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Lesson 3.1

i=| Master Field Trip List

Creating Your First Spreadsheet

Overview

The Middleton High School Student Council is planning for the
upcoming school year. To increase student involvement, they decide
to offer monthly field trips to a variety of destinations in the area.
Your job as the student council vice-president is to organize the field
trip information in a spreadsheet so the trips can be approved by the
school principal.

N 2 S kl | |S In this lesson, you will

create a spreadsheet to
include a list of the field
trips for the upcoming

T 1 L

]H\H

Resize a Column « Insert a Column « Use AutoFill - Format Data -
Center Align Data « Use Undo/Redo « Share a Spreadsheet « Close a

Spreadsheet
school year.
Instructions
1. Signinto Google Drive.
Tx
2. Aspreadsheet is made up of cells, organized by columns and rows. — * @ :

Columns are identified by letters, and rows are identified by numbers. | :
The intersection of a row and a column is the cell’s address. -

For example, this is cell B5. O—— 11

3. To create a new spreadsheet, open your My Sheets folder, click the NEW button and select Google Sheets.

& Drive My Drive » My Sheets ~ b X : = iz 9 0

9 Folder

{ File upload
B Folder upload

|
B Google Docs

5
q Guogla Sheals f |
)

Q"_. Google Slides
Drop files here
IMars :
or e The red "Now” button

4. Rename your spreadsheet Lesson 3.1.
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Creating Your First Spreadsheet Lesson 3.1

In this unit, you will be required to enter data into a spreadsheet. There are several ways to move from
cell to cell. Practice using the Enter key, the Tab key, and the arrow keys as you navigate around your
spreadsheet.

With cell A1 selected, type the text [Master Field Trip List] and hit Enter.

Note: Throughout this book, you will be required to type text that is shown in brackets. Do not type the
brackets.

Continue to enter the data exactly as shown in 3.1 Figure A.
Note: When finished, some of the text in column A will not be visible since the column is not wide enough.

Resize a Column. To automatically make a column as wide as the longest line of data it contains, do
the following:

a. Position your cursor between column headings A and B. When your cursor becomes a double-
sided arrow and the dividing line turns blue, double-click.

Lesson 9 [ ]
File Edit WView Inser Format Data Tools Addons Help Al changes saved in Drive

e AT s % o0 0023 Adal - m - BT S A @ -H-
Ta Narraganset] 2= Fier
, A E & i) E I F [ c H [ I il
i 1 Master Field TWist

Insert a Column. To insert a column to the left of column A, click any cell in column A, then from the
Insert menu, select Column left.

Lesson 9 [ ]
File Edit View | Insemt Fermat Data Tools Addons Help All changes saved in Drive

i
I
8
m
E
‘
M

L e Row above - m - B I 5A. ®-H-5 E-l-|+ coBMY-Z-

i Cormn Maze FRow below

A D E ' F 6 H
1 Master Field Tiip L'rst ' ' '
2 Column right
3 Event
4 Apple Picking Newahet
5 |Comn Maze
6 15th CenturyTextiles B Commeant Ctr+Al+M
7 A Chrisimas Garol Note Shif+F2 Ants Center
8  Recycling Exhibit S Function -
2 Vanderbllt Mansion T

10 Tasle of Italy ] Chart
i1 Amusement Park

Image...
12 Whale Watch = e
2 ' 2 Link. Ctrl+K
14 B Fom..
15 B Drawing .

Note: The new column you inserted becomes column A.
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Lesson 3.1 Creating Your First Spreadsheet

10. In Column A, enter the data exactly as shown below.

A

Month
September
October

L= o B < R

E
Master Field Trip List

Event

Apple Picking

Corn Maze

19th Century Textiles

Location

Anderson's Apple Orchard
Roy Carpenter's Farm

Old Sturbridge Village

11. Use Auto Fill. To continue a series or pattern from a range of cells into neighboring cells in any
direction, select cells A4 and A5, then click and drag the Auto Fill handle down to select cells A6-A12.

A

Month

|Septem ber

[=r I ¥ B N E Y ¥ R

B
Master Field Trip List

Event
Apple Picking

October ( [Cpm Maze
With Century Textiles

12. Format Data. Make the following formatting changes:

a. Bold cells A3-C3.

c O

Location

Anderson's Apple Orchard
Roy Carpenter's Farm

Old Sturbridge Village

Lesson 3.1 [ |
File Edit View Insen Format Data Tools Addons Help

(. I alke R S P L P 2

¥ Location

Anal -

b. Bold and increase the font size of cell B1 to 14.

All changes saved In Drive

&
M
@
o
]

A+ o BHY-Z-

Lesson 3.1 [ ]
File Edit View Insen Format Data Tools Addons Help Lastedit was 1 minute ago

& e A~ TS % 0 .00 123- | Al - v B Z 5 A. ®-H- E-l-|+- coBMY - Z-

T IMaster Field Trip List 5
A B c | 7 E F G H I

i
3 8
3 Month Event Location 9
4 September Apple Ficking Andersons Ap 10
5 Dctober Corn Maze Roy Carpentel 11
6 MNovember 15th Century Textiles Old Sturbridge
7 December A Christmas Carol Agnes Johnsc 12 Arts Center
8 January Recycling Exhibit Boston Must
2  February Vanderbilt Mansion Tour Newport, R 12
10 | March Tasie of Italy Federal Hill
1| April Amusement Park Six Flags Nen
12 May Whale Watch Narragansett | 36
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Creating Your First Spreadsheet Lesson 3.1

13. Center Align Data. To center the data within a cell, select cell B1, then from the Horizontal Align
drop-down menu, select Center.

= Lesson 3.1 [ ]
File Edit View Insent Fermat Data Tools Addons Help All changes saved in Drive

& T s % 0 .00 123~ Anal - ® - B|I SA. ¥-H-G p- o BB Y - I -
| Master Field Trip List
= A . B = o E F H |
1 Master Field Trip| List

14. Use Undo. To undo the last action performed, click the Undo icon.

Lesson 3.1 [ ]
File Edit WView Inser Format Data Tools Addons Help Al changes saved in Drive

S © o .00 123- Adal v | | BT s A |- H R
—

(]
=

1|+ coBMY-X-

15. Use Redo. To redo the last action undone, click the Redo icon.

Lesson 3.1 [ ]
File Edit WView Insert Format Data Tools Addons Help All changes saved in Orive

% 0_ .00 123~ Aral + M +~ H T 5= A_ @&-H-H
—

i
|‘—
1+

- co B WY - X -
Txe

B = D E F G H

Hint: Your data should once again be center aligned.
16. Resize Column B so that all data in cell B1 fits within the cell.
Hint: Double-click between column headings B and C.
17. Proofread your spreadsheet for accuracy and format. It should look similar to 3.1 Figure B.

18. Share a Spreadsheet. To share this spreadsheet, click the Share button.

TEOMaI SIS
imat Data Tools Addons Help Al changes saved in Drive Cﬂm"‘en

0g 123+ Aral < | m - Elr 3 A W B R =-1-|+- coBEmMY-Z-

19. Type the email address of the person you would like to share your spreadsheet with, such as your
instructor. Assign them permission to edit and include a note informing the recipient that you have
shared a spreadsheet with them, then click Send.

Share with others Get shareable link ‘=
Faople

recipient @gmalcom # Can edit -
Cancel Bdvancad
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Lesson 3.1 Creating Your First Spreadsheet

20. Notice that the Share button has changed to indicate the spreadsheet has been shared.

EOMall Com~<

mat  Data Tools Addons Help Al changes saved in Drive Commen(z m

oQ 123 Anal ST T e -H- =-4-|+- coBMmY-Z-

21. Close a Spreadsheet. To close your spreadsheet, click the X on the Lesson 3.1 tab.

/& My Sheets - Google Drive xy Lesson 3.1 - Google She-@
€& - C | @ hitps;//docs.google.com/spreadsheets/d/1f/9a694se2yfPLeH2SuD67ZWEutdrWoxY84)32DUxaY/edit#gid=0
I Apps % Bookmarks | iAcademy Titles

i= Lesson 3.1 fm
File Edit View Inset Format Data Tools Add-ons Help Last edit was 9 minutes ago

Note: Depending on the browser being used, the spreadsheet tabs may differ in appearance.

22. You should now see the Lesson 3.1 spreadsheet in your My Sheets folder.

& Drive My Drive > My Sheets +

"!“””I

I » I3 My Drive

e Shared with me

“.' Google Photos
B Lesson3.1

@ Recent
*

Starred

Trash
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Creating Your First Spreadsheet Lesson 3.1

3.1 Figure A
fx
| A B @ D
1 Master Field Trip List
z
3 Event Location
4 Apple Picking Anderson's Apple Orchard
5  Corn Maze 'Roy Carpenter's Farm
6 19th CenturyTextiles .Old Sturbridge Village
7 A Christmas Carol .Agnes Johnson Performing Arts Center
8  Recycling Exhibit ‘Boston Museum of Science
9  Vanderhilt Mansion Tour | Newport, Rl |
10 Taste of Italy ‘Federal Hill
11 Amusement Park Six Flags New England
12 Whale Watch 'Narragansett Bay Pier
13 '
14
15
16
17

59
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Lesson 3.1 Creating Your First Spreadsheet

3.1 Figure B
Master Field Trip List

Month ‘Event Location
September .Apple Picking Anderson's Applé Orchard
October ‘Comn Maze .Ro{.r Carpenter's Farm
November 19th Century Textiles Old Sturbridge Village
December :A Christmas Carol :Agnes Johnson Performing Arts C.enter
January Recycling Exhibit Boston Museum of Science
February ‘Vanderbilt Mansion Tour -Newport, RI
March Taste of Iltaly Federal Hil
April Amusement Park Six Flags Mew E.ngland
May :Whale Watch :Narmgansett Bay Pier
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Apple Store Product Sales

Using Spreadsheets to Calculate Data

Overview

As an intern at the Apple Store, the store manager has asked you to
keep track of weekly sales. You decide that the best way to present
this information is to prepare a spreadsheet which will calculate the
sales and tax totals she is looking for.

New Skills

Find and Replace Text « Format As Currency « Use Formulas (Multiply,
Add, SUM, Divide) - View Formulas « Print Preview a Spreadsheet «
Print a Spreadsheet

Instructions

lesson 3.2

In this lesson, you will
create a spreadsheet and

use formulas to calculate
Apple Store product sales.

1. Inyour My Sheets folder, create a new spreadsheet and name it Lesson 3.2.

2. Enter the data as shown in 3.2 Figure A.

3. Find and Replace Text. To find text within your spreadsheet and replace it with different text, from

the Edit menu, select Find and replace.

= Lesson 32 [ ]
File | Edit | View Insemt Format Data Tools Addons Help Last edit was seconds ago

&  Undo Cti+Z  Arial - ®w - B X SA. .-

Apple Redo Ctri+Y

=
x

! ] E F
‘@x Cut Ctrl+X i

Mallof [} Copy cuk+C

(13250 [ Paste CHi+V

o Paste special

! Find and replacs... Ctrl+H
AppleT

ek ¢ Delete values

(I TN BT S S R R

- Deiete row 1
1 PRODI S TOTAL

11 | Mac Bi Dalate column A

12 | Mac Bi

13 |Macp  Clear notes

14 |IPhone 58 1186
15 | iPhons 6 £970

]
|4—
+
8
i
E
.4
M
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Llesson 3.2 Using Spreadsheets to Calculate Data

4. Inthe Find and replace dialog box, type [Mac Book] in the Find field, type [MacBook] in the Replace
with field, click Replace all, then click the Done button.
7 Apple Product Sales

& |Wesk of July 5-11 I
[} =

10 PRODUCT SALES TAX TOTAL Find and replace

11 |Mac Book 10382

12 |Mac Book Air 10788 Finel Mac Boak

13 |Mac Bock Pra 15588

1 |IPhane 55 1188 Raplace vith | WacBock] ]
15 iPhane & 5970 B Al ahiosts =

16 |iPhone & Plus 8570

7 |Watch Sport 7380 Metrtiemme

Match entire cell contents

18 Watch 5990 Search using reguler expressions Help
13 | IPad Minl 2970 Alse search within fomulas

20 |[Pad Mini 2 2880

21 |{Pad Mini 3 4786 o . =
= |IPad Alr 3152

33 |IPad Alr2 8457

24 |iPod Shuffle 430

5. Format as Currency. To format numbers as dollars with the dollar symbol, commas, and decimal
places, select column B and click the Currency icon.

Hint: To select a column, click the column heading cell containing the column letter. To select multiple
adjacent columns, hold down the Shift key while clicking the column heading cells. Use Ctrl when selecting
non-adjacent columns.

= Lesson 3.2 [ |
; File Edit View Insent Fermat Data Tools Addons Help All changes saved in Drive

5 A. - H-BH-

14 wEEY-I-
fx

1 Apple Store
2 Mall of America
3 132 South Avenue

6. Use Formulas. For Sheets to recognize that a formula is being used to calculate data, all formulas
must begin with an equal sign.

7. Use Multiplication Formula. To calculate the sales tax using multiplication, in cell C11, type =B11%7%.

Hint: This formula will multiply MacBook sales by the sales tax percentage.

10 | PRODUCT SALES TAX TOTAL
W Macbook [ ot035200] ]

12 MacBook Air $10.786.00

13 MacBook Fro $15,586.00

a. Hit the Enter key for the spreadsheet to calculate the formula.

b. To apply the formula in cell C11 to other cells, select cell C11 and drag the Auto Fill handle down
to cells C12-C27. Alternatively, double-click the Auto Fill handle in cell C11.

8. Use Addition Formula. To add the sales and the sales tax, in cell D11, type =B11+C11.

10 | PRODUCT SALES TAX TOTAL

W Macbook | st0352000 L S o] ]
12 MacBook Air $10,786.00 $755.16

13 MacBook Fro $15,586.00 $1,091.16

a. Hit the Enter key for the spreadsheet to calculate the formula.

b. To apply the formula in cell D11 to other cells, select cell D11 and drag the Auto Fill handle down
to cells D12-D27. Alternatively, double-click the Auto Fill handle in cell D11.
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Using Spreadsheets to Calculate Data Lesson 3.2

9. Find the SUM. To calculate the sales totals for the week, do the following:

a. In cell B29, from the Functions drop-down menu, select SUM.

@gmailcom ~

imat Data Tools Addons Help Al changes savedin Drive Comments m
0O 123~ Arial - W0 - BrsA- ®-H-4 =-l-+ coBMY-Z-
3 = 2 a 2 " ! T AVERAGE 5
COUNT
MAX
MIN
More functions..

b. When prompted to input the range of cells, select cells B11-B27.

Note: Cells B11-B27 will turn orange, and the formula =SUM(B11:B27) will appear in cell B29.

10 PRODUCT  SALES TAX TOTAL
11 MacBook ©510,392.000 §727.44 51111944
12 MacBook Air | $10,788.00 75516 $11,543.16
13 MacBook Pro | $15.588.00  $1091.16  $16,679.16
4 Phone5S | 51,188.00! $3.16 $1,271.16
15 | iPhone 6 | $5,970.001 $417.90 $6,367.90
6 PhonzG6Plus | $8,570.00, $627.90 $9,597.90
17 Watch Spot | 57.880.00! $556.60 $8,533.60
8 Watch | 5599000 $419.30 $6,409.30
19 iPad Mini | $2,670.001 $207.90 $3,177.90
20 PadMini2 | $2,990.00, §209.30 $3,199.30
2 PadMini3 | 54,782.00) $335.16 $5,123.16
22 | iPad Air | 5319200 §223.44 $3,415.44
23 PadAir2 | 56.487.000 $454.09 $6,941.00
24 Pod Shuffle | $490.00| $34.20 $524.30
2% PodNano | §1782.00) $125.16 $1,913.16
% PodTouch | 54975.00) $340.25 $5,323.25
27 | Apple TV | $6,655.001 $458.85 $7,013.85

28 Totals forthe W

30 Average Daily Sales

c. Hit the Enter key for the spreadsheet to calculate the formula.
10. Use Division Formula. To calculate the average sales per day, in cell B30 type, =B29/7.

Hint: This formula will divide total sales for the week by the number of days in a week.

Totals for the We  $101.101.00¢

29

11. Hit the Enter key for the spreadsheet to calculate the formula.
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Llesson 3.2 Using Spreadsheets to Calculate Data

12. Resize column A so that all data is visible.
13. Center align cells A1-A4.

14. Change the cells A1-A4 back to left align.
15. Bold cells A10-D10.

16. Right align cells B10-D10.

17. View Formulas. To display all of the formulas rather than values, from the View menu, select All
formulas. Alternatively, press Ctrl + .

18. Proofread your spreadsheet for accuracy and format.

19. Print Preview or Print a Spreadsheet. To print your spreadsheet or preview it before printing, do the
following:

a. Click the Printicon.

Lesson 3.2 [ ]
File Edit WView Insenr Format Data Tools Add-ons Help All changes saved in Drive

$ % 0 .00 13- Ada + | ®m « | BT S A |- -G
—

1]
-
I
3

m
E
ﬂ
M

w
0
1=}
m
-
@
T

b. In the Print settings dialog box, in the Options section, click the No gridlines checkbox, then
click the Print button.

X
Print settings
Options
S, v/ Repeat row headers on each page
L [# Na gridlines
All sheets | InCioge aocument title
en— | Include sheet names
|| Include page numbers

Paper size

Letter (85" x 11" &

Layout

Ol 2
Fit to width Actual size Portrait Landscape
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Using Spreadsheets to Calculate Data Lesson 3.2

c. Your spreadsheet should look similar to 3.2 Figure B.
d. To print your spreadsheet, click the Print button.

Hint: To continue editing your spreadsheet, click Cancel.

Print
Total: 1 sheet of paper
Apple Store
po— | Mall of America
e 132 South Avenue
Bloomington, MN 55426
—
Dasiation L1 \\bep-dcO1\FERNAND...
e Apple Product Sales
| Sl | Weak of July 5-11
Pages & Al PRODUCT SALES TAX TOTAL
MacBook $10,392.00 §727.44 511,119.44
MacBook Air $10,788.00 5755.16 $11,543.16
MacBook Pro $15,588.00 $1,081.15 $16.675.16
IPhone 55 51,188.00 583.16 $1.271.16
Copi !'1 l IPhone 6 §5,870.00 $417.90 $6.387.90
Hes | =
i = | iPhone 6 Plus $8,970.00 $617.90  $9.597.90
Watch Sport §7,880.00 5558.60 5853860
i Watch $5,890.00 $419.30 $6,409.30
Color R v iPad Mini $2,870.00 $207.90 $3177.90
iPad Mini2 $2,950.00 $209.30 $3.189.30
- — . iPad Mini 3 54,788.00 $335.16 $5123.16
P b e iPad Air $3,192.00 $20344  $341544
iPad Air 2 §6,487.00 545408 56.941.08
4= More settings iPod Shuffle $480.00 $34.30 8524 30
iPod Nano §1,788.00 $125.16 $1.813.16
iPod Touch §4.875.00 $348.25 §6323.25
Print usirg system dialog.. (Ctri+Shift+P) Apple TV 56 55500 545885 5701585
Totals for the Week $101.,101.00
Average Daily Sales $14.443.00

20. Share your spreadsheet if required.
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Llesson 3.2 Using Spreadsheets to Calculate Data

3.2 Figure A
fx
I | A B C D E F

1 | Apple Store .

2 Mall of America

3 132 South Avenue

4 Bloomington, MN 55425

5

i]

7 Apple Product Séles

8  Week of July 5-11

g

10 PRODUCT SALES :TA){ :TOTAL
11 Mac Book . 10392
12 Mac Book Air 10788
13 Mac Book Pro 15588
14 iPhone 55 . 1188_
15 iPhone 6 . 5970
16 iPhone 6 Plus 8970
17 |Watch Sport | ?98[]_
18 Watch . 5990
19 iPad Mini . 29?[]_
20 iPad Mini 2 . 2990
21 iPad Mini 3 . 4?88_
22 jPad Air . 3192_
23 iPad Air 2 . 6487
24 jPod Shuffle . 49[]_
25  jPod Nano . 1?88_
26 iPod Touch . 4975
27 Apple TV 6555
28 ' '
29 Totals for the Wéek

30 Average Daily Sales

H
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lesson 3.3

i=| Senior Project Workshop

Using Formulas

Overview

For your senior project, you have decided to hold several workshops
to help teachers utilize Google Sheets as a tool to calculate
students’ grades and averages. You have decided to create a sample
spreadsheet to use as a guide when demonstrating its useful
features and capabilities.

- I D

N 2 S kl | |S In this lesson, you will

use formulas to find the
highest, lowest, and
average student test
scores.

Use Formulas (AVERAGE, MAXIMUM, MINIMUM) « Increase/Decrease
Decimal Places « Cut and Paste Text « Add Borders « Change Page
Orientation

Instructions

1. Inyour My Sheets folder, create a new spreadsheet and name it Lesson 3.3.
2. Enter the data as shown in 3.3 Figure A.
3. Find the Average. To calculate each student’s test score average, do the following:

a. Incell F5, from the Functions drop-down menu, select AVERAGE.

= Lesson 3.3 |
- Flle Edit View Insert Format Data Tools Addons Help Last edit was seconds agn

& e T ¢ %o 0p23- Al - w - BT s A . H- =-1-|4- coBY-E-
i | SuM
| A E c ] £ F G H | K i
1 Biology Test Scores - Qparter 1
COUNT
2 Mrs. Bargeson
3 AKX
4 LAST FIRST TEST1 TEST 2 TEST3 AVERAGE MIN
& Algoo Jolo ) 29 )
E  Broth Larmy T a5 81 More functions..
T | Defngslis Madelyn 95 % 100
& DiBugna  Jeymie 100 % 53

b. When prompted to select the range of cells, select cells C5-E5.

3

4 LAST FIRST TEST1 TEST 2 TEST 3 AVERAGE

S Mmoo TR w aibaewec )
13 Broth Larmy i a5 -3

7 | Defngslic Madelyn 99 90 100
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Using Formulas Lesson 3.3

c. Hit the Enter key for the spreadsheet to calculate the formula.

d. To apply the formula in cell F5 to other cells, select cell F5 and drag the Auto Fill handle down to
cells F6-F30. Alternatively, double-click the Auto Fill handle in cell F5.

Increase/Decrease Decimal Places. To increase or decrease the number of decimal places to the
right of the decimal point, select cells F5-F30, click the Decrease decimal places icon and remove all
decimal places from the average. Notice that the average is rounded to the nearest whole number.

=] Lesson 3.3 |
# Flle Edit View Inset Format Data Tools Addons Help  All changes saved in Drive

0 - B Z 3 A. %, [H-H-

e i-4- ~EBEHY-E-
T =AVERABE{CS\ES
| a

Insert a formula in cells C33, D33, and E33 to find the class average for each test, then remove all
decimal places.

Find the Maximum. To calculate the highest score for Test 1, do the following:

a. Incell C34, from the Functions drop-down menu, select MAX.

= Lesson 3.3 |
- Flle Edit View Insert Format Data Tools Addons Help Al changss saved in Drive

& e T ¢ %o 0p23- Al -|w - BT EA. S H- =-1-|4- coBY-E-
i | SUM
| A E c ] £ F G H ! | avemace K i
¢ DiBugnara Jaymiz 100 % EH £
O hiT

5 Hom Bary 88 2 8 8%

0 Huang Eddie ™ 3 7 75 o
it JeanFieme  Stephanie a0 1m 50 s S —

12 Jimenez Russall 86 50 M 90

13 Jung Alan Ta a5 ] ag More functions..
i Kong Myma 5 % = Y

15 [vitelman Lisa 53 23 56 54

b. When prompted to select the range of cells, select cells C5-C30.
c. Hit the Enter key for the spreadsheet to calculate the formula.

d. To apply the formula in cell C34 to other cells, select cell C34 and drag the Auto Fill handle to the
right to cells D34 and E34.

Find the Minimum. To calculate the lowest score for Test 1, do the following:

a. Incell C35, from the Functions drop-down menu, select MIN.

= Lesson 3.3 |
- Flle Edit View Insert Format Data Tools Addons Help Al changss saved in Drive

& e T ¢ %o 0p23- Al -|w - BT EA. S H- =-1-|4- coBY-E-

fx SUM

g | A B C D E ¥ G H 1 AVERAGE K L
k)
s |LasT FIRST TEST1 TEST2 TEST3 AVERAGE Gy
5 | Algoo JoJo a9 5 a7 —
& Broth Lary bod 85 81 81
7 | Dafngelis Madeiyn % 100 %
¢ DiBlugnara Jaymie 100 0 S £} More functions..
8 Hom Barry el 8 3
10 Huang Eddis 0 i} 7 s

b. When prompted to select the range of cells, select cells C5-C30.

c. Hit the Enter key for the spreadsheet to calculate the formula.
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d. Toapply the formula in cell C35 to other cells, select cell C35 and drag the Auto Fill handle to the
right to cells D35 and E35.

8. Bold Row 4.
Hint: To select an entire row, click the row heading containing the row number.
9. Rightalign cells C4-F4.
10. Bold cells C33-E35.
11. Cut and Paste Text. To cut text and move it to another cell in your spreadsheet, do the following:

a. Select cells A33-A35, right-click, and select Cut.

12| Jimensz Russell 46 50 94 90
1 Jung 70 8 I ]
14 Kong 93 95 90 93
5 |Kiteman el il % 94
16 | Levy Fasta 89 88 9% o1
17 | Mercad Paste special . T4 80 80 78
18 Nemenko 77 83 74 78
L Uraini_ Sor range.. a0 75 a8 81
20 Palmatisr ] 50 92 94
2t Ravinskas Inseit Ik o8 8 85 8
E :Si\figﬁ. | 82 82 % 85
3 Siagiried Define named range: 9 98 94 o4
2 Sika Protedt range 100 92 9% 57
2 Stoppini 65 b 0 74
26 |Talignani Insert comment ] a0 75 76
I Thomas | fnsert note 84 Ll 8 8
28 Tormes " 85 92 93
» .‘._'\ﬁl[iams Claar notas 80 88 [ B4
:‘: {72k Conditional formatting.. i a2 i o
1 Diata valldation
33 |CLASS AVERAGE 85 87 L]
M HIGHEST TEST|SCORE 100 100 100
3%  LOWEST TEST BCORE 65 75 T4
3

b. Position your cursor in cell B33, right-click, and select Paste.

14 fong [Myma 9 9% % )
15 Kyitslman Lisa 93 9% 94
16 |Levy | Michs 8 95 9
17| Merced Albert__Cooy a0 80 7
18 Nemenks _E & i 7
18 | Orsini Eric 75 88 81
il 1 Paste special
20 Palmatiar Chris 90 €2 94
21 Ravinskas (Pame | ik 85 85 85
2 | Bavags Carle: a2 % 85
23 Siegfried \Lane | Define named range % Ead 94
24 Silva Jamst PR 92 % 97
5 Stoppini [Soloy e AR 77 80 74
26 | Talignani John a0 75 76
T i Insen cammment
27 Thamas Raym a0 85 Lx]
| Tomss Vinca Inae nate: g5 92 g3
28| Williams ‘Andre  Clsar notes og 34 2]
0 Zak Temy a2 80 &
3 Canditianal farmiatting
R e Data validation
35 CLASS AVERA — 87 a8
3 HIGHEST TEST,SCORE 100 100 100
3 | LOWEST TEST SCORE 65 i) 74
3

Alternatively, the Cut and Paste tools are located in the Edit menu.

c. Resize column B so that all data is visible.
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12. Add Borders. To add a line around a cell or group of cells in your spreadsheet, select cells A4-F30,
then from the Borders drop-down menu, select All borders.

= Lesson 3.3 | ]
Flle Edit View Inset Format Data Tools Addons Help  All changes saved in Drive

& e T § % oo 00 123- Al - w0 - |B T s A S, H-EE-
LS ; B o\
| 'y B B D E 4 K L
4 [LasT  |FIRsT TEST1 TEST 2 TEST3 m £
5 Algos Jade ] ] 50 —
& Broth Lamy ™ 8 il 3l

13. Proofread your spreadsheet for accuracy and format.
14. Print preview and remove gridlines from your spreadsheet.

15. Change Page Orientation. To change the orientation of your page from Landscape to Portrait, do the
following:

a. Click the Printicon.

b. Inthe Print settings dialog box, in the Layout section, click the Portrait option, then click the
Print button.

Print setfings

e By 2 Options

~ Repeat row headers on 2ach pags
" Mg gridlines

All shests Includs document tifls

Include sheet names

Include page numbers.

& Current sheet

Selection

Paper size

Lattar (B.5" ¥ 117 +

Layout
. a ¢
Fit to width Actual slze Portzall Landzcape
. - =
| | |
En -

— 7 o

16. Your spreadsheet should look similar to 3.3 Figure B.

17. Share or print your spreadsheet if required.
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3.3 Figure A
fu

A B G D E F G

=

Biology Test Scores - Quarter 1

2 Mrs. Bergeson

; |

4 LAST FIRST TEST 1 TEST 2 TEST 3 AVERAGE
5 Algoo Jo Jo ' 23 89 90
& Broth Larry 77 85 81
7 DeAngelis ‘Madelyn 09 a0 100
¢ DiBugnara Jaymie ' 100 a0 03
8  Hom ' Barry ' 88' 82' 89'
10 Huang Eddie 0 78 77
11 Jean-Pieme 'Stephanie o0 100 o0
12 Jimenez 'Russell 85' Qﬂ' 94'
13 Jung Alan 70 85 a5
14 Kong ' Myrna ' 93' 95' E}D'
15 Kvitelman Lisa ' 03 a3 95
18 Levy Michael ' 20 83 05
17 Merced Albert ' 74 80 80
18 Nemenko Eileen ' 77 83 74
18 Orsini Eric 80 75 83
20 Palmatier Chris 09 a0 g2
21 Revinskas Pamela 88 85 a5
2 Savage ' Carlos a2 ' a2 ' a0 '
23 Siegfried Lane 91 g8 04
24 Siva Jarrett ' 100 o 03
25  Stoppini “Solomon ' 65 77 80
26 Talignani “John ' 73 80 75
27 | Thomas 'Raymond ' 84 80 85
28 Torres ' Vincent ' a1 ' a5 ' a2 '
20 Williams Andre ' 80 83 84
30 | Zak Terry ' 77 82 80
- | | | | |
32

23 CLASS AVERAGE

3¢ HIGHEST TEST SCORE

35 LOWEST TEST SCORE

38

3T

3B

38

S
a
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Using Formulas

3.3 Figure B

Biology Test Scores - Quarter 1
Mrs. Bergeson
LAST FIRST TEST 1 TEST 2 TEST 3 AVERAGE
Algoo Jo Jo 83 89 90 87
Broth Larry 77 85 81 81
DeAngelis Madelyn 99 90 100 96
DiBugnara Jaymie 100 90 93 94
Hom Barry 88 82 89 86
Huang Eddie 70 78 77 75
Jean-Pierre Stephanie 90 100 90 93
Jimenez Russell 86 90 94 90
Jung Alan 70 85 85 80
Kong Myrna 93 95 90 93
Kvitelman Lisa 93 93 96 94
Levy Michael 89 88 95 91
Merced Albert 74 80 80 78
Nemenko Eileen 77 83 74 78
Orsini Eric 80 75 88 81
Palmatier Chris 99 90 92 94
Revinskas Pamela 88 85 85 86
Savage Carlos 82 82 90 85
Siegfried Lane 91 98 94 94
Silva Jarrett 100 92 98 97
Stoppini Solomon 65 77 80 74
Talignani John 73 80 75 76
Thomas Raymond 84 80 86 83
Torres Vincent 91 95 92 93
Williams Andre 80 88 84 84
Zak Terry 77 82 80 80

CLASS AVERAGE 85 87 88

HIGHEST TEST SCORE 100 100 100

LOWEST TEST SCORE 65 75 74
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lesson 3.4

Top 10 Schools

Working with Hyperlinks

Overview

You have decided on a college major, Marketing. The next step is to
narrow down the colleges and universities you would like to research
before selecting the one that is best for you. To help organize your
research, you want to create a spreadsheet that includes web site
links to the top colleges for the major you have selected.

New Skills

Insert a Link « Format Column Width « Use Text Wrap - Use Paint

Format

Instructions

In this lesson, you will
create a spreadsheet
containing a list of
colleges with information
and a hyperlink for each
college.

1. Inyour My Sheets folder, create a new spreadsheet and name it Lesson 3.4.

2. Enter the data as shown below.

Note: Unless otherwise noted, resize the column widths to fit cell contents

fx
A
My Top 10 Schoaols

School

University of Michigan
University of Pennsylvania
University of Texas
Indiana University
University of California
University of North Carolina
10 New York University

11 University of Virginia

[T= T = = T B = T S R o T R S

12 University of Wisconsin
13 University of Southem Califomia

Location

Ann Arbor, MI
Philadelphia, PA
Austin, Tx
Bloomington, IN
Berkeley, CA
Chapel Hill, NC
New York, NY
Charlottesville, VA
Madison, Wi
Los Angeles, CA
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Working with Hyperlinks Lesson 3.4

3. Inserta Link. To insert a hyperlink for quick access to a web page, do the following:

a. Incell A4, from the Insert menu, select Link.

Lesson 3.4 [ ]
File. Edit View  Insett | Format Data Tools Addons Help Al changes saved in Drive

5 - ~ 7 Row above - - B X 5 A. - H- =-4-|+- coBMEY-Z-

Fu University of Michig Row below

— i : 5 : 7 2 : = ! 5
1 MyTop10Schools ~ Cotmnleft ' ' 1
2 Colurmn right
3 School
4 [University of Michiga ~ 'New sheet
5 University of Pennsyl
e | Urivarsily ol Tete B comment Cri+AlI+M
7 Indiana University Nota Shift+F2
8 University of Californi 5 Eunction :
9 | University of North Ci

10| New York University W] Chart .
11 University of Virginia — ,_
12| University of Wisyafe
3 University of Songr 2 Link..

" B Form
| B Drawing. ..

Cirl+K

b. Inthe Link dialog box, type [www.umich.edu] into the Link field, then click Apply.

School Location
|University of Michigan | Ann Arbor, MI

Link | www.umich. edul @

Unive m University of Michigan
E | hitps :fjumnich.edu/

3
4
5
& Text  University of Michigan
7
8
3

10 | New

11 Unive Careers atthe U: University of ... A
m hitp:/jumjobs . org/

12 Unive

c. Continue adding hyperlinks to the list of colleges in column A, using the web site addresses in the

table below.
University of Pennsylvania www.upenn.edu
University of Texas www.utexas.edu
Indiana University www.iu.edu
University of California www.berkeley.edu
University of North Carolina www.unc.edu
New York University www.nyu.edu
University of Virginia www.virginia.edu
University of Wisconsin www.wisc.edu
University of Southern California www.usc.edu

4. Boldrow 3.

Unit 3: Sheets




Lesson 3.4 Working with Hyperlinks

5. Format Column Width. To resize a column to a specific number of pixels, do the following:

a. Place your cursor over column heading A until the drop-down arrow appears, click the arrow, then
select Resize column.

Lesson 3.4 [ |
File Edit View Insert Format Data Tools Add-ons Help All changes saved in Drive

& o~ o~ P s % 0 00123 Aal - 1 -~ B Z 35 A. ®-BH-BH- | E-1-|7- oo
F« | My Top 10 Schools
I u A B ¢ ] E F G
1 |My Top 10 Schools Cut . . .
2
3  School s
4 University of Michigan Paste
5 University of Pennsylvania Paste special -
6  University of Texas |
7  Indiana University Insert 1 left
8 University of California . Insert 1 right
9  University of North Carolina
- Delete column
10 New York University
11 University of Virginia Clear column
12 University of Wisconsin . Hide column
13 University of Southern CalifoA RSz 8 -Col...
14
L5 Sort sheet A — Z
16
-1? Sort sheetZ — A

b. In the Resize column A dialog box, enter 150 for your new column width, then click OK.

Resize column A

® Enter new column width in pixels. (Default: 100)
[ 150)

Fit to data

-

6. Use Text Wrap. For data to be displayed on multiple lines within a cell, select cells A4-A13, then from
the Text Wrapping drop-down menu, select Wrap.

@gmail.com -
Format Data Tools Add-ons Help All changes saved in Drive Comments
> .0 00,123 Arial - w0 - B I SA. ®.H-B- = = B A
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7. ltalicize and change the font color of cell B4 to red.
8. Use Paint Format. To replicate existing formatting to other data in a spreadsheet, do the following:

a. With cell B4 still selected, click the Paint format icon.

= Lesson 3.4 ]
File Edit View Insert Format Data Tools Addons Help Saving.

& o/~ P % .0_ .00, 123-  Arial | | BlES AL H =E-1-|4- e
T Ann Arl
I ._‘u B c D E F G H
1 —_ My Top 10 Schools
2
3 School Location
4 | University of Michigan Ml

% University of
lPennsyIvania Philadelphia. PA

b. Select cells B5-B13. All of the school locations should now be italics and red.
9. Bold and increase the font size of cell A1 to 18.
10. Proofread your spreadsheet for accuracy and format.
11. Print preview. Your spreadsheet should look similar to 3.4 Figure A.

12. Share or print your spreadsheet if required.

3.4 Figure A

My Top 10 Schools

School .LD[:ﬂtiDI'I
University of Michigan  Arnn Arbor, MT
University of

Pennsylvania Fhiladelphia, FA
University of Texas Austin, TX
Indiana University .Bj'oomfr?gmr?_. N

University of California  Berteley, CA

University of North
Carolina Chapel Hill, NC

Mew York University New York, NY
University of Virginia Charlottesville, 'u’,-ﬂ._
University of Wisconsin  Madison, W

University of Southern

California Los Angeles, CA

Unit 3: Sheets

77




lesson 3.5

i=| Coffee Shop Sadles

Creating Pie and Column Charts

Overview

You have been working at a coffee shop after school for the past
eight months. Each week, your manager gives the employee with
the highest sales a $25 qift card. You offer to visually illustrate weekly
sales by creating pie and column charts. To motivate the staff, these
will be posted on the employee bulletin board.

New Skills

Merge Cells » Use Fill Color « Rename a Sheet « Insert a New Sheet «
Copy Data « Sort Data - Create Pie & Column Charts

Instructions

In this lesson, you will
create a pie and column
chart to illustrate weekly
sales.

1. Inyour My Sheets folder, create a new spreadsheet and name it Lesson 3.5.

2. Enter the data as shown below.
. - . - i .
Week of July 6-12 '

|

1

2

3 | Day Sales

4 | Menday 2250
5  Tuesday 1800
6 Wednesday 3500
7 Thursday 4700
&  Friday 4900
9 Saturday 9750
10 Sunday 7925

Hint: Use Auto Fill in column A.

3. Merge Cells. To combine selected cells into a single larger cell, select cells A1 and B1, then click the

Merge cells icon.

| Lesson35 W
File Edit View Insert Format Data Tools Addons Help  Last edi was saconds ago

B AP s w0 A = | 4o -nI-}L.&.E}w .

f | Wask of July 612
L B c o E F

]
o e

2

sl co BHEY - E-

4 L3 L L
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Creating Pie and Column Charts Lesson 3.5

4. Center align, bold, and change the font size of cell A1 to 14.

5. Use Fill Color. To add background color to a cell, select cells A3 and B3, then from the Fill color drop-
down menu, select light green 1.

S Lesson3s W
Film Edt View Insert Format Data Tools Addons Help Al changes saved in Dive

Conditional formatting ..

B P s ow o oogEe an = | Ao EEE B A - @H-FF- =1 -+ coBEHMEYT-E-
fxiﬂ‘ﬂ“ E ¢ [ E ] el [ | J K L [
0 Weekof July 612 msotmionie

: 2 HEE ErAEEE
3o s ]
& Menday i 2280
5. Tuesday 1800
& Wednesday 3600
7 Thursday 4700
&  Friday 4900
5 Saurday a75a
10 Sunday Ta25
1

12

13

6. Centeralign and bold cells A3 and B3.
7. Format column B as currency.
8. Create a Pie Chart. To create a pie chart to show proportions of a whole, do the following:

a. Select cell A3, then from the Insert menu, select Chart.

= Lesson 3.5 |
File Edt View Inserf Format Data Tools Addons Help Al changss savedin Dive

oo~ o above = w - B P LA, BFH- =el-lb- o EMY-X-
e LB R helow i
] & i [ E F e H | 4 K L [

e Coturnn | I ) .

1 Week of Jul

3 Cfurmn right

> o Hew sheet

4 Saturday

5 munday Bl Comment  CirtAlsh

& Frliay

7 Thumsday Mot Shi+F2

B Wednesday I Function

% Monday

10 Tuesday ] Chart.

1 =

7

e es Link Cti+K

F B rom

15 B Craving

b. Inthe Chart Editor dialog box, from the Recommendations tab, select the Pie chart thumbnail.

Note: A preview of your pie chart will appear on the right.

Chart Edsar

Sakes by Day 183 B 1D

iy | hales, £y | e
& Merday
® Tussday

& Wednesday
@ Thunsay
& Fiidep

& Salnay
@ nday

=R
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Llesson 3.5 Creating Pie and Column Charts

c. Click the Customization tab shown below.

d. Inthe ChartTitle field shown below, type the text [Sales: Week of July 6-12].

e. Change the Font to Wide and the Background color to light gray 1 as shown below.
Note: Your chart should look similar to 3.5 Figure A.

f. Click the Insert button shown below.

Chart Edsar

Char typas O FRip

Sales: Week of July 6«12

Chant

Titta [ A SRTEN §
® Mendny
o
& Wednesday

& Thursday
® Fridey

Bl ® Sotirdsy
@ Bunday

Legend
g - BT ow - W

Fart

Background

Thce Pereen. -

Banssr

=

g. To move the chart to its own sheet, click on the chart, then from the drop-down menu in the top
right-hand corner, select Move to own sheet.

» | E & | o T E F & H | T 1 T K i "
Week of July 6-12

i ® #F c '\.‘\—'.Mf'ac':’-?fr;r.-:_-o;-'lr..-.-:ul @
T

Advanced edis.
Delete chart

Sales: Week of July 6-12

Bava image
Publish charl
Copy thart

Note: The sheet named Sheet1 will display the data and the sheet named Chart1 will display the pie chart.

9. Rename a Sheet. To change the name of a sheet for easy reference, double-click the Sheet1 tab, type
[Sales by Day], then hit Enter.

35
36
ar

= = |Sales by Dayl * |)Ghartt ~

10. Rename the Chart1 sheet to [Sales by Day-Pie].
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11. Insert a New Sheet. To insert additional sheets into your spreadsheet, click the Add Sheet icon.

i 3
Add Sheet

+ | 5

Sales by Day - | Sales by Day-Pie ~

12. Rename Sheet2 to [Highest to Lowest Sales].
13. Copy Data. To copy data and duplicate it on another sheet, do the following:
a. Click the Sales by Day sheet and select cells A1-B10.

b. Right-click on the selection and select Copy.

= Lesson33 m
File Edt View Insert Format Data Tools Addons Felp Al changss savedin Dive

B s w0 A = | wr - LW E 5 A . $-H-89- =1+ coEHEYT-E-
T Wosh of July 512
l & B c o E F @ H I 4 K L L

Week of Juhs 542 |

Lt

D)

Tuesday .
Wedneaday Plaste spaclal
Thurz day

Friday | San rangs

Seturday

i
Sunday Izt link

Defing named range

Protect fangs..,

st comment

;a-.‘a;s::._g..m...“....‘.M.‘k

st nate

b Clasr notes
1w
Le Canditional fématting
20
Data validation
21
n

c. Click the Highest to Lowest Sales sheet, right-click in cell A1, and select Paste.
14. Sort Data. To sort the sales data from highest to lowest, do the following:

a. Select cells A3-B10, then from the Data menu select Sort range.

= Lesson33 m
File Edit View Insert Format Data Tools Addons Help Al changes saved in Drive

B P s owon g Sotshestby eolumn A & 2 3 F & A - ﬁ-ﬂav'-ii-l- =-1l-l+- coEHEYT-E-

DOay Som sheat by eolumn A £~ A

& B F G H | J K L M
5 U AA T
Week of July 612 art range by column

,;

4 Sort range by column A, Z &
E Sort ral

& Menday 52.250.00 e

5 Tuesday 51,800.00 Mamed rangss.-

6 ‘Wednesday $31.500.00 Protcted sheets and rangss..
7 Thursday 54.700.00

& Friday 54.900.00 ¥ Filter

S Saurday $9.750.00 Filter viewa

oy SESH, | e

2 Validation.
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b. Inthe Sort range dialog box, click the Data has header row checkbox as shown below. The sort
by drop-down options will change to reflect your column headings.

c. From the sort by drop-down menu, select Sales, select Z-A, then click Sort as shown below.

Note: The sales data is sorted highest to lowest.

Sort range from A3 to B10

ta has header row
A—=Z

sort by Sales =
—A

+ Add another sort column

cane

15. Create a Column Chart. To create a column chart to compare values of multiple categories, do the
following:

a. Select cell A3, then from the Insert menu, select Chart.

b. Inthe Chart Editor dialog box, from the Recommendations tab, select the Column chart thumbnail.

x
Chart Editor
Recommendations  Char types  Cusiomization Halp
'Highest to Lawesi Sales'|A3:B10 B
Day | Sales
Day | Bales Day | Eales e, s
N /.
u“n\sue:_/ Day | Sales 2
S = 55.000.00
\ é 73
52 50000
Day ! Sales Histogram of Sales
50.00
Salurday Friday Wadnesday Tuasday
Sunday Thursday Menday
Day
=R -

c. From the Customization tab, change the Chart Title to [Highest to Lowest Sales], the font to
Tahoma, and the Background color to light blue 3.
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d. From the Legend drop-down menu, select None.

x
Chart Editor
Recommendaticns  Chart types | Customization Help
Legend
Right = Br e - W- _ Highest to Lowest Sales
Right J1n,000.00 . S
Tahoma -
Top £7,500.00
Bottom —
Inside 2
F 500000
MNone
ST TFREVErS )
$2,5T0.00
|| Maximize Compara mods
30,00 =
Axis -Honzontat = m*':’im’dﬂ Fiday Wednesday ﬂ'mm
gy
Titls alriy - M-
=R -

e. Scroll down through the customization dialog box, then from the Axis, Slant labels drop-down
menu, select 60 degrees.

Chart Editor

Recommendaticns  Chart types | Customization Help

Axis Horizontat

Highest to Lowest Sales
Title Bl - N~ $10,000.00
Diay
£7,500.00
Axls labels ar 2 - H- "
F 500000
Slant labels Aute -
$2,500.00
Treat labels as text Auta
=
£ 30,00
Series  Sales

20*
Color

= -
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f. From the Series, Color drop-down menu, select dark red 3.

Chart Editor
Recommendations  Chart types  Customization Help
Treat labels 2 fexl Highest to Lowest Sales
£10,000.40
Serles  sales
47.500.00
Color N -
Bl Leig X Mone
EEET
Diata labels HEEE ErEmEs

Bone . n r

— B aaiEs v v
~ @ LS
e L

Note: Your chart should look similar to 3.5 Figure B.

g. Insertand move the chart to its own sheet, then rename that sheet to [Highest to Lowest Sales-
Column].

16. Proofread your spreadsheets for accuracy and format.
17. Print preview.

18. Share or print your spreadsheets if required.
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3.5 Figure A

® ~ Copychart  Advanced edit... Fublish chart | Sove image  Delets chart
Sales: Week of July 6-12
@ Monday
@® Tuesday
~ Wednesday
@ Thursday
@ Friday
@ Saturday
@ Sunday
+ = Sales by Day Sales by Day-Flie Highest to Lowest Sales = Highest to Lowest Sales-Calumn - o
3.5 Figure B
® | &, C a8 Tl ye Copychart  Advanced edit_  Pubilshchaft  Save image  Delete chart
Highest to Lowest Sales
$10,000.00
$7,500.00
i
b $5,000,00
$2,500.00
$0.00
f & f S
X
Day
+ B Sales by Day y Day-Fiz «  Highest to Lowest Sales Highiest to Lewest Sales-Calumn ©
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lesson 3.6

i=| Varsity Sports Attendance

Creating a Line Chart

Overview ."‘
Every five years, McKinley High School updates its athletic complex. "k'

One major update will be to increase seating in the gymnasium and
the stadium fields. To help determine how many additional seats will
be added this year, the athletic director asks you to create a line chart
that shows the attendance growth for baseball, football, basketball,
and soccer. Since you are familiar with using Google Drive, you
decide to use Google Sheets.

NeW Skl | |S In this lesson, you will

create a spreadsheet and
line chart using sporting
event attendance data.

Format Number « Create a Line Chart « Insert an Image « Resize an
Image

Instructions

1. Inyour My Sheets folder, create a new spreadsheet and name it Lesson 3.6.

2. Enter the data as shown below.

fx
| A B © D E F G
1 MecKinley High Athletic Event Attendance
2
3 Year 1 Year 2 Year 3 Year 4 Year 5
4  Baseball 10582 7450 8765 9841 11240
5  Foatball 9960 14586 15862 18625 19541
6  Baskethall 8825 11548 10254 12542 14625
7 Soccer 4875 5687 6790 5247 7850
8

3. Merge cells A1-F1, center align, bold, and change the font size to 14.
4. Bold and right align row 3.
5. Bold cells A4-A7.
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Creating a Line Chart Lesson 3.6

6. Format Number. To format numbers with a comma and decimal places, select cells B4-F7, then from
the Format menu select Number, then select Number.

= Lesson3E W
File Edt View Insort | Format | Data Tools Addons Felp Al changss savedin Drive

L % R Aimatie J-F- =-1-l+- co By - X-

| 10B6Z | Fam g Plain test 1
| & E e H | 4 K L [
3 " Fart size " o - ! : !
2 B Bald CueR Parcént 1.12%
3 L (S L) Sefentifle 1 0ME+03
4 Basaball 4
5 Football 3.t Uogealing SBU Fnancia R R
& Baskethall £ 5 Strkethrough Alt+Shift+5 Currsney 51.000 12
7 Boceer F
L Align Date Q2EAN08
L3
- g Tims 5500 PM
it Tetwragpia Datetime:  Z/2008 15,5500
:i Canditional formatting Durstion 240000
£l Ty Clear farmatting Cari# More Fonmats

7. Toround to whole numbers, decrease the decimal place of cells B4-F7 to zero decimal places.
8. Create aLine Chart. To create a line chart to show trends over time, do the following:
a. Select cells A3-F7, then from the Insert menu, select Chart.

b. Inthe Chart Editor dialog box, from the Chart types tab, click the Switch rows / columns
checkbox, then select the Line chart thumbnail.

Chart Editor

Recommendati(ns | Charttypes | Cus)omization Halp

ShestATFT 22:]

@}umch TOWS / colimng Column 1/ Year1
" Use column A as headers

20000 s
~ Use row 3 55 /abels ::s;thl
—— Foothall
— Baskatball
15000 R
10000
&
soon

Yearil Yoar 2 Year3 Year 4 Year s

Coitrmn 1

c. From the Customization tab, copy and paste the text in cell A1 to the chart title field.
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Lesson 3.6 Creating a Line Chart

d. Delete the Horizontal Axis Title.

Chart Editor
Hecommendations  Charl types | Customization Halp
Axis  Horizontal =
McKinley High Athletic Event Attendance
Tille Brie - H- 20,000 —— Bassball
@ —— Foamall
— Baskamal
15,000 — — Soccar
iz labsle Bz 12 - M- _ \\N_/“’
5 10,000
£

. _ 5 /\/
5,000

Treat labsls a5 texd

o
Series AU Lines . Year1 Year2 Yeard Yeard Yemr§

Column §

=l -

e. Toadd a title to the Y-axis, from the Axis drop-down menu, select Left vertical.

Chart Editor

Hecommendations  Charl types | Customization Halp
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== (! —— Foattall
Colurr

— Baskamal
= 15,000
1 i = Soceer
2 i
Axis labels B i - K- £ _\\N-/
5
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2 /\/
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Treat labels 8 tex)
o
Series  AfiLines = ‘Yedr 1 Year 2 Yeary Yeard Years

=l -

f. Change the Axis title to [Number of Attendees].

Chart Editor
Hecommendations  Charl types | Customization Halp

Axis | Left vertical
McKinley High Athletic Event Attendance

Thie B s oz - - 20,000 —— Bassball
— Foatnall
Number of Attendess — ‘Baskgal
= 15000
a i = Soceer
£ e
Axis labels Bz - M- H T
3
5. Toooo
Idlin Max 2
% /\/
s 5,000

Allaw Buunds in hide data

Giridlines ‘Yedr 1 Year2 Yeard Yeard Yeer s

Major 5

=l -

g. Insertthe chart.
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Creating a Line Chart Lesson 3.6

9. To reposition your chart so that all data is displayed, place your cursor at the top of your chart until it
becomes a hand, then click and drag your chart below the data. Your spreadsheet should look similar

to 3.6 Figure A.
Lesson 36 m
File Edit View Inset Format Dme Took Addoms Heb Al changes saved i Drive Cf M
R R R - oW - x5 A- -0 =.l.l4- co BMYT-E-
& B < o E F & H 1 El L3 L LU L} Q L
inley High Athletic Event A 7"\
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| nley Higl vent nce
hgi 20000 — Eacaball
| — Fontbel
— Baabethall
15000 i

Al of Atandois

uzzan:sn:a_p:a-—q—.—.—r._Lr-

10. Insert an Image. To insert an image into your spreadsheet, do the following:

a. Incell H3, from the Insert menu, select Image.

Lesson 36 W
File Edit View Insett | Fomat Dma Took Addom Heb Al changes saved i Drive Cf M n——
A& a7 Row ahove - a0 - llE 5 A WeB- =l .- eBmHY-E-
fu Row balaw
__J & Gl ot o E: F o H 1 i 3 L N L3 o P
umn
1 . : Bvent Attendance
= Calum right
3 Bt Yeard Yaar 4 Yoar 5 [
¢ Basobadl i 1785 5,841 1240
:  Foothal W oo, G e w2 18,541
§  Basketball 2 0258 250 145
T Socear iz Lo 6790 547 7.850
) I Function -
= Tl
: Yostm, i [Tt Atendarcs
20,000 R —
Ferm.
et B Fem // — Ecottan
5 I Orawing... — Easabal
a P = — soczer
L H i il

b. Click Search, enter [school mascot] in the Google search field, then hit Enter.

Insert image

Upload Take a snapshot By URL ‘ Your albums Google Drive

Gougle = schoolmascoﬂ) ‘ -

Results shown are labeled for commercial reuse with modification. Learn more

/\

Type your search in the box above to find images using Google Search.

GOOSIQ I_ I F E Stock images

c. Double-click an image of your choice.
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Lesson 3.6 Creating a Line Chart

11. Resize an Image. To change the size of an image proportionately (larger or smaller), do the following:

a. Click the image, then place your cursor over the bottom right-hand corner until it becomes a
double-sided diagonal arrow.

1 & | E T & | o T 3 7 | T H | 1 ® L "

i MeKinley High Athletic Event Attandance
=
2 Yaar 1 Year 2 Yaar 3 Yaar 4 Yaar §
4 Baseball 10.562 7450 8,768 5,841 11,240
5 Football 5,960 14.586 15,962 18,625 19,541
& Basketball Beis 11548 10,252 12 542 14,625
7 Socrer 4875 5 EBT 6,790 Su7 7850
8
|

w
"
2 MeKinley High Athletic Event Attendance

B 20000

b. To resize your image proportionately, click and drag the bottom right-hand corner until it fits
within columns Hand I.

12. Proofread your spreadsheet for accuracy and format.
13. Print preview. Your spreadsheet should look similar to 3.6 Figure A.

14. Share or print your spreadsheet if required.
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lesson 3./

i=| Energy Drink Comparison

Collaborating with Sheets

Overview

In health class, you are learning about nutrition. Your teacher has
assigned you and a partner the task of comparing the nutritional
information of several of the leading energy drinks on the market.
You both decide that using a Google Sheet is an easy and effective
way to work collaboratively on this project.

N ew S kl | |S In this lesson, you and a

partner will collaborate
by editing a shared
spreadsheet.

Collaborate - Insert a Note « Insert a Row « Format Row Height « Align
Text Vertically

Instructions

1. In order to complete this lesson, you must be assigned a partner with whom you will collaborate. Once
partners have been assigned, determine who will take on the role of Student A and who will take on
the role of Student B.

2. Before you begin, carefully review all of the instructions in this lesson.
3. STUDENT A: In your My Sheets folder, create a new spreadsheet and name it Lesson 3.7.

4. STUDENT A: Share the spreadsheet with STUDENT B. Assign them permission to edit the spreadsheet
and be sure to include a note informing STUDENT B that you have shared a document with them.

5. STUDENT B: In your Shared With Me drive, open Lesson 3.7.

6. Collaborate. When more than one person is simultaneously editing a spreadsheet, a different color
will be used to designate which cell has been selected by which person. A colored box will also appear
at the top of the screen.

Lesson 3.7 [ ] ihemadished
= - s
File Edit View Insert Format Data Tools Add-ons Help Al changes saved in Dnve L)

& e P 5 % 0 00123 Adal = | in Bz s A. - H E oL+ coEEY- I-

fx
2 = c ] = F G H 1 3 “ L

1
z
3
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Collaborating with Sheets Lesson 3.7

7. Insert a Note. To insert a note informing your teacher who entered data into which column, click on a
cell, then from the Insert menu, select Note.

= Lesson 3.7 -] @
X File Edit View |lInsert Format Data Tools Add-ons Help Al changes saved in Dnve W | Comments E
& e o~ Row above = | e B 7 s A. B H = .l |+ co@EEY. -
Fx Row balow
& o = F =3 H 1 1 e T

- . Column et - ! 4 { !

o

2 l Column right

3

" Newi sheet

5

= B Comment  Cil-AltM

= Shifi-F2

g 2 Funcion -

f

1 IEI] Chart...

3 fma] Imaga..

= G Link. . Ciri+

12

3| H Form...

15 3 Drawing..

8. STUDENT A: Enter your name in a note in cells A1, B1,and C1.

= Lesson 3.7 [~ @
; File Edit View Inset Format Data Tools Add-ons Help Al changas saved in Dnve W Comments E
F e T 5 % oo 0m. A = | e B I s A. B.H =. 1l |+ co@EMEY I-
Tx
2 8 c o = F I H 1 1 K L

hil ‘.. Q Stucent A ’ &

aon e e

9. STUDENT B: Enter your name in a note in cells D1, E1, and F1.
Hint: To view a note, hover your cursor over the triangle in the corner of each cell.
10. STUDENT A: Enter the data in columns A, B, and C only. See 3.7 Figure A.
Hint: Use Wrap text in column A.
11. STUDENT B: Enter the data in columns D, E, and F only. See 3.7 Figure A.

12. Insert a Row. To add a row to your spreadsheet, select a row (click the row number), then from the
Insert menu, select Row below.

i Lesson 3.7 ] =
- File Edit View Insert Format Dats Tools Add-ons Help Al changes saved in Drive . e E
e~y Row above 10 87 5A. . H B = 1.3 ccHEHMY I
fx  RedBul
A N ot D =3 3 G H I 4 K f
i - . : | I I !
1 ProductBrerd (Siza oo lres  Sugas(y) Caeine g
& A B Comment  Cri-AltsM A Lo N
3 Red Ran ) ) 00 B 75
i Note SNIf-F2 20 3 20
5 |Red Bull Z Funciion * 110 Fid 83
9 Verom 120 i 110
7 Bu [ia] chart. 100 % 18
& Anzong ] imaga... 0o, 26 129
Starucks co 1]
¥ Doubleshot I EHETC 20 26 1682
10 5-Hour Energy B rom. 4 ] 215
5-Hour Energy B Drawing
11 Decaf 4 0 [
= S-Hour Enengy
Extra Strength 19 3 4 o 47
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Lesson 3.7 Collaborating with Sheets

a. STUDENT A: Insert a row below row 5.

b. Enter the data as shown below in the (new) row 6.
_ A ' B ' c ' D ' E ' = ' G
6  Monster 8 1 100 27 92

c. STUDENT B: Insert a row below row 10.

d. Enter the data as shown below in the (new) row 11.

| A B . c . D i E . E: . G
11 Full Throttle 8 25 220 58 210

13. STUDENT A: Center align columns B and C.

14. STUDENT B: Center align columns D-F.

15. STUDENT A: Bold cells A1-F1 and change the fill color to light yellow 3.

16. STUDENT B: Add borders to cells A1-F14.

17. STUDENT A: Format column C as currency.

18. Format Row Height. To resize a row to a specific number of pixels, do the following:

a. STUDENT A: Select rows 2-7, right-click, then select Resize rows 2-7.

A B G D -3 e G H | 4 L% &

1 ProductBrand)| Size il 0z.) | Cost | (Calories | Sugars|g) | Cafieina mg)
2 [amp [ 51.00 10 20 T

2. |Red Rain ] 51.00 100 24 75

4 [Beckcetar Q $1.00 40 3 80

5| cut $175 110 i 83

Bl e 5100 10 a7 a2

i ’ $1.00 120 7 110

g | Pase 5250 100 55 18

g | Pastespecal . .00 100 26 120

0 Insert @ above 5250 210 26 15

M Insert @ below 5250 220 58 210

= Deleterows 2-7 204 2 L ]

B Cleariows2-7 5200 1 1] =]

Hid 2-7
Tl 52.00 4 o 2

1 Resizetows2-T

Define named range
1z | Protectrange...

op | Condifional formating. .

21| Datgvelidation

b. Inthe Resize rows dialog box, enter 50 for your new row height, then click OK.

Reszerows 2 -7

Enter new row height in pixels (Default 21)

= -
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Collaborating with Sheets Lesson 3.7

c. STUDENT B: Select rows 8-14, right-click, then select Resize rows 8-14.
d. In the Resize rows dialog box, enter 50 for your new row height, then click OK.

19. Align Text Vertically. To vertically align text to the middle of a range of cells, select the cells, then
from the Format menu, select Align, then select Middle.

| Lesson 37 || a
- File Edit View Inset Format Data Tools Add-ons Help Al changes saved in Drive ! Comments E
S AP 5w Mumbar f o B 5A. B.H- G- E-4 -5 cocBMY-Z
L Font .
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o B EBold cin+B

| Amp 8 & pauc i+ o "
a U Underline cin+u

R=d Ran i 24 75

Strikethrough Al+Shil+5

LE

Rocicstar g @ * | et 80

WEIE calls .

= Center

Red Bull a4 Text wrapping . Right a3
& T

Vianctar g Condifianal formafing Fiits @
- Iy Ciearformathing Giri=h Middle

Venom i | aruw | 12y ~  Bottom "o

ol [
20. STUDENT A: Change the vertical cell alignment of cells A2-F7 to middle.
21. STUDENT B: Change the vertical cell alignment of cells A8-F14 to middle.
22. Proofread your spreadsheet for accuracy and format.

23. Print preview and set your page to portrait orientation. Your spreadsheet should look similar to
3.7 Figure B.

24. Share or print your spreadsheet if required.

3.7 Figure A
fx
A B C D E F G

1 Product Brand Size (fl. oz.) Cost Calories Sugars (g) Caffeine (mg)
2 Amp 8 1 110 29 71
2 Red Rain 8 1 100 24 75
4 Rockstar 8 1 140 3 80
5 Red Bull 84 1.75 110 27 83
6  Venom 8 1 120 27 110
7 Guru 8.4 2.5 100 25 118
8 Arizona 8 1 100 26 129
8 Starbucks Doubleshot 15 25 210 26 162
10 5-Hour Energy 19 2 4 0 215
11 5-Hour Energy Decaf 19 2 4 0 6
12 5-Hour Energy Extra Strength 19 3 4 0 242
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3;:3::; Brand | Size (fl. 0z.) Cost Calories Sugars (g) Caffeine (mg)
Amp 8 $1.00 110 29 71
Red Rain 8 $1.00 100 24 75
Rockstar 8 $1.00 140 31 80
Red Bull 8.4 $1.75 110 27 83
Monster 8 $1.00 100 27 92
Venom 8 $1.00 120 27 110
Guru 8.4 $2.50 100 25 118
Arizona 8 $1.00 100 26 129
g&f&fﬁm 15 $2.50 210 26 162
Full Throttle 8 $2.50 220 58 210
5-Hour Energy 19 52.00 4 0 215
gs;;;r Energy 1.9 $2.00 4 0 6
gﬂf‘;gﬂﬁﬁ 1.9 $3.00 4 0 242
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