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MAKING A COPY OF THE
GOOGLE SHEETS

Assumptions:

Chrome is installed
You have a Google account
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Step 1

Open a ‘New Tab’ in the Google
Chrome browser
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Refreshhh Nissan = Excel updates |7 lcons ReportDash

Google

=

M £

Welcome -1 ov... Sprout Social Analytics loverCne Mail {77) Facebook

A . () - +

10verOne Plan Investment Google Data St... Add shortcut

Gmail Images ==

This account is managed by

o Allen Smith

Allen Smith
=

Allen Smith

o0

Allen Smith
allenE) E——————

Privacy

Ensure you are logged into your
work email address.

If you do not have a work Gmail
account and instead use Office
365 then you can use your
personal Gmail account.



Step 2

® Finder ¥ 3 Sunl:44PM = Q =

Navigate to

Google Sheets X +
https://docs_google.com/spreads S 8 https://docs.google.com/spreadsheets/u/0/?pli="18tgif=d W
: Apps WO Jooay Loy s wTTeme Ty TWizsan BLACK Stanlib Refreshhh Missan @& Excelupdates ¢ lcons ReportDash

heets :
= Sheets Q, Search 0 GSUiteo

Start a new spreadsheet

EANTT AT TEMPLATE .
+ Invoice Time Sheet

Gantt chart Weekly time sheet Expense report To-do list
by Smartsheet

Expense Report

Yesterday Last opened by me

Owned by anyone ~

=] Competitor Data Capture Sheet me Feb 21,2019
B p P

X Passwords.xlsx me Feb 21. 2019

Previous 7 days

X  Facebook Post Data_September 2018 to January 2019.xlsx me Feb 20,2019
X Twitter Data_September 2018 to January 2019.xlsx me Feb 20,2019
X Instagram Data_October 2018 to January 2019.xlsx me Feb 20,2019
South African Competition Syndicates Justine Nienaber Feb 19,2019
Client Capture Sheet Template me Feb 18, 2019
Nissan Poll and Story Data me Feb 15, 2019

Previous 30 days
Nissan Customer Service Data me Feb 14, 2019

EEl  customer Service Data
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https://docs.google.com/spreadsheets

Step 3

Navigate to the client capture
sheet template
https://docs.google.com/spreads NN P N al®
heets/d/1c8BYb83PHXAN22TI9PjF 5 hpps [} ey STy e B8 Eeelcntes ¥ o [ Reporonss
VZ7ZkPON82Gt\1;Di|aT=X§Jh39W2C/ edi 3 slger;tdfaatet:jeﬁ?jtet J;Tﬁla:::ta e ~ B m (4]

Client Capture Sheet Template x -+ — X

o o~ P 100% + § % 0 .00 123+ Aria ~ 10 ~ B T 5 A <« H =+ 1~ |4~ %> o [ ¥~3- A
Post Name
D E L 1
Post Name — PostLink URL = Platform = Impressions = Engagements = Engagement% = Poll Question = Zoll Total # Votes = Poll Option1 = Result

L] L] L] L] L] i L] i L] L] L] L] L] L] L] L] L] L] i L] i L] L] L] L] L] L] L] L] L] L] i -I|

-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-

+ = Data Capture Sheet - Explore <
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https://docs.google.com/spreadsheets/d/1c8BYb83PHxAN22T9PjFvZ7ZkPoN8zGyDLTxZJh39w2c/edit#gid=0

Step 4

Client Capture Sheet Template x -+ = X
<« C & htips//docs.google.com o ]| a
S5 Apps Work Study Blogs MTN D-Live EzyDog Missan BLACK Stanlib Refreshhh Missan = Excel updates 7 lcons ReportDash
Client Capture Sheet Temblate
- —— : . ~ B (A
File Edit View Insert Format Data Tools Addons Help All changes saved in Drive
- Share... 0 .00 123 Aria - 10 - B I S A & H Evil-|p- %~ o M Y~=>- A
P
New " o D E 5 H J K L ; y C
l Open... = PostLink URL = Platform s Pillar = = = = Impressions = Engagements = Engagement% = Poll Question = Zoll Total # Votes = Poll Option1 = Result
= Import...
4 Make a copy... v v - - -
Download as - N v - v N
c Email as attachment... - - - - -
' ‘File’ and then ‘Mak ; fon i
Click on ‘File’ and then ‘Make a = Version history
, .
Copy--- Rename... T N T T T
B Moveto.. - - - - -
¢ @ Move to trash N - 7 - N
= Publish to the web...
ot Document details... - - - - -
i Spreadsheet setfings... . . - - .

= &= Print - - - ~ -

+ E Data Capture Sheet ~

o
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Step 5

i Client Capture Sheet Template - X +

&« C 8 https://docs.google.com/spreadsheets/d/1c8BYb83PHxAN22TIPjFvZ7 ZkPoN8zGyDLTxZh39w2c/edit#gid=0

= Apps Work Study Elogs MTM D-Live EzyDog Nissan BLACK Stanlib Refreshhh Missan @& Excelupdates ¢ lcons ReportDash

Copy document

Name

ABC Bank Capture Shee]

Rename your sheet and be sure N
to include the name of your D
client and then select OK

|:| Share it with the same people

[ copy comments
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Step 6

Navigate to the customer service
sheet template
https://docs.google.com/spreads

heets/d/1mO0OvF9DpdIvs1xH8KwB
VEVxv7LF2kQuzAmYzwlLw4XmaU
/edit#gid=223873942
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Nissan Customer Service Data - ¢ X +

2 @ https//docs.google.com

I
m

Nissan Customer Service Data

-

i Apps Wik Slaay Dioygs WD CIyuoy Nissa DLACK Stanino AelEsnn Wissail“@h Cacelupdates N lcons ReportDash
Nissan Customer Service Data ~ B m o
File Edit View Insert Format Data Tools Add-ons Help
e~ o~ @ B 100% + | § % .0 .00 123+  Calibri - 1 +« B I 5 i < H Ev 1|+~ %> o MY -~-3%- ~
Date query received
A B D E F c H J K

|Date query received =1 Time query received = Community manage = Platform = Type = Query topic = Query sentiment = Status = Handle = Link to conversation = Recommended solut = Followed up =
2 2015-02-04 1:.00:00 PM ¥ CM 1 ¥ Twitter T Mentions T Queryl ~ Positive Awaiting response Solution 1 No -
E 20159-02-04 1:00:00 PM ™ CM 2 T Twitter T Mentions T Query 2 ~ Positive Awaiting response Solution 2 No -
4 2015-02-04 1:00:00 PM ™ CM 3 ¥ Twitter T Mentions T Query 3 ~ Positive Escalated to MTNza ¢ Solution 3 No -
5 2015-02-04 L.30:00PM T CM 4 T Twitter T Mentions T Query 4 ~ Positive Awalting response Solution 4 No -
6 2015-02-04 1:30:00 PM T CM 1 T Twitter T Mentions T Query 3 ~ Positive Escalated to MTNza ¢ Solution 5 No -
7 2015-02-04 2:00:00PM T CM 2 T Twitter T Mentions T Query 6 ~ Positive Awaiting response Solution 6 No -
8 2015-02-04 2:00:00PM T CM 3 T Twitter ~ Mentions T Query 7 ~ Positive Escalated to MTNza = Solution 7 No -
9 2015-02-04 200:00PM T CM 1 T Twitter T Mentions T Query 8 ~ Positive Escalated to MTNza = ~ Solution 8 Yes -
C 2015-02-04 2:00:00PM T CM2 ~ Facebook T Comments T Query s ¥ Positive Resolved Solution 9 Yes -
! 2013-02-04 2:00:00PM T CM 3 T Twitter T Mentions T Query 10 ~ Positive Awaiting response Solution 10 Yes -
e 2015-02-04 12:00:00 PM ™ CM 1 ~ Facebook T Comments T Query 11 ~ Positive Asked to Inbox Solution 11 Yes -
E 2015-02-04 12:00:00 PM ™ CM 2 ~ Facebook T Comments T Query 1 ~ Positive Asked to Inbox Solution 12 Yes -
4 2015-02-05 1:00:00 PM T CM 3 T Twitter T Direct Messages T Query 2 ~ Positive Escalated to MTNza ¢ Solution 13 Yes -
5 2015-02-05 3:00:00PM T CM 4 T Twitter T Mentions T Query 3 ~ Positive Awaiting response Solution 1 Yes -
6 2015-02-05 10:30:00PM T CM 5 ~ Facebook T Comments T Query 4 ~ Positive Awaiting response Solution 2 Yes -
7 2015-02-05 3:.00:00PM T CM 2 T Twitter ~ Mentions T Query1 ~ Positive Awaiting response Solution 3 Yes -
8 2018-02-05 10:00:00 PM ™ CM 3 ~ Facebook T Comments T Query 2 ¥ Positive Asked to Inbox Solution 1 Yes -
? 20153-02-05 1.00:00PM T CM1 T Twitter ™ Direct Messages Query 1 ~ Positive Awaiting response Solution 2 Yes -
20 2015-02-06 10:00:00 PM ™ CM 2 ~ Facebook T Comments T Query 2 ¥ Positive Resolved Solution 3 Yes -
21 2015-02-06 2:00:00 PM ™ CM 3 v Twitter T Direct Messages Query 1 ¥ Positive Resolved Solution 4 Yes M
22 2015-02-06 1:00:00 PM T CM 1 T Twitter T Mentions T Query 1 ~ Positive Awalting response Solution 5 Yes -
23 2015-02-06 1:00:00 PM ™ CM 2 ¥ Twitter T Mentions T Query 2 T Neutra Awalting response Solution 6 Yes -
24 2015-02-06 1:00:00 PM ™ CM 3 ~ Twitter T Mentions T Query 3 T Negative Escalated to MTNza ¢ Solution 7 No -
25 2015-02-07 13000 PM T CM 4 T Twitter T Mentions T Query 4 T Neutra Awaiting response Solution 8 No -
26 2015-02-07 1.30:00 PM ™ CM 5 v Twitter ¥ Mentions T Query 5 ¥ MNegative Escalated to MTNza = Solution 3 No M
27 2015-02-07 2:00:00PM T CM 4 T Twitter T Mentions T Query 6 T Negative Awaiting response Solution 10 No -
28 2015-02-07 2:00:00 PM ™ CM 5 T Twitter ~ Menfions T Query 7 T Megative Escalated to MTNza ¢ Solution 11 No M
28 2015-02-07 2:00:00PM T CM1 ~ Twitter T Menfions T Query 8 T Megative Escalated to MTNza ¢ Solution 12 No -
30 2015-02-08 2:00:00 PM T CM 2 ~ Facebook T Comments T Query 8 ¥ Negative Resolved Solution 13 No -
3 20153-02-08 2:00:00PM T CM 3 T Twitter T Mentions T Query 10 T Neutra Awaiting response Solution 14 No -
32 2015-02-08 12:.00:00 PM ™ CM 4 ~ Facebook ¥ Comments T Query 11 ¥ MNegative Asked to Inbox Solution 15 No M
33 2015-02-08 12:00:00 PM ™ CM 5 ~ Facebook T Comments T Query 12 T Negative Asked to Inbox Solution 16 No M
34 2015-02-08 1:.00:00 PM ™ CM 1 ~ Twitter T Direct Messages T Query 13 T MNeutra Escalated to MTNza ¢ Solution 17 No -
33 20158-02-08 3:00:00 PM ™ CM 2 T Twitter T Mentions T Query 14 ¥ Neutra Awaiting response Solution 18 No -
1 ANT N AT N0 AMALANANNKA ¥ ~RA N R I- R e - L = PR ac Y I Arsimibm e wm e - Corlidmne 10 LAY -

1+
m
=
T
~


https://docs.google.com/spreadsheets/d/1m0vF9DpdIvs1xH8KwBvEVxv7LF2kQuzAmYzwLw4XmaU/edit#gid=223873942

Step 7/

Click on ‘File’ and then ‘Make a
copy...”
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Missan Customer Service Data - =~ X -+

C & https//docs.google.com

Apps Waork Study Blogs MTM

Nissan Customer Service Data
I File Edit View Insert Format Data

D-Live EzyDag

Tools Add-ons

Help

Miszan

Stanlib Refreshhh

MNiszan

updates N lcons

ReportDash

e Share... 0 .00 123~ Calibri - 1 5 i < H =~ v~ o Hr-3- ~
D
New > z _ : L 7 p

E Open... ‘eceived = Community manage = Platform Type Query topic = Query sentiment = Status = Handle = Link to conversation = Recommended solut = Followed up =
2 Import... EOCPM T CM 1 ¥ Twitter Mentions Query 1 Positive T Awaiting response Solution 1 No -
2 100 PM ™ CM 2 ~ Twitter Mentions Query 2 Positive * Awaiting response Salution 2 No -
4l Make a copy... 100 PM T CM 3 ~ Twitter Mentions Query 3 Positive ~ Escalated to MTNza ¢ Solution 3 No -
3 100 PM T CM 4 = Twitter Mentions Query 4 Positive T Awaiting response Solution 4 No -
L Download as . MOCPM T CM1 T Twitter Mentions Query 5 Positive T Escalated to MTNza < Solution 5 No -
7 ROCPM T CM 2 T Twitter Mentions Query 6 Positive T Awaiting response Solution 6 No -
8 Email as attachment... ROCPM T CM 3 v Twitter Menftions Query 7 Positive ~ Escalated to MTNza < Solution 7 No -
9 ) ) ROCPM T CM 1 T Twitter Mentions Query 8 Positive ™ Escalated to MTNza = ™ Solution 8 Yes -
C Version history " ROUPM T CM2 ~ Facebook Comments Query 9 Positive ~ Resolved Solution 9 Yes -
1OCPM T CM 3 T Twitter Mentions Query 10 Positive ~ Awaiting response Solution 10 Yes -
e Rename... 1OC PM T CM 1 ~ Facebook Comments Query 11 Positive T Asked to Inbox Solution 11 Yes -
E 0L PM T CM 2 ~ Facebook Comments Query 1 Positive T Asked to Inbox Solution 12 Yes -
4 I Moveto.. 100 PM ™ CM 3 ~ Twitter Direct Messages Query 2 Positive ™ Escalated to MTNza < Solution 12 Yes -
I § Move to trash LOC PM T CM 4 T Twitter Mentions Query 3 Positive T Awaiting response Solution 1 Yes -
6 ROCPM T CM 5 ~ Facebook Comments Query 4 Positive T Awaiting response Solution 2 Yes -
7 ROCPM T CM 2 T Twitter Mentions Query 1 Positive T Awaiting response Solution 3 Yes -
8 Publish to the web... EOCPM T CM 3 ~ Facebook Comments Query 2 Positive ~ Asked to Inbox Solution 1 Yes -
? ROCPM T CM1 T Twitter Direct Messages Query 1 Positive T Awaiting response Solution 2 Yes -
20 0L PM T CM 2 ~ Facebook Comments Query 2 Positive ~ Resolved Solution 3 Yes -
21 ROC PM T CM 3 v Twitter Direct Messages Query 1 Positive ~ Resolved Solution 4 Yes M
22 Document details... EOCPM T CM 1 ~ Twitter Mentions Query 1 Positive ~ Awaiting response Solution 5 Yes -
23 Spreadsheet settings... 100 PM T CM 2 ~ Twitter Mentions Query 2 Neutra ~ Awaiting response Solution 6 Yes -
24 EOUPM T CM 3 ~ Twitter Mentions Query 3 Negative T Escalated to MTNza ¢ Solution 7 No -
25 & Print ROCPM T CM 4 T Twitter Mentions Query 4 Neutra T Awaiting response Solution 8 No -
26 2UL5-U2-U7 130:00 PM T CM 5 v Twitter Mentions Query 5 Negative T Escalated to MTNza < Solution 3 No M
27 2019-02-07 L0000 PM T CM 4 T Twitter Mentions Query 6 Negative T Awaiting response Solution 10 No -
28 2015-02-07 2:00:00 PM ™ CM 5 T Twitter Menfions Query 7 Negative ™ Escalated to MTNza ¢ Solution 11 No M
28 2015-02-07 2:00:00 PM T CM1 ~ Twitter Mentions Query 8 Negative T Escalated to MTNza ¢ Solution 12 No -
30 2015-02-08 2:00:00 PM T CM 2 ~ Facebook Comments Query 9 Negative ~ Resolved Solution 13 No -
3 20153-02-08 2:00:00PM T CM 3 T Twitter Mentions Query 10 Neutra T Awaiting response Solution 14 No -
32 2015-02-08 12.00:00 PM ¥ CM 4 ~ Facebook Comments Query 11 Negative ~ Asked to Inbox Solution 15 No M
33 2015-02-08 12:00:00 PM ™ CM 5 ~ Facebook Comments Cuery 12 Negative ™ Asked to Inbox Solution 16 No M
34 2015-02-08 1:.00:00 PM ™ CM 1 ~ Twitter Direct Messages Query 13 Neutra ™ Escalated to MTNza ¢ Solution 17 No -
33 20158-02-08 3:00:00 PM ™ CM 2 T Twitter Mentions Query 14 Neutra T Awaiting response Solution 18 No -
2R aTak N W ataBat.] AMLANAN NKA »  ~Ra D R I L +- Plasmens 1c Bl m - Arsimibm e wm e - Comlaidsmm A0 B~ -

I
m
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Step 8

Missan Customer Service Data -~ X -+
(& @ https://docs.google.com/spreadsheets/d/1mOvFIDpdivs 1xHBKwBvEVxvTLFZkQuzAmYzwlwdXmaU/edit#gid=223873942

25 Apps Work Study Blogs MTN D-Live EzyDog Nissan BLACK Stanlib Refreshhh Missan =. Excel updates W7 lcons ReportDash

Copy document

Name

ABC Bank Customer Service Datg|

Rename your sheet and be sure .
to include the name of your -~
client and then select OK

[J share it with the same people

[J copy comments
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Thanks
Allen.smith@tbwa.co.za
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