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Google Sheets Essentials 

 

Course Duration: 2-day; Instructor-led 

Time Schedule: 9am-5pm 

Lunch: 1:00pm- 2:00pm 

Morning Tea-break: 10:30am-10:45am 

Afternoon Tea-break: 3:30pm -3:45pm 

 

 

COURSE DESCRIPTION 

With Google Sheets, you can create and edit spreadsheets directly in your web browser—no 

special software is required. Multiple people can work simultaneously, you can see people’s 

changes as 

they make them, and every change is saved automatically. 

 

 

TARGET AUDIENCE 

Users who have little or no familiarity with Google Sheets 

 

 

COURSE OBJECTIVE 

What you'll learn: 

• Create or import 

• Add Content 

• Share and collaborate 

• Print and download 

• Access your calendar, notes, and tasks 

 

 

METHODOLOGY 

This program will be conducted with interactive lectures, PowerPoint presentation, discussion and 

practical exercise. 

 

 

COURSE CONTENTS 

 

Module 1: Get started with Sheets 

• Overview with Google Sheets 
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Module 2: What can you do with Sheets? 

• Converting your file from another program creates a copy of your original file in a Sheets 

• Use shortcuts to create new files 

• Add checkboxes to spreadsheets 

• Get instant insights into your data 

• Get instant data analyzation using the EXPLORE button 

 

 

Module 3: Create or import files 

• Create document templates 

• See changes in Drive files & folders 

• Check or revert to earlier file versions 

• Share “Make a copy” links to your files 

 

 

Module 4: Add content to your spreadsheet 

• Add images to spreadsheets 

• Add flowcharts and diagrams to files 

• Summarize your data with charts 

• Insert and edit charts 

 

 

Module 5: Share and collaborate on file 

• Share files and other content with a group 

• Email collaborators 

• Filter data in a spreadsheet 

• Protect content in a spreadsheet 

• See data changes with conditional formatting 

• Get notified about spreadsheet changes 

• Mark a shared file as final 

• Restrict sharing options on Drive files 

• Set an expiration date for file access 

 

 

Module 6: Print and download files 

• Print your file 

• Download versions in other formats 

• Make a copy 

• Email a copy as an attachment 

 

 

Module 7: Access your calendar, notes, and tasks 

• Creating cert or documents using autocrat 


