Using Google Sheets for the Invoice Form
These instructions are for providers that do not have Microsoft Excel installed on their laptop, phone, or tablet. 
Mobile Users: Please make sure you have the Google Sheets and Google Drive apps downloaded to your phone.
Google Sheets Links:
· Google Sheets App for Android
· Google Sheets App for iPhone
Google Drive:
· Google Drive App for Android
· Google Drive App for iPhone
Step 1: 
Select the invoice form you need to fill out. YOU MUST SELECT FROM A LINK BELOW – DO NOT USE ANY OF THE OTHER LINKS PROVIDED TO YOU.
· Pathway 1 Invoice Form
· Pathway 2 Invoice Form
Step 2: 
Once the file opens in google sheets, you will need to make a copy in your personal google drive.
To do this, click file at the top, then select ‘Make a copy’.
[image: ]
For Mobile users, you will need to click the three dots ‘…’ then navigate to ‘Share & export’
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This will open the file in a new window, and you can now start filling out your invoice!
Step 3:
Submit your invoice form using the link to the dropbox/portal like usual.

Helpful Tip!
To use this sheet in the future, you can simply follow the steps above again OR you can go to your ‘My Drive’ on Google Drive to access the invoice form.
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For mobile users, you can access the invoice form by opening the Google Drive App and navigating to ‘My Drive’ by going to ‘Files’. Alternatively, you can open the Google Sheets app and find your file there. 
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