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Google’s sheets is a lot like Microsoft Excel in organizing, collecting, and presenting data to an 
audience. Google Sheets can be useful creating graphs, calendars, or a data table.  Google 
Sheets is widely used by many businesses and even in classrooms such as science and 
accounting. Here is a Tutorial on how to use Google Sheets to its full potential and maximize 
your productivity to be less stress-free. 
 
*Important: You must be logged in to your school’s Google Account in order to use Google 
Sheets to access your documents everywhere you go. It is also recommended that you make 
your documents available offline to increase your productivity wherever you are and if there is 
no available Wi-Fi or hotspot. In order to print your Google Spreadsheet or other document, you 
must save it as a Portable Document File (PDF) to be uploaded through Papercut NG: Click to 
print to High School or Click to print to Junior High. For more information on how to print, visit 
this helpful tutorial on a step-by-step guide. Papercut NG Print Tutorial  
 
 
How to Create a Spreadsheet in Google Sheets:  
Step 1: Open Google Sheets by hitting the magnify glass in the left-bottom corner of the screen 
while on your chromebook; otherwise, search for or type https://www.google.com/sheets  
 
Step 2: To start a new spreadsheet, You can choose to manipulate a template to your own 
specifications or liking. You can also choose to start from scratch by clicking the blank tab.  
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A Google Spreadsheet consists of 1000 rows with 26 cells in each row that can be edited with 
text, color, and equations to meet your needs. You can add rows and/or columns to your Google 
Spreadsheet. Each cell, column, or row can also be manipulated in size for the optimal viewing 
experience when you print your spreadsheet.  
 
How to Make a Bar Graph:  
Modify each cell in row one by naming each column. This will represent the different names for 
your bars or points on a line graph. 
 
Next in row 2, insert your numerical data in each column underneath what you just had named. 
 
Drag your mouse cursor over the cells you have formatted to highlight over each cell. This is 
important. 

 Click the Insert button in the toolbar, and then the Insert Chart button  
 
You can then choose to add an Independent variable and a dependent variable label as well as 
being able to modify the colors and change the overall style of your graph, and make sure to 
also title your graph. 
 
Click the link here for a video tutorial on how to create a graph and modify it step-by-step: 
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