
Google Sheets can be used by teachers and students to easily aggregate, organize, and analyze 

information in one place. With advanced tools for sorting, formatting, creating and visualizing information 

with charts, Sheets can used in a variety of scenarios. 

Some examples of how teachers can use online spreadsheets: 

● Create a seating chart 

● Record grades with an organized gradebook 

● Track attendance, missing assignments, and behavior reports 

● Store a database of contact information for students and parents 

● Use an Apps Script to automatically email feedback to students 

● Track parent or student data that was entered using a Google Form 

Some examples of how students can use online spreadsheets: 

● Collect data from across the web for research 

● Format a weekly class schedule 

● 

Track survey data acquired from a Google Form when conducting scientific or statistical 

assignments 

● An example of a weekly attendance spreadsheet created with Google Sheets: 

Create a spreadsheet 

Spreadsheets can be created from Google Drive  

Click the New button and select Google Sheets from the drop-down menu; a spreadsheet will open in a 

new browser tab 



●  

Enter data into spreadsheets 

Spreadsheets are documents that organize data in columns and rows. That content, or data, is organized 

in a cell. To enter data into a spreadsheet, just click a cell and start typing. You can also copy text or 

numbers from another file into a spreadsheet. 

Note: Check out the Support Center for info on Google Sheets data limits. 

To edit a cell that already has content: 

1. Choose one of the options below to place the cursor in the cell: 

○ Double-click the cell 

○ Click the cell and press enter 

○ Click the cell and press F2 

2. Edit the cell's content. 

You can create lines (new lines, or line breaks) within a cell while editing. This is helpful when you want to 

improve the look of text that involves distinct lines in one cell, such as student addresses, or if you are 

writing comments in a sheet, and you want to write more than one paragraph in a cell. 

1. Place the cursor in the appropriate cell. 

2. Use one of these browser-specific options to create lines: 

○ In Chrome, click Ctrl+Enter on a PC, on a Mac click Cmd+Enter 

○ In Mozilla Firefox, click Alt+Enter or Ctrl+Enter on a PC; on a Mac click 

Cmd+Enter 

○ In Internet Explorer 8, click Ctrl+Enter 

https://support.google.com/docs/answer/37603?hl=en


○  

Change cell data type 

There are several different data types a cell can be, including various currencies, date, time, percentages, 

and rounding. Data types can be a tool for teaching about financial math and balancing budgets. 

The data type of a cell applies to the whole cell. For example, you cannot have one part of the cell be a 

currency and the other a percent. 

To select a different data type for a cell: 

1. While editing the spreadsheet, select the cell/s you would like to change. 

2. Open the 123 drop-down menu. 

3.  

4. Select the desired data type. 



5.  

Copy and paste 

Google Sheets supports copy and paste of data and text from files on your computer, websites, and other 

Google Docs using keyboard shortcuts, the Edit menu in Sheets, the right-click menu using your mouse, 

or the Web clipboard in Docs. 

Use the Web clipboard 

The Web clipboard has advantages over the other methods of copy and paste: 

● Copy a set of cells in a spreadsheet, and paste it into a document as a properly formatted 

table 

● Copy something in your school computer and paste it into another when you access your 

Google Account from your home computer 

● Access items you previously copied, as long as you were previously signed in 

To learn more about the web clipboard, check out the Support Center. 

Paste special 

Copying and pasting in Google Sheets copies all properties of a cell into the cell you are pasting into, 

including text, formatting, and data validation. The paste special option gives you more control about what 

properties you are copying and pasting into a range of cells. To use one of the paste special options, click 

the Edit menu, navigate to Paste Special, and select from the following options: 

● Paste values only: Pastes only the text contained in the original range of cells 

https://support.google.com/docs/answer/161768?hl=en


● Paste format only: This option is identical to using the paint format tool - it only copies cell 

formatting, and will not disrupt any existing text or formulas 

● Paste all except borders: Pastes all of these options without any cell borders that have 

been added 

● Paste formula only: Pastes the formulas contained in a copied range of cells, not the 

resulting calculations of the formulas 

● Paste data validation only: Pastes a data validation rule over a range of cells without 

disrupting any existing formatting, formulas or text 

● Paste conditional formatting only: This option only applies conditional formatting rules to 

a range of cells 

● Paste transpose: This option allows you to paste a rotated version of the copied cells; for 

example, if you copy a column of cells and use paste transpose, it will paste them into a 

row, and vice versa 

●  

Add links in a spreadsheet 

Since Google Sheets are created and accessed online, you can include hyperlinks to websites just as you 

might when creating a web page. 

Links in your spreadsheet can be useful for directly referring to your data sources. By keeping information 

in a spreadsheet, you maintain the ability to sort and analyze your information while including easy 

access to your references. 

For example, if you were collecting research from around the web in a structured format, a spreadsheet 

could store the data and you could add links to data in a “reference” column. Unlike listing entries in a 

word processing document, with a spreadsheet you can sort all the entries and perform analysis (such as 

averages, sums, etc). Anyone viewing your spreadsheet can view your data sources. 



Note: Like the other types of data and cell formatting, links in spreadsheets must be assigned to an entire 

cell, you cannot have just part of the text inside a cell be hyperlinked. 

There are two ways to enter links into a spreadsheet: 

1. Enter the full URL into a desired cell, and the entire cell will become a hyperlink. 

○ This is the quickest way to add a URL to your spreadsheet 

○ With this method, the text inside the cell is the URL 

2. Click  Insert > Link and enter the text and URL that you would like to link to. 

3.  

With either method, whenever this cell is selected, a small pop-out icon will appear under the cell. Click 

on this icon to open a new browser window linking to the included website link. 

Add images in a spreadsheet 

Users can now upload images directly into to Google Sheets. With this feature, you can upload an image 

already stored on your computer, take a picture with your webcam, add a web-based image by its 

address (image URL), search for an image online, or add personal photos directly from one of your 

Picasa Web Albums or Google Drive. 

To insert an image: 

1. Click Insert. 

2. Click Image. 

3. Choose an image from one of the file sources to upload into your spreadsheet. 



4.  

Insert and modify an image with click and 

drag options 

One way to adjust an image in Sheets is to click on the image once it is inserted, and move your cursor to 

the outermost left, right, or bottom border. Click and drag the end of the image to resize. Click and drag 

the white space on the top of the image to move. 

 



Read how to insert an image inside a cell in a spreadsheet in the Support Center and then try it out for 

yourself in this template. 

Images in the cell can be aligned in many ways, just as text in a spreadsheet cell can be by using the 

alignment controls in the toolbar.  

Repeat or extend patterns with Auto-fill 

Auto-fill in spreadsheets allows you to repeat information with the drag of a mouse. It is able to complete 

a pattern of content in a spreadsheet based on knowledge of commonly known series, genres, and data 

sets. 

For example, Auto-fill can be be used for entering a series of odd numbers. Start entering odd numbers in 

a few cells, then select the set and try Auto-fill. Google will then complete the pattern, listing odd numbers 

just as you did before. The same can go for counting with other patterns. 

 

Or you can try it with text like the days of the week. Enter the first 3 days and then use the Auto-fill 

function to extend the pattern for the remaining 4. If you go beyond the 7 days of the week, Google will 

repeat the pattern. The same functionality would apply to names of the month. 

Auto-fill function can save a tremendous amount of time in entering these types of patterns. 

To use auto-fill in your spreadsheet: 

1. Enter your content. 

2. Auto-fill usually needs about three cells of data to learn the pattern. 

3.  

4. Highlight the cells. 

5. A small blue box appears in the lower-right corner. 

https://support.google.com/docs/answer/97447?hl=en
https://docs.google.com/previewtemplate?id=0AoFkkLP2MB8kdGRlaW5qMnZFV2JrN2ZZQ0tvTmtUOEE&mode=public


6.  

7. Click the blue box and drag it to select additional cells where you would like your content to 

repeat. 

8.  

Note: When dragging the blue box, you can only select those cells that are directly above, beneath, or 

beside the highlighted cells. 

If Auto-Fill recognizes a pattern in the content of the selected cells, it fills in the remaining items to 

complete the pattern. In the example shown here, it finished the pattern by auto-filling Thursday, Friday, 

Saturday, etc. If Auto-Fill does not recognize a pattern, it will just repeat the content that was highlighted. 

Auto-fill can be a great tool for tracking attendance, grade books, plan books or for students working with 

large data sets. 

Keyboard Shortcuts 

Although shortcuts have long been available in Google Sheets, we have added a shortcuts menu to 

spreadsheets to make them easier to find - saving you even more time. Hit Ctrl+/ on a PC, orCmd+/ on a 

Mac, to pull up the list of shortcuts and learn new ways to sharpen your spreadsheet skills. Remember 

that shortcuts can vary depend on the operating system and browser you are using. 

To learn more on keyboard shortcuts, check out the Support Center. 

 

https://support.google.com/docs/answer/181110?rd=2

