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 Please take the time to read through the guides so you can fully maximize your template. Included inthis

document is a step-by-step guide on how to access your spreadsheet with Google Sheets and

Microsoft

Excel. 

Please choose your preferred software to use and edit the spreadsheets. 



E D I T I N G  W I T H

G O O G L E  
S H E E T S
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IMPORTANT

 

Editing with Google Sheets

TO ACCESS YOUR TEMPLATE,  FOLLOW THESE STEPS

Step 1 Please open the folder 02 - Google Sheets and click on Get Your Template Here.pdf 

01

02

Go to File

Select Make a copy

! Youwillnotbeable to edit your files if you do not make a copy of the template. 
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IMPORTANT

 

Editing with Google Sheets

Step 2 Read through the Instructions tab to understand how the template works.

! Pleasedo not editthe cells with a background color. These are cells with formula and editing them will
alter how the template works.
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HERE'S A TIP

 

Editing with Google Sheets

Step 3 Refer to the Sample Spreadsheet to see how a spreadsheet would work with data. 

You will receive a spreadsheet with no data. If you would like to see how the template would look
like with data, please click on the Click Here for Sample Spreadsheet button found in the Please
Note section of the Instructions tab. This is how the button would appear: 

! You canalsousethe sample spreadsheet to start editing the template. Just go to File > Make a copy
and delete the data you don't need as you go. 
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NEED HELP? 
Justleaveamessage on Etsy, and I'll get back to you in less than 24 hours! 

Editing with Google Sheets

Step 4 Start entering your data. 

Begin using your spreadsheet using Google Sheets! If you have any questions or concerns with regards
to the templates, please don't hesitate to reach out to me via Etsy!

To leave a message, just go to Etsy.com and on the upper-right hand corner, click on the User icon and
select Purchases. 

From there, locate your order and on the right side of the purchase summary, select Help with order. 

Please describe to me the problems you are encountering and provide screenshots when possible. This
would help me assess the situation better.
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IMPORTANT

 

Editing with Google Sheets

Step 5 Sync your spreadsheet across multiple devices. 

TO SYNC YOUR FILE  ACROSS MULTIPLE DEVICES ,  FOLLOW THESE STEPS

With the Google Sheets app available for download on the App Store on iOS and Google Play Store on
Android, you can edit your spreadsheets anywhere with your phone or tablet! 

01

02

03 Access your spreadsheet easily

Sign in to your Google Account

Download the Google Sheets app

! Ifyoucan'tsee your spreadsheet, you might be logged in to a different Google Account. Make sure
you are logged in to the same account as where you saved the spreadsheet originally.



E D I T I N G  W I T H

M I C R O S O F T
E X C E L
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IMPORTANT

 

Editing with Microsoft Excel

Step 1 Please open the folder \ 03 - MS Excel \ Install Fonts 

! Pleasequit Microsoft Excel before installing the fonts. Otherwise, the fonts will not show up
correctly on your spreadsheet. 
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Editing with Microsoft Excel

Step 2 Double click on each font and click on Install. 

If the fonts don't show up correctly after installation, please quit Microsoft Excel and reopen the
program. If it still doesn't work, please restart your computer. 
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HERE'S A TIP
You can also use the sample spreadsheet to start editing the template. Just delete the data you don't
need as you go. 

Editing with Microsoft Excel

Step 3 Refer to the Sample Spreadsheet to see how a spreadsheet would work with data. 

You will receive a spreadsheet with no data. If you would like to see how the template would look like
with data, please open the Sample Spreadsheet file located in the \ 03 - MS Excel \ Template folder.

!
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Editing with Microsoft Excel

Step 4 Start entering your data. 

Begin using your spreadsheet using Microsoft Excel! If you have any questions or concerns with
regards to the templates, please don't hesitate to reach out to me via Etsy!

To leave a message, just go to Etsy.com and on the upper-right hand corner, click on the User icon and
select Purchases. 

From there, locate your order and on the right side of the purchase summary, select Help with order. 

Please describe to me the problems you are encountering and provide screenshots when possible. This
would help me assess the situation better.
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