General Spreadsheet Comments:
1. Additional information can be read by clicking in the column headings of the various sheets.
2. Do not cut and paste cells.  If you need to move cell contents, (1) copy and paste, then (2) delete the original content.  If you cut and paste you will invalidate the program, and you will have to re-enter all your data on a new file.

3. Use the ZOOM feature to change the size of the information on screen.  This will have no effect on the printout size.

4. When working on the budget detail and equipment page, be aware of the Excel row numbers of the left.  Because the title rows at the top are frozen, sometimes users are working in rows much farther down in the spreadsheet than they realize.

5. Do not erase a cell entry in any worksheet with the space bar, but instead use the delete key on the keyboard.
6. Some cells or rows of cells have a dropdown feature with which to choose from a preselected list.  These cells will display a grey arrow box when the cell is highlighted.

7. Resting your mouse on a cell with a red triangle in the upper right-hand corner of a cell displays an informational comment.

2-Cover Page sheet
After you have printed the instructions, begin with this page.  
3-Budget Detail sheet
Entries made on the Budget Detail Sheet subtotal on the “4-Budget Summary” sheet.  
Note that the budget only allows for two revisions to each line item.
For each activity budgeted, enter the appropriate information as per the following column headings:

(1) Budget Object, (2) Original Budgeted Cost, (3) Budget Revision #1, (4) Budget Revision #2, (5) Description/Narrative and (6) Expected Date of Completion.

Column (1) Budget Object – Do not use “Supplies (0600)” for equipment.  Equipment is not allowed under this grant program
Points to remember about Supplies:
As per the definitions in the “Chart of Accounts”, typically, supplies are items which are consumable, wear out, or deteriorate.

Points to remember about Equipment:
Not an allowable cost.
