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Using Google Sheets

Sheets

Google Sheets is another free productivity tool from Google Workspace.

All you need is a Gmail account, and you can use Sheets to create, edit,
and share spreadsheets, access tons of free templates, and download your
spreadsheet in multiple formats. All changes can be saved automatically,
and you can revert to a previous version at any time.

In this session, we’ll use Google Sheets to create a Job Application Tracker.
As we build this spreadsheet, we’ll cover how to:

e freeze rows e wrap text

e format text e sort information

e change cell size

Getting Started

o From your browser, go to gmail.com and ® actve v @ @OQ
sign into your Gmail account. az .L o
Translate Photos Duo
9 From your Gmail inbox, find the app grid. ?
It’s in the upper, right-hand corner of your Shopping
screen, next to the settings icon. Scroll
down and click on the Sheets icon. ~ B =) '
Finance Docs Sheets /
aSS———
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Starting a New Spreadsheet

Start a new spreadsheet

Grade book Attendance

To-do list

Template gallery

2019 Calendar

Select a Blank template from the Template gallery to get started.

9 Go to the top, left-hand corner of your
file. Highlight the text that says “Untitled
spreadsheet.” Type in the name you

Untitled spreadsheet

File Edit View Insert

Fo

want for your file. In this case, you can name it “Job Applications Tracker.”

If you don’t see the template gallery on the Sheets page (sheets.google.com),
scroll to the bottom. Click the plus sign in the bottom, right-hand corner.

Today Owned by anyone v
Work Search Template me

Yesterday

SpreadsheetClass.com Job Application Tracker Template 22, Corey Bustos

Previous 7 days

Grade book me

Gantt chart me

Previous 30 days

OATS - Ad Copy 2 BerlinRosen
Earlier

Guest list me

Income Spreadsheet me

Practice Budget for My StartUp me

Third Grade Weekly Assignments 6/15 - 6/16 2, Jenna Wernikowski

Last opened by me H Az O

3:24 PM

May 2, 2022

Apr 29,2022

Apr 29,2022

Apr 22,2022

Jul 5, 2021

Nov 17,2020

Nov 17,2020

Jun 13, 2020
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Sample Job Application Tracker

Work Search Template  ¥r &
File Edit View Insert Format Data Tools Extensions Help Last edit was seconds ago
~ o~ @ T 100% - § % .0 .00 123v Al ~ 10 ~ B I S A & H =
K5 -
A B @ D E F G H
Application Resume Other Follow up
Date  Company Job Title Link Deadline Sent Materials email sent
https://sanfordfederal.applytojob.com
fapply/zX31h57rAV/SpanishEnglish-Tr
2 Spanish / anslator?utm_campaign=google_jobs
English apply&utm_source=google jobs_ap
4/1/22 Sanford Federal Translator ply&utm_medium=organic N/A 4/5/22 No 4/19/22
ttps://careers-sosi.icims.c I/careers sosi.icims.com»bs/5
403/ /0b 7MoBE=TAEe&width=1258&h
3 Foreign eight= 500&bga true&needsRedlrect
Language =false&jan1offset=-300&jun1offset=-
4/2/22 SOS International Translator 240 N/A 4/6/22 No 4/20/22
https://jobs-hss.icims.com/jobs/15215
4 Hospital for Interpreter (Per [finterpreter---language-services-%28
4/4/22 Special Surgery Diem) spanish%29---per-diem/job N/A
Qhttps://paralleldesk.com/Wb-details/s
5 panish-Transiator-and-interpreter-bbd
Memorial Sloan Spanish rwz00exa?utm_campaign=google_jo
Kettering Cancer  Translator and  bs_apply&utm_source=google_jobs
4/9/22 Center Interpreter apply&utm_medium=organic Expired!

Lo plv

Notes

Always check
company site
for listing.
Recruiting sites
may have
outdated posts.

o What categories do you see in this job tracker?

12/
©

What categories do you think can be added or omitted?

What do you notice about the websites posted under the Links category?

In the following scenarios, how would you use Google Sheets? What
information would you need to keep track of?

e Planning a birthday party
e Preparing to move
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Building a Job Application Tracker

A B c D

1 |Date lJob Link Application Deadline

o In the first cell (A1), type in the first category of the information you need
to keep track of when applying for jobs. Type in the remaining categories
in the neighboring cells in that same row.

e Type in the categories from the sample job tracker or discussion,
Or use your own.

e To move to the next cell over (B1), you can press “Tab” or use the
right arrow key on your keyboard.

9 The first row is called the header. Freeze it so that the categories stay
when you scroll down.

Click View. Scroll down and click Freeze. Then Click 1 row.

Ed @ nsert Format Data Tools Extensions Help Last edit was 2 minutes ago

h T © Show N -1 10 'BI—S-AQE
<E Freeze ) No rows
— Group N @w D
2
Hidden sheets . rows
Up to row 1
@, Zoom N
N [
I 7 Full screen o columns
1 column
2 columns

Up to column A
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Activity: Formatting Cells

Unlike Google Docs, you can only format an entire cell at a time in Sheets, not
the individual words or numbers. We’ll practice formatting our cells here.

@ e © O 60 @
Arial '10'BI%i°*EH =

v v

3d
Lt

Change the font in cell A1.

Change the font size in cell A1.

Bold or italicize the text in cell A1 to make the categories more distinct.

Change the font color of the words or numbers in cell A1. Note that the
default is “Automatic,” which is usually black.

Change the color of cell A1. Note that the default is “No color,” not white.

Add a border around cell A1.

QOd® 0600

Change the alignment of the text in cell A1. Click on the down arrow to
center- or right-align the text.

You can also apply these changes to an entire row! But first, let’s undo all the
formatting for cell A1.

Pressing Ctrl+Z or ¢8+Z at the same time will undo previous
actions.
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Activity: Formatting Rows

Instead of formatting one cell at a time, you can format entire rows or columns.
Here, we’ll focus on formatting our header row.

1:1 - Date

o On the left-hand side of the sheet, click on the b
1 until the entire row is highlighted blue. IR Date Company
2

9 Repeat the same steps from the previous page to make the categories in
your header row more distinct. You can:
e Change the font

Change the font size

Bold or italicize the categories

Change the font color

Change the cell color
Add a border
Change the alignment of the categories

More Formatting Tricks

o Format entire columns by clicking on a letter at the top of the sheet until the
entire column is highlighted blue.

9 Select a group of cells to format a section. Click on the first cell in the group
that you want to format and drag your mouse until all the cells in the section
you want to format are highlighted. Don’t let go until the entire section is
highlighted!
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Changing Cell Width

You can change the width of your cells to fit more information.

o Hover your cursor over the edge of the
cell until you see it turn blue.

9 Click on the blue line and drag your
cursor left or right to change the size of
the cell.

c2

1

ol o Nlolals

©

SRR

A
Date

4/1/22

4/2/22
4/4/22
4/9/22

_H File Edit View Insert Format Data Tools Extensions Help

100% v $§ % .0 .00 123+ rial - 10
- T

Spanish / English Translator
B
Company

Sanford Federal

SOS International

c
Job

Spahish|/ En‘lish Translator

Fordign Langhiage Translator

J

Wrapping Text

If you have a lot of text but don’t want to make your cell very wide, you can
“wrap your text.” Wrapping text makes it easy to see all the data in one cell

without having to widen your cell.

o In the tool bar, click on the text wrapping
icon.

9 Click on the wrap text icon in the middle.
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Sorting Information

A [
1 Date ‘Company 3 Cut ®X

[0 Copy %C
2
\
4/1/22 | Sanford Federal [ Paste sy
[ Paste special >

4/2/22 | SOS International
4/4/22
4/9/22

+ Insert 1 column left
+ Insert 1 column right
1] Delete column

X Clear column

& Hide column
()

Resize column

Az Sort sheet Ato Z

e ZA Sortsheet Z to A

o Right-click the letter of the column you want to sort by.
e On Macs, press Ctrl + click at the same time.

9 Click on Sort sheet A to Z to sort the column alphabetically or numerically.
e Sort sheet Z to A will sort the column in reverse alphabetical or numerical
order.

After sorting your column, check to make sure that the
information in your rows isn’t jumbled!
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