HOW TO DOWNLOAD THE BUDGET SHEET
Step 1 – Go to greenearts.org/upcoming-grants/
Step 2 – Scroll down to “Community Partnership Form” and click on it
Step 3 – A new tab will open, and you will see:

Step 4 – Click on the “More actions” button
in the top right corner, which is three
vertical dots

Step 5 – Click “Download”
to Download the form to
your computer

NOTE
This example uses the Google Chrome browser. If a download progress bar pops up at the
bottom of your screen before you’re asked where you’d like to save the file, you can find the
file by clicking on the small arrow next to the file name

Once you’ve clicked on the arrow, select “show
in folder”

Your File Explorer window will then pop up, showing you where the file is by highlighting it.

You can then move the file to wherever you’d like!

HOW TO USE THE BUDGET SHEET (using Excel)
Step 1 – Open your File Explorer

Step 2 – Find the file by navigating to where you saved it. Click on the file, then right click and
hover over “Open With.” Select “Excel” from the options that appear

Step 3 – Once Excel opens, you may have to click “Enable Editing” at the top of your screen
before you’re able to edit the sheet. After clicking this, you will be able to edit the sheet.

Step 4 – Write your budget! This worksheet is protected so that only certain cells can be
modified. Below is a visual of all of the cells you CAN edit, with editable cells highlighted:

You cannot edit the green “TOTALS” cells because they contain formulas. If you believe the
information in these cells is incorrect, your math is wrong somewhere!
Please note that the vertical “TOTAL” column does not contain any formulas, which means you
must do the math for these totals.
Step 5 – Make sure you save your progress regularly!

NOTE – If your file opens as a PDF when you try to open it, follow these instructions, starting at
Step 2:
Find the file by navigating to where you saved it. Click on the file, then right click and hover
over “Choose another app.”

Once you’ve done this, another dialogue box will pop up.

Once the dialogue box appears, find Excel
and click on it, then check the box to
“Always use this app to open .xlsx files.”
Click “OK” to finish.

After this, your Excel worksheets should
always open in Microsoft Excel!

