How to Create a Spreadsheet in Google Docs
You are going to use Google Docs to create a spreadsheet for a walkathon. You will create three columns: one for the walker’s name, one for the amount the walker raised, and one for the organization with which the walker is affiliated. The “Organization” column will use in-cell dropdowns for better editing control and processing: 
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In-cell dropdowns make inputting data easier by reducing typing errors. A set of predetermined values allow for editing control and better processing ability. Your spreadsheet can decide if you want to validate a range or a set of values.
1. Go to Google Docs and start a spreadsheet. Google Docs is a free web-based storage site where you can use Microsoft Office-like tools and collaborate in real time with other users. You will be using a tool that used to be called Google Spreadsheets. Files can be as large as 1 GB in size. You may need to create an account and sign in to create a spreadsheet.
2. Create 3 columns: “Walker’s Name,” “Amount Raised,” and “Organization.”
3. On the third column, choose the “Data Validation” command. 

4. The Cell Range should display for you, and should be Sheet1!C:C. (The sheet number might be different.)
5. The “Criteria” should be “Items” from a “List.” 

6. Select “Enter List Items” and enter the names of the sponsors (i.e., organizations).
7. Return to your spreadsheet and enter three different walkers and three different amounts, and choose their organizations. 

8. Reopen the third column’s “Data Validation” and enter “Help Text” that says: “Choose the walker’s organization” and then return to the spreadsheet where you can enter a fourth walker and choose the organization and see how the help text helps prompt you.
9. Enter a fifth walker and for the organization type “Pancake House”; note that it lets you do this.
10. Reopen the third column’s “Data Validation” and unselect “Allow Invalid Data, But Show Warning.”
11. Return to your spreadsheet and add a sixth walker. Specify an “Organization Type” of “Pancake House”; now it will not let you because you have been prohibited from entering invalid data. This will let spreadsheet users sort by organization more accurately.
12. Save the spreadsheet when you are done.
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