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Google Sheets Basics  

Course objectives  

Converting Excel files to Sheets 

Navigating Sheets 

Inputting & formatting data 

Sharing & collaborating on spreadsheets 

Filtering data 

Getting started with Formulas 

 

Audience  

This session is designed to help you get started with Google Sheets.  

Prerequis ite  

No Prior experience or knowledge of Google Sheets is required to attend this course. You must 

have good basic windows, keyboard and mouse skills. 

Duration  

This is a 90-minute to 2 hours Google Sheets Basics course. The course starts at 09:30 and runs until 

11:00 or 11:30. Alternate timings can be arranged upon request. The course can be held on a date 

that suits you. 

Location  

Our Google Sheets Basics course can be run online using Google Meet, MS Teams, Zoom or any 

other platform of your choice. Alternatively, we can run the course at Client’s site anywhere in the 

UK, Europe or ROW. 
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Google Sheets Basics Course Outline  

Introduction 

• Top differences between excel and 

sheets 

o Web based 

o Collaborative 

o Simple navigation 

o Similar with formulas and features 

like conditional formatting 

• Working with Excel files in Sheets 

o Uploading Excel files in Drive 

o Editing in Sheets 

o Converting Excel files to Sheets 

o Working with attachments 

Getting started with Sheets 

• Sheet creation 

o Templates 

• Navigation 

o Menus 

o Help menu 

o Shortcuts setting 

o Shortcuts  

Inputting & formatting data 

• Numbers 

• Dates 

• Text 

• Autofill 

• Formatting cells 

• Freezing rows/columns 

Sharing & Collaborating 

• Sharing internally and 

externally 

o Changing/removing 

access 

• Version history/cell history 

• Adding Comments/Actions 

• Protecting ranges and sheets 

• Notification rules 

• Working with links 

Filter & sort 

• Filters & filter views 

• Filter or sort by colour 

• Exercise 

Getting started with formulas 

• Calculations 

• SUM 

• COUNT 

• COUNTA 

Intro to getting data insights with 

Explore 
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