
Google Sheets 25 Productivity Tips
25 Tips better productivity with Google Sheets

1. Use keyboard shortcuts for faster navigation: Google Sheets
offers various keyboard shortcuts to help you quickly
navigate and perform actions within the application.

2. Make use of the Function bar for quick formula input: The
Function bar provides a convenient way to enter and
manage formulas in your spreadsheets.

3. Utilize the Formula autocomplete for improved accuracy:
Formula autocomplete provides suggestions for formulas as
you type, helping you enter the correct formula quickly and
accurately.

4. Use the Freeze panes option for easy navigation: Freeze
panes allows you to lock rows or columns in place, making it
easier to navigate through large spreadsheets.

5. Utilize the Data validation tool for improved accuracy: Data
validation allows you to set rules for data entry in a
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particular cell, improving the accuracy and consistency of
your data.

6. Make use of conditional formatting for better data
visualization: Conditional formatting allows you to apply
formatting based on the value or condition of a cell, making
it easier to see patterns and trends in your data.

7. Take advantage of the Explore tool for easy data analysis:
The Explore tool provides quick data insights, charts, and
graphs to help you understand and analyze your data.

8. Create custom templates for efficient spreadsheet creation:
Custom templates allow you to create spreadsheets quickly
and efficiently, saving you time and effort.

9. Use the Filter views for easy data analysis: Filter views allow
you to create and save filters for specific sets of data,
making it easier to analyze and compare different data sets.

10. Utilize the Pivot table for easy data analysis: Pivot tables
allow you to quickly summarize and analyze large amounts
of data, making it easier to understand patterns and trends.

11. Make use of the Import data option for efficient data
management: The Import data option allows you to easily
import data from other sources, including other
spreadsheets, databases, and web services.

12. Take advantage of the Collaboration features for
teamwork: Google Sheets allows multiple users to work on a
spreadsheet at the same time, making it easy to collaborate
in real-time.

13. Utilize the Find and Replace tool for efficient editing: The
Find and Replace tool allows you to quickly find and replace
specific words or phrases in your spreadsheet, saving you
time and effort.

14. Make use of the Add-ons store for extended functionality:
Google Sheets offers a variety of add-ons that provide
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additional functionality and extend the capabilities of the
application.

15. Take advantage of the Hyperlink feature for improved
navigation: Hyperlinks allow you to create links to other
sheets, spreadsheets, or websites, making it easier to
navigate through large spreadsheets.

16. Utilize the Sheet protection for improved data security:
Sheet protection allows you to restrict access and prevent
unauthorized changes to your data, improving the security
of your information.

17. Make use of the Format as table option for improved data
visualization: Format as table allows you to quickly format a
range of data as a table, making it easier to understand and
analyze your data.

18. Take advantage of the Charts feature for easy data
visualization: Charts allow you to quickly create visual
representations of your data, making it easier to understand
patterns and trends.

19. Utilize the Split text to columns option for efficient data
management: Split text to columns allows you to quickly
split cell contents into separate columns, making it easier to
manage and analyze your data.

20. Make use of the Data consolidation option for easy data
analysis: Data consolidation allows you to combine data
from multiple sheets into

21. Utilize the SUMIF and SUMIFS functions for quick data
summaries: The SUMIF and SUMIFS functions allow you to
quickly sum values based on specific conditions, making it
easier to perform data analysis.

22. Make use of the VLOOKUP function for efficient data
analysis: The VLOOKUP function allows you to quickly search
and retrieve values from a table based on a specific criteria,
making it easier to perform data analysis.
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23. Take advantage of the INDEX and MATCH functions for
improved data analysis: The INDEX and MATCH functions
allow you to retrieve data from multiple sheets and perform
advanced data analysis.

24. Utilize the SUM function for quick data summaries: The
SUM function allows you to quickly calculate the sum of a
range of values, making it easier to perform data analysis.

25. Make use of the IF function for conditional data analysis:
The IF function allows you to perform conditional analysis
based on specific conditions, making it easier to perform
data analysis and make decisions based on your data.

Laurence Svekis https://basescripts.com/
4

https://basescripts.com/

