I >k DCASE

Department of Cultural Affairs
and Special Events

Google Sheets Instructions

1. Download and save template to your computer

2. Type or copy and paste https://docs.google.com /spreadsheets / into your

browser

3. Open the spreadsheet labeled “Blank”
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https://docs.google.com/spreadsheets

5. Select the budget template
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6. Import budget template file into the blank document

et - Google S X | PSS, T

@ AP Project 5
< C (0 & docsgooglecomssp Tegid-0 ww 0@

@ BontneborlaB. @ RemyReporpst @ Renreers

TZ3PM. GyW-26V TS 2 NITXARIEE TRE

Maraged osimars [ Benafts % Dty of Chieago fus. Semica D ) ivenie e,

Import file

Fie

NAP Budget Tempate xlsx
et ocation

Creste new spreadshest =

P Type here to search




7. Once the file has imported successfully, click “Open now”
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8. Congrats! You have successfully imported the budget template into google
Sheets
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9. Once you have completed your budget, click “File”, scroll down to
“Download”, then select “PDF (.pdf)”

11. Congrats! You have now successfully saved your budget template to your
computer as a PDF @






