%
3.70%
22.78%
16.27%
11.83%



TECHMB Editing cells

To copy and paste the contents of one or
more cells, select the cell(s) and press Ctrl
+ C. A dotted line will appear around the
copied cell(s). Press Ctrl + V to paste

« To editacell, click on
the cell and start
typing. You can also
edit a cell using the
formula bar

« To delete cell
contents, select the
cell and press Delete
or Backspace

A B
1 At Museum Field Trip Checklist 1| Art Museum Field Trip Checklist
2

To cut and paste, use the same method,
but use Ctrl + X instead of Ctrl + C




TECHMB z:: Editing cells: Paste special

Paste special is super useful for copying only certain elements of a

cell’'s content. After copying, use Paste special in either the Edit
menu or the small clipboard icon that pops up after you paste

=] Field Trip Checklist |
File Edit View Inset Format Data Tools Add-ons Help All changes saw

‘ & e Undo Crl+z | Arial -l - B IS,
X x ~M Redo Ctri+Y 1I

Y

|
& D E
1 At Mu x Cut Ctrl+X D -
2
3 M Paste Cifj+y -Attending  Permission Slip Retumed
4 |Anderd~ _ - Paste values onl
‘ S Bledso Paste special = Paste values only @ y
6 Carter.
i Paste format only
7 |Fint. T Find and replace... Ctrl+H Paste format Only
S0l Jimend Paste all except borders
Delete values
9 Jones,
10 Martin, Delete rows 10 - 12 Paste formula only
11 Quince Delete column B Paste data validation only Spllt '(eX'( '[0 COIUmnS
12 Polans Paste conditional formatting only
13 Olsen, Clear notes Paste t
14 Stephe.o oo ooeeee . el ke
1€ Stubbs, Amelia
16 Tims, Marie

Zimmerman, Jude

=]




TECHMB:::  Editing cells: the fill handle

The fill handle will automatically predict how you
want to fill a sequence of cells. This can be used

O to fill numbers, dates, and even days of the week
First, enter the first few Click and drag the little .and your sequence will
values in the sequence square in the bottom be automatically filled
and select the cells right of selected cells

O 4 — =

1O W 0 N O ;A WwWN

=)
o|w
=]
=
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Practice!

e Open Google Sheets and create a new blank spreadsheet

e Rename it from Untitled Spreadsheet to Practice Spreadsheet

e Incell Al, type the date using the format M/D/YY (e.g. 6/18/21)

e Use the fill handle to add dates to cells A2:A10 ‘
e Cut and paste the values to cells B1:B10 ‘
e Delete the contentin cell B5



TECHMB::: .o o -

€ - C | @ nttps://docs.google.com/spreadsheets/d/1kBAziYm1GXQavAdvU7_OCxS1Ud3dX8BzKTGou... 77| @

Practice Spreadsheet |
= ]
File Edit View Insert Format Data Tools Add-ons Help All changes saved in Drive #8 ~ Comments Share

ST s %o o Am - 0 - BZSA. ®-@- et
Jx
: s
The spreadsheet . e
should look : L
something like wane
this when you're L
done: 2

7+ = ?Sheet1 “



TECHMB& Modifying column and row size

Columns and rows start out with a default size.

This size might be too small for your data and cut it off.
O Here is how to adjust column width or row height:

Mouse over the space between columns,
then click and drag to adjust the width

‘ Frontier Kids Cookie Sales u

File Edit View Inset Format Data Tools Add-ons Help All changes saved in Drive

& e~ P s % 0 00123- Aral -mn - B I SA. @

A 8 c._s G D

Frontier Kids

‘ 1 Cookie Sales
2

Name Address Gingersnaps Lemon Drops Mint\

3 Chris Keller 1167 Coberly Way Orlando, FL 3 1 1
4 Diane Whitley 1605 Bing St. Apt. 2 Orlando, FL 1 1
s Nick Gunderson 54 N. Kentucky Ave. Orlando, FL 2
6 Leilani Mathis 200 Markham St. Orlando, FL 32 5

7 June Ford 3788 Lake Wales Lane Orlando, 1
8  Marisol Colon 919 Banyan Blvd. Orlando, FL 32 3
9 Lee DiMartino 1600 Bing St. Apt. 1 Orlando, FL 2
10 Crissy Sloneker 1605 Bing St. Apt. 2 Orlando, FL 1

&l 8 10

12
13

Use the same method to
adjust row height, mousing
over the space between
rows instead

You can also select multiple
rows or columns and adjust
their sizes all at once

To autosize a column’s
width, double click the space
between columns. The
column will adjust to fit the
content



TECHMB &2 Inserting/deleting columns and rows

e Use the same method to

To insert a column, right click _
. Insert a row

one of the existing columns:
l * You can also select multiple

Frontier Kids Cookie Sales |
File Edit View Inset Format Data Tools Add-ons Help All changes saved in Drive Colu m n S Or rOWS a n d rig ht

& e ~ T s % 0 001235~ Trebuchet... - u ~|B Z 5 A.|®

click to insert multiple
‘ - =~ ; columns or rows at once, or

I - L0 delete them

c Paste

2 Address Mint Whistles M

1167 Coberly Way Orlando, FL 32804 Paste special > 1 . .
. * Deleting a column/row is
4 1605 Bing St. Apt. 2 Orlando, FL 32803 T 1
s 54N Kentucky Ave. Orlando, FL 32604 1 3 different than clearing its

‘ & 200 Markham St. Orlando, FL 32804 .

Warmnroms ) contents: deleting causes the

919 Banyan Bivd. Orlando, FL 32804 Clear column 4 ;
E i : —— other columns/rows to shift
g 1600 Bing St. Apt. 1 Orlando, FL 32803

Resize column...
10 16035 Bing St. Apt. 2 Orlando, FL 32803 1 .
g [ )

. s - Click and drag a column or

row to move it




TECHMB 2:: Wrapping text and merging cells

If your cell contents are too long to be displayed in a
single cell, you might decide to wrap the text or merge
O the cell rather than resize the column

First, select the cells you Open the text-wrapping menu The cells will resize to fit
want to wrap and click the wrap button the wrapped content

= Frontier Kids Cookie Sales | == Frontier Kids Cookie Sales |
File Edit View Inset Format Data Tools Add-ons Help Al changes s File Edit View Inset Format Data Tools Add-ons Help Al changes
& e ~ T s % 0 00123 Arial - " -\ B 7 5§ &~ P s % 0 00123 Aral -.om - B 7
fi | 67 Coberly Way Orlando, FL 32804 fv | 1167 Coberly Way Orlando, FL 32804
A B c D
A B c D _ Ty - id
T -BY s = < +1| oo [ia] < = Frontier Kids
Frontier Kids B E-1-H =) Y-z ' :
¢ : Cookie Sales
Cookie Sales
|_|. Inl |_| 2 Name Phone Address Gingersnaps L
2 Name Phone Address Gingersnaps L —_— ' — ,  Chris Keller 321-555-2740 |1167 Coberly Way 1
3 Chris Keller 321-555-2740 |1167 Coberly Way Orlan 1 Orlando. FL 32804
. 4 Diane Whitiey 321-555-2911 | 1605 Bing St. Apt. 2 1
4 Diane Whitley 321-555-2911 | 1605 Bing St. Apt. 2 Orla| 1 Orlando. FL 32803
s Nick Gunderson 321-585-6900 |54 N. Kentucky Ave. Orig B eron G B o
& Leilani Mathis 321-555-6648 | 200 Markham St. Orland 5 g  Leilani Mathis 321-555-6648 | 200 Markham St. 5
Orlando, FL 32804
7 June Ford 321-555-2776 | 3788 Lake Wales Lane ¢ ; June Ford 321-555-2776 | 3788 Lake Wales Lane
Orlando, FL 32804
8  Marisol Colon 321-555-2843 |919 Banyan Blvd. Orland 5 Marisol Colon 321-555.26843 |910 Banyan Bivd
g Lee DiMartino 321-555-1725 [1600 Bing St. Apt. 1 Orla Orlando, FL 32804
= = g LeeDiMartino 321-555-1725 | 1600 Bing St. Apt. 1
10  Crissy Sloneker 321-555-9068 |1605 Bing St. Apt. 2 Orla 1 Orlando. FL 32803
4o Crissy Sloneker 321-555-9068 | 1605 Bing St. Apt. 2 1
a 8 Orlando, FL 32803




TECHMB 2:: Wrapping text and merging cells

To merge cells:

First, select the cells you Select the merge cells button or The cells will be merged
want to merge choose Merge cells in the into a single cell
Format menu

B Frontier Kids Cookie Sales |
File Edit View Inset Format Data Tools Add-ons Help All¢

= Frontier Kids Cookie Sales |
File Edit View Inset Format Data Tools Add-ons Help Al changes saved in Drive

& e ~ P s % 0 00123 Trebuchet..- 13 - | & e~ T s % 0 0012 Adal - n - B ZSA.N
Ji_| Frotier Kids Cookie Sales p  All changes saved in Drive £
A B c D A B c D E
. Frontier Kids ~| B F & = ' Fi er Kids Cookie Sale:
Cookie Sales 2 Name Phone Address Gingersnaps  Lemon Drops
! Chris Keller 321-555-2740 1167 Coberly Way 1
2 Name Phone Address Gingerst LEEEEEC = Orlando. FLyazsoyA
Chris Keller 321-555-2740 1167 Coberly Way _> Diane Whitley 321-555-2911 1605 Bing St. Apt. 2 1
2 Orlando, FL 32804 > L ¢ Oriando, FL 32803
. Diane Whitiey 321-555-2911 1605 Bing St. Apt. 2 s Nick Gunderson 321-555-6900 54 N. Kentucky Ave.
Orlando, FL 32803 Orlando, FL 32804
. Nick Gunderson 321-555-6900 54 N. Kentucky Ave. 6 |Lellani Mathis G21=005-66481 200 Markhiam St 5
Orlando, FL 32804 June Ford 321-5565-2776 g‘;;dLokafsot
= - une For - = ake Wales Lane
s  Leilani Mathis 321-555-6648 200 Markham St i Orlando. FL 32804
Orlando, FL 32504 o Marisol Colon 321-555-2843 919 Banyan Bivd
; June Ford 321-555-2776 3788 Lake Wales Lane Orlando, FL 32804
Orlando, FL 32804 ¢ LeeDiMartino 321-555-1725 1600 Bing St. Apt. 1
g Marisol Colon 321-555-2843 919 Banyan Bivd Orlando, FL 32803
Orlando, FL 32804 10 Crissy Sloneker 321-555-9068 1605 Bing St. Apt. 2 1
¢ LeeDiMartino 321-555-1725 1600 Bing St. Apt. 1 Orlando, FL 32803

Orlando, FL 32803

3es saved in Drive

r s A. O-H-Bd-

Use the Merge cell button

E Merge horizontally

menu to unmerge if needed I ...

Lemon Drops Mint V

__|-emon Trops | SR Uniee L
1 1 & 1

15
-5 -l




TECHMB& Freezing rows and columns

You may want to a certain row or column to be in view at all

times, especially when using headers. Freezing a row or column
P keeps it in view even when you scroll down or to the right

Select the View menu and mouse The top two rows are frozen.
over Freeze. We'll freeze the top We can scroll down and they
‘ two rows in this example will remain in view

Frontier Kids Cookie Sales | Frontier Kids Cookie Sales |

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

& A Freeze - —— FA- @ & e ~ P s % o 00123 Trebuchet..- 18 - B Z 5 A. ¥
fv | Name P — 1 row fx Frontier Kids Cookie Sales
A D oa E A B c D E
1 Frstected fanges 7 & [ ] 1 Frontier Kids Cookie Sales
p to currént row (1)
‘ 288 Name v/ Formula bar Lemon Drops 2 Name Phone Address Gingersnaps  Lemon Drops
3 Chris Keller All formulas Ctrl+ No columns ; June Ford 321-555-2776 3788 Lake Wales Lane
Orlando, FL 32804
,  Diane Whitle ficolamn —_— ¢ Marisol Colon 321-555-2643 919 Banyan Bivd
2 columns Orlando, FL 32804
Nick Gunder ¢ LeeDiMartino 321-555-1725 1600 Bing St. Apt. 1
Compact controls Ctrl+Shift+F Up to current column (A) Orlando, FL 32803
| Lelani Math} o - 1o Crissy Sloneker 321-555-9068 1605 Bing St. Apt. 2 1
ufl.scraen 32804 Orlando, FL 32803
7 June Ford $21-000-21 16 15156 Lake wWales Lane 1"
Orlando, FL 32804 8 1
s Marisol Colon 321-555-2843 919 Banyan Bivd 12
Orlando, FL 32804 =
s Lee DiMartino 321-555-1725 1600 Bing St. Apt. 1
Orlando, FL 32803 14

Crissy Sloneker 321-555-9068 1605 Bing St. Apt. 2 1

. Orlando, FL 32803




TECHMB z:: Formatting cells

Extensions Help

Default (Ari.. B I s A
- a3

s A @ H
i 6 V|
To adJ_USt font or : | = - To add fill color:
‘ font size: )
9 -
10
To adjust text color 8 7 Bl o To format text and numbers:
‘ Or bold’ itaucize, or T Format Data Tools Extensions Help
strikethrough: s i 8
Number s v Automatic
Comments m Text " Plain text
. . Alignment >
. To adjust horizontal or ~ @-5 -I~=~ co B - e . = 1,000.12
vertical text alignment: i, ; Rotation »|  perce 1012%
or
X

To add cell borders: $ % .0 .00 123~
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Practice!

B Google Sheets - Modifying Cells ¢
File Edit View Insert Format Data Tools

e Open the example file and click File > Make a copy

Open Ctrl+0

e Reduce the row height of rows 1-12 all at once | mpon

e a copy

e Merge cells Al:il.
e Insert arow below row 11 and type your name in the first cell
e Delete row 7. This row contains the name Ben Mathis

e |nsert a column between columns G and H and type Total Quantity as the ‘
column header

e Select cells A2:)2, change them to wrap text, and center align them
e Freeze the top two rows
e Plav around with some cell formattina! Trv addina borders and fill colors


https://docs.google.com/spreadsheets/d/1CG1zIjl8TY1iDQ14eZakAq_7a-6rOgnFaYFDRtoaAT8/edit

TECHMB 5

The spreadsheet should look
something like this when you're done:

A B c D E E G H 1 J

1 Frontier Kids Cookie Sales

2 Name Address Phone Gingersnaps Lemon Drops = Mint Whistles Macaroons QI:Latlity Ordered Delivered

2 Chris Keller 1167 Coberly Way Orlando, FL 32804 321-555-2740 1 1 1 1 12/12/2012

, Diane Whitley 1605 Bing St. Apt. 2 Orlando, FL 32803 321-555-2911 1 1 1 12/14/2012 1/4/2013
s Nick Gunderson 54 N. Kentucky Ave. Orlando, FL 32804 321-555-6900 2 3 12/12/2012 1/4/2013
s  Leilani Mathis 200 Markham St. Orlando, FL 32804 321-555-6648 5 12/12/2012

; June Ford 3788 Lake Wales Lane Orlando, FL 32804 321-555-2776 1 1 12/13/2012

s Marisol Colon 919 Banyan Blvd. Orlando, FL 32804 321-555-2843 3 4 12/14/2012

5 Lee DiMartino 1600 Bing St. Apt. 1 Orlando, FL 32803 321-555-1725 2 12/14/2012 1/4/2013
0 Crissy Sloneker 1605 Bing St. Apt. 2 Orlando, FL 32803 321-555-9068 1 1 5 12/14/2012 1/4/2013

Julia
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Questions? 33

If you would like a copy of this presentation, please let
the instructor know and we will be happy to share.
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Please complete

the survey! You

must complete the ve
survey to recelve 3
your certificate and have

a chance to win

a free desktop computer.



