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Chapter 1

Introduction to Google Drive and Sheets for Beginners

It is important to learn something new as information technology is still developing. This is what the unique Google products Drive and Sheets made us to understand. It is no longer that time when it used to be only Microsoft Word and Excel. And believe me more is coming from other tech companies. Just make yourself available to learn something new and unique in our world which is filled with technological possibilities.

Google Drive has something that makes it unique. One of those things that makes it unique is its ability to save your files automatically as you type your words using the platform. You do not have to start saving manually again. Even if there is power interruption as you type in Google Sheets, you do not have to be afraid of losing some files you have already typed. That is a history because that is saved already in Drive before the interruption of power.

You do not have to frown your face like in those days when you did because your desktop computer went off due to power failure. Google LLC put this into consideration before the final creation of the Google Drive. They want your files to be saved in the Drive which is for storage platform.

Through Google Drive you can save files that you created using Google Docs, Sheets, and Slides automatically. In addition, you can also save files your created using Microsoft Word using this platform. If you have other important files like videos, photos, educational documents, certificates and others which you want to save and have access to them on the go, you can save them using Google Drive. When you do this, you are rest assured that you can retrieve the file any where you find yourself from any part of the world. All you are to do is to login to your Google Drive account through any computer, and there are your files. You will learn more in detail as we progress.

Features of Google Drive
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Fig 1: My Google Drive Homepage

Google Drive has unique features which you can use to complete tasks on your own. The features of Google Drive are as follow:


	
15 GB free space. You can buy higher disk space by visiting the link https://one.google.com/storage
 using your browser



	
Google Drive has My Drive
 as a major menu item



	
It has Shared with me
 menu item which you can use to see files your shared with other people



	
Drive has Recent
 button that you can use to view your recent activities on it.



	
It has Recent
 button which you can click to see the recent activities you performed on Drive



	
It is built with Starred
 button which when selected shows files you added to favorite folder



	
With Trash
 menu item, you can see files you deleted from your Drive. In the recent time, Google announced that files in Trash folder stays for 30 days which after that duration will be deleted permanently.



	
There is Quick Access feature in Google Drive. This feature surfaces the relevant files on the homepage first. Also, it shows the most recent documents you created once you visit Drive.



	
Files that were not created on Drive can be uploaded on the platform and saved there



	
Files created through Drive are save automatically



	
Google Drive has Settings button which you can use to make a number of changes.



	
Google Docs, Drive, and Sheets can be accessed through Google Drive



	
Drive has Search box which you can use to search for documents saved inside of it.



	
With Google Drive, you can share links and files with other people. Drive is built with great features



	
You can filter your search through Google Drive.





I will stop here because there are more to learn as we make progress.

Google Drive and OneDrive: Similarities and Features


	
Both Google Drive and OneDrive are cloud storage products



	
Google Drive is a product of Google LLC while OneDrive is a product of Microsoft Corporation



	
The two products have synchronization property. They can update files automatically as you use the platforms to carryout specific tasks.



	
Files on Google Drive are uploaded in Google cloud while those on OneDrive are uploaded in Microsoft cloud



	
Google Drive gives free storage space of 15 GB, and OneDrive gives free storage space of 5 GB. With this, you gain more free storage space when you make use of Google Drive to save your files. But nevertheless, you can have the two.





What is Google Sheets?

Google Sheets is a spreadsheet product of Google LLC which allows you to compose data, and it is available as mobile application for both android and iOS devices. You can use this product in a flexible way. It has both web and mobile application version. By web version, I mean you can access it through the internet by using any compatible web browser like Chrome, Firefox, Explorer and Safari.

Where can Google Sheets be used?

This is more like asking of the applications of Google Sheets. The applications of Google Sheets are as follow:


	
Google Sheets are used in offices. They can be used to prepare payroll of workers in the office.



	
It is used in schools. There are many tasks that can be completed in schools with the help of Google Sheets.





The tasks that can be completed with the help of Google Sheets in schools include:


	
Preparing the information about workers including their names, ages, salary of each of the workers, state of origin, employment date, position in the school, e.t.c



	
To prepare information about the students in the school. This includes the names of the students, age, position in the class, admission date, class and so on



	
In schools, Google Sheets are used to give detailed information on the equipment bought for use in schools.





There are many more areas Google Sheets finds its application on our society today.


	
Google Sheets can be used by individuals to complete individual tasks (personal use)



	
The application can be used to compose detailed research work results.





Terms used in Google Sheets

There are some terms used in Google Sheets. I will like you to know about these terms before I begin the real practical teaching on the subject matter. This will make you have deep understanding on Google Sheets application.

A Cell

A cell in Google Sheets is a location at the intersection of a particular row and column. A cell can be rectangular or square in shape depending on the adjustment of the sheet. In fact, a cell is the building block of Google Sheets where data are entered.

A Row

In Google Sheets, a row is the horizontal part of the spreadsheet. Row contains all the cells arranged in horizontal order.

Column

A column is the vertical part of the spreadsheet. It is made of the cells properly arranged in a vertical order.

Worksheet

Worksheet is the entire environment where we input our data in Google Sheets. Simply put, we work on sheet in Google Sheets. Worksheet is that digital sheet where we work on to achieve a particular task in Google Sheets. In this book, we will be making use of these terms frequently.
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Fig 1.1: Parts of Google Sheets in picture

How can I Access Google Sheets Online?

This is a common question asked by beginners. There are two ways through which you can access Google Sheets online but know that you must have created Google Mail account before you can do that successfully. To access Google Sheets online, you can use any of these approaches:

Approach 1


	
Visit the link https://drive.google.com/drive





When you visit the above link, you will land in Google Drive homepage


	
Click on the + New
 button by the left to see some available options
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Fig 1.2: Click the + New
 button as shown above


	
Among the options that is displayed when you click the + New button, select Google Sheets



	
The next thing you are to do is to click Blank spreadsheet
 or From a template
 option. But I advice you click Blank spreadsheet
 because that is what you may be needing at this stage.





Approach 2

This is the next approach you can use to open blank page of Google Sheets. To do so, just insert the link: docs.google.com/spreadsheets/create
 on your browser URL section and search. Once you do that, a new Google Sheets spreadsheet will be opened automatically. From there you can start entering the data you want to enter.

In the next chapter, I will be teaching you on how you can create a Gmail account if you do not have any. You must first of all have Gmail (Google Mail) account before you can have access to Google Drive and Sheets. If you do not have Gmail account, you will not be able to carryout the task I just finished explaining to you. So, it is important I teach you how to do it before you can carryout the task I explained to you on how to access Google Sheets.

Shortcut to open a New Blank Sheet

If you want to open a new Google blank sheet, the shortcut to use is for you to type the link sheets.new
 in your browser using your computer and then search. Immediately a new Google Sheets will open.

Chapter 2

Setting up Google Drive

The first thing you are to do before you can be allowed to own Google Drive account or allowed to have access to Google Drive is to have Gmail account. It is when you have Gmail account that you can have access to that great product. So, you do not need to start creating another account for Google Drive. Google products are attached to their Gmail account.

So, have Gmail account and all your issues on Drive are settled. If you have Gmail account already, all you need to do is to visit the link: https://drive.google.com/drive/my-drive. When you visit the link on the browser you use to sign in to your Gmail account which saves your email address and password, you will land on the Drive environment. On that environment, you will see the components of the drive.

The components of the Google Drive you will see when you visit the link https://drive.google.com/drive/my-drive as someone that already has Gmail account and logs in through same browser are:

- + New

- My Drive

- Shared with me

- Recent

- Starred

- Trash

- Storage (primarily 15GB space)

- Gear icon

- Information icon

- Calendar and

- Add-on icons

As we proceed, you will see the applications of these individual icons.

How to have Access to Google Drive by Creating Gmail Account for the First Time

When you do not have Google mail account and you want to start using Google Drive, you must first create a new Gmail account.

To create a new Gmail account that will grant you access to use Google Drive, take the following steps:

Step 1

Visit the link https://drive.google.com/drive/my-drive
 on your browser

That is the link you suppose to use to have direct access to Google Drive if you have a Gmail account already. When you visit the link, you will be shown a page that will allow you to create a Gmail account if you do not have any Gmail account before now. The page is shown below:
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Fig 2: A page that will give you access to create Gmail account

Step 2

Tap/click on the Create account
 button

When you click on the Create account tab, you will be asked by the system whether you want to create account “For myself
 ” or “To manage my business
 ”. If the reason you want to have access to Google Drive is for personal use, then select For myself
 option otherwise select the other option. In this teaching, I am selecting For myself
 option because there are larger number that create Gmail accounts for personal use than for business.

Step 3

Fill the form

As you select For myself
 option, a form page is displayed. Fill the information required from you. The information includes your name, password, and the email address you want to answer. If you select the email that has already be assigned to someone else, the system will suggest two to three for you.
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Fig 2.1: Fill the online form to create account with Google

After filling the required information, just select the Next
 button at the bottom.

Step 4

Enter your phone number

After you select the Next
 button, the page that opens requests for your phone number. Fill the phone number and select the Next
 button. As you do that, 6-digits One Time Password (OTP) will be sent to the phone number you filled in. Type in the numbers in the box provided by Google and hit the Verify
 button.

Step 5

Choose your gender, insert recovery email which is optional, and add your date of birth

In the next page that will open after verification, you are to add the information listed above. If you have existing email with another e-mail service company like Yahoo or Apple, you can add it as a recovery email. After that select the Next
 button below.

The system will ask whether you want to get further services with the phone number you filled, example video call, you can agree otherwise select skip
 button.

Step 6

Agree with the Terms and Condition of Google

This is the next page that you will see. The page states the terms and conditions of using Google account and the services. Just scroll down and tap I agree
 button.
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 Fig 2.2: The lower page of the Google Mail Terms and Conditions

Step 7

As you tap the I agree
 button, you will be automatically logged in to Google Drive web app environment. Make sure you followed this my guide from beginning to end for this to happen.

Chapter 3

How to Perform Basic Tasks in Google Drive

There are many tasks you can complete with the use of Google Drive, which is one of the most used Google products for work. In this teaching, I will be taking you on a ride on how to complete some tasks using this application. I will cut across the web app, android and the use of the app on computer for certain tasks. Note, by we app, I mean when you log into your Google Drive account through a compactible web browser using internet.    

How to Create Folders in Google Drive Web Application

Folders are used to organize the files you have in your Google Drive application. As a result of this, you can also call this heading how to organize your files in Google Drive web application. With folders, you can put group of similar files in “different boxes”.

To create folders in Google Drive web application, take the following steps:

Step 1

Sign into your Google Drive account by visiting the link https://drive.google.com/drive/my-drive


[image: ]


Fig 3: The Homepage of my Google Drive web app as I visited the link https://drive.google.com/drive/my-drive

Step 2

Click on the +New
 tab by the left-hand side and select Folder
 among the options that will be displayed.
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Fig 3.1: Select the Folder
 option

Step 3

Give the folder a name of your choice

You can give it the name like Pictures, Finance, Books, Education or Nature
 depending on what you want to save inside the folder.
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Fig 3.2: Typing the name a folder will bear

Once you give the folder the name you want it to bear, click on Create
 for the folder to be created.

Use these steps to create as many folders as you want for Google Drive web application.

A Quick Way to Create Folder in Google Drive

If you are accessing Google Drive through web using your computer or laptop, there is a quick way to create folder.

Just right-click on a free space on the Drive environment, select New folder
 , type in the name of the folder, and hit the Enter key
 of your keyboard. That is all.

How to Create Folders in Google Drive Android Application

The integration of Drive in android phones by Google LLC makes it easy for users to save what they want to secure so easily. To create folders for your Google Drive android application in your smartphone like Samsung, take the following steps:

-          
 Locate the Google Drive installed app and click on it to open
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 [image: A close up of a device Description automatically generated]


Fig 3.3: Google Drive among the Apps in my android smartphone

-          
 Click on the + sign
 by the bottom right corner and select the folder symbol
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Fig 3.4: Click on the + sign


[image: A close up of electronics Description automatically generated]


Fig 3.5: Select the folder
 as shown by the arrow

-          
 Give the folder name and then click on Create
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Fig 3.6: Give the folder name and click on Create
 immediately

That is all you need to do to create folder in your Google Drive for android phones

How to Add Files to your Created Folders

The reason for creating folders in Google Drive is to group some related files into the individual folders. In this section, I will be teaching you on how to add these files in the folders to make your Drive platform organized.

To add files to your created folders in your Drive for web, android, computer or Drive for iOS

Devices, take the following steps:


	
Login to Google Drive web application or click of the installed app



	
As you are in the drive environment, double-click on the folder you want to add files into to open



	
Select the + New
 button at the top left-hand side for the web app, and bottom right-hand side for android app if you adding using Drive android app.
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Fig 3.7: The + New
 button shown as my created BOOKS
 folder is open

As you click at the + New
 button, some options show up. Among the option, select the File upload
 .
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Fig 3.8: Select the File upload
 option which is the first on the list

This will open a new window that will allow you to select the files you want to upload to Google Drive cloud from your computer or your smart phone.


	
After selecting the files, you want to upload to the folder, click on Open
 in your computer for the file to be uploaded to Google Drive.
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Fig 3.9: Uploading file to my Google Drive from my computer

Once the upload of the files is successful, you will see the files appear inside that folder you want them to be. I believe you can perform this simple task on your own with this teaching. You can follow this guide to upload as many files as you want in your Google Drive.

Step by Step Guide on how to Upload Folders in Google Drive

Maybe there are some folders in your computer or tab which are important to you and you want to upload them to Google Drive, you can do that within few seconds. In this case, instead of picking the files one by one, you just upload the folder containing the important files once and for all.

The process to complete the task is the same with the one I taught you on how to upload files to folders in Google Drive. For clarification purpose, to upload folders to Google Drive from your computer or smartphone, take the following steps:


	
Log in to your Google Drive web application using the link https://drive.google.com/drive/my-drive



	
Click on the + New
 button on the Drive environment



	
Select Folder upload
 option among the list shown to you
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Fig 3.1.1: Select the Folder upload
 which is the no. 2 on the list

As you select the Folder upload button, a new window opens showing the folders in a specific location in your computer. Navigate through locations of your laptop or computer and click or group-select the folders you want to upload on Google Drive. Click on open for those folders to be gradually uploaded to your Drive. Once the upload is successful, you will see the folders in your Drive

How to Delete Files and Folder from your Google Drive

I will guide you on how to delete files which you do not want to have again in your Google Drive. The reason you want to delete the files and folders can be because the files are occupying space. I will first guide you on how to delete files from your Google Drive web app before that which you may be using in your android phone.

How to Delete Files and Folders from your Google Drive Web App

To complete this task, take the following steps:


	
Sign into you Google Drive web account using the link https://drive.google.com/drive/my-drive



	
Select or highlight the files and folder you want to delete, then tap the delete symbol





Once you do this, the files and folders are deleted and moved to the trash folder.
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Fig 3.1.2: Arrow points at delete icon which shows up after files are selected

How to Delete files and Folders from your Google Drive App for Android

Maybe there are some files and folders you do not want to have in your Google Drive and want to delete them from Google cloud, to do so, follow this simple guide:

- Tap on your Google Drive App to visit the Drive environment

- Select the Files
 button by the bottom right-hand side of the app environment. When you select the Files library, you will be shown all the files and folders created in the Drive.
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Fig 3.1.3: Arrow points at the Files
 library to select

- Press and hold to select the file(s) and folder(s) you want to delete, and then tap on the Delete icon by the top right corner of the Google Drive environment.
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Fig 3.1.4: Arrow points at the delete symbol/icon

Once you do that, the selected files and folders will be deleted.

How to Restore initially Deleted Files from your Google Drive

Sometimes we delete some files out of mistake. Also, you may be needing those files you initially deleted from your Google Drive in the future.

When that need arises, what you are to do if those files or folders have not been deleted forever from the system to restore them back is as follow:

- Sign into your Google Drive web or android application

- Locate the Trash
 folder on the Drive environment

For Google Drive android app, the Trash folder is found when you select the menu bar at the top left corner in the Drive environment
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Fig 3.1.5: The menu items that will show up including Trash
 in Google Drive android app when the menu bar is selected

And for the Google Drive web application, the Trash folder is located by the left-hand corner.
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Fig 3.1.6: The Position of the Trash
 in Google Drive for web

- Click on the Trash
 folder for it to open

- Select the file (s) and folder(s) you want to restore and hit the Restore
 button
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Fig 3.1.7: Tap on the Restore
 for the file to be restored to Google Drive and stored in the cloud

With the last step, the file(s) and folder(s) are made available in your Google Drive files and folders library.

Chapter 4

How to Perform other Tasks in Google Drive

There are some other tasks I still need to teach you which I did not explain to you in the previous chapter. In this chapter, I will dig deeper as I teach you on some other tasks you can easily complete using Google Drive. I will be teaching you on how to move files to folders, styling in Google Drive, and how to perform some other tasks through your Drive settings.

How to move Files to a Folder in Google Drive

I will be teaching you on how to move files from you Google Drive environment to already created folder in the Drive. In this teaching it is based on Google Drive for web which you can access either through your computer or through your smartphone in a web browser. But, just know that it is the same way if you are using Drive app installed on either your iOS devices or your android phone.

To move files in your Google Drive to a folder in the same environment, take the following steps:

Step 1

Login into your Google Drive account by visiting the link: https://drive.google.com/drive/my-drive
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Fig 4: The homepage of my Google Drive account when I visited the link https://drive.google.com/drive/my-drive

Step 2

Right-click on the file you want to add to a folder

Take your computer cursor to the file you want to add to a folder and right-click on it. If you are accessing Drive for web using your smartphone, just press and hold on the file until some options show up.

Step 3

Select Move to
 button from the options that will show up
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Fig 4.1: Just tap Move to
 from the list as shown by the arrow

Step 4

Select the folder you want to save the file in

As you select Move to
 , list of folders you have already created in your Drive will be shown to you. So, tap any of the folders you want to transfer the file to and then select Move
 button under the folder. With this explanation, you can complete the task of file transfer to a folder in Google Drive for web.

How to Color Code the Folders Available in your Google Drive

Sometimes you may feel like making some folders that are available in your Google Drive have specific colors. Some teachers who teach students of different levels usually use this to identity different materials made for individual classes.

Anyway, no matter your reason, color coding is cool. To color code folders in your Google Drive differently, take these steps:

Step 1

Log into your Google Drive account by visiting the link: https://drive.google.com/drive/my-drive

If you already logged into Google Drive before in a browser having your password saved there, once you enter the link in the browser URL section and search, you will be taken to your Google Drive homepage.

Step 2

Select the folder you want to color code and right-click on it

If you are accessing your Google Drive account using a computer, take your cursor to the folder you want to color code, select it, and right-click on it for some options to display. If you are accessing your Google Drive account for web using your smartphone, just press and hold on the folder until some options displays.

Step 3

From the options that display, select Change color
 .
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Fig 4.2: The Change color option shown

Step 4

Choose any color from the colors

As the colors display, just make your choice from the many.

Repeat these processes for other folders you want to code with color.

Step by Step Guide in Changing the Background Color of your Google Drive App

In this section, I will be teaching you on how you can change the background color of your Google Drive account. Maybe the light coming from your Google Drive app you installed in your phone is affecting your eyes and you want to change it from light mode to dark mode, I will teach you on how to do that. You can still follow this step to change from the dark mode to any other mode you want to use.

Note: This is possible only for Google Drive app installed on android and iPhone.

The steps you have to follow are these:


	
Tap on your Google Drive app to open



	
Select the menu bar of your Google Drive app to see other buttons that you can use to make some changes on the app
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Fig 4.3: The arrow points at the menu bar


	
Select the Settings
 button among the list



	
Among options that will display when you select Settings, tap on the Choose
 Theme
 button which is under Theme




	
Select the mode you want the Drive to be working with
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Fig 4.4: Select the theme mode you want

You can select Dark, Light, or Set by Battery Saver mode. When you select Set by Battery Saver option, the app background changes to black whenever the battery saver of your smartphone is enabled.

How to Share Files and obtain Files Link in Google Drive

Maybe you want to send a file in your Google Drive to a colleague in your office or to someone for a reason best known by you, it is possible to do that. Also, you can decide to just share the link to that file with someone instead of sending just the file itself, it is also possible. In this section I will teach you on how to do that.

To share any file you have in your Drive with someone through email or link, take these steps:

Step 1

Login into your Google Drive account by visiting the link: https://drive.google.com/drive/my-drive
 or just tap on your Drive app in your smartphone

Step 2

Take your cursor to the file you want to share or copy the link to share with someone or group

Step 3

Right-click on the file to see some options or press and hold on the file if you are making use of your smartphone
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Fig 4.5: The options that displays when right clicked on the file I want to share

Step 4

Select Get shareable link
 to get the link you can share with anyone whom you want to have access to the file. As you click on the Get shareable link
 , a new window opens that shows the link, beside it is the button Copy link
 , just click on that button to copy the link to that file. Once you copy the link, you can share the link to the person you want to have access to the file. You can send it to the person through email, as a text message or even through any social media platform.

To share the file with someone instead of copying and sending link, select Share button as shown in Fig 4.5. That will open a new window requesting you add the email address of the person you want to send the file to. Then add the email address and compose a message in the message body section. Click on Send
 and the file is shared with the person through email.

Guide on how to search for Files in Google Drive

This is a simple as ABC. You can have many documents in your Google Drive and at a point may find it difficult to easily access a file from the “ocean” of other files. At that point you will need to search for that file using the search box if you remember few letters out of the words you used to save the file.

Also, you may not know where to find the search box to enable you make your search easily. To search for any file in your Google Drive, just take these few steps:


	
Visit your account using the link https://drive.google.com/drive/my-drive
 or tap the Google Drive app on your phone if you make use of the installed app



	
As you land in your Google Drive account, a search box is shown on the top of the page.
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Fig 4.6: The search box of Google Drive pointed at by the arrow


	
In that search space shown in the figure 5.6, type letters contained in the file or folder you want to see, and it will show up. Follow this step to search for any file or folder you want to access in your Drive, and it will popup.





How to Star Files and Folders in Google Drive

Some files can be starred in Google Drive. When you star files or folders, they are added to favorite.

To star any file or folder in Google Drive, take the following steps:

Step 1

Visit your Google Drive account using the link https://drive.google.com/drive/my-drive
 or tap the Google Drive app if you want to perform this task through the installed android or iOS app on your smartphone.

Step 2

Select the file you want to star and right-click on it. If you are accessing the Drive with the installed app on your smartphone, just press and hold on the file until the options show up. 

Step 3

Select Add to starred
 from the list of options that show up
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Fig 4.7: Select Add to starred from the options

Once you do that, the file is added to Starred. If you want to see the starred files in your Google Drive, just select the Starred
 button at the left-hand side of your Google Drive account screen.

Chapter 5

The use of Google Drive on iOS Devices

iPhone and iPads are common type of phones used in the United States of America. It is possible that you will like to have Google Drive installed in your iOS devices if you are making use of any. That will make you secure your files from being lost anytime. One basic thing I like so much about saving my files in Google Drive is that information security. If I save my files in Google Drive for instance and something happens to my phone to the extent that I cannot retrieve the files in it, I can simply login to my Google Drive platform through any computer and then retrieve the files. Google Drive makes files retrieval easy for her users. 

How to Install Google Drive on your iOS Devices

Although I wrote something on this before when I was explaining how to install Google Drive application through the Google products page, I think it will not be bad to address it again since am discussing specifically on iOS devices here which include both iPhone and iPads. 

To install Google Drive application on your iOS device, take these steps:

Step 1

Visit your App Store using your iPhone or iPad

App Store comes as default application with all iOS devices. So, locate it in your phone, click on it and you are taken to the store.

[image: ]


Fig 5: The iPhone App Store application highlighted in the phone

Step 2

Search for Google Drive App

When you are on the App Store, there is Search bar/box on the top. In that search box type "Google Drive" and then hit the search icon. This will display the Google Drive application within few seconds.

Step 3

Install the application

As the application shows up, just install it on your iPhone or iPad by tapping the GET
 and then INSTALL
 button. Once the installation is complete, you will see a notification on that.

That is the first step in working with Google Drive iOS application. You are to install it first on your iPhone or iPad before we start to complete or carryout other tasks.

How to Download video from your Google Drive to your iPhone

In this section, I will be teaching you on how to download a video file in your Google Drive iPhone application to your iPhone. The way to do this is not that different from how you can download video files from your Google Drive web application.

To download video from your Google Drive iPhone application to your iPhone, just take the following steps:

Step 1

Tap on the Google Drive app to open

Tap on your Google Drive app on your iPhone to open and then login to Google Drive if you are just using the app for the first time. You are to login with your Gmail email address and password.

Step 2

Select the video

Search for the video you want to download to your iPhone and then select it.

Step 3

Tap on the download icon to start downloading the video into your iPhone.
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Fig 5.1: The Download icon shown

Another way to download video from your Google Drive app installed on an iPhone is through these steps:

-          
 Tap the application for it to open and login

-          
 Search for the video you want to download and then select it

-          
 Click on the three dots (called ellipses) and some functions will show up

-          
 Scroll down the list of the functions and you will see Download
 among them

-          
 Select the Download
 button and within few minutes the video will be downloaded in your iPhone


Note
 : You can use this same approach to download video into your iPad

Step by Step Guide on how to Upload Files from your iPhone to Google Drive

This is another section to learn something new. You may have some files in your iPhone before you installed Google Drive app on it and now you need help on how to take those files to Drive because they are important to you and you do not want to lose them. I will guide you through on how you can complete this simple task. In this discussion, files can be videos, pictures, scanned documents or documents typed and saved using any word editor. Note that you must have installed Google Drive in your iPhone before carrying out this task.

To upload files from your iPhone to Google Drive cloud, take the following steps

Step 1

Open the folder or gallery where the files are in your iPhone and select them to upload to Google Drive
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Fig 5.1: The files (pictures) I want to upload to Google Drive selected

Step 2

Tap on the share icon in that your iPhone
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Fig 5.2: The arrow points at the share icon

Step 3

Select Drive
 among the list of the applications that will show up when you tap the share icon

Step 4

Choose the folder you want to have the files saved

As you are in the Drive environment, a folder to save your files is chosen for you by default. Example is the one shown below:
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Fig 5.3: Saving the uploading files in a folder

In the image above, the pictures are to be saved in the folder name TEST
 by default. I can click on that TEST
 folder and choose another folder I want to save the files.

Step 5

Click on the Save
 button at the bottom to save your files.


Note
 : Do not enable battery saving in your iPhone when uploading files from your iPhone to your Google Drive account. Enabling battery saving will slow down the upload and sometimes will make the upload unsuccessful.

Accessing the Settings of your Google Drive app on your iPhone

Sometimes beginners that use Google Drive app on their iPhone get confused when they want to access the settings section of the app. In this section, I will teach you on how to have access to it and the number of changes you can make through this section.

To access the settings of your Google Drive installed on your iPhone, take the following steps:


	
Tap on the Google Drive app on your iPhone



	
Select the menu bar at the top left-hand corner of your iPhone
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Fig 5.4: the menu bar of Google Drive app on iPhone

When you select the menu bar, you will see some options


	
Among the list of options that will show up when you select the menu bar, tap the gear icon by the right-hand side





The gear icon is the settings of the Drive.
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Fig 5.5: The gear icon shown

With these steps you can access the settings of your Google Drive app for iPhone. There are some things you can do through this settings section. The settings section displays some functions which includes themes, notification, Document cache, Storage capacity, Data storage and Auto backup for Apps.

In the theme settings section, you choose how you want the background color of the Drive to be. Also, you can choose how you want to control the theme of your Google Drive. You can set the theme to light mode, dark, or let it be controlled by the battery saver mode of your iPhone. You will learn more as we proceed.

Chapter 6

Tools in Google Sheets

In this chapter, I will be discussing the important tools and buttons that you can use to complete some tasks on your own. Sometimes you may want to complete a task with Google Sheets but because you do not know the tool or button to select, you end up not doing it. I will make sure I explain these tools for your proper comprehension.

The main Buttons Available in Google Sheets Toolbar Section

[image: ]
 Fig 6: Picture shows Google Sheets toolbar Section

The figure above shows the toolbar section of Google Sheets which you can use to make changes in texts on the spreadsheet and to perform several functions. I will divide the picture and explain what each button stands for and what you can do with it.
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Fig 6a: Toolbar buttons labelled with numbers


Number 1:
 This is the Undo
 button. An undo button is a function designed to reverse the action of an earlier action. Take for example that you deleted some texts out of mistake from Google Sheets, you can click the Undo
 button to bring the deleted texts back. It is a basic function made available by Google during its development.


Number 2
 is the Redo
 button: In Google Sheets, Redo
  function is used to restore any actions that were previously undone using an Undo button.


Number 3
 is the Print
 button: With the help of the Print button, you can directly print any finished composed spreadsheet directly from your computer through a printing machine. Just make sure your computer is properly connected to the printer to make this process easy and smooth.


Number 4
 is Paint format
 : With Paint format function, you can successfully copy formatted texts and numbers. With Paint format tool, you copy the formatting you applied to a specific section of text in the cell.


Number 5
 stands for Zoom
 : The Zoom function allows you to zoom the worksheet. You can make it bigger. By default, the zoom in Sheets is set at 100% but you can make it bigger than that. You can zoom the spreadsheet you are working with to 150%, 200% or even higher. People that have eye challenge usually use the zoom tool frequently.


Number 6
 is Currency
 : With currency tool, you can switch from one currency to another. From the picture, the default currency is dollar. But you can switch to any other currency of your choice using the dropdown menu by the side of the currency. Let’s take for instance that you are a Britain and you want to list the items you bought for are particular project in ponds on the spreadsheet, all you have to do is to click the drop-down beside the dollar symbol and select ponds. And from there you are good to go to compose your report.


Number 7
 is Format as percent
 : With this tool, you can make the numbers you inserted in a cell graded as percentage. For example, if I am using Google Sheets to enter the score of students in my class graded by 100 percent, I can select the tool after entering each score inside the appropriate cell. In that case, instead of having just 80 as a student’s score, I can type 80 and then click on the % button for it to appear as 80%. Another way you can do this is by inserting the % icon at the heading of the Sheet section before inserting the numerical score of the students in the class.


Number 8
 stands for Decrease decimal places
 : This tool has Mathematical application on Google Sheets. With the Decrease decimal places
 tool, you can reduce the number of decimal points in a Google Sheets. What you have to do to achieve this is to select the cell that has the number of decimal places which you want to reduce, click the Decrease decimal places icon and reduce the number.

If for example you have the numbers 6.4658, 4.7964, 9.5432 and 7.9027 in different cells of Google Sheets and you want to reduce each to just two decimal places or points, it is possible to achieve that. All you are to do is to select the cells containing the numbers, click on the Decrease decimal places
 tool, and then the number of decimal places you want them to be changed to which is two.


Number 9
 stands for Increase decimal places
 : This function allows you to increase the number of decimal places in a number filled in a cell. Just select the cell containing the numbers and then click the Increase decimal places
 for the decimal points to be increased.


Number
 10
 is More Formats
 icon: This section allows you to choose the format you want the numbers in certain cells of your spreadsheet to be measured. You can choose percentage, Number, Scientific, Accounting, Date, Time, Currency, and so on.

This feature can help save time while using Google Sheets. Take for instance you want to write the dates of birth of employees in an office, you can just click on the cell you want to enter an employee’s date of birth, select the More Formats
 button and then click on Date
 among the other options. As you enter the date of birth, a date of birth selecting calendar will display.


Number 11
 is Font
 : With this button, you can select the type of font you want to use as you enter texts in Google Sheets. There are many types of fonts that Google made available in her Sheets. These fonts were integrated into the application to suit any kind of style you want to write with. The fonts available in Google Sheets include Arial, Times New Roman, Comfortaa, Caveat, Amatic SC, Spectral and so on. To see all the font types available in Google Sheets, just click the drop-down by the side of the Font
 icon, and you will see them all.


Number 12
 is Font size
 : With this font size button, you can increase and decrease the size text you want to use in composing texts on Google Sheets. You can choose this font size before typing any text in the spreadsheet or you can highlight all you have typed, then select the font size you want to apply in them. It is that simple.


Number 13
 stands for Bold
 : The Bold
 function allows you to bold the texts and numbers you have in your Google Sheets. It makes the texts appear noticeable than when written in simple manner. Some headings of Google Sheets are made bold to differentiate them from other contents on the sheet.

To make words on Google Sheets bold, just highlight the words and click the Bold
 button. Another way to do that is to click Bold
 button before typing the words. When you want the words not to continue in the bold format, just click on the Bold
 button and start writing. This will disable the bold feature initially enabled.


Number 14
 is Italic
 button: This button makes you to have some texts written on Google Sheets appear in italic (an example of a word written in italics is “Book
 ”). When words are written in italics, they can be used to draw the attention of the reader to a particular area of interest. To make some words be in italics on Google Sheets, just highlight the words and hit the italics button. That is all and the words will be in italics.


Number 15
 is Strikethrough
 button: Just like the way you strike through some works when you make mistakes as you fill some forms or write on paper, that is what the strikethrough button does. It is a way of adding styles in word editors because you can decide to delete the words you want to strike through.

To strike through a word on Google Sheets, just highlight/select the word and then hit the Strikethrough button, and the task is completed. Example is “Bad
 ”.


Number 16
 stands for Text color
 : With the Text color tool, you can change the color of the text you use in any cell of your Google Sheets. To complete this task, just highlight the already written text which you want to change its text color, select the text color tool and then choose from the available colors to change the color of the text. It is a simple task to carryout at ease.

Sometimes, people use different text colors to differentiate between objects written on Google Sheets. Maybe you have different kinds of fruits written on different cells of the spreadsheet, you can use the text color to differentiate them and make the items look fashionable.

In schools, teachers sometimes use text color on Google Sheets to differentiate between gender, classes and levels each of the students is. There are many reasons users apply different text colors on Google Sheets.
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Fig 6b: The second part of Google Sheets toolbar

The above picture is the continuation of the tools that make up the toolbar of Google Sheets application. I decided to divide the toolbar section so that they can appear bold and also to help you understand my teaching. I will continue with the explanation of these tools, and how you can apply them to get the best result in Google Sheets.


Number 17
 tool stands for Fill color
 : With this tool, you can fill any color of your choice in a row or column of your spreadsheet. It can also be used to differentiate objects or events. Maybe you want to list type of plants and animals in two different columns of the sheet, you use different colors for easy comprehension and understanding if it is for educational purpose especially for the very young. To use the Fill color
 tool, just highlight the column or roll you want to fill the color into, click the Fill color
 button, and you will be shown many colors. Then click on the color you want to fill inside the columns or rows, and that will change the column to the color immediately.
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Fig 6.1: Two columns of Google Sheets filled with different colors using Fill color tool


Number 18
 stands for Borders
 : As the name implies, with border tool, you can set border section of your Google Sheets cells to the standard you want it. Borders tool has direct impact on the cells of your spreadsheet. To add cell borders on Google Sheets, take the following steps:

- Select the cell or number of cells you want to add border to

- The next is to click on the Borders
  button and choose the border option you want to apply to the cells.

Once you select that option which you want to apply, you will see the cells border area change. Try it on your own and you will see everything change within few seconds. You will learn more on other tools as we make progress.


Number 19
 is Merge cells
 function: With this function, you can combine different cells as one. This is necessary when you want to give detailed explanation on any particular item or items listed on the spreadsheet. To merge cells in Google Sheets, take the following steps:

First select the cells you want to merge by tapping at a point on the cell you want to start from and then drag down or up. This action will highlight the cells.

The second step is to click on the Merge cells
 button. Once you do that, the selected cells are merged as just one single cell with enough space.


Number 20
 is Text align
 tool: This function is used to align text in different ways. You can choose to align to the right, center, left or in justify manner. People align text in a particular pattern base on use and the section. For example, when I write books, I align my book chapters to center, and the body of my book to justify. It has been my pattern and I like it. At the text align button, click on the drop-down and select the pattern you want to align your texts on the spreadsheet.

To align your text towards a particular pattern, just highlight the text which you have already written on the Google Sheets with your computer cursor, click the text align button, and then select the text align pattern you want to apply to the text. Once you do so, the text is aligned to the pattern. Also, you can choose the text align pattern you want before writing on the Spreadsheet.

When you do so before writing on the environment, all the text you will enter on the spreadsheet will be arranged in that pattern. Also, you can decide to change to any text align pattern you want in future irrespective of what you chose at the beginning. By default, text align is programmed to right in Google Sheets but you can choose to change it to the one you like before or after writing. There is dynamism in Google Sheets, and because of that you flow easily.


Number 21
 Stands for Vertical align
 : As the name implies, with vertical align tool, you can align the contents of any cell in Google Sheets in vertical order. To align the text in any cell of the spreadsheet, just select the text and the click on the vertical align
 button.


Number 22
 is Text wrapping
 tool: With this tool, you can wrap any text in a cell. In a more detailed way, text wrapping tool when enabled allows you to enter as many texts as possible in any cell and yet the contents of the cell are clear for people to read. With Text wrapping
 , you do not need to be afraid that some texts you enter in a cell will be bidding due to the space of the cell. When select cells to text wrap, they automatically adjust in height and width as you type inside of them.

To enable text wrapping in Google Sheets, take the following steps

Step 1

Type all the long text you want in a cell or cells

Step 2

Select the cells you want to experience text wrapping in the spreadsheet which contains some texts of which some of the texts cannot be read due to the original size of the cell or cells.

Step 3

Click the Text wrapping
 button which is one of the tools at the toolbar. That is all. As you do this, text wrapping is enabled within the cells.


Number 23
 is Text rotation
 tool: As the name implies, Text rotation
 function is used to rotate the text in a cell. This is a way to make the text appear stylish. Most times, this style is usually applied in the heading section of spreadsheet. But it can be applied on the main contents of the sheet. When applied, the text in the cell can be slanted or bent towards a particular angle.

To apply text rotation in the content of cells, select the cells containing text to be rotated first. The next step is for you to click the Text rotation
 angle and select the way you want the text to be rotated to. Once chosen, the text will be rotated to that direction. But you can decide to change to any other direction if you do not like the direction you selected initially.
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Fig 6.2: The rotated text in a cell of Google Sheets


Number 24
 is Insert link tool
 : This tool is used to insert web links inside text in Google Sheets. Take for instance you want to insert an online link in a text which when a reader of the sheet you composed clicks on the link will open in a browser and he or she will see the full content on the internet, you can use this tool to achieve it. A link can also be called a hyperlink. In order to make my explanation simpler, hyperlink or link, is a reference to data that the user can follow by clicking or tapping. Examples of links are www.amazon.com, www.google.com, https://www.amazon.com/GOOGLE-DRIVE-DOCS-2020-Applications/dp/B08JDXBML5/ and so on.

To embed a link in any text on Google Sheets, first copy the link you want embed in the text. After that, highlight the text which you want to insert the link into, click the Insert link
 button on top of the Google Sheets. The previous action will open a box where you will insert the link, paste it there and click Apply
 button. That will embed the link inside the text. With this simple illustration, I believe you have understood the Link
 tool and how you can apply it in text on your Google Sheets.


Number 25
 stands for Comment
 tool: Comment tool can be used to add comment in Google Sheets. This tool is used as a way of communication with users. Maybe someone composed something using Google Sheets and sent to you to go through before sending back to him, if in the course of going through the content you find any error, you can highlight that part using your computer cursor, then click the Comment
 icon to say something about it. As you click the Comment
 icon, a box opens. You can just type, “Please correct this error” and then click the comment
 button below the box for your information to be saved. Send back the file to him and when he sees your Comment,
 he will make the correction.

Please note that comment tool is not just used to make comment about errors. You can still use it to teach someone something. Maybe you are training someone in Mathematics using Google Sheets to solve some mathematical issues. You can highlight some sections in the Google Sheets cells and use the comment tool to explain what you did in some areas. This will deepen the understanding of the person you are teaching.


Number 26
 is Insert chart
 tool: With this tool, you can insert chart of many types into the cells of Google Sheets. The types of chart you can create with Google Sheets includes Pie, Bar, and Scatter charts. It is for you to choose the type you want through the customize section of the Insert chart
 tool. To insert chart in Google Sheets, just click the Insert chart
 button. This will open new window allowing you to set the chart type you want. I will teach you more in details under a separate subheading.


Number 27
 is Filter
 tool: This tool is used to filter the data you have on the spreadsheet of Google Sheets. The filter tool gives you opportunity to make several selections that will affect the data inside the cells of your sheet. You can use it to change the way text are arranged in the cell. Also, you can decide to turn the filter off which is the default standard.

You can create a filter which can separate some data from other existing data inside the spreadsheet. After that, you can share the file with another person which can be a member of the company. Let me make it more practical. Take for instance that there are 50 marketers in a company, and each suppose to make at least 10 sales in a month.

After compilation of the names of the workers and how many sales each made in a month, you can use the filter button to separate those that performed lower from those that performed better in that particular month. Maybe you want to share the information with your other top officers in the company, you can do so after the use of the filter on the enter names on the spreadsheet. When they receive the file, they will see the filter sign appear at the heading of the file. They can click to see the full names by choosing the appropriate button.


Number 28
 stands for Function
 tool: The function tool included in Google Sheets helps to perform some Mathematical equations automatically. With this tool, you do not need calculator to punch some numbers to get the final answer you want to have in cells of the spreadsheet. I will teach you how you can easily solve some mathematical equations on your own using this button in Google Sheets.

How to Adjust Cell Size in Google Sheets

Sometimes you can type text in Google Sheets and you find out that the text cuts across into the other cell in the same row. This makes it difficult to read the entire text when you are done with the work.

To adjust the size of cell in any column, do these,


	
Move your computer cursor to the top of the spreadsheet where the cell line starts



	
Hover around the line until you see a particular design (double-head arrow) I show in the picture below:
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 Fig 6.3: How to adjust cell column

From the figure above showing the double-head arrow, if you drag towards the right direction, the size will increase. But if you drag towards the left direction, the size of the column will decrease.

Chapter 7

Basic Practical Guide in Google Sheets

There are some basic practical guide you need to learn in Google Sheets. This guide will make you understand how to complete some tasks using spreadsheet of Google Sheets. In this section, I will be teaching you on some practical skills on Google Sheets. Let’s get started as this teaching is one of the reasons you bought my book.

How to Create a File in Google Sheets

Without taking much time, to create Google Sheets file, take the following steps:

Step 1

In your web browser, example Chrome, visit https://drive.google.com

Step 2

As the above link opens, click the + New
 button by the left-hand side

When you click the + New button, you will be shown some options

Step 3

Click Google Sheets
 among the options that will show up

When you click the Google Sheets, two options will be shown to you to choose from

Step 4

Choose between Blank spreadsheet
 and From template


I recommend you choose the Blank spreadsheet
 option as that is the option preferred in most cases. But if you want to use predesigned spreadsheet that you know will suit what you want to do, then select From template
 button.
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Fig 7: Choose between the two options

Step 5

Click any cell and start typing text

When you click on Blank spreadsheet
 , a spreadsheet will open in a new tab of your browser, then start typing text inside the individual cells the way you want your work to look. You have to click the cell and then start to type.


Note
 : If you choose From template
 option, you will be shown many predesigned spreadsheet and then you select the one that fits the work you want to carryout.

Step 6

Your work Saves Automatically

When you finish entering what you want to have in the spreadsheet, just close the tab or close the browser as your file is saved automatically in Google cloud. This is one of the advantages of using Google Sheets. That is all for now.

How to Title File in Google Sheets

Title is important because of some reasons. One of the reasons is because it makes any particular file appear unique in your folder or Google Sheets. It also makes it possible for you to recognize your already created files easily.

To give a title to any spreadsheet you create using Google Sheets, take the following steps:

Step 1

In your web browser, example Chrome, visit https://drive.google.com

Step 2

As the above link opens, click the + New
 button by the left-hand side

When you click the + New
 button, it will show you some options

Step 3

Click Google Sheets
 among the options that will show up

When you click the Google Sheets
 , two options will be shown to you to choose from which are Blank spreadsheet
 and From template
 .

For the purpose of this teaching, I will be teaching you with the Blank spreadsheet
 option.

Step 4

Double-click the Untitled spreadsheet part by the top left-hand corner of the spreadsheet
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 Fig 7.1: Double-click on that part quickly

When you double-click on that part, the Untitled spreadsheet
 text will be highlighted.

Step 5

Type in the name you want the spreadsheet file to bear
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Fig 7.2: Inserting the spreadsheet title

In the above picture, I assumed I am composing the list of departments in an Engineering faculty of a particular university and the number of students in each.

After you are done entering the title, just click on any cell or any empty part of the spreadsheet environment and the title you entered becomes saved automatically. You do not need to click on any save button because such button is not available in Google Sheets web application. But make sure you have strong internet connection.

How to Create Headings in Google Sheets

After you have given your spreadsheet of Google Sheets title, the next thing you may think of is how to enter or construct your major headings. It is important part of any spreadsheet file. In most cases, the headings are usually entered in the number 1 row of the spreadsheet. You must make sure you design your headings in a way that there is difference between it and other items placed in the other cells.

To create headings in Google Sheets, take these steps:

Step 1

Visit https://sheets.google.com in your browser using your computer

When you visit the above link, it will take you directly to Google Sheets landing page. It is a shortcut instead of visiting through Google Drive through the link drive.google.com.
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 Fig 7.3: When you visit Google Sheets using the link https://sheets.google.com

Step 2

Click the +
 button to open a blank spreadsheet

When you click the +
 button, a new spreadsheet opens

Step 3

Click on few first cells of Row 1
 in the spreadsheet and give them the headings you want them to have by typing in each of the cells.

When I wanted to compose the departments in an Engineering faculty and the number of students in each department, I just created two headings. The headings were Department
 and Number of students
 . So, the number of headings you will have depends on the kind of spreadsheet you are creating.

Step 4

Make the headings bold to be remarkable and increase the font size

You can make the headings bold by clicking on the cells containing the headings and then click on the Bold button identified as B
 . The bold button is among the major tools on top of Google Sheets environment. I explained it when I wrote on the Major Tools
 in Google Sheets. You can increase the font size of the headings by selecting the texts and then the font size icon.
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 Fig 7.4: Creating spreadsheet headings in Google Sheets

Once you are done with this task, click on any empty space on the spreadsheet or just exit your browser. Your work is automatically saved.

How to Design Headings in Google Sheets with Different Colors

Designing the headings of Google Sheets document with different colors can be a way of making the job look fashionable. Also, you can design with different colors to draw the attentions of readers of the document that that part of the spreadsheet is unique and different from other parts.

In order to achieve this task, take the following steps:

Step 1

Using the browser in your computer, visit the link https://sheets.google.com

Step 2

Click the +
 button to open a blank spreadsheet

When you click the + new button, a new spreadsheet opens and type in your headings text in the first rows of the spreadsheet.

Step 3

Select the cell or cells headings you want to fill the color into

Step 4

Click on the Fill color
 button and click any color of your choice
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Fig 7.5: Various colors shown when Fill color button is selected

Step by Step Guide on How to Print Google Sheets Document

You may like to print the spreadsheet you built through Google Sheets, and hence needs help on how you can complete the task. In this subheading, I will put you through on how you can complete the task.

Take these steps to print the document you composed using Google Sheets web application,

Step 1

Power on your computer and the printer through which you will print the document from

Step 2

Using the appropriate cable, connect your printer with your computer

Please make sure the connection is okay before you proceed to the next step

Step 3

Get your computer well connected to internet

You can connect to the internet through Wi-Fi or through data subscription in your mobile line

Step 4

Using that your same computer, visit the link https://sheets.google.com

Step 5

Search for the Google Sheets file you want to print and the open it

Step 6

Click on the Print icon
 , choose the number of copies you want to print, document color and size, and then proceed with the printing by clicking Okay or Print depending on how the printer is programmed by the manufacturer.
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 Fig 7.6: Arrow shows the Print
 icon

These are the basic steps you need to follow to print spreadsheet files you created using Google Sheets.

How to Create Google Sheets File from Template

For some reasons, you may decide to use predesigned sheets of your choice. Some people prefer this because they believe it makes work easy for them. Irrespective of what may be the reason, some people create sheets with already built templates made available by Google. I will teach you how to do it. There are many templates in Google Sheets with which you can use to create any sheets of your choice.

Step by Step Guide on How to Create Google Sheets Files from Template

In this teaching, I will be creating Monthly Budget using the Monthly Budget template available in Google Sheets. To be able to do that, take the following steps below:

Step 1

Visit the link https://sheets.google.com

When you visit the link, you will land on Google Sheets homepage

Step 2

Select the Monthly Budget
 template from the list of the available ones

To select the Monthly Budget
 template, just click on it to open. I prefer it because that is the one I want to use in this teaching.
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Fig 7.7: Monthly Budget template shown

Step 3

Start your editing

[image: ]
 Fig 7.8: Part of the Monthly Budget template when opened

The above picture shows the content of the template when I opened it. From there, the person plans to spend amount of $950 in that month and has the actual amount to be $1000. That is his budget for the month. So, you are expected to edit the cells and insert your own figure. You can delete any item you feel is not necessary from the list.

By the right of the first picture shows the income side. You can edit that part and insert your income on monthly basis which helps you to plan your monthly expenses. Click on the cell and use the Delete button of your computer keyboard to erase what you think is not necessary. After editing, just exit the platform because your work is saved automatically in Google cloud.

Chapter 8

How to Perform Further Tasks in Google Sheets

In this chapter, I will be teaching you on how you can perform some other tasks using Google Sheets application for web. It will broaden your knowledge in knowing more about this Google product. This will help you utilize this book more. In this section, I will also cover some advanced part of Google Sheets. Without taking much of your time in this introductory explanation, let me start the main teaching in this area of interest.   

How to Delete Blank Rows in Google Sheets

Sometimes while inserting data in cells of Google Sheets, you may make mistake and hence decide to delete the contents of the cells that makes up the row. Instead of copy and paste the data below it, it is better to use the tip I will teach you to remove the empty row and still maintain your clean work.

Here I will be teaching you how to delete empty column by sorting. Note that you have to have number column apart from the one made available by Google Sheets to be able to achieve this without disorganizing your data.

To delete a blank row from spreadsheet created using Google Sheets web application, take the following steps:

Step 1

Highlight the entire text/content in the spreadsheet including the empty column

To highlight cells in Google Sheets, just click on a cell point and then drag up or down depending on the point you are starting. When the cells are highlighted, you will see as the color of the highlighted section will change depending on how the platform is designed.

[image: ]


Fig 8: Highlighted cells including the blank rows

You will notice from the picture that the rows I want to remove under my heading named #.
 Please take note of that.

Step 2

Click on Data
 button on top of the spreadsheet
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Fig 8.1: Click the Data
 button as shown

Step 3

Click on Sort range
 among other options that will show up

When you click on the Sort range
 button, a new window opens which gives you the opportunity to choose what you want to sort from the spreadsheet

Step 4

Set what you want to sort

Tick the box Data has header row
 . In the Sort by section, select by #
 from the dropdown menu. Tick the box to Sort from A to Z. Once you are done with setting these up, just click the Sort
 button

[image: ]
 Fig 8.2: My explanation in picture

Step 5

Highlight the empty rows which were sorted and appear below the one containing data, right-click on them and select the option to Delete rows 2* to **
 depending on the position of the rows that were sorted as empty.

How to remove Blank Rows in Google Sheets Using Filter

This approach is the most reliable method you can use to remove empty rows from a spreadsheet. To complete this task successfully, take the following steps:

Step 1

Highlight the entire cells containing both the major data and the empty rows

Step 2

Click the Data
 button on top of the spreadsheet for many options to be displayed

Step 3

From the list of options, click Create a filter
 button
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Fig 8.2: Create a filter button shown in the picture

Step 4

Immediately you click the Create a filter
 button, filter icons of Google Sheets will appear on the headings of Google Sheets.

Step 5

Click on any
 of the filter icons that appears at the headings

When you click on any of the filter icons on any of the headings, a new small widow opens by the side. The picture is shown below:
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Fig 8.3: What will appear when you click on the filter icon at any heading

Step 6

When the above window opens, all the items of the spreadsheet are ticked including the one named (Blanks)
 as shown in the figure.

Please pay good attention from here.

Step 7

Untick all items but have only (Blanks)
 ticked and click the Clear
 button above it as shown in the above picture.

Step 8

Click the Select all
 button to tick all the items. But untick the (Blanks)
 item.

By doing so, you are telling the Google Sheets system that you don’t want to include blank rows in your spreadsheet.

Step 9

Finally, click the Ok
 button.

Once you click the Ok button, your data will be rearranged in your spreadsheet excluding the blank rows which was initially there.

Chart Insertion in Google Sheets

Back then in my secondary school days, I like solving Mathematics involving charts. In fact, chart problem was one of my best topics in Mathematics. Some fellow students even come to me to teach them in this area since I had experience in it and I gladly did. I will be teaching you on how you can insert charts in Google Sheets.

Before going into practical, let me explain what chart is to you. A chart is a graphical representation of data, in which "the data is represented by symbols, such as bars in a bar chart, lines in a line chart, or slices in a pie chart". A chart can represent tabular numeric data, functions or some kinds of quality structure and provides different info. In the next subheading, I will be taking you on how to insert and set bar chart in Google Sheets.

Step by Step Guide on How to insert Bar Chart in Google Sheets

To insert bar chart in Google Sheets, take these steps:

Step 1

Visit https://sheets.new in your browser using your computer to open a blank spreadsheet

This step is a shortcut to open Google Sheets (blank sheet) without taking longer steps. But if you like, you can still visit https://sheets.google.com first and then select Blank sheet
 option. Any of the methods will take you to the right destination.

Step 2

Create your data properly in the cells

In this step, I want you to create the data you want to represent in bar chart which include your spreadsheet headings and the contents.

I will prepare a spreadsheet data showing some departments in a university and the number of males and females in the school. At the end, I will use the information to create a bar chart.
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Fig 8.4: My prepared data

Step 3

Highlight all the data in the cells

Step 4

Click on Insert
 button and select Chart
 among the options

The insert
 button is on the top left-hand part of the spreadsheet so look well and you will see it. Click on it and other options will be displayed, and among the options select chart
 .
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 Fig 8.5: Picture shows the bar chart and the chart editor

Step 5

From the chart editor
 , select the kind of chart you want to have, and do the other customization you want.

Let me first explain to you. At the setup
 section, under Chart type
 , select Column chart
 . Column chart is a class of bar chart. If you select Bar chart, the kind of bar chart programmed into the Google Sheets chart is inverted. So, select Column chart
 .

You can edit directly from the bar chart.

By customization, I mean you can do some things the way you want it on the chart. For example, you can decide to have your bars displayed in 3-dimensions instead of 2.

The chart editor is made of two major headings, the Chart Style
 and the Customize
 . From chart style
 , you can do some things including the kind of chart you want to build.

When you click the Customize
 heading, you can do a lot of things. You can change the bars color, maximize the bars which can make them bigger, change titles of your data on the chart by directly clicking into the chart environment and then make your changes. Through Series
 section still under Customize,
 you can enable values to be shown on top of the bars by ticking the box of Data labels
 .

There is important thing I will like you to know. In the Vertical axis
 section under Customize, you have to make a change that will affect your chart positively. Click the Vertical axis
 button, and scroll down until you get to the part named Min
 . In that Min
 which stands for minimum value, insert 0 there. This will make the bars to be uniform. For example, if you compare the number of males with females in the department using my teaching data, you will see that the comparison matches with the chart representation values.

Also, in the Max.
 part which is beside Min, insert the value depending on the highest number of the item in your data. Using my example, I will insert 20
 , because Civil Engineering has highest number of 20 males which is the highest number in my data.

From Horizontal axis
 section which is a subsection under Legend
 in Customize,
 you can change the font type you want to use in the horizontal axis and the font size. You can also bold and make the text be in italics. 

Step 6

Click out after setting up your information and everything is saved automatically

After setting up the information you want through the chart editor, click on the empty part of the spreadsheet and not the chart editor. The information you enter are saved automatically so you do not have to worry.

You can drag you chart to any part of the spreadsheet and then exit your browser. That is all.
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Fig 8.6: My chart and data by the left-hand side after completion.

How to convert Google Sheets File to Excel

This is important task you still need to learn. Many users of spreadsheet products or applications are conversant with Microsoft Excel. One the reasons that makes it so is because Microsoft Excel has been in existence before Google built and developed their own and name it Google Sheets. They are all sheet creation and sheet reading products.

In this section, I will do my best and explain how you can convert Google Sheets document to excel. This will bring dynamism in use both files in any format you want it. Also, your team which you may work with may require you share spreadsheet with them in Excel format. Knowing this conversation method will help you and save them stress during opening and using the product.

Step By Step Guide in Converting Google Sheets File to Excel

To convert your Google Sheets File to excel, take the following steps:

Step 1

Visit the link https://sheets.google.com in your browser using your computer

Step 2

Locate the file you want to convert to excel format

When you visit the link stated in step 1, you will be shown your Google Sheets files. Just scroll down or up until you see the Google Sheets file you want to convert to excel.

Step 3

Open the Google Sheets File you want to convert to Excel

You can open the file by just double-clicking on it

Step 4

Click on the File
 button which is at the top left-hand side of the Google Sheets window

Step 5

Select Download as,
 and then click Microsoft Excel (xlsx)
 as a sub option
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 Fig 8.7: Explanation on how to convert Google Sheets File to excel in picture

Step 6

Save the file in your computer

Just choose any location in your computer you want to save the file in. You can choose your desktop folder, Documents or even create a new folder entirely for it. At the end click save button for it to be saved in that location of your computer. That is all on how to convert Google Sheets File to excel.

How to share Google Sheets File and Link with People

In this section I will be teaching you in detail on how you can share your Google Sheets file with people by email. Also, I will teach you on how you can get the link to that file and share with people either by email or through message. When people click on that link, the link opens the Google Sheets file.

To share Google Sheets file with people as well as link, take the following steps:

Step 1

Visit the link https://sheets.google.com

Step 2

From the list of the available Google Sheets file, click the file you want to share with people to open

Step 3

Click the Share
 button by the top right-hand corner of the Google Sheets
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Fig 8.8: The Share
 button shown

Step 4

Copy the link that is available or share the file with people by entering their email addresses in the space with the information Add people and groups
 .

When you click on the Share
 button, a new window opens. You can click on the Copy Link
 button to copy the link you want to share with people either through email, social media channels or send as messages to people to access.

To share by email, enter the email addresses of the people you want to share the file with and then send the file by clicking the Done
 button.
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Fig 8.9: The explanation in picture

That is all the basic steps you have to take to share your Google Sheets file with people or get sharable link for the Google Sheets file.

The Use of Add-on in Google Sheets

Add-on can be defined as any third-party software program or script that can be added to a program to give it additional features and abilities. In Google Sheets, there are many add-ons you can install into the web application and use it to complete many tasks at ease.

When you click the Add-on
 button at the top of the Google Sheets window, you will be exposed to many available add-ons. Through the add-on library gallery, you can search for any of your choice and then select, install and use.

Some Add-ons Available in Google Sheets

There are over 200 add-ons available in Google Sheets. Some of the add-ons in Google Sheets include:


	
Insert and Delete Cells



	
Power Tool



	
Remove Blank Rows



	
Remove Duplicates



	
Text Analysis



	
Email Hunter



	
Forms



	
Calculus Function and



	
g(Math) for Sheets





How to install Add-ons in Google Sheets

To install an add-on in Google Sheets, take the following steps:


	
Visit the link https://sheets.new to open Google Sheets






	
Click on the Add-ons
 button on the top center part of the Google Sheets window



	
Select Get add-ons
 from the Add-on menu



	
From the search box at the right-hand side, type the name of the add-on you want to get and install.





For example, if I want to install “Insert and Delete Cells
 ” add-on, I will type that text in the search box, and it will show up.


	
Click the + FREE
 button to install the add-on



	
In some cases, some add-ons require permission before complete installation. So, click the allow button to grant access where necessary.



	
Once installation is complete, there is usually a notification on guide on how to use the add-on. You can click learn more button if that is how the add-on is programmed to learn more on how to use it.





How to Access the Add-ons you Installed in Google Sheets

To access the add-ons you installed on your Google Sheets, just click the Add-ons
 button on top of the Google Sheets window, and you will see it. When you select any of the add-ons, you can perform certain tasks it is made for.

How to Solve Mathematical Problems using Google Sheets

With the help of equation functions in Google Sheets, you can solve some Mathematical problems easily. You do not need to crack your brain that much. Also, you can install any add-on that can help solve problems in Google Sheets.

How to Apply Mathematics to Multiply and Sum Items Value in Google Sheets

You do not necessarily need any calculator to sum and multiply any numbers in rows and column in a spreadsheet. What you need to do is to apply simple formula to get the result needed. I will explain my point by using the prepared sample I have below:
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Fig 8.1.1: The picture shows the values to be multiplied and those to sum using formula function in Google Sheets

Things and terms you have to known

To multiply values using the sample picture I gave above, there are things you need to know.

You have to multiply the values you have in the row with that in the column of the same line. You need to do this by bringing the row which is identified by alphabet and the column which is identified with number. For the alphabets, they must be in capital letters as shown in the spreadsheet.

Using my prepared spreadsheet Sample to deliver my point

To get the required answer under the heading Total
 row 2, I have to type =B2*C2
 in row 2 under Total
 heading

This will multiply 1.47 by 30 and the value of $44.10 will display in the cell

Why B2*C2?

It is so because the values are in column B row 2, and column C row 2.

To get the required answer under the heading Total
 row 3, I have to type =B3*C3
 in row 3 under Total
 heading

To get the required answer under the heading Total
 row 4, I have to type =B4*C4
 in row 4 under Total
 heading

To get the required answer under the heading Total
 row 5, I have to type =B5*C5
 in row 5 under Total
 heading

To get the required answer under the heading Total
 row 6, I have to type =B6*C6
 in row 6 under Total
 heading

To get the required answer under the heading Total
 row 7, I have to type =B7*C7
 in row 7 under Total
 heading


NOTE:
 Why I used multiplication in this sample is because I needed to get total amount of each item by multiplying the price per unit by the quantity of items bought.

Please know that *
 is a multiplication sign and = is equals sign.

Follow this guide to work out your own Mathematics problems in Google Sheets which involve multiplication.

To get the sum total amount, I have to sum up the values under Total
 . And to do so, I have to type the function below in the D8 cell under Total
 heading:

=D2+D3+D4+D5+D6+D7

This gave me the total value of $262.58
 as shown in the picture below:
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Fig 8.1.2: Results obtained by using Google Sheets formula to solve Mathematical problems

The Order of Operation to Solve Complex Mathematical Problems in Google Sheets

The order of operation to solve complex Mathematical problems in Google Sheets are as follow:


	
Parenthesis





What it means is that if you have equation comprising many Mathematical operations in Google Sheets, the problem in parenthesis will be tackled first.


	
Exponents





What this implies is that problems involving exponents are attended to second after those in parenthesis


	
Multiplication and Division





Multiplication and Division comes third in that order. Don’t worry I will explain my point with example


	
Addition and Subtraction





This set comes fourth and the last in the order of operation

At the end, the list forms an acronym which I call PEMDAS
 .

Example

If I am to use Google Sheets to solve the problem below:

9+2/(6-3)^2*(2-1)

Google Sheets will first solve those in parenthesis

= 9+2/3^2*1

The next is to solve for exponent

= 9+2/9*1

The next is to solve for multiplication

= 9+2/9

The next is to solve for division

= 9+0.222

The next is to solve for addition

= 9.222


So if you enter the original equation in Google Sheets to get answer at the end, you will have the final answer as approximately  9.222
 which is the correct answer in the world of Mathematics.

Chapter 9

Google Sheets Android Application and Use

Google made effort to increase the number of users of their Google Sheets product by making it available as mobile application not only for android devices but also for iOS and Mac. The features in Google Sheets android app is almost the same with that of iOS application. So, if you understand this teaching, you can also apply it in your iPhone. In this chapter, I will be limiting my teaching to just its use in android devices. Without taking much time, I will proceed to teach you some basic things you have to know on the use of Google Sheets mobile application in android phones.

How to get Google Sheets from Play Store

You can easily download and install Google Sheets application on your phone, you can achieve that by taking these steps:


	
Power on your android phone and get it connected to internet



	
Click on the Play Store app in your phone for it to open



	
In the search box, type “Google Sheets
 ” and then search
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Fig 9: Google Sheets app as it appears in Play Store when searched for


	
Click on Install
 button for the app to be installed on your android phone



	
Once installation is complete, you can click the Open
 button, grant the app permission, and you are good to go.





How to Create Spreadsheet File using Google Sheets Android Application

Please make sure your phone is connected to internet before you begin to create sheets in Google Sheets. This will make the sheets you create to be automatically uploaded to Google cloud known as Google Drive.

To create spreadsheet using Google Sheets android app, take the following steps:


	
Power on your phone and get connected to internet



	
Click on the Google Sheets app installed on your phone





The app appears with the name “Sheets
 ” on your android phone. Locate it on your android phone home screen with that name.


	
Tap the +
 button at the bottom part of your phone and the select New spreadsheet
 option
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 Fig 9.1: The +
 button shown in the picture

When you tap the + button, you are presented with two options which are Choose template
 and New Spreadsheet
 . For the purpose of this teaching, go for New spreadsheet
 because it will help us create from scratch.


	
As the spreadsheet opens, double-click on any cell and type in the text you want to have.





You can start by writing your headings in the first row. When you double-click on any cell, a new space opens at the bottom part of the window where you type your text. As you type your text in that space, it is displayed in the cell you double clicked.


	
Tap the “good” sign by the top left-hand corner when you are done imputing your text and values for your spreadsheet file to be saved.
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Fig 9.2: The “good” sign to tap for your file to be saved

How to Title Spreadsheet of Google Sheets in Android App

I found it difficult to discover how to title Google Sheets files in android phone when I was still new to the product. But today, that is just a history. I can do that within few seconds now. I do not know if you have struggled through that before.

To title your spreadsheet file which you created using Sheets android application, take these steps:


	
Tap your Google Sheets app to open the application





Please know that you must have created and saved the spreadsheet file before you can proceed with the step to give it a title. If you just created the spreadsheet before you exited the Google Sheets app, it will be the first file you will see once your Sheets app opens.


	
Locate that file you want to give title



	
Tap the three horizontally arranged dots by the right-hand side of the file, which is called ellipsis.
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Fig 9.3: The three dots you are to tap shown by the arrow


	
Tap Rename
 from the options that will show up





When click the ellipsis, some options will show up. You are to scroll town until you see the option Rename
 and select it.


	
Insert the name you want that spreadsheet file to bear example is the one I gave one of my spreadsheet files as shown below:
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 Fig 9.4: Renaming my untitled spreadsheet document I created with Google Sheets


	
Tap Rename
 button for the file to be given the title. That is all.





Step by Step Guide on How to share Spreadsheet Document/File using Sheets Android App

To share your already created spreadsheet document with people either through their email addresses, take the following steps:


	
Get your phone connected to internet and then tap the Sheets app for it to open



	
Locate the file you want to share with people and tap it for it to open



	
Tap the “+
 human head
 ” icon on top of the Google Sheets window
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Fig 9.5: The Google Sheets window showing the “human head” icon


	
In the new window that will open, just type the email address of the person you want to receive the spreadsheet document.





Note: You can as well decide to copy link to the spreadsheet file and share with people. Whenever they click the link, the spreadsheet document will open in a browser and they can read through the content. The ability to copy spreadsheet link is not enabled by difficult but you can enable it.

I will use my picture above to teach you how to do it. First, tap the three dots shown in that picture. From the options that will show up, select Share & export
 . When you select that, you will be shown the picture below:
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Fig 9.5: Tap the Link sharing

Just tap the Link sharing part so that it turns green in color. Once it changes to that color, that means that the link sharing feature is enabled for spreadsheet files.

So, go back to your spreadsheet document, click on the “+ human head
 ” icon. Under that environment, you will see link icon
 . Once you tap the link icon, that link is copied. You can then choose to share the link with people. You can send the link to people through message or share with them on social media platforms.

Color Filling in Google Sheets using Google Sheets Android App

Maybe you can easily fill colors in cells of spreadsheet of Google Sheets when you access your account using your laptop but finds it difficult on how to do it with Sheets android application. Many users had that experience. In this section, I will teach you how to fill color on Google Sheets on the go without having to do that with your computer.

Step by Step Guide in filling Color in Google Sheets using Android App

To fill color in cells of Google spreadsheet, follow this guide:


	
Power on your android device and connect it to internet



	
Tap your android app to open



	
Create the spreadsheet which you want to fill color in its cells



	
Highlight the cell or cells you want to fill color in.





If you want to fill color in just the header of your spreadsheet, just tap the cell containing the header text.

If you want to fill the color in a row, just tap at a cell in that row and drag towards right or left to highlight/select all the cells in that row.

If you want to fill color in a column, just tap at a cell in that column and drag up or down for the cells in that column to be selected.


	
Tap the Color fill
 icon at the bottom menu of your Google Sheets interface





Just take your eyes down the interface and you will see the Color fill
 icon and just tap it for color library to open.
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Fig 9.6: The position of the color fill icon in android app shown


	
From the color library, tap any color you want to fill in the cell or cells





Once you tap that color, it gets filled in the cells. If you do not like it, you can tap another one.


	
Tap the good sign
 on top of the Google Sheets interface to save your spreadsheet





Settings Section of Google Sheets for Android

The settings of Google Sheets android app contains many functions. That is why I decided to teach on it. I will guide you on how to access your settings section and what you can do in this section.

To access the settings
 section of your android app, just take these steps:


	
Top your Google Sheets android app to open



	
Tap the menu
 section of your Sheets android app
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Fig 9.7: The menu of Google Sheets android app shown


	
From the options that will show up when you tap the menu, just select Settings
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Fig 9.8: The options available in Settings

From the options that are available in the settings section as shown above you can perform many tasks. You can change your Google Sheets theme through Settings, control how you want to create sheets documents and excel, change whether sheets documents should be uploaded over Wi-Fi or mobile data, make changes concerning offline files, and access documents cache.

How to change the Mode of Google Sheets Android App Through Settings

You can change the mode of your Google Sheets android app to dark, light, or set it to be controlled by the battery saver of your android phone.

To achieve this from the Settings
 of the app, just tap Theme
 and you will be shown three different mode as displayed below:
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Fig 9.9: Different theme modes of Google Sheets android app

From the above picture, just select any mode you want your app to operate with. If you select Dark
 , the background of the app will be dark. The background changes when you select other modes as well. Just try them out and see the difference.
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