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Google	docs	spreadsheet	tutorial	pdf

e	,¹ÃiG+csuiaM+ollortnoC/odnamoC	eremerp	elibissop	¨Ã	,otnup	otseuq	A.irolav	olos	noc	ellec	el	eranoizeles	rep	artsinis	a	aiccerf	al	erazzilitU	.otla	ni	ovouN	+	cilc	odnecaf	alletrac	avoun	anu	eraerc	ived	e	elif	e	elletrac	eneitnoC	.)oipmese	da	,kcalS	omaisu(	otargetni	otnemurts	ortla	isaislauq	e	liam-e	etimart	acifiton	anu	onnareveciR	.etnemlaunam
otamrof	li	eraloger	elibissop	¨Ã	,aivattuT	.aton	anu	o	otnemmoc	nu	eriresni	e	allec	allus	esuom	led	ortsed	etnaslup	li	noc	cilc	eraF	.artsed	a	irolav	itnenetnoc	ellec	el	ettut	etanoizeles	onnarrev	,artsed	aiccerf	al	azzilitu	is	eS	.itnussa	itnednepid	i	rep	elaunna	oidnepits	ol	onatnoc	s​Â​Âerettel	eL.ehgir	evoun	ellen	irolav	i	odnazzilitu	oloclac	li		Ãrednetse
oloclac	id	oilgof	li	,ossab	li	osrev	ortsed	eroirefni	ologna'l	anicsart	is	e	elibitepir	oloclac	nu	etneserp	¨Ã	eS.3	rep	)/(	olredivid	e	elatot	erolav	li	etnenetnoc	allec	allus	cilc	eraf	,elaugu	id	onges	nu	eratigid	,idem	idnepitS	annoloc	id	enoizatsetni'nu	eregnuigga	,oidem	oidnepits	onu	erenetto	aredised	is	eS.idnepits	ilged	ammos	al	¨Ã	iuq	e	oivnI	eremerP
.otouv	oloclac	id	oilgof	ortson	la	onanrot	s​Â​ÂeLoloclac	id	ilgof	noc	odnarovaL.alletrac	assets	allen	teehS	elgooG	id	aipoc	anu		Ãreerc	elgooG	.ellec	ertla	ni	itad	ia	esab	ni	iloclac	erautteffe	id	ehc	itad	i	erazziromem	id	ais	onotnesnoc	ellec	eL.allec	alled	ortsed	eroirefni	ologna'l	etanicsart	e	eud	inoizeles	en	iuc	ni	osac	len	iremun	i	rep	elav	ossets	oL	.otla
ni	steehS	elgooG	noc	irpA	us	cilc	eraf	,elibacifidom	olredner	reP	.annoloc	alled	ecidni'llus	cilc	eraf	etneiciffus	¨Ã	,olranoizeles	reP	.moc.ynapmoc@htims.nhoj+	,oipmese	dA	.idnepits	elatoT	​Â​Â¢Ã	annoloc	id	enoizatsetni'nu	amirp	eregnuiggA	.atatroppa	acifidom	ingo	etnemacitamotua	avlas	evirD	elgooG	ehc	etneserp	ineiT	.enoiznuf	alled	emon	li	eratigid
a	eraizini	e	allec	anu	ni	elaugu	id	onges	nu	eriresni	,enoiznuf	anu	erazzilitu	reP	.otaredised	emon	li	eratigid	e	osse	id	us	cilc	oippod	eraf	,oilgof	nu	eranimonir	reP	Sheets	Expand		selection	to	all	columns	in	the	set.	If	you	right-click	the	sheet,	Ã¨	you	can	delete,	duplicate,	even	copy	it	to	another	spreadsheet	in	Google	Drive.You	can	also	change	the	color
of	each	sheet.	To	insert	data	into	the	sheet,	click	the	cell.	To	add	another	Click	Plus	and	a	new	sheet	will	appear.	You	can	change	the	order	by	clicking	on	the	sheet,	holding	it	and	dragging	it	to	the	right	place.	The	text	is	aligned	on	the	left,	numbers	and	dates	is	â	̈¬”	on	the	right.	You	can	also	enter	a	new	column	to	the	left	or	right.	It	is	useful	in	case
you	want	to	print	the	results.	To	create	calculations,	use	simple	math	operators	in	spreadsheets.	For	example,	you	need	to	count	the	sum	of	the	monthly	salaries	of	the	employees.	Join	the	Railsware	channel,	to	learn	the	most	useful	ones.Collaborate	on	a	spreadsheet	using	comments	and	apples	nothes	last	but	not	least.	You	can	adjust	the	size	of	the
field.	Comments	are	often	used	for	monitoring	activities.	Even	the	design	of	your	boundaries	(color	and	style)	can	be	tuned.	At	the	same	time,	we	do	not	recommend	using	edges.	Select	the	cells	you	want	to	have	visible	borders	and	apply	the	corresponding	option:	all	borders,	inner	borders,	a	border	at	the	top,	bottom,	left	or	right,	and	so	on.	Data
start	here	is	super	useful	when	working	with	large	functions.	The	spreadsheet	automatically	recognises	the	type	of	data	you	enter.	The	annual	salary	will	be	calculated	differently	for	each	of	them	based	on	their	monthly	income,	as	the	spreadsheet	refers	to	different	values	for	each	new	row.	Using	data	from	different	sheet	can	refer	to	cells	in	the	same
sheet	or	in	a	different	sheet.	Use	the	format	to	select	the	type	of	data	you	enter.	The	buttons	in	the	menu	allow	you	to	convert	numbers	to	$	or%,	as	well	as	decrease	or	increase	the	decimal	formatting.Date	formatting	to	apply	text	formatting,	you	need	to	select	the	cells	you	want	and	Design	your	texts	using	font,	text	size,	bold,	stiltrythrough,	text
color,	etc.	You	​	manage	the	envelope	text	in	each	cell	using	this	button	in	the	menu.	You	can	find	sheets	at	the	bottom.	You	can	see	who	is	the	author	of	the	comment,	answer,	ask	additional	questions,	tag	users	and	even	have	a	dialog	about	the	problem.	problem.	atoN:steehS	elgooG	noc	ehcna	ilibinopsid	onos	iraloger	areitsat	ad	edipar	etlecS.areitsat
id	eccerf	el	erazzilitu	elibissop	¨Ã	,oilgof	la	onrotni	isratsops	reP.oloclac	id	ilgof	noc	aroval	is	odnauq	ozzilitu'l	rep	areitsat	id	inoiznuf	e	adipar	atlecs	id	itsat	inucla	occEsteehS	elgooG	id	edipar	etlecS.etlov	¹Ãip	e	¹Ãip	oilgof	li	erattamrofir	etervod	,idniuQ	.anosrep	alled	liam-e'nu	e	+	odnatigid	otnemmoc	otseuq	us	inoiza	erednerpartni	orebbervod	ehc
enosrep	el	erangessartnoc	elibissop	​Ã	.allec	id	ecidni	omitlu'l	e	itnup	eud	i	,ollavretni'l	aizini	iuc	ni	allec	id	ecidni'l	eratigid	elibissop	¨Ã	,eraroval	iuc	noc	ednarg	¹Ãip	otlom	itad	id	tes	nu	id	enopsid	is	es	,aivattuT	.etnemlaunam	elif	ingo	eritrevnoc	id	erative	rep	itacirac	elif	itrevnoC	eranoizeles	e	inoizatsopmI	unem	la	eradna	,elif	¹Ãip	reP	.cce
,eranoisnemidir	,erednocsan	,eraipoc	,erailgat	:annoloc	anu	a	o	agir	anu	a	evitaler	inoizpo	id	ocnele	nu	erazzilausiv	elibissop	¨Ã	,esuom	led	ortsed	etnaslup	li	noc	cilc	af	is	eS	.alletrac	alled	anoci'llus	cilc	eraf	,olrazzinagro	aredised	is	eS	.wen.	erazzilitu	id	olleuq	¨Ã	elgooG	oloclac	id	oilgof	nu	id	enoizaerc	al	noc	looc	¹Ãip	ihccurt	ied	onUwen.ilgof	noc
oloclac	id	oilgof	nu	eraerc	rep	woH.won	ocnaib	oilgof	nu	onoglecs	s​Â​Âerettel	eL	.otsopsart	allocnI	¨Ã	steehS	elgooG	looc	orevvad	acitsirettarac	anU.aiv	¬Ãsoc	e	otamrof	olos	,irolav	olos	:erallocni	etaredised	ehc	²Ãic	eranoizeles	rep	)laiceps	etsaP(	elaiceps	allocnI	eteilgecs	e	allec	allus	esuom	led	ortsed	etnaslup	li	noc	cilc	etaf	,emeisni	nu	etaipoc
odnauQ	.ebuTuoY	elanac	id	irotatteps	irtson	i	emoc	¬Ãsoc	,irottel	i	noc	iccorppa	e	etrepocs	iroilgim	ertson	el	eredividnoc	id	ecilef	¨Ã	erawsliaR.otlosir	emoc	otnemmoc	li	erangessartnoc	ebbervod	erotua'l	,amelborp	li	otlosir	atlov	anU	.evirD	elgooG	us	alletrac	allen	elif	li	eraicsalir	e	eranicsart	oirassecen	¨Ã	,otseuq	reP	.asnapse		Ãrrev	azneuqes	al	e
alranicsart	,alranoizeles	,esem/anamittes	alled	onroig	nu	o	atad	anu	ettemmi	is	es	If	you	copy	more¹	cells,	the	pasted	output	will	continue		the	same	cells	in	the	same	order.	Indexes	are	very	useful	for	selecting	ranges	of	different	cells.For	example,	if	Ã	is	necessary	to	sum	a	specific	range	of	cells,	Ã	is	possible	to	select	them	by	clicking	the	first	cell	and
dragging	the	entire	range.	Google	Sheets	Ã¨	a	powerful	tool	that	Ã¨	can	be	used	for	a	variety		operating		based	on	data.	​	just	type	the	data	is	odrob	li	ehcna	,agir	al	o	annoloc	al	,allec	al	ivoum	eS	.enoizatsetni	id	elaunna	oiralas	nu	ignuigga	,annoloc	avoun	anu	aerC	.elgooG	oilgof	nu	ni	otitrevnoc	olraf	e	VSC	o	lecxE	elif	li	eracirac	²Ãup	etnetsise	oloclac
id	oilgof	nu	eracirac	rep	emoC.etnetsise	onu	eranoizeles	o	elif	otseuq	erazziromem	rep	alletrac	avoun	anu	eraerc	ioup	iuQ	.orol	id	osrevartta	eragivan	²Ãup	e	eroloc	id	inges	i	noc	ocnele'l	iardev	,ilgof	i	ittut	us	cilc	iaf	eS	.izzerg	iloclac	e	itad	noc	ilgof	isrevid	id	enopsid	is	es	elitu	otlom	eresse	²Ãup	iroloc	ied	acifidoc	aL	.esrevid	ilitu	esoc	erarapmi	rep	ion



noc	atser	idniuq	,itnava	onos	itnasseretni	¹Ãip	inoiziutni	eL	.allec	allus	arigga	is	es	pu-pop	etoN	.AMMOS	inumoc	¹Ãip	inoiznuf	elled	anu	erarporP	.unem	len	edipar	inoiznuf	id	ocnele	nu	ehcna	eravort	iouP	.orol	id	onu	ereilgecs	ioup	e	otazzilausiv		Ãrrev	inoiznuf	ilibissop	elled	ocnele'l	,iaf	ol	ehc	atlov	anU	.evirD	elgooG	ni	acrecir	al	odnazzilitu
avisseccus	atlov	al	etnemlicaf	olravort	rep	artsinis	a	otla	ni	ologna'llen	oloclac	id	oilgof	li	eman.evirD	elgooG	out	lus	otavlas	etnemacitamotua	eneiV	!otibus	otaerc	oloclac	id	oilgof	ovoun	nu	ineitto	e	,resworb	out	leN	.cce	,3C	,2B	,1A	opit	id	ilgof	onos	ipmesE	.irolav	noc	ellec	ella	otnemirefir	eraf	o	etnemlaunam	iremun	eregnuigga	iouP	.orol	art
oiggatnav	nu	eregnuigga	e	idnepits	ilg	noc	ellec	ellus	cilc	eraf	,elaugu	onges	nu	eratigid	,allec	anu	eranoizeleS	.otaipoc	atlov	anu	erallocni	elibissop	¨Ã	ehc	itad	ied	itrap	esrevid	onos	iC	.etouv	ellec	ni	erallocni	id	itarucissa	idniuq	,itad	i	erevircsir	ebbertop	²ÃiC	.elgooG	id	ilgof	ien	inoiznuf	id	emrone	oremun	nu	¨Ã'C	.21	ortne	)*(	TI	eracilpitlom	e	allec	id
ecidni	ous	li	atigid	o	osse	id	us	cilc	odnecaf	elisnem	oidnepits	ol	noc	allec	alla	otnemirefir	eraf	,elaugu	onges	nu	atigid	,arO	.illedoM	elgooG	id	airellag	al	erazzilitu	o	enoizazzinagro	aut	al	rep	icificeps	illedom	eracirac	e	eraerc	elibissop	¨Ã	,illedom	i	reP	.amic	ni	iuq	opmac	nu	erazzilitu	o	aiv	And	this	tutorial	for	beginners	Ã¨	is	meant	to	help	you	with
that.	Press	ENTER.	If	you	drag	this	cell	down,	copy	the	formula	for	other	employees.	Click	Create	to	proceed.	After	you	can	create	e	ennoloc	eralegnoc	elibissop	ertloni	​Ã.artsinis	a	otla	ni	ologna​​âllen	etnaslup	otseuq	erazzilitu	,oilgof	oretni​​âl	eranoizeles	reP.ottos	o	arpos	ehgir	evoun	eriresni	elibissop	¨Ã	,odom	ossets	ollA	.itrapuccoerp	non
,enoisrevnoc	al	opod	VSC	o	lecxE	elif	la	ehcifidom	eratroppa	elibissop	¨Ã	non	ovitom	ehclauq	rep	eS.eipoc	aznes	etnemacitamotua	otitrevnoc		Ãrrev	evirDG	a	otnuigga	elif	isaislauq	,arO	.otset	li	erailgatir	o	ereglovva	,eraccobart	id	etnesnoC	.olranoizeles	rep	agir	alled	ecidni​​âllus	eraccilc	atsaB	.ilgof	¹Ãip	erenetnoc	²Ãup	oroval	id	oilgof	nUilgof	i	noc
inoizalopinam	ertla	e	animile	,animonir	,ignuiggA.atavlas	atats	¨Ã	acifidom	anu	odnauq	erpmes	artsom	otla	ni	oiggassem	otseuQ	.ovitta	elgooG	tnuocca	nu	ereva	id	itarucissa	,eraizini	id	amirP	!omaisir	iC	.etulav	,etad	,ehciremun	inoizamrofni	,otset	eriresni	elibissop	​Ãitad	id	ipiT.agir	alled	enif	alla	2A	ad	irolav	i	erazzilitu	reP«Â	)2:2A(	.avisseccus	allec
allen	otset	li	eraipoc	etneiciffus		Ãras	,artsed	a	ossab	ni	ologna​​âl	arit	is	e	otset	led	ettemmi	is	eSsteehsdaerpS	tramS.CP	rep	lortnoC	otsat	li	o	caM	rep	dnammoC	otsat	li	otumerp	odnenet	ellec	elognis	eud	eranoizeles	elibissop	​Ã	.itnaipicnirP	rep	steehS	elgooG	olomaimaihC	.evirDG	ortsov	lad	osrevid	etnematelpmoc	oloclac	id	oilgof	nu	a	otnemirefir
eraf	elibissop	¨Ã	,ertlonI	.etnegilletni	¨Ã	oloclac	id	oilgof	,aivattuT	.orol	rep	eton	e	itnemmoc	eraicsal	ioup	,opmet	ossets	olla	non	am	,otnemucod	ossets	ollus	ardauqs	id	ingapmoc	iout	i	noc	iroval	eS.opmet	ossets	olla	oloclac	id	oilgof	ocinu	nu	us	emeisni	eraroval	id	itnetu	¹Ãip	a	onotnesnoc	ehc		Ãtilanoiznuf	esrevid	onotsisE	.)ilisnem	idnepits	.se	da(
erammos	ad	ollavretni​​âl	eranoizeles	idniuq	e	)MUS(	enoiznuf	al	eranoizeles	,allec	avoun	anu	us	cilc	eraF	.acitarp	e	airoet	otibus	etailicnocir	es	elitu	¹Ãip		Ãras	lairotut	lI	.olledom	nu	erazzilitu	o	ocnaib	oilgof	nu	eraerc	iouv	es	anoizeles	»ÂsteehS	elgooG«Â	otla	ni	ovouN	+	eraccilC«Â	alletrac	alla	iaV	:teehS	elgooG	ovoun	.ehgir	.ehgir	elled	e	ennoloc
elled	icidni	ilged	enoizanibmoc	anu«Â	ecidni	nu	ah	allec	ingO	.ellec	ertla	id	itad	ius	itasab	iloclac	erautteffe	id	ais	itad	i	erazziromem	id	ais	onotnesnoc	ellec	eLelleCelleC.irotacram	itseuq	noc	)otnemom	isaislauq	ni	ilibisiv	elrenet(	“Â”	to	use	the	values	in	row	#2.	Put	$	before	the	letter	to	lock	it	if	the	formula	moves	to	a	new	column,	and	put	$	before
the	number	to	anchor	this	value	when	moving	to	a	different	line.In	this	example,	you	need	to	lock	the	number	since	the	formula	is	copied	into	several	new	lines.	(A:A)	“Â”	to	use	all	the	numbers	in	the	column.	They	are	used	to	add	descriptions	to	data	in	cells.	If	you	don’t	have	one,	we	suggest	you	take	a	few	minutes	to	create	it.	To	do	this,	you	can
anchor	the	values	within	the	formula	using	the	dollar	symbol	($).	As	a	product	development	studio,	we	work	with	different	aspects	of	the	business,	from	product	development	and	design	to	marketing	and	analysis.	The	lines	are	indicated	numerically.Select	the	entire	column	or	row	by	clicking	on	the	index.	Add	it	to	the	formula	field	and	press	Enter.If
you	drag	this	formula,	it	will	not	work	properly.	Click	the	first	cell	and	drag	to	select	more	cells.	The	number	of	months	must	remain	the	same	for	all	formulas	copied.	Press	Enter	and	get	the	result!	Watch	our	video	on	advanced	functions	SUM,	SUMIF,	SUMIFS	up	to	total	values	based	on	a	specific	criterion.Other	functions	allow	to	calculate	the
average	value	(=AVERAGE	()),	count	items	in	the	selected	range	(=COUNT	()),	load	data	from	another	spreadsheet	(=IMPORTRANGE	()),	and	so	on.	Hold	Command	(for	Mac)	or	Ctrl	(for	PC)	and	click	on	the	cells	to	select.	Rotate	pasted	data:	what	was	in	the	columns	will	now	appear	in	the	rows	and	vice	versa.This	is	a	hotkey	to	select	a	set	of
“Command+Shift+Arrow	Direction	for	Mac/Control+Shift+Arrow	Direction	for	PC.Click	on	the	cell	you	want	to	start	from	and	press	Command/Control+Shift.	If	you	press	it	again,	it	will	select	all	of	the	line.	Google	Sheets	is	a	great	tool	for	teams	to	collaborate	on	data.	(A3:A)	“To	use	all	values	from	A3	at	the	end	of	the	column.	You	can	leave
explanations	and	suggestions	for	your	colleagues	in	.evirD	.evirD�elgooG9otOg,tehsdarps&	a	eterc;	TevirD�elgooG;	ni	teehsdarps	a	denif	dna	eterc	ot	ot	woH.lyrotut	siht	fo	noisrev	ebuTuoY7t6tuo	kcehc;	gnidaer	ngnihctaw,	referp	uoy	fI	.yllacitebahpla	detacidni	erasnmuloCswor	dna	snmuloC.swor	dna	snmuloc,sllecTeehterseEteertEtehtehh,
noEehtert,	eehthenh	ni	steahs	02	ro	01	evah	uey	esac	ni	tall	a	spleh	sihT	.5A	DNA	2A	ni	seulav	ehylno	esu	oot	A​A​A	(5A,	2A):segnar	tnerefftceles	ot	syaw	nomc	tsom	eht	eraH.dezinagro	sdraobhsad	na,	snoitaluclac,	atad	war	ruoy	peek	ot	seno	etarapesu	oot	uoy	esivda	eW.5A	ot	2A	morf	sllec​Seulav	la	EsuEsnut	(ARetcid​	​	​	​	​	​	​A)	isuSi	steehS	elgooG	fo
serutaef	lufesu	tsom	aht	fo	enOsteehS3000000000000000000000000000000000000000000000000000000	00000000000000000000000000000	0000000000000000000000Darps	under	Rapmmer,	Siht	Gnjid	NehW.unem,	Ni	Nottub,	Sih	Gnisu,	Sardrob	Albisiv,	La	Nac,	uoY.nottub,	roloc,	Llef,	Esu,	Dna	Sllec,	Tlees,	Semoctuo,	Noitcnuf,	Salumov,
Gniniatnoc,	Sllec,	Ro,	Atad,	Sepyt,	Tenreffid,	sredaeh,	Kram	ot,	Sllec	roloc,	Ooy,	I.Yllaunam,	Ehseuiser,	Noitre,	Rehtse,	Neesar	Nuf,	ngis	slauqe	na:	cigol	emas	aht	wolloF	.dleif	tupni	siht	esu	uoy	erofeb	llec	tcerroc	ehtceles	ot	tegrof
tÂdATA100000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000hT	.krow	lw	l	lamov	DNA,	niaga	TT	gard	uwi	fi,	under	retfA	.elbanoitca	era
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