
ĔŅĶŒĝƟȮGoogle Spreadsheet(Excel) 

 

  Google Spreadsheet ŏĮƦĬ Apps ŒĬĔĸŋƞĴĕŀĚ Google Drive ĞŉŗĚŏĮƦĬĬĺńĨĔĶĶĴŒľĴƞĕŀĚ 
Google ĴňĸńĔļĦŃĔŅĶĪŜŅħĚŅĬėĸƟŅĵŕ Ĕńĭ Excel ĴňĔŅĶĽĶƟŅĚ Column Row ĽŅĴŅĶĩŒĽƞĕƟŀĴŌĸĨƞŅĚŕ ĸĚœĮŒĬ 
Cell œħƟ ėŜŅĬĺĦĽŌĨĶĨƞŅĚŕ œħƟ ŐĨƞĺŇīňĔŅĶŒĝƟĽŌĨĶėŜŅĬĺĦěŃŐĨĔĨƞŅĚěŅĔ Excel œĴƞĨƟŀĚĨŇħĨńŘĚĪňŗŏėĶŊŗŀĚ ĽŅĴŅĶĩŒĝƟ
ĚŅĬĭĬ Web œħƟ őħĵœĲĸƢěŃĩŌĔĭńĬĪŉĔœĺƟĪňŗ Server ĕŀĚ Google ĪŜŅŒľƟĽŅĴŅĶĩŏĮƕħŒĝƟĚŅĬœħƟ œĴƞĺƞŅěŃŀĵŌƞĪňŗŒħ 
ŏıňĵĚĴň Web browser / Google Spreadsheet App on SmartphoneȮŐĸŃ ŀŇĬŏĨŀĶƢŏĬŖĨ ĽŅĴŅĶĩŐĝĶƢœĲĸƢ
ŒľƟįŌƟŀŊŗĬĶƞĺĴŒĝƟĚŅĬœħƟ ŐĸŃĴňĶŃĭĭ Real time Save ŀńĨőĬĴńĨŇ ĬŀĔěŅĔĬňŘĵńĚĽŅĴŅĶĩ Save ľĶŊŀ Export 
ŀŀĔĴŅŒĝƟĚŅĬĔńĭ Excel ĪňŗŏėĶŊŗŀĚĕŀĚŏĶŅœħƟŀňĔħƟĺĵ ĪŜŅŒľƟĔŅĶĪŜŅĚŅĬĽŃħĺĔĽĭŅĵĴŅĔĵŇŗĚĕŉŘĬ őħĵĔŅĶĸŖŀĔŀŇĬ
ŏĕƟŅŒĝƟĚŅĬŒĬŏĺŖĭœĞĨƢ Google ħƟĺĵ Google account ľĶŊŀ Gmail ĔŖĽŅĴŅĶĩŏĕƟŅœĮĪŜŅĚŅĬœħƟ 

  ĺŇīňŒĝƟĽŏĮĶħĝňĨ (spreadsheet)    ŏıŊŗŀĽĶƟŅĚŏŀĔĽŅĶĨŀĭĔĸńĭĪňŗĽĶƟŅĚħƟĺĵȮ Google Form Īňŗ
ĽŅĴŅĶĩĶńĭĕƟŀĴŌĸěŅĔĭŋėėĸŀŊŗĬŕĪňŗĔĶŀĔŏĕƟŅĴŅœħƟ ŐĸŃĕƟŀĴŌĸĬńŘĬěŃĩŌĔŏĔŖĭĭńĬĪŉĔœĺƟŒĬŏŀĔĽŅĶĚŅĬĕŀĚŏĶŅ ĞŉŗĚ 
Spread Sheet (ĽŏĮĶħĝňĨ)   ĨńĺĬňŘŏŀĚěŃĴňĮĶŃőĵĝĬƢĴŅĔŒĬĔŅĶŏŀŅœĮŒĝƟĚŅĬ ŏĝƞĬ ĕƟŀĴŌĸįĸĔŅĶŏĶňĵĬĕŀĚ
ĬńĔŏĶňĵĬ ĭńĠĝňĶŅĵěƞŅĵĽĶƟŅĚŐįĬĳŌĴŇŏıŊŗŀĬŅŏĽĬŀĕƟŀĴŌĸ ĶĺĴœĮĩŉĚĲŀĶƢĴľĶŊŀŐĭĭĽŀĭĩŅĴ ŐĭĭĪħĽŀĭ
ŀŀĬœĸĬƢ ĽŅľĶńĭŏĔŖĭĕƟŀĴŌĸ 

ėĺŅĴľĴŅĵĕŀĚĽŏĮĶħĝňĨ (spreadsheet) 
  ĽŏĮĶħĝňĨ (Spreadsheet) ľĶŊŀŐįƞĬĨŅĶŅĚĪŜŅĔŅĶ ėŊŀ ŐįƞĬĚŅĬĪňŗĴňĸńĔļĦŃŏĮƦĬĝƞŀĚĨŅĴĶŅĚ
ĽňŗŏľĸňŗĵĴ ŒĝƟĽŅľĶńĭĔŅĶěńħŏĶňĵĚĕƟŀĴŌĸŐĸŃėŜŅĬĺĦŏĮƦĬľĸńĔĴňőĮĶŐĔĶĴĽŏĮĶħĝňĨ (Spreadsheet)   ĪňŗŏĮƦĬĪňŗĬŇĵĴ
ŀĵŌƞĴŅĔĴŅĵ ŐĨƞĽŏĮĶħĝňĨ (spreadsheet) ŀŀĬœĸĬƢĕŀĚ Google ŏĮƦĬ Application ĪňŗŒĝƟĚŅĬœħƟőħĵœĴƞŏĽňĵ
ėƞŅŒĝƟěƞŅĵ įŌƟŒĝƟĽŅĴŅĶĩĽĶƟŅĚĽŏĮĶħĝňĨ (Spreadsheet)  œħƟŀĵƞŅĚĚƞŅĵħŅĵ œĴƞĺƞŅěŃŏĮƦĬĕƟŀĴŌĸįĸĔŅĶŏĶňĵĬĕŀĚ
ĬńĔŏĶňĵĬ ĭńĠĝňĶŅĵěƞŅĵ ŏĮƦĬĨƟĬ ĽŅĴŅĶĩĽĶƟŅĚŐįĬĳŌĴŇŏıŊŗŀĬŅŏĽĬŀĕƟŀĴŌĸ  ĶĺĴœĮĩŉĚĲŀĶƢĴľĶŊŀŐĭĭĽŀĭĩŅĴ
ŀŀĬœĸĬƢĽŅľĶńĭŏĔŖĭĕƟŀĴŌĸ   ĪńŘĚĵńĚĽŅĴŅĶĩŐĭƞĚĮƤĬŒľƟįŌƟŀŊŗĬœħƟŐĔƟœĕŐĸŃĪŜŅĚŅĬĶƞĺĴĔńĬŒĬĽŏĮĶħĝňĨ 
(Spreadsheet) ĕŀĚĨĬœħƟ Google Sheets ŏĮƦĬ Apps ĽĶƟŅĚĽŏĮĶħĝňĨ (Spreadsheet) ŏĮƦĬŀňĔľĬŉŗĚ Apps 
ŒľĴƞěŅĔĪŅĚ GoogleȮȮȮėŋĦĽĴĭńĨŇŏŀŅœĺƟěńħĔŅĶĽĶƟŅĚĽŏĮĶħĝňĨȮ ŏľĴŊŀĬĔńĭœĲĸƢĭĬ őĮĶŐĔĶĴ Microsoft Excel 
ĽŅĴŅĶĩŏĮƕħȮ ŐĔƟœĕœĲĸƢĽŏĮĶħĝňĨ (Spreadsheet) ȮȮĸƞŅĽŋħœħƟĪńĬĪň ȮȮŐĝĶƢ&Share)  ŐĸŃĪŜŅĚŅĬĶƞĺĴĔńĭŏıŊŗŀĬŕ  
ĳŅĵŒĬĽŏĮĶħĝňĨ (Spreadsheet) ȮŏħňĵĺĔńĬȮȮ ĶŀĚĶńĭĔŅĶěńħĔŅĶĔńĭĨŅĶŅĚ œĴƞĺƞŅěŃŏĮƦĬĔŅĶŏĶňĵĚĸŅħńĭ ĭĺĔ ĸĭ 
ėŌĦ ľŅĶ ľĶŊŀĲƤĚĔƢĝńŗĬŀŊŗĬŕ ĪňŗėĺĶěŃĴňŒĬĽŏĮĶħĝňĨ (Spreadsheet) őĮĶŐĔĶĴ Excel Google Sheets ĽŅĴŅĶĩ
ĪŜŅĚŅĬœħƟőħĵĪňŗŏĶŅœĴƞœħƟŏĝŊŗŀĴĨƞŀĔńĭŀŇĬŏĨŀĶƢŏĬŖĨ ĶŀĚĶńĭĔŅĶŏĮƕħœĲĸƢ ĽŏĮĶħĝňĨ (Spreadsheet) ŐĭĭĨƞŅĚŕ 
ĴŅĔĴŅĵ 
 



ėŋĦĽĴĭńĨŇ 
1. ĽĶƟŅĚĽŏĮĶħĝňĨ (Spreadsheet)  ŒľĴƞ ŏĮƕħŐĸŃŐĔƟœĕȮĽŏĮĶħĝňĨ (Spreadsheet) ěŅĔŏėĶŊŗŀĚŒħĔŖœħƟ ĪňŗŒħĔŖ
œħƟ ěŅĔĪŅĚľĬƟŅŏĺŖĭľĶŊŀŀŋĮĔĶĦƢŀŊŗĬ 

2. ŐĝĶƢĽŏĮĶħĝňĨ (Spreadsheet) ŐĸŃĪŜŅĚŅĬĶƞĺĴĔńĬĔńĭėĬŀŊŗĬŕ ĭĬĽŏĮĶħĝňĨ (Spreadsheet)ȮȮŏħňĵĺĔńĬ
ŐĸŃŒĬŏĺĸŅŏħňĵĺĔńĬ 

3. ĪŜŅĚŅĬœħƟĪŋĔŏĺĸŅ ŐĴƟĕĦŃĪňŗœĴƞĴňŀŇĬŏĪŀĶƢŏĬŖĨ 
4. ěńħĶŌĮŐĭĭŏĞĸĸƢ ĮƚŀĬ/ěńħŏĶňĵĚĕƟŀĴŌĸ ŐĸŃĔŅĶĪŜŅĚŅĬĨƞŅĚŕ ĭĬĽŏĮĶħĝňĨ (Spreadsheet) 
5. ĶŃĭĭėĸŅĺħƢ (Cloud) ěŃĭńĬĪŉĔĔŅĶŐĔƟœĕĕƟŀĴŌĸőħĵŀńĨőĬĴńĨŇ 
 
 

ŀŋĮĔĶĦƢĽŜŅľĶńĭĶŀĚĶńĭĔŅĶŒĝƟĚŅĬĽŏĮĶħĝňĨ (Spreadsheet)ȮĴňħńĚĬňŘ 
1. ŀŇĬŏĪŀĶƢŏĬŖĨėĺŅĴŏĶŖĺıŀŕȮĔńĭŏĮƕħŒĝƟĚŅĬŏĺŖĭœħƟ 
2. ŏėĶŊŗŀĚėŀĴıŇĺŏĨŀĶƢŐĭĭĨńŘĚőĨƠŃ (PC) ľĶŊŀ NotebookȮľĶŊŀȮSmartphone 
3. ŏĺŖĭœĞĨƢ Google  ŒĝƟŏĺŖĭŏĭĶŅŏĞŀĶƢĵňŗľƟŀœľĬĔŖœħƟȮĴňȮGoogle Chrome , Firefox , Safari ŏĮƦĬĨƟĬ 
4. őĮĶŐĔĶĴ Google SheetsȮľĶŊŀĪňŗŏĶňĵĔĺƞŅĽŏĮĶħĝňĨȮ&Spreadsheet' 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



ĒŃĴĻĴƝŃĘōľĒĻŃĴ Spreadsheet 
 
 
1. ŏĕƟŅœĮĪňŗ http://www.google.com ľĶŊŀ http://www.gmail.com ĸĚĝŊŗŀŏĕƟŅŒĝƟĚŅĬ 

   
 
 

2. ėĸŇĔĪňŗĽńĠĸńĔļĦƢ App Launcher ľĶŊŀ Icon Apps   ŏĸŊŀĔȮDrive(œħĶĲƝ'ȮľĶŊŀĭŅĚėĬĪňŗŒĝƟĚŅĬĭƞŀĵŕȮ
Icon Spreadsheet ěŃĴŅŐĽħĚŀĵŌƞĨĶĚĬňŘ 

 
 
 
 
 
 
 



3. ŏĸŊŀĔȮDrive(œħĶĲƝ' ŏĽĶŖěŐĸƟĺȮěŃŐĽħĚľĬƟŅľĸńĔĕŀĚȮDrive(œħĶĲƝ'ȮĕŉŘĬĴŅȮŒľƟœĮĪňŗȮĮŋƙĴȮ 
ěŃĴňħĶŀĮħŅĺĬƢĸĚŒľƟŏĸŊŀĔȮGoogle ĞňĨȮ 

 
 
4. ěŃŐĽħĚľĬƟŅĨƞŅĚĕŀĚȮGoogle Spreadsheet  

  ŏĶŇŗĴĨƟĬěŃĮĶŅĔĢľĬƟŅĨƞŅĚŏŀĔĽŅĶĽŏĮĶħĝňĨ (Spreadsheet) ŒľƟįŌƟŒĝƟıŇĴıƢĕƟŀėĺŅĴĪňŗĨƟŀĚĔŅĶ 
őħĵľĬƟŅěŀŐĸŃėŅĽńŗĚĕŀĚŏŀĔĽŅĶĽŏĮĶħĝňĨ (Spreadsheet) ěŃėĸƟŅĵėĸŉĚĔńĭőĮĶŐĔĶĴŏŀĔŏĞĸ (Microsoft 
Excel) ħńĚĳŅı 

 

Sheets ŒľĴƞĝŊŗŀ őħĵĵńĚœĴƞœħƟĨńŘĚĝŊŗŀœĲĸƢ 

ŐĩĭŏėĶŊŗŀĚĴŊŀ (tools) 

ĔĶŃħŅļĪŜŅĚŅĬ 

ĽŏĮĶħĝňĨ (Spreadsheet) 



5. ĔŅĶŐĔƟœĕĝŊŗŀŏŀĔĽŅĶĽŏĮĶħĝňĨ (Spreadsheet) 
 

  ĔŅĶŐĔƟœĕĝŊŗŀŏŀĔĽŅĶŒľƟĬŅŏĴƟŅĽƢ (Mouse) œĮĝňŘ ĪňŗĝŊŗŀŏŀĔĽŅĶ ėŊŀ "ĽŏĮĶħĝňĨœĴƞĴňĝŊŗŀ"ȮěŃıĭėŅ
ĽńŗĚ Rename ħńĚĳŅı (ěŃœĴƞĴňėŅĽńŗĚĭńĬĪŉĔ (Save) ľĶŊŀĭńĬĪŉĔŏĮƦĬ (Save as) ŏľĴŊŀĬőĮĶŐĔĶĴŏŀŖĔŏĞĸ 
(Microsoft Excel) ŏıĶŅŃ Google ěŃĭńĬĪŉĔŏŀĔĽŅĶŀńĨőĬĴńĨŇ ĨĸŀħŏĺĸŅ)   

 
 

 

ľĸńĚěŅĔıŇĴıƢȮĝŊŗŀŏŀĔĽŅĶŏĽĶŖěŐĸƟĺȮĔħȮEnter ľĶŊŀŏĸŊŗŀĬŏŀŅŏĴŅĽƢėĸŇĔĕƟŅĚĬŀĔĪňŗœĴƞŒĝƞĭĶŇŏĺĦĕŀĚĝŊŗŀŏŀĔĽŅĶȮĔŖ

ĩŊŀĺƞŅĪŜŅĔŅĶŏĮĸňŗĵĬĝŊŗŀŏĽĶŖěŐĸƟĺ 

 

 

ėĸŇĔŏıŊŗŀŏĮĸňŗĵĬĝŊŗŀĝňĨ (Sheets) 



ĝŊŗŀŏŀĔĽŅĶěŃŏĮĸňŗĵĬŏĮƦĬĝŊŗŀŒľĴƞėŊŀ ŴěŜŅĬĺĬŀŋĮĔĶĦƢȮGRPGABŵ 

 

 

ěŅĔĔŅĶĨńŘĚĝŊŗŀœĲĸƢŏĽĶŖěŐĸƟĺĽŅĴŅĶĩĪňŗěŃĪŜŅĔŅĶĔĶŀĔľĶŊŀıŇĴıƢĕƟŀĴŌĸĪňŗĨƟŀĚĔŅĶĸĚœĮœħƟŏĸĵ 

 

 

 



6. ŏėĶŊŗŀĚĴŊŀěńħĔŅĶŏŀĔĽŅĶ ĽŏĮĶħĝňĨ (Spreadsheet) ŏĭŊŘŀĚĨƟĬ 

  ŏėĶŊŗŀĚĴŊŀěńħĔŅĶŐįƞĬĚŅĬ ŀĵŌƞĴŋĴĸƞŅĚĞƟŅĵĕŀĚľĬƟŅ ĽŅĴŅĶĩĪŜŅĽŜŅŏĬŅ ŏĮĸňŗĵĬĝŊŗŀ ŐĸŃĮĶńĭ

ĨŜŅŐľĬƞĚ ĮƚŀĚĔńĬŐįƞĬĚŅĬ ĶĺĴĪńŘĚĨńŘĚėƞŅĔŅĶĮƚŀĚĔńĬŐįƞĬĚŅĬœħƟ 

 

 

  ŏėĶŊŗŀĚĴŊŀĮĶńĭŐĨƞĚĶŌĮŐĭĭĨńĺŏĸĕ ĽŅĴŅĶĩĔŜŅľĬħĸńĔļĦŃĕŀĚĨńĺŏĸĕŒĬĶŌĮŐĭĭĨƞŅĚ ŕ œħƟ 
ŏĝƞĬȮȮĽĔŋĸŏĚŇĬ ĶƟŀĵĸŃ ĪĻĬŇĵĴ ĺńĬĪňŗ ŏĺĸŅ ŏĮƦĬĨƟĬ 

 

ŐįƞĬ1 ĩƟŅĨƟŀĚĔŅĶŏĮĸňŗĵĬĝŊŗŀŒľƟ

ħńĭŏĭŇŘĸėĸŇĔ 

ėĸŇĔĽńĠĸńĔļĦƢħńĚĶŌĮ 



  ŏėĶŊŗŀĚĴŊŀĮĶńĭŐĨƞĚŐĭĭŀńĔļĶ ŀĵŌƞħƟŅĬĭĬŏľĬŊŀĭĶŇŏĺĦŐįƞĬĚŅĬ ĽŅĴŅĶĩĮĶńĭĕĬŅħ ĸńĔļĦŃ 
ŐĸŃĽňĕŀĚĨńĺŀńĔļĶœħƟ 
 

 
 

 

 

  ŏėĶŊŗŀĚĴŊŀĮĶńĭŐĨƞĚŏĞĸĸƢ ľĶŊŀĝƞŀĚĨŅĶŅĚ őħĵĽŅĴŅĶĩĮĶńĭŐĨƞĚĽň ŏĽƟĬĕŀĭ ŐĸŃĔŅĶěńħŏĶňĵĚ
ĨńĺŀńĔļĶœħƟĶĺĴĩŉĚĔŅĶįĽŅĬŏĞĸĸƢħƟĺĵ 
 

 
 
 
 
 

ėĸŇĔĽńĠĸńĔļĦƢħńĚĶŌĮ 

ėĸŇĔĽńĠĸńĔļĦƢħńĚĶŌĮ 



  ŏėĶŊŗŀĚĴŊŀěńħŏĶňĵĚŐįƞĬĚŅĬ ŏĴŊŗŀœĮĪňŗŏĴĬŌ ŴĕƟŀĴŌĸ &B_r_'ŵȮěŃĽŅĴŅĶĩěńħŏĶňĵĚŐįƞĬĚŅĬŒľƟ
ŏĶňĵĚĸŜŅħńĭĨŅĴĨńĺŀńĔļĶœħƟ ŏľĴŅŃĽŅľĶńĭĔŅĶěńħĔŅĶĕƟŀĴŌĸĪňŗĴňĸńĔļĦŃŏĮƦĬĶŅĵĝŊŗŀ 
 
 

 
 

 

 

 

 

 

 

 

 

 

1.ėĸŇĔ ĕƟŀĴŌĸ 

2. ėĸŇĔŏĸŊŀĔěńħŏĶňĵĚŐįƞĬĚŅĬ 
ĨŅĴĨƟŀĚĔŅĶ 



7. ĔŅĶŒĝƟĽŏĮĶħĝňĨ (Spreadsheet) ėŜŅĬĺĦĕƟŀĴŌĸ 

ĺŇīňĔŅĶıŇĴıƢľĶŊŀŒĝƟĽŌĨĶŒĬĔŅĶėŜŅĬĺĦ 

  ĔŅĶėŜŅĬĺĦĩŊŀŏĮƦĬėŋĦĽĴĭńĨŇĽŜŅėńĠĕŀĚĽŏĮĶħĝňĨ (Spreadsheet) ŏėĶŊŗŀĚĴŊŀĽŅľĶńĭėŜŅĬĺĦ

ĕƟŀĴŌĸŒĬĽŏĮĶħĝňĨ (Spreadsheet) œħƟŐĔƞ ŏėĶŊŗŀĚĴŊŀĶŌĮĽńĠĸńĔļĦƢ ʅ ĽŅĴŅĶĩŏĸŊŀĔĽŌĨĶŏıŊŗŀŒĝƟėŜŅĬĺĦŒĬ
ľĴĺħľĴŌƞĨƞŅĚ ŕȮȮœħƟĴŅĔĴŅĵ 
  ŒĬĔŅĶĮƚŀĬĽŌĨĶĔŅĶėŜŅĬĺĦ ěŃĨƟŀĚĮƚŀĬŒĬĝƞŀĚŏĞĸĪňŗĨƟŀĚĔŅĶŒľƟŏĮƦĬĝƞŀĚŏĞĸĪňŗŐĽħĚįĸ ĞŉŗĚ
ĽŌĨĶĪňŗĮƚŀĬěŃĨƟŀĚĕŉŘĬĨƟĬĽŌĨĶħƟĺĵŏėĶŊŗŀĚľĴŅĵ = ĬŅľĬƟŅŏĽĴŀ ĴŇĜŃĬńŘĬĝňĨ (Sheets) ěŃėŇħĺƞŅŏĮƦĬĕƟŀėĺŅĴ
īĶĶĴħŅŐĸŃœĴƞėŜŅĬĺĦ ĽŅĴŅĶĩħŅŏĬŇĬĔŅĶœħƟ 3 ĺŇīň ħńĚĬňŘ 
ŐĭĭĪňŗȮ/ 

 

 

 

 

 

 

1.ėĸŇĔȮŐĪĶĔȮ 

2.ėĸŇĔ ĲƤĚĔƢĝńĬ 

3. ėĸŇĔŏĸŊŀĔ ĲƤĚĔƢĝńĬȮĨŅĴĨƟŀĚĔŅĶ 



ŐĭĭĪňŗȮ0Ȯ 

 

 

 

ŐĭĭĪňŗȮ1 

 

 

 

 

 

 

 

 

 

ėĸŇĔ ʅ ŐĸƟĺŏĸŊŀĔ Function 
ĨŅĴĨƟŀĚĔŅĶĪňĬňŗ 

ıŇĴıƢĽĴĔŅĶĨŅĴĨƟŀĚĔŅĶĪňŗĝƞŀĚ 1 ľĶŊŀ 2 



  ĝĬŇħĕŀĚĽŌĨĶȮȮȮĽŏĮĶħĝňĨ (Spreadsheet) ĴňĸńĔļĦŃėĸƟŅĵĔńĭőĮĶŐĔĶĴŏŀŖĔŏĞĸ (Microsoft 

Excel)ȮȮħńĚĬńŘĬĔŅĶŐĭƞĚĝĬŇħĕŀĚĽŌĨĶ ĽŅĴŅĶĩěŜŅŐĬĔŀŀĔŏĮƦĬ 4 ĝĬŇħ ħńĚĬňŘ 

ĽŌĨĶŒĬĔŅĶėŜŅĬĺĦĪŅĚėĦŇĨĻŅĽĨĶƢ (Arithmetic Formula) 

ŏėĶŊŗŀĚľĴŅĵ  ėĺŅĴľĴŅĵ ĨńĺŀĵƞŅĚĽŌĨĶ 
+ ĭĺĔ = 30 + 10 ěŃœħƟįĸĸńıīƢŏĪƞŅĔńĭ 40 
- ĸĭ = 30 ů 10 ěŃœħƟįĸĸńıīƢŏĪƞŅĔńĭ 20 
* ėŌĦ = 30*2 ěŃœħƟįĸĸńıīƢŏĪƞŅĔńĭ 60 
/ ľŅĶ = 30/2 ěŃœħƟįĸĸńıīƢŏĪƞŅĔńĭ 15 
% ŏĮŀĶƢŏĞŖĬĨƢ = 30% ěŃœħƟįĸĸńıīƢŏĪƞŅĔńĭ 0.3 
^ ĵĔĔŅĸńĚ =30^2 ěŃœħƟįĸĸńıīƢŏĪƞŅĔńĭ 900 

 
ĽŌĨĶŒĬĔŅĶŏĮĶňĵĭŏĪňĵĭ (Comparisons Formula) 

ŏėĶŊŗŀĚľĴŅĵ  ėĺŅĴľĴŅĵ ĨńĺŀĵƞŅĚĽŌĨĶ 
= ŏĪƞŅĔńĭ = 35=30 ěŃœħƟįĸĸńıīƢŏĪƞŅĔńĭ False 
> ĴŅĔĔĺƞŅ =35>30 ěŃœħƟįĸĸńıīƢŏĪƞŅĔńĭ True 
< ĬƟŀĵĔĺƞŅ =35<30 ěŃœħƟįĸĸńıīƢŏĪƞŅĔńĭ False 
>= ĴŅĔĔĺƞŅľĶŊŀŏĪƞŅĔńĭ =35>=30 ěŃœħƟįĸĸńıīƢŏĪƞŅĔńĭ True 
<= ĬƟŀĵĔĺƞŅľĶŊŀŏĪƞŅĔńĭ =35<=30 ěŃœħƟįĸĸńıīƢŏĪƞŅĔńĭ False 
< > œĴƞŏĪƞŅĔńĭ =30< >30 ěŃœħƟįĸĸńıīƢŏĪƞŅĔńĭ False 

 

ŏėĶŊŗŀĚľĴŅĵŒĬĔŅĶŏĝŊŗŀĴĕƟŀėĺŅĴĽŀĚĕƟŀėĺŅĴľĶŊŀĴŅĔĔĺƞŅĬńŘĬ (Text Formula) 
ŏėĶŊŗŀĚľĴŅĵ ėĺŅĴľĴŅĵ ĨńĺŀĵƞŅĚĽŌĨĶ 
& ŏĝŊŗŀĴľĶŊŀĬŅėŅĽŀĚėŅĴŅĨƞŀĔńĬŒľƟŏĔŇħėƞŅ 

ĕƟŀėĺŅĴĨƞŀŏĬŊŗŀĚĪňŗŏĮƦĬėƞŅŏħňĵĺĔńĬ 
=STORY&BOARD ěŃœħƟįĸĸńıīƢŏĪƞŅĔńĭ 
STORYBOARD 
 

 
ĽŌĨĶŒĬĔŅĶŀƟŅĚŀŇĚ (Text Formula) 

ŏėĶŊŗŀĚľĴŅĵ ėĺŅĴľĴŅĵ ĨńĺŀĵƞŅĚĽŌĨĶ 
: (Colon) 
ŏĺƟĬĺĶĶė 
, (Comma) 

ĭŀĔĝƞĺĚĕŀĚĕƟŀĴŌĸ 
ĔŜŅľĬħıŊŘĬĪňŗĪńĭĔńĬ 2 ĝƞĺĚŏŀŅ 
ĕƟŀĴŌĸĪńŘĚ 2 ĝƞĺĚĴŅŏĝŊŗŀĴĨƞŀĔńĬ 

=(B1:B5) 
=SUM(B1:C1 D1:E5) 
=Sum(C1:C5,D7:D8) 



ĔŅĶėŜŅĬĺĦŒĬĨŅĶŅĚ 

ĕńŘĬĨŀĬĔŅĶėŜŅĬĺĦŒĬĨŅĶŅĚ 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. ėĸŇĔŏĞĸĸƢ (cell)ȮŒĬĪňŗĬňŘėŊŀ A1 

2. ıŇĴıƢ =30+1 

3.Ĕħ Enter ěŃœħƟįĸĸńıīƢħńĚĳŅı 



ĔŅĶŐĔƟœĕĕƟŀĴŌĸ 

ĔŅĶŐĔƟœĕĕƟŀĴŌĸĭŅĚĽƞĺĬŒĬĝƞŀĚŏĞĸ ĴňĺŇīňĔŅĶħńĚĬňŘ 

 

 

 

 

 

ĨńĺŀĵƞŅĚĔŅĶĬŜŅĲƤĚĔƢĝńĬıŊŘĬģŅĬœĮŒĝƟĚŅĬŏĮƦĬĔŅĶŒĝƟĲƤĚĔƢĝńŗĬĝƞĺĵŒĬĔŅĶľŅįĸĸńıīƢĕŀĚ ĔŅĶĽĶŋĮěŜŅĬĺĬŀŋĮĔĶĦƢȮ
IT  ħńĚĬňŘ 

 
 
 
 

 

1. ėĸŇĔŏĸŊŀĔĝƞŀĚŏĞĸĪňŗĴňĕƟŀĴŌĸŀĵŌƞŐĸƟĺ
ĪňŗĨƟŀĚĔŅĶŐĔƟœĕ 
ŒĬĪňŗĬňŘ ėŊŀ ŏĞĸĸƢ A1 

2. ħńĭŏĭŇĸėĸŇĔĪňŗĝƞŀĚŏĞĸ ĬńŘĬ ľĶŊŀ 
ėĸŇĔĪňŗŐĩĭĽŌĨĶ (Formula Bar) 
ľĶŊŀĔħŐĮƚĬ <F2> 

3. ıŇĴıƢĕƟŀėĺŅĴ/Ĩńĺŏĸĕ ĪňŗĨƟŀĚĔŅĶ 
ŐĔƟœĕ 
4. ĔħŐĮƚĬ <Enter> 
(ĩƟŅĨƟŀĚĔŅĶĵĔŏĸŇĔĔŅĶŏĮĸňŗĵĬŐĮĸĚ 
ŒľƟĔħŐĮƚĬ <Esc>) 

=sum(E2:E6) 

=C6+D6 



ĔŅĶĽĶƟŅĚŐįĬĳŌĴŇ (Chart) ŒĬĽŏĮĶħĝňĨ (Spreadsheet) 

  ŏĴŊŗŀĔĶŀĔĕƟŀĴŌĸĸĚŒĬĽŏĮĶħĝňĨ (Spreadsheet) ŏĽĶŖěŐĸƟĺ ľŅĔĨƟŀĚĔŅĶĬŜŅŏĽĬŀĕƟŀĴŌĸŒĬ
ĶŌĮŐĭĭŐįĬĳŌĴŇ (Chart) ĽŅĴŅĶĩĪŜŅœħƟħńĚĬňŘ 
1. ŏĸŊŀĔŐĩĺľĶŊŀėŀĸńĴĬƢĪňŗĨƟŀĚĔŅĶŒĝƟŏĮƦĬĕƟŀĴŌĸŒĬĔŅĶĽĶƟŅĚŐįĬĳŌĴŇ (Chart) 

 

2. ėĸŇĔ ŐĪĶĔ (ŐĪĶĔ) Ą ŐįĬĳŌĴŇ (Chart) ěŃĮĶŅĔĢľĬƟŅĨƞŅĚŐįĬĳŌĴŇħńĚĳŅı 

 

ŐĪĶĔ 

ŏĸŊŀĔŐįĬĳŌĴŇ 



3. ĮĶńĭŐĨƞĚŐįĬĳŌĴŇ (Chart) ĨŅĴĨƟŀĚĔŅĶ 

 

 

 

4. įĸĸńıīƢĪňŗœħƟěŅĔĔŅĶŐĪĶĔŐįĬĳŌĴŇ (Chart) ĸĚŒĬĽŏĮĶħĝňĨ (Spreadsheet) 

 

 

 

ĮĶńĭŐĨƞĚŐįĬĳŌĴŇ (Chart) ĨŅĴĨƟŀĚĔŅĶ 

įĸĸńıīƢĪňŗœħƟ 



ĸŜŅħńĭėĺŅĴĽŜŅėńĠĕŀĚŏėĶŊŗŀĚľĴŅĵĔŅĶėŜŅĬĺĦ 

ĨŅĶŅĚŐĽħĚĸŅħńĭėĺŅĴĽŜŅėńĠĕŀĚŏėĶŊŗŀĚľĴŅĵĔŅĶėŜŅĬĺĦ 

ĸŅħńĭ ŏėĶŊŗŀĚľĴŅĵ ŏėĶŊŗŀĚľĴŅĵ 
1 ( ) ĺĚŏĸŖĭ 
2  ̂ ĵĔĔŜŅĸńĚ 
3 * ŐĸŃ / ėŌĦŐĸŃľŅĶ 
4 + ŐĸŃ - ĭĺĔŐĸŃĸĭ 
5 & ĨńĺŏĝŊŗŀĴ 
6 =,<,<= ŏĪƞŅĔńĭ ĬƟŀĵĔĺƞŅ ĬƟŀĵĔĺƞŅľĶŊŀŏĪƞŅĔńĭ 
7 > ,>=, < > ĴŅĔĔĺƞŅ ĴŅĔĔĺƞŅľĶŊŀŏĪƞŅĔńĭ œĴƞŏĪƞŅĔńĭ 
ľĴŅĵŏľĨŋ : ĔŅĶĪŜŅĚŅĬĪňŗŀĵŌƞŒĬĶŃħńĭŏħňĵĺĔńĬ ěŃėŜŅĬĺĦěŅĔĞƟŅĵœĮĕĺŅĨŅĴĸŜŅħńĭ 

ĕƟŀĽńĚŏĔĨŏĔňŗĵĺĔńĭĔŅĶŒĽƞĽŌĨĶ 
1) ĽŌĨĶĪňŗŒĽƞŒĬŏĞĸĸƢěŃĮĶŅĔĢŒľƟŏľŖĬŒĬŐĩĭĽŌĨĶ 
2) ėƞŅĪňŗŏĮƦĬįĸĸńıīƢĕŀĚĽŌĨĶěŃĮĶŅĔĢŒĬŏĞĸĸƢĽŜŅľĶńĭŏĔŖĭįĸĸńıīƢ 
3) ĔĶĦňĪňŗĴňĬŇıěĬƢľĸŅĵŏėĶŊŗŀĚľĴŅĵěŃĪŜŅĚŅĬĨŅĴĸŜŅħńĭŏėĶŊŗŀĚľĴŅĵ 

 

ĔŅĶŒĝƟĲƤĚĔƢĝńĬŒĬĨŅĶŅĚ 

  ĲƤĚĔƢĝńĬ (Function) ľĴŅĵĩŉĚ ĽŌĨĶıŇŏĻļĪňŗőĮĶŐĔĶĴĽĶƟŅĚœĺƟŏıŊŗŀŒľƟėŜŅĬĺĦėƞŅĨƞŅĚ ŕ ĨŅĴ
ěŋħĮĶŃĽĚėƢĔŅĶŒĝƟĲƤĚĔƢĝńĬ ěŃĝƞĺĵŒľƟŏĕňĵĬĽŌĨĶŒĬĔŅĶėŜŅĬĺĦœħƟĽńŘĬŐĸŃĚƞŅĵĕŉŘĬ ĨńĺŀĵƞŅĚ ŏĝƞĬ ľŅĔĨƟŀĚĔŅĶĶĺĴ
ėƞŅěŅĔŏĞĸĸƢ A1 ĩŉĚ A3 ŐĪĬĪňŗěŃıŇĴıƢĽŌĨĶ = A1+A2+A3 ĔŖŒĝƟĲƤĚĔƢĝńĬ =SUM(A1:A3) ľĶŊŀ ĔŅĶěŃľŅėƞŅŏĜĸňŗĵ 
ĽŅĴŅĶĩľŅœħƟěŅĔįĸĶĺĴĕŀĚĪŋĔŏĞĸĸƢľŅĶħƟĺĵěŜŅĬĺĬĪńŘĚľĴħŒĽƞĽŌĨĶ =( A1+A2+A3)/3 ľĶŊŀěŃŒĝƟ 
=SUM(A1:A3)/3 ĽŅĴŅĶĩŒĝƟĲƤĚĔƢĝńĬ =AVERAGE(A1:A3) ŐĪĬœħƟ ħńĚĳŅı 

 

1.ıŇĴıƢĕƟŀĴŌĸŒľƟŏĶňĵĭĶƟŀĵŒĬŏĞĸĸƢĪňŗĔŜŅľĬħėŊŀ A1 ĩŉĚ A3 
A1 = 20 
A2 = 30 
A3 = 40 

2.ŏĸŊŀĔ Function ĪňŗĨƟŀĚĔŅĶ ŒĬĪňŗĬňŘŒĝƟ 
=AVERAGE(A1:A3) 

3. Ĕħ Enter 



ĲƤĚĔƢĝńĬĪňŗėĺĶĶŌƟěńĔ ĮĶŃĔŀĭħƟĺĵ 

1 =AVERAGE(D5:D20) ľĴŅĵĩŉĚ ėƞŅŏĜĸňŗĵĕŀĚėƞŅĪňŗŀĵŌƞŒĬĝƞĺĚŏĞĸĸƢ D6 ĩŉĚ D20 
2 =MAX(D6:D20) ľĴŅĵĩŉĚ ėƞŅĽŌĚĽŋħĕŀĚėƞŅĪňŗŀĵŌƞŒĬĝƞĺĚŏĞĸĸƢ D6 ĩŉĚ D20 
3 =MIN(D6:D20) ľĴŅĵĩŉĚ ėƞŅĨŗŜŅĽŋħĕŀĚėƞŅĪňŗŀĵŌƞŒĬĝƞĺĚŏĞĸĸƢ D6 ĩŉĚ D20 
4 =STDEVP(D6:D20) ľĴŅĵĩŉĚ ėƞŅŏĭňŗĵĚŏĭĬĴŅĨĶģŅĬĕŀĚėŅŒĬĝƞĺĚŏĞĸĸƢ D6ĩŉĚD20 
5 =COUNTIF (ĝƞĺĚŏĕĨĕƟŀĴŌĸ,ėƞŅĪňŗĨƟŀĚĔŅĶĬńĭ) ŏĝƞĬ =COUNTIF($J$6:$J$20,4) ľĴŅĵĩŉĚ ĝƞĺĚ J6 ĩŉĚ J20 Ĵň
ŏĸĕ 4 ĔňŗŏĞĸĸƢ (ŒľƟėƞŅŏĮƦĬěŜŅĬĺĬĬńĭ) 
6 =RANK(A6,A$6:A$20,0) ľĴŅĵĩŉĚ ėƞŅĸŜŅħńĭĕŀĚĨńĺŏĸĕŒĬŏĞĸĸƢ A6 ĪňŗŀĵŌƞŒĬĶŅĵĔŅĶĨńĺŏĸĕŒĬĝƞĺĚŏĞĸĸƢ A6
ĩŉĚ A20 ĽƞĺĬĨńĺŏĸĕĻŌĬĵƢŏĮƦĬĔŅĶĶŃĭŋĺŇīňĔŅĶěńħŏĶňĵĚĶŅĵĔŅĶĨńĺŏĸĕŒĬĝƞĺĚĪňŗĔŜŅľĬħěŅĔĴŅĔœĮľŅĬƟŀĵ(ĩƟŅŏĮƦĬ
ėƞŅŀŊŗĬĪňŗœĴƞŒĝƞĻŌĬĵƢěŃŏĮƦĬĔŅĶěńħŏĶňĵĚĶŅĵĔŅĶ) 
7 =IF(ŏĚŊŗŀĬœĕ,ėƞŅĪňŗŐĽħĚŏĴŊŗŀŏĚŊŗŀĬœĕěĶŇĚ,ėƞŅĪňŗŐĽħĚŏĴŊŗŀŏĚŊŗŀĬœĕŏĪŖě) ŏĝƞĬ ĨńĺŏĸĕěŅĔĬƟŀĵœĮĴŅĔ 
=IF(A6>=80,4,IF(A6>=70,3,IF(A6>=60,2,IF(A6>=50,1,0)))) ľĴŅĵĩŉĚ ĔŅĶľŅįĸĔŅĶŏĶňĵĬĨŅĴŏĚŊŗŀĬœĕ őħĵ
ŒľƟėŃŐĬĬĶĺĴŀĵŌƞŒĬŏĞĸĸƢ A6 
 

 

 

 

 

 

 

 

 

 

 

 

 



8. ĔŅĶĬŜŅŏĕƟŅŏŀĔĽŅĶ spreadsheet 

  ĔŅĶĬŜŅ ĽŏĮĶħĝňĨ (Spreadsheet) ĪňŗĴňŀĵŌƞŐĸƟĺ ŏıŊŗŀŐĔƟœĕľĶŊŀŏįĵŐıĶƞ ĽŅĴŅĶĩĪŜŅœħƟħńĚĬňŘ 
1. ŏĸŊŀĔ œĲĸƢ (File) > ĬŜŅŏĕƟŅ &Gknmprqź' 

 

 
 

 

 

 

 

 

 



2. ŏĸŊŀĔœĲĸƢĪňŗĨƟŀĚĔŅĶĬŜŅŏĕƟŅȮŏĸŊŀĔĸńĔļĦŃĔŅĶĬŜŅŏĕƟŅȮŐĸŃĔħĮŋƙĴȮUpload œĲĸƢĪňŗŏĸŊŀĔěŃĮĶŅĔĢȮŏĮƦĬȮ

ĽŏĮĶħĝňĨȮ&Spreadsheet) ĽŅĴŅĶĩŐĔƟœĕŐĸŃŐĭƞĚĮƤĬœħƟĨƞŀœĮ 

 
 

 

 
ěŅĔĬńŘĬȮĶŀĽńĔėĶŌƞĔŜŅĸńĚĪŜŅĔŅĶŀńıőľĸħ 

2.1 ėĸŇĔ Upload 

2.2 ėĸŇĔŏıŊŗŀŏĸŊŀĔœĲĸƢĪňŗĨƟŀĚĔŅĶ
ěŅĔėŀĴıŇĺŏĨŀĶƢ (Select a file 
from your computer) 

2.3 ėĸŇĔŏĸŊŀĔœĲĸƢĪňŗĨƟŀĚĔŅĶ 

2.4 ėĸŇĔ ŏĮƕħ (Open) 



 
ŒľƟŏĸŊŀĔȮŏĸŊŀĔĶŌĮŐĭĭĔŅĶĬŜŅŏĕƟŅȮŒĬĪňŗĬňŘȮėŊŀŒľƟĽĶƟŅĚȮspreadsheet ŒľĴƞ ěŅĔĬńŘĬėĸŇĔȮĬŜŅŏĕƟŅȮ&Import) 

 

 
ĔŅĶĬŜŅŏĕƟŅĬńŘĬŀŅěěŃœĴƞĽĴĭŌĶĦƢȮĭŅĚėĶńŘĚĨƟŀĚĮĶńĭŐĔƟĶŌĮŐĭĭĲŀĬĨƢĨŅĴŒĬȮGoogle ĴňŒľƟ 

 

ĔŅĶĬŜŅŏĕƟŅŏĽĶŖěŐĸƟĺȮĔħĪňŗȮŏĮƕħŏħňŚĵĺĬňŘ 



ĺŇīňĔŅĶĵƟŅĵľĶŊŀĔŅĶěńħĶŃŏĭňĵĭœĲĸƢ 

  ĔŅĶĵƟŅĵľĶŊŀĔŅĶěńħĶŃŏĭňĵĭœĲĸƢĬńŘĬȮŏĮƦĬĔŅĶĽĶƟŅĚėĺŅĴŏĮƦĬĶŃŏĭňĵĭŏĶňĵĭĶƟŀĵŒľƟĔńĭ

œĲĸƢĕƟŀĴŌĸĕŀĚŏĶŅȮĽŅĴŅĶĩĪňŗěŃŐĭƞĚŀŀĔŏĮƦĬőĲĸŏħŀĶƢĳŅĵŒĬȮGoogle Drive œħƟ 

1. ŏĮƕħœĲĸƢĕŀĚŏĶŅĕŉŘĬĴŅĔƞŀĬȮőħĵŏĕƟŅȮhttps://www.google.com  

 



2. ěŃĕŉŘĬľĬƟŅĕŀĚȮȮGoogle DriveȮĕŉŘĬĴŅ 

 
 

3. ĪŜŅĔŅĶŏĮƕħœĲĸƢĕŀĚŏĶŅȮőħĵĪŜŅĔŅĶħńĭŏĭŇĸėĸŇĔĕŉŘĬĴŅ 

 



4. ěŃĮĶŅĔĢœĲĸƢĕŉŘĬĴŅ 

 
 

5. ěŅĔĬńŘĬœĮĪňŗœĲĸƢȮŏĸŊŀĔȮĵƟŅĵœĮĪňŗȮ 

 



6. ěŃĮĶŅĔĢľĬƟŅĨƞŅĚȮPopup ĕŉŘĬĴŅȮȮ 

 
 

7. ěŃĕŉŘĬľĬƟŅĺƞŅĚŏĮĸƞŅĕŉŘĬĴŅȮŒľƟĪŜŅĔŅĶŏĮĸňŗĵĬĝŊŗŀŒľƟĔńĭőĲĸŏħŀĶƢȮĨŅĴĝŊŗŀĪňŗĨƟŀĚĔŅĶȮŏĽĶŖěŐĸƟĺĔħȮȮȮ 

     
 

 

 

 

 

ĔħĮŋƙĴ 



8. ěŅĔĬńŘĬĔħȮĪňŗȮĵƟŅĵĴŅĪňŗĬňŗȮ  

 

 
 

 

 

9. ĶŀĽńĔėĶŌƞȮGoogle Spreadsheet ěŃĴňĔĶŀĭĽňŏľĸŊŀŐěƟĚŏĨŊŀĬĕŉŘĬĴŅȮĨŅĴĳŅıħƟŅĬĸƞŅĚĬňŘȮŐėƞĬňŘĔŖĩŊŀĺƞŅĪŜŅ

ĔŅĶĵƟŅĵŏĽĶŖěŐĸƟĺ 

 

 
 

 

 

 

 

 



10. ŏĶŅĽŅĴŅĶĩŏĕƟŅœĮŏĝŖėħŌœħƟĺƞŅȮŀĵŌƞŒĬőĲĸŏħŀĶƢĪňŗŏĶŅœħƟĽĶƟŅĚœĺƟȮěĶŇĚľĶŊŀœĴƞȮœĮĪňŗȮ

https://drive.google.com/drive/my-driveȮȮĽńĚŏĔĨŏľŖĬőĲĸŏħŀĶƢĪňŗŏĶŅĽĶƟŅĚœĺƟ&ĪňŗĔĶŀĭĽňŐħĚ' 

 

 
 

 
 

 

 


