
Instructions for Copying Google Sheets  
Note: The images only depict the steps you will take to copy sheets, not the actual sheet that is being 
copied.  

1. Go to the FBA Process Guide and open the appropriate Google sheet. 

 
2. Click File in the upper left corner 

 
3. Choose Make a Copy 

 
 

4. Copy document box will indicate the copy is being created in the Google Folder “My 
Drive”, meaning the copy will appear in your Google Drive. Click Okay 

 
5. Your copy will then open, and you will have edit and share access to your copy.  

https://arbss.org/wp-content/uploads/2020/10/FBA-Process-Guide.pdf

