
Guided Computer Tutorials

Learning
Google
Sheets

Module 1

By Greg Bowden



PUBLISHED BY 

GUIDED COMPUTER TUTORIALS
PO Box 311
Belmont, Victoria, 3216, Australia

www.gct.com.au

© Greg Bowden

This product is available in Single or Multi User versions.  

Single-user versions are for single person use at any particular 
time, just as a single text book would be used.  If you intend to use 
the notes with multiple students the single user version should be 
upgraded to the multi-user version.

Multi-user versions allow the school or institution to print as many 
copies as required, or to place the PDF files on the school network, 
intranet and staff laptops.  A certificate of authentication is provided 
with multi-user versions.  Bookmarks provide links to all headings and 
sub-headings, and individual chapters are provided.

First published  2014

ISBN: 	 978-1-922018-55-7     (Module 1)

	 PDF document on CD-ROM

Every effort has been made to ensure that images used in this 
publication are free of copyright, but there may be instances where 
this has not been possible.  Guided Computer Tutorials would 
welcome any information that would redress this situation.



© Guided Computer Tutorials, 2014 C-1

Learning Google Sheets

Module 1 Contents 

Chapter 1:  Introduction to Google Sheets
The Google Sheets Screen.......................................................................1-1
Moving the Cursor...................................................................................1-3

Using the Mouse..............................................................................1-3
Using the Arrow Keys.....................................................................1-3
Using the Scroll Bars.......................................................................1-4

Placing Labels on the Spreadsheet.........................................................1-6
Saving the Spreadsheet............................................................................1-8
Entering Values into the Spreadsheet....................................................1-9

Starting a New Spreadsheet. .........................................................1-9
Entering Values.............................................................................1-10

Entering Formulas into the Spreadsheet.............................................1-11
Adding Labels to Formulas...................................................................1-13
The Value of a Spreadsheet....................................................................1-14
Other Types of Formulas.......................................................................1-15
Printing Spreadsheets............................................................................1-18
Erasing the Contents of a Cell..............................................................1-19
Spreadsheets Exercise 1-1......................................................................1-20
Spreadsheets Exercise 1-2......................................................................1-23
Spreadsheets Assignment 1.......................................................... 1-24



© Guided Computer Tutorials, 2014C-2

Learning Google Sheets

Chapter 2:  Formatting Cells
Formatting Single Cells...........................................................................2-2
Formatting Groups of Cells....................................................................2-2
Formatting Values to Currency..............................................................2-4
Formatting Values to Per Cent...............................................................2-5
Changing Column Widths......................................................................2-6

Entering the Required Width........................................................2-7
Manually Adjusting Column Widths.........................................2-10
Automatic Column Widths.........................................................2-11

Approaches for Entering Spreadsheets................................................2-12
Adjusting Column Widths...........................................................2-12
Entering the Labels and Values of the Spreadsheet..................2-13
Entering the Formulas..................................................................2-13
Formatting the Cells.....................................................................2-15
Underlining Using Borders..........................................................2-17
Entering the Main Headings........................................................2-19
Merging the Cells..........................................................................2-20
Setting the Font, Sizes and Colours............................................2-21
Adjusting the Row Height............................................................2-22
Checking the Spreadsheet............................................................2-24
Printing...........................................................................................2-24

Spreadsheets Assignment 2.......................................................... 2-25

Chapter 3:  Further Formatting
Formatting the Values..............................................................................3-2
Formatting the Table Headings..............................................................3-3
Formatting the Main Heading................................................................3-5
The Paint Format Icon.............................................................................3-6
Adding Borders........................................................................................3-7

Using the Borders Icon...................................................................3-7
Border Colour.................................................................................3-9

Fill Colours..............................................................................................3-10
Column Widths......................................................................................3-11
Printing....................................................................................................3-12
Spreadsheets Exercise 3.........................................................................3-13
Displaying Formulas..............................................................................3-14
Spreadsheets Assignment 3.......................................................... 3-16



© Guided Computer Tutorials 2014 C-3

Contents

Chapter 4:  Copying Cell Data
Fill Right....................................................................................................4-1
Fill Down...................................................................................................4-2
Autofill.......................................................................................................4-3
Fill Series...................................................................................................4-5
Filling Common Items............................................................................4-6
Absolute and Relative Cell References..................................................4-9

Loading the Prepared Spreadsheet  ...........................................4-10
Entering the Formulas..................................................................4-10

The Grocery Store Spreadsheet.............................................................4-13
Opening the Prepared Spreadsheet............................................4-13
Autofilling the Month Headings.................................................4-13
Entering the Month Formulas.....................................................4-14
Copying the Formulas..................................................................4-15
Adding Borders.............................................................................4-16
Entering the Totals Formula........................................................4-18
Making Some Changes.................................................................4-19

Spreadsheets Assignment 4.......................................................... 4-20

Chapter 5:  Rearranging Data
Loading The Prepared Spreadsheet........................................................5-1
Inserting Rows or Columns....................................................................5-1
Editing Cell Contents..............................................................................5-5
Sorting.......................................................................................................5-7

Sorting on Labels.............................................................................5-7
Sorting on Values............................................................................5-9

Spreadsheets Assignment 5.......................................................... 5-11



© Guided Computer Tutorials, 2014C-4

Learning Google Sheets

Chapter 6:  Using Worksheets
Loading a Prepared File...........................................................................6-1
Naming a Worksheet...............................................................................6-1
Copying Data to a New Worksheet........................................................6-2
Changing the Data in the New Worksheet...........................................6-4
Copying a Worksheet...............................................................................6-5
Moving a Worksheet................................................................................6-6
Moving Through Worksheets.................................................................6-8
Deleting Worksheets................................................................................6-9
Setting Tab Colours................................................................................6-10
The Equation Dump..............................................................................6-11

Duplicating a Worksheet..............................................................6-11
Displaying the Formulas..............................................................6-12

Spreadsheets Assignment 6.......................................................... 6-13

Chapter 7:  Displaying Data in Charts
Loading the Spreadsheet.........................................................................7-1
Creating a Pie Chart ................................................................................7-1
The Chart Options...................................................................................7-3

The Pie Chart Type.........................................................................7-3
The Chart Title................................................................................7-3
The Legend.......................................................................................7-4
The Chart Background Colour......................................................7-4
The Slice Options............................................................................7-5

Looking at The Chart.......................................................................................7-5
Moving and Resizing the Chart..............................................................7-6
Adjusting the Chart Values.....................................................................7-7
Adjusting the Chart Elements................................................................7-7
The Chart Menu.......................................................................................7-9

Returning to the Chart Editor Screen..........................................7-9
Moving the Chart to a Separate Sheet........................................7-10
Saving as an Image........................................................................7-11

Spreadsheets Assignment 7.......................................................... 7-12



© Guided Computer Tutorials 2014 C-5

Contents

Chapter 8:  More Detailed Charts
Creating a Column Chart........................................................................8-1
The Column Chart Options....................................................................8-2

The Column Chart Types...............................................................8-2
The Chart Title................................................................................8-3
Setting the Legend Position...........................................................8-3
The Axis Titles.................................................................................8-4
Changing Column Colours...........................................................8-5
Setting the Chart in its Own Sheet...............................................8-6

Editing the Column Chart......................................................................8-7
Creating a Bar Chart................................................................................8-9
Line Charts..............................................................................................8-12

Inserting a Line Chart..................................................................8-12
Setting the Line Chart Formats...................................................8-14
Inserting the Line Chart...............................................................8-18

Other Charts...........................................................................................8-19
Looking at the Charts............................................................................8-20
Comparing Values..................................................................................8-21

Selecting the Data to be Plotted..................................................8-21
Creating the Chart........................................................................8-23

Spreadsheets Assignment  8......................................................... 8-25



© Guided Computer Tutorials, 2014C-6

Learning Google Sheets

Chapter 9:  The Drawing Tools 
Opening the Prepared Spreadsheet........................................................9-1
Creating the Logo.....................................................................................9-2

Inserting a Text Box........................................................................9-2
Adjusting the Text Box Shading....................................................9-3
Centring the Text............................................................................9-4

Importing Graphics.................................................................................9-6
Printing the Spreadsheet.........................................................................9-8
The Shape Tools......................................................................................9-10

Creating Shapes.............................................................................9-10
Drawing Lines...............................................................................9-13
The Select Tool...............................................................................9-16
Inserting Word Art.......................................................................9-16
Adding Text to Shapes..................................................................9-19
Combining Objects.......................................................................9-21

Spreadsheets Assignment 9.......................................................... 9-24

Module 1 Project
EasyTune................................................................................................ P1-1



	 © Guided Computer Tutorials 2014 1-1

Chapter

1
Introduction to Google Sheets
A spreadsheet is a computer program that turns the computer into a very powerful 
calculator.  Headings and comments can be entered along with detailed formulas.  
The spreadsheet screen is divided into ROWS and COLUMNS; the intersection 
between a row and a column is termed a CELL.  Usually only a small section of the 
overall spreadsheet is displayed on the screen.
  

The Google Sheets Screen

	 1	 Load Google Sheets and you should receive the screen below.  

	 2	 Read through the labelled sections of the Google Sheets screen.
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NOTE:	 At cell A1 you should see a rectangular bar.  This bar is called the CELL 
CURSOR and it can be positioned over any storage cell.  When you first 
start up Google Sheets the cell cursor will be positioned at cell A1.
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Moving the Cursor

The cursor can be moved in a number of different ways.

A	 Using the Mouse

	 2	 Try clicking the mouse button with the cursor over cell B4, then cell D2.

B  	 Using the Arrow Keys

	 2	 Try the other ARROW KEYS.

NOTE:	 You can also press the TAB key to move the cursor to the next right 
cell or SHIFT+TAB to move the cursor to the next left cell. 
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C	 Using the Scroll Bars

To move over larger distances, the HORIZONTAL and VERTICAL SCROLL BARS are used.  
The rectangular box in each bar is the SCROLL BOX.  
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2
Formatting Cells
Google Sheets allows you to rearrange the appearance of the LABELS and VALUES 
on the screen.  This is called FORMATTING and the Toolbar and Format menu are 
used to carry out the formats.

	 1	 If you are continuing directly from the previous chapter, start a NEW 
SPREADSHEET and close the previous documents.

	 2	 If you are starting a new session, load Google Sheets.

  

 NOTE:	 i	 This table shows the price of various items and the percentage 
rate of discount available on those items.  

		  ii	 Notice that the labels are placed into the left-hand side of a cell 
and the values are placed to the right.  This is the way Google 
Sheets has been preset to enter them; however, often we prefer 
to have them displayed differently.  
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Formatting Single Cells

	 2	 The label is moved to the centre of the cell.

Formatting Groups of Cells

We can not only centre headings, we can underline them and change the print to 
boldface so that they stand out.  This can be done to a number of different cells in one 
step.

	 1	 Position the pointer over cell A1.
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NOTE:	 You can also press CTRL+B or COMMAND+B to set labels to bold, and 
CTRL+U or COMMAND+U to set labels to underline.	   
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Formatting Values to Currency

The format of values can be changed to a number of different forms.  For example, 
currency, per cent, a set number of decimal places, etc.
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3
Further Formatting

To practice your formatting skills and to look at some different types of formats, an 
unformatted spreadsheet has been prepared for you.  Its worksheet will display the 
income earned from agriculture by some countries.

	 1	 Load Google Sheets.

	 2	 Display the FILE menu and select OPEN.

	

	 5	 Access the SHEETS SUPPORT FILES, open the CHAPTER 3 folder and open the 
AGRICULTURE file referring to the following diagrams.	  
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Formatting the Values

The values, which are fictitious, represent billions of dollars so we will just format the 
values to one decimal place.  The Billion $ label at the top of the sheet provides the unit.

NOTE:	 i	 When you increase the decimal places of highlighted cells all the 
values are set to the highest number of decimal places.

		  ii	 When you import files from other programs such as Microsoft 
Excel, extra icons are added to the TOOLBAR, such as the DECIMAL 
PLACES icons.  CUSTOM DECIMAL PLACES from the MORE 
FORMATS section of the MORE FORMATS icon can also be used.
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Formatting the Table Headings

The table headings can be formatted to be wrapped within their cells.
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4
Copying Cell Data
In this chapter you will learn about COPYING which is one of Google Sheet’s most 
useful features.  It allows you to enter a formula, label or value once and copy the cell 
contents to as many other cells as required.

	 1	 Load Google Sheets or start a NEW SPREADSHEET.

Fill Right

Suppose that we want a similar formula in the next 3 cells.  Instead of having to go to 
each cell in turn and entering the formula, Sheets provides you with a short cut.
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NOTE:	 This is called RELATIVE COPYING and it means that the structure of the 
formula is copied; that is, one column back in the same row plus 10.

	

Fill Down

You can also fill cells down.	  
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Autofill

AUTOFILL enables you to fill cells by simply dragging a ‘handle’.
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5
Rearranging Data
When using larger and more involved spreadsheets it is often necessary to insert data in 
specific positions or to rearrange the order of the data.  Google Sheets offers a number 
of useful features to make this process easier.  Some of these features include inserting 
rows and columns, editing cells and sorting data into order.

Loading The Prepared Spreadsheet

A larger version of the Grocery spreadsheet has been prepared for you and it will need 
to be opened from the SHEETS SUPPORT FILES.

	 1	 Load Google Sheets or start a NEW SPREADSHEET file.

	 2	 Display the FILE menu and select OPEN.

	 3	 Click on UPLOAD followed by SELECT A FILE FROM YOUR COMPUTER.

	 4	 Access the SHEETS SUPPORT FILES, open the CHAPTER 5 folder and load the file:

Grocery2 

Inserting Rows or Columns

Rows or Columns can be inserted anywhere in the spreadsheet.  Let’s assume that three 
new foods have become available and the store wishes to have them included in the 
spreadsheet.  To do this, 3 rows will be inserted after the Pumpkin row.
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NOTE:	 The new values are formatted because the rows were inserted in 
between rows that had previously been formatted.

	 5	 Columns can be inserted in exactly the same way.  The company might wish to 
include Item Codes next to each food.  
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NOTE:	 If you chose the APRIL column and inserted a column to the left of it, 
the entered values would be formatted to currency to match the April 
values.
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6
Using Worksheets

Google Sheets provides worksheets at the bottom of the screen.  Each worksheet is a 
separate spreadsheet and when you save a file all its worksheets are saved with it.  This 
means that large spreadsheets can be split up into smaller sections with each section 
placed in a separate worksheet.  To illustrate the use of worksheets we will create 
paysheets for three employees of a used car business in separate worksheets.

Loading a Prepared File

The first paysheet has been prepared for you and it needs to be loaded from the SHEETS 
SUPPORT FILES.

	 1	 Load Google Sheets or start a NEW SPREASHEET file.

	 2	 Display the FILE menu and select OPEN.

	 3	 Click on UPLOAD followed by SELECT A FILE FROM YOUR COMPUTER.

	 4	 Access the SHEETS SUPPORT FILES, open the CHAPTER 6 folder and load the file:

Paysheet

	 5	 The file contains a worksheet that shows the weekly pay advice information for the 
manager of the business.  

Naming a Worksheet

When using worksheets it is a good idea to name each sheet so that you know what 
information is contained in that sheet.  
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Copying Data to a New Worksheet

We can copy the information in Doug’s worksheet to a new worksheet and then modify 
it for the second employee.

NOTE:	 We could just highlight the table, but using SELECT ALL is easier.  
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NOTE:	 You can also press CTRL+C or COMMAND+C to copy cells.  
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Changing the Data in the New Worksheet

The data in the second sheet can be changed for the second employee.
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7
Displaying Data in Charts

It is advantageous to display spreadsheet information in graphical form so that the 
information can be more easily understood and so comparisons between items can be 
made quickly and easily.  Google Sheets has extensive charting facilities that allow you to 
produce a comprehensive range of graphic displays.

Loading the Spreadsheet

	 1	 If you are starting a new session, load Google Sheets.

	 2	 Display the FILE menu and select OPEN.

	 3	 Click on UPLOAD followed by SELECT A FILE FROM YOUR COMPUTER.

	 4	 Access the SHEETS SUPPORT FILES, open the CHAPTER 7 folder and load the file:

Expenses

	 5	 The spreadsheet shows the expenses for a particular office over a one month period.

Creating a Pie Chart 

Before a chart can be created you must indicate which cells are to be included in the plot.  
You can place a chart in the same sheet as the spreadsheet table or in a sheet of its own.  
For this first chart we will place the chart in the same sheet as the spreadsheet table.



	 © Guided Computer Tutorials 20147-2

Learning Google Sheets



	 © Guided Computer Tutorials 2014 7-3

7Displaying Data in Charts

The Chart Options

The CHARTS and CUSTOMIZE tabs of the CHART EDITOR screen are used to set the 
options for your chart.  

A	 The Pie Chart Type

B	 The Chart Title

The chart title is set by replacing the default title text at the top of the chart.
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C	 The Legend

The LEGEND shows what each slice represents.  It can be moved to different positions.

	 2	 You can use the icons next to the LEGEND POSITION box to change the FONT, 
STYLE and COLOUR of the legend text if you wish to.  

D	 The Chart Background Colour

The colour of the background behind the chart can be altered.  
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8
More Detailed Charts

Google Sheets allows you to create more detailed charts.  In this chapter you will create 
Column, Bar and Line charts.  To do this a larger spreadsheet will need to be opened.

	 1	 If you are starting a new session, load Google Sheets.

	 2	 Display the FILE menu and select OPEN.

	 3	 Click on UPLOAD followed by SELECT A FILE FROM YOUR COMPUTER.

	 4	 Access the SHEETS SUPPORT FILES, open the CHAPTER 8 folder and load the file:

Expenses2

Creating a Column Chart	

	 2	 Display the INSERT menu and select CHART to open the CHART EDITOR screen.	
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The Column Chart Options

The COLUMN chart has many more options than the PIE chart.  We will look at a few of 
these new options.

A	 The Column Chart Types
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B	 The Chart Title

C	 Setting the Legend Position

As with Pie charts the LEGEND can be set to different positions.



	 © Guided Computer Tutorials 20148-4

Learning Google Sheets

D	 The Axis Titles

Each axis can be given a title.  In this case a title will be added to the X-axis.

 NOTE:	 We don’t really need an X-AXIS label in this case, but it is important 
to know how to enter it.  We will delete the label shortly.  The Y-AXIS 
label is inserted by setting the AXIS box to LEFT VERTICAL.
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The Drawing Tools 

Graphics can be used to enhance the appearance of spreadsheets.  The DRAWING TOOLS 
can be used to create the graphics or images can be imported from a file or clip art.  In this 
chapter you will create the following spreadsheet.  The logo at the top of the page will be 
created using the DRAWING TOOLS and the pet sketches will be imported.

Opening the Prepared Spreadsheet

A spreadsheet has been prepared for you and it will need to be opened from the SHEETS 
SUPPORT FILES.

	 1	 If you are starting a new session, load Google Sheets.

	 2	 Display the FILE menu and select OPEN.

	 3	 Click on UPLOAD followed by SELECT A FILE FROM YOUR COMPUTER.

	 4	 Access the SHEETS SUPPORT FILES, open the CHAPTER 9 folder and load the file:

Pet Store
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Creating the Logo

The TEXT BOX tool will be used to create the logo.  The text box created using the TEXT 
BOX tool is an object that can be moved anywhere within the spreadsheet.

A	 Inserting a Text Box

NOTE:	 The text frame will not be part of any cell when it is placed in the 
spreadsheet.
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NOTE:	 If you are using a smaller screen some of the TOOLBAR icons will be 
available within the MORE icon.	

B	 Adjusting the Text Box Shading

We can change the fill shading of the text box and the text colour.
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C	 Centring the Text	

The text needs to be centred within the text box. 
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Module 1 Project

EasyTune
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