
 

STEPS FOR CREATING AND UPLOADING CONTRIBUTION CHART 

 OF FORM NO. 1 IN EXCEL FORMAT 

 

 

 

Step1: First Open a new Excel File. 



 

Step2: Create a Blank Document. 

 

 

Step3: Delete the Sheet 2 and Sheet 3 from the bottom of the excel sheet 

 

 

 



 

Step 4: Enter the records and put the values. If any of the Amount field is not applicable, then put 

simply 0 (zero). 

 

 

Step 5: After finishing all the fields, delete the header by selecting the header row. 

 

Step 6: Save the excel sheet and upload it. 


