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Steps to Enable
Googlesheet Back Up Add-On

Centre of Innovation for Supply Chain Management (COI-SCM)
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1. Open your Googlesheet file
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2. Click: Tools, then click: Script editor
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3. You will see Apps Script opened
*Do not close the Googlesheet window.
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4. Click: Project Settings
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5. Click: Change Project
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6. Click: here
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7. Tick: ToS, then click: Agree and Continue
*This is optional step. You may or may not see this pop up.
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8. You will see Google Cloud Platform opened
*Do not close the Apps Script window.
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9. Click: Select a project, then click: NEW PROJECT
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10. Click: Create
*You may change the project name before you click 
Create.
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11. Your project name will be displayed
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12. Click: APIs & Services, then click: Library
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13. Type: gmail api
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14. Click the API name
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15. Click: ENABLE
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16. Click: Google Cloud Platform



OFFICIAL (CLOSED) \ NON-SENSITIVE

17. Repeat step 12 – 16

You need to repeat step 12 – 16 until all 4 APIs below are enabled:
1. Gmail API
2. Google Drive API
3. Google Sheets API
4. Google Workspace Marketplace SDK



OFFICIAL (CLOSED) \ NON-SENSITIVE

18. Click: Google Cloud Platform
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19. Click: APIs & Services, then click: OAuth consent 
screen
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20. Tick: External, then click: CREATE
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21. Put your app name (any) and your email address
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22. Put your email address, and click: SAVE AND 
CONTINUE *This is at the lower part of the same webpage from the previous step.
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23. Click: SAVE AND CONTINUE 
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24. Click: ADD USERS, type your email address, click: 
SAVE,
      then click: SAVE AND CONTINUE 
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25. Click: Google Cloud Platform
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26. Copy your project number
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27. Go back to your Apps Script window
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28. Paste your project number, then click: Set project
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29. Click: Editor
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30. Click: +, then click: HTML
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31. Type exactly: emailSetting
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32. Repeat step 30 and 31 for viewSchedule

After you repeat step 30 and 31 for 
viewSchedule,
you should have 3 files:

1. Code.gs
2. emailSetting.html
3. viewSchedule.html
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33. Copy-paste the code from the txt file, then click:
*Each file (Code.gs, emailSetting.html, and viewSchedule.html) have different code. Open the 3 attached txt files below.

Code.gs

emailSetting.html

viewSchedule.html

CTRL + A, then CTRL + C

CTRL + A, then CTRL + V
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34. Click: Deploy, then click: New deployment
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35. Click:       , then click: Add-on
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36. Type your description (any), then click: Deploy
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37. Click: Done
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38. Go back to your Googlesheet, and reload the 
webpage
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39. You now can use the add-on from “Sheet Export” tab 
*The tab should appear 3-4 seconds after the webpage loaded.


