
HOW TO DOWNLOAD THE BUDGET SHEET
(on a Mac)



Once you’ve clicked the 
arrow, select “Show in 
Finder”



Your Finder 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 Numbers)

Step 1 - Open Finder



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 “Numbers” from the options that 
appear.
Note: If you have Excel on your Mac, you don’t need to follow these guidelines! 
Go back to the “How-To” for Excel and follow directions from there.



When the budget sheet opens in Numbers, you may see the following pop up 
box: 

That’s normal! All it means is that Numbers has modified the font to a font that 
the program supports. 

All you have to do is exit the 
pop up box, and then: 



Step 3 - Write your budget! This worksheet is unprotected, so in order to 
preserve the formulas, be careful to only modify the highlighted cells:

The green “TOTALS” cells 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! In order to submit your 
budget sheet, you will have to save it as an Excel file. 



HOW TO SAVE A NUMBERS FILE AS AN EXCEL FILE

Step 1 - Make sure your file is saved as a Numbers file first!

Step 2 - With the file open, 
click on “File” in the top 
left corner. Next, hover 
over the “Export To” option 
from the menu, and select 
“Excel” from the menu that 
appears.

Step 3 - Once the 
pop-up box appears, 
make sure all boxes 
are UNCHECKED, 
and click “Next”



Step 4 - Save your file! Use the finder that will pop up to navigate to where you 
want to save your files. Your budget is now an Excel file that is ready to upload to 
your application.


