
Advanced Google Sheets  
 
This document covers some more advanced topics in the Google Sheets 
web application.  This covers more about formatting than programming 
(using functions in cells).  This will hopefully give you some ideas for things 
you can try yourself. 
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Sheets 
 
Each Google Sheets document has one or more sheets.  Each sheet 
contains rows and columns of cells.  When you create a new document it 
has one sheet, which you can see at the bottom of the window: 
 

 
 
You can rename the the sheet by clicking on the down arrow next to the 
name: 
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This highlights the name and you can type in the new one: 
 

 
 

 
 
And click the Return key to change the name: 
 

 
 
You can click the “+” button to add a new sheet: 
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Some of the built-in templates use multiple sheets.  For example, the 
Monthly budget uses two sheets 
 

 
 
You enter the income and expense transactions on the second sheet and 
they are summarized on the first (Summary) sheet. 
 
The Calendar template has one sheet for the year and another for each 
month: 
 

 
 
Many of the templates use various sheets for their task.  The first sheet 
usually has instructions on how to use the template and what you can 
change.  
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Selecting Cells 
 
To select one cell, simply click on it: 
 

 
 
It will be surrounded by a blue border: 
 

 
 
To select a rectangle of cells drag from one corner to the opposite corner: 
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The cells will be highlighted with a blue background.  
 
 
To select all cells click in the upper left corner: 
 

 
 
All the cells get the blue background: 
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To highlight a column, click on the alphabetic column header: 
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To highlight a row of cells, click on the numeric row number: 
 

 
 
The row is highlighted in a blue background: 
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Entering Sequences 
 
You can easily enter a sequence of numbers or dates into a row or column 
of cells.  Enter two numbers in the sequence into two cells and highlight 
them: 
 

 
 
Then click on the solid blue rectangle at the lower right corner of the bottom 
cell and drag down as many rows as you need and let go: 
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The sequence is based on the difference between the numbers.  So, if you 
use 1 and 2 you will get 1, 2, 3, 4, etc. 
 
Google Sheets is very smart about sequences.  In some cases, you only 
need to enter data in the first cell: 
 

 
 
If you drag down to row 12, you will get a list of months: 
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If you enter a date 
 

 
 
You can create a sequence of dates: 
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You can also do days of the week: 
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You can also put sequences into rows: 
 

 
 
If you drag the solid rectangle to the right, you get a sequence 
 

 
 
This works for all types of sequences.  If we put “Sunday” into a cell and 
drag the blue rectangle to the right 
 

 
 
we get this: 
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Formatting Buttons 
 
There is a row of formatting buttons below the Google Sheets menu: 
 

 
 
They are very handy.  You can control the zoom level: 
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Format selected cells as currency: 
 

 
 

 
 
Format selected cells as percent: 
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Reduce the number of decimal points: 
 

 
 

 

Dave Taenzer 16 September 2020 



The button to the right of the decrease decimal points increases them: 
 

 
  

Dave Taenzer 17 September 2020 



The menu to the right of that button gives you many options: 
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The next set of buttons  
 

 
 
let you change the font, text size, bold, italic or strikethrough selected cells. 
 
The next buttons: 
 

 
let you change the text color, background color, borders, merge cells, the 
horizontal and vertical alignment.  
 
Merging will combine multiple cells into one.  This is often done for 
headers.  For example, if we have a this table: 
 

 
 
We can select cells A1 to C1 and merge them. 
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We can then center this merged cell and increase the text size: 
 

\  
 
The merged and centered header looks nicer. 
 
The next button controls text wrapping.  If you have a cell that where the 
text is wider than the width of the cell, the first option will let the text 
overflow onto the cells to the right which is the default behavior: 
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The second option will wrap the text and make the row taller: 
 

 
The third option will clip the display of the text at the right border of the cell. 
The text is still in the cell but is not visible. 
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The next button lets you rotate the text in a cell 
 

 

 
 
The right most option lets you set a specific angle for the text. 
 
 
The chart button lets you select some cells and chart them: 
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Which adds a chart that looks like this: 
 

 
 
There are many types of charts and many ways to customize them. 
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There are controls on the right to change the chart: 
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You can even change to a different kind of chart: 
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Table Formatting Example 
 
Let’s say you want to track your weight, blood pressure and temperature 
every day.  You could make a simple spreadsheet by entering the headers, 
selecting them and clicking the Bold button to make them bold text: 
 

 
 
Then enter our first date in column A, row 2 and drag down to create a 
couple of weeks of dates: 
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We can use the format button to make the dates nicer.  Click on the column 
A header cell to select the cells and use the format button: 
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We can select select the columns and fix their width by double clicking on 
the dark blue rectangle at the edge of the rightmost header: 
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We can now use the Alternating Colors option in the Format menu 
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To set a header color and a background color for alternating rows: 
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The right part of the window has an editor for setting the colors and other 
options: 
 

 
 
If the table has a footer (in this case to show the average weight, pressure 
and temperature) you can click the Footer box to give that a different color. 

Dave Taenzer 31 September 2020 



Conditional Formatting 
 
If you put some data into our chart: 
 

 
 
It might be helpful to highlight all the temperatures above 99.  This can be 
done by selecting the column D and then the Conditional Formatting option 
in the Format menu: 
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This brings up an editor on the right hand part of the window: 
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The Format rules menu lets you select how you want to choose the cells to 
format differently.  We can click on the “Format cells if... “ menu and select 
the “Greater than” option: 
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We then enter 99 for the value: 
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You can click on the Formatting style to choose a standard format: 
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There are buttons below the color area to change the text to bold, italic or 
change the text or background color, so we can make the text bold: 

 
 
The table now looks like this: 
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There are many other advanced features of Google Sheets but hopefully 
this has given you some ideas of things you can try. 
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