
Step 3 – How to add a table with background 
color – Part 2 – Using Google Drive.

• As I mentioned in Part 1 - Weebly does not 
have a Table Element.

• Google Drive has a spreadsheet, which is 
similar to a Table.

• Next explains about Google account.



• If you don’t have a Gmail account or a Google 
account, you need to create a Google account 
to use Google Drive.

• If you have a Gmail account, go to the 7th

page on this PDF file.

• If you don’t have Gmail account or a Google 
account, go to your browser and type in 
drive.google.com and click on the Enter Key.

• Next is what happens.



• This page opens and click on Go to Google 
Drive.  Sometimes the may be different.  Next 
is what happens when you click on Go to 
Google Drive.



• New page opens 
and click on 
Create an account 
at the bottom and 
next is what 
happens.



• New page opens and you type all information to 
create an account.  Next is what happens when 
you create an account.



• Once complete, Google Drive opens.

• The account below is mine and I already have 
files.  Next is how to get to Google Drive if 
you have Gmail account. 



• If you have Gmail, go 
to your Gmail 
account and click on 
this icon in the upper 
right.

• Then click on Drive.

• Next is what
happens.



• It goes to Google Drive

• You have two options for a table/spreadsheet.

• First, click on NEW in the upper left and next is 
what happens. 



• The options are File 
upload, like Microsoft 
Excel.

• Or create a file, like 
Google Sheets, which 
is a Spreadsheet, like 
Excel.

• First I am going to 
show you how to 
create a Spreadsheet.

• Click on Google Sheets 
and next is what 
happens.



• A new tab opens with Untitled Spreadsheet.

• Next is to type in Text.



• You type in Text, like one I did below for 
computer club meetings.  You then type in Text 
in other rows, which is next.



• Once complete, you can change background 
color, etc. First click on this icon to highlight all 
cells to change background color, which is next.



• You see them highlighted.

• Then you click on this icon to change background 
color and next is what happens when you click on 
it.



New window opens with color options.

• Then select on 
like this one 
and next is 
what happens.



You see the new background color.

• You then can change to Bold. When you click 
on it, next is what happens.



• You see it better.

• Click on row 1 to change different 
background color just on that row.

• Next is the Same process.



Same process.

• And select a 
color, like 
darker Blue.

• Next is what
happens.



You then see it darker.

• You can 
change Text 
color.

• So, you click 
on A to change 
the text color, 
like this one.

• Next is what
happens.



• You see the change of the Text is the first row.

• Once complete with background, you click on 
Untitled spreadsheet to change the name.

• Next is what happens.



• A new window opens.

• Then type in new name like Computer Club.

• Next is a sample.



After you type it in, click on OK

• Next is what happens.



• You then see the change.

• Next is how to change the Sheet name.



Next, you go to the bottom.

• You click on Sheet1 to change the name, which 
is next.



• New window opens and click on Rename and 
next is what happens.



You see it highlighted.

• Then type new text, like Meetings.  Next is how 
to embed it to your Weebly account.



• Click on File in the 
upper left and you see 
a list.  Then click on 
Publish to the web and 
next is what happens.



• New window opens and click on Embed.

• Next is what happens.



• You see it highlighted and then click on Publish.

• Next is what happens.



• New window opens and click on OK and next is 
what happens.



• Window closes and a new window opens and the 
code is highlighted.  You then click on Entire 
Document and next is what happens.



• When you click on Entire Document, you see a list 
and then click on Meetings and next is what 
happens.



• You see Meetings 
and code changed. 

• You see at the 
bottom, 
Automatically 
republish when 
changes are made.

• Next is how to 
copy. 



• Make sure code is 
highlighted and 
then right click on 
it and you see a 
list and then click 
on Copy.

• Next is about your
Weebly account.



Then go back to your Weebly account.

• Go to your Test page, or create a new page –
like Meetings.

• Next is how to embed the spreadsheet.



Make sure you are on Build and then 
drag and drop Embed Code.

• Next is what 
happens when 
drop it.



• You then see it.  Like I showed you in first class, 
when you click on it a new window opens.  Click 
on Edit Custom HTML and next is what happens.



• You see it highlighted.  Then right click on it and 
you see a list and click on Paste.  Next is what 
happens.



You then see the code.

• Then click outside the element and next is 
what happens.



And you see it, but the height and 
width is too small.

• Next is how to change the width and height.



• Click outside and then click Edit Custom 
HTML again and next is what happens again.



• You see the code again and type in width=‘900’ 
and height=‘500’ after iframe, like below.

• Then click outside it.  Note – you may have to 
do a refresh in the browser.  Next is what 
happens



You then see the change

• Next is Other Options.



Other Options.

• You can also embed a Google Word 
document with a table or a Google 
Presentation with a table.

• Next, I will show you how to Share.



Share

• If you have a Website for Club, Business, 
Family, etc., you may want to Share your 
Spreadsheet/Document, so they can edit it.

• Once they edit, it automatically changes on 
the Website.

• You have two options to Share.
– Only people who have a Google account.

– Share link and they can edit without a Google 
account.
• Note – it is not as safe and they have to put it on their 

favorites or keep the e-mail with the link.

• Next, I will show you how to share.



Go to the upper right

• When you hover over 
Share, it shows Private 
to only me.

• Then, click on Share 
and next is what 
happens.



• A new window opens and you can type in e-mail 
address or addresses, which is next.



• Once you type in an e-mail, you can add more 
people.  You also can click on Can Edit and change 
it.  You also can Add a note that will be on the e-
mail.  Once complete, click on Send and it 
automatically e-mails and the window closes. 
Next explains it. 



They get the e-mail with a name of 
the spreadsheet that is a link.

• They click on the name of the spreadsheet.

• If they already have signed in to their Google 
account and they go to Google Drive, they 
will see it as shared.

• If they have not signed it, it goes to sign-in.

• If they do not have a Google account, they 
will have to Register.

• Next is other option.



• Other option is click on Advanced and next is 
what happens.



• A new window 
opens.

• To provide a link, 
so they don’t 
need a Google 
account to edit, 
first click on 
change.

• Next is what 
happens.



New window opens.
• Click on Anyone with the link and then click 

on Save and next is what happens.



Then click on Can view and change it 
to Can edit.

• Then click on Save and next is what happens.



• You then see 
Anyone who has 
the link can edit.

• Then right click 
on the link and 
you see a list and 
click on Copy.  
Then click on 
Done.

• Next is how to 
email the link.



• Then go to your e-mail and paste the link.  
You can right click again and click on paste or 
click Ctrl Key and click on V Key to paste.  
Once complete, send it to who you want.

• They will get an e-mail with the link.

• When they click on the link, it goes to the 
Spreadsheet and they can edit it.

• This the End of Step 3 - Part 2.


