Freelancer Finance Kit: Setup Guide

Step by step for Google Sheets or Excel. About 10 minutes.

Open it in Google Sheets

1. Download the .xIsx from your download page or email (the link works 3 times in 24 hours; save the
file somewhere you'll find it).

2. Go to drive.google.com, click New > File upload and choose the .xIsx.

3. Open the uploaded file, then choose File > Save as Google Sheets. Work in the new Google

Sheets copy (it has the green icon).
4. Formulas, dropdowns and colors carry over. If a sheet asks to allow editing a protected range, click

OK: gray cells are protected only to prevent accidents (no password).

Open it in Excel

1. Download the .xlsx and double-click it. Works in Excel 2010 or newer, Microsoft 365 and Excel for

Mac (also LibreOffice Calc).
2. If Excel shows a yellow Protected View bar, click Enable Editing (files from the internet always open

that way). There are no macros to enable.
3. Save a copy under your own name (File > Save As) so you always have the clean original.

Color code: yellow cells = type here, gray cells = formulas (leave them). Tabs in this file: Start Here,
Quarterly, Settings, Clients, Invoice, Income, Expenses, Rate Calculator.

Setup, one step at a time

a Open the file

Open the workbook (see Google Sheets or Excel below). Start on the Start Here tab, then look at
the filled-in sample so you can see it working.



Settings

Your name/business, payment details for invoices, the year, and your set-aside percentages.

SETTINGS

Yellow = type here.

Your name / business

Email

Address line

Payment details for invoices
Payment terms (days)

Year

Self-employment rate

SE base % of profit

Income tax rate guess

Currency symbol (display only)

reclancer Finance Kit - Inf
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Settings

Clients

Client name, contact, email, address, default rate.

CLIENTS

Jordan Lee Design

hello@example.com

123 Example 5t, Springfield

Bank transfer: Example Bank, acct ending 0000 - or pay by card via the link o...
14

2026

15.3%

92.3%

12.0%

One row per client.

__

Northwind Bakery Sam Ortiz sam@example.com
Brightside Dental Dr. Patel office@example.com
Pixel & Pine Co. Ava Chen ava@example.com

45 Oak Ave, Springfield $75.00
9 Elm Rd, Shelbyville $85.00

Remote $70.00



Invoice

Pick a client, type invoice number, dates and line items. Print or export to PDF (File > Download >
PDF in Sheets; File > Save As PDF in Excel).

Jordan Lee Design INVOICE

123 Example S, Springfield - hello@example.com

Bill to Invoice # INV-1007
Northwind Bakery Issue date Oct 15, 2026
Sam Ortiz Due date Oct 29, 2026

sam@example.com

45 Oak Ave, Springfield

12

Logo refresh: concepts and revisions $75.00 $900.00
Menu board design 3 $75.00 $450.00
Print-ready files 1 $120.00 $120.00

Income

Log each invoice: number, client, amount, issued, due, and paid date. Status and days overdue are
calculated.

INCOME / INVOICE LOG

Paid date blank = unpaid. Quarter uses the paid date (cash basis].

INV-1001 Merthwind Bakery $900.00 Jan 10, 2026 Jan 24, 2026 Jan 22, 2026 Paid 2026
INV-1002 Brightside Dental $1,700.00 Feb05, 2026 Feb 19, 2026 Mar 02, 2026 Paid 2026
INV-1003 Pixel & Pine Co $2.100.00 Apr 02, 2026 Apr 16, 2026 Apr 15, 2026 Paid 2026
INV-1004 Morthwind Bakery $600.00 May 20, 2026 Jun 03, 2026 Jun 01, 2026 Paid 2026
INV-1005 Brightside Dental $2,550.00 Jul 08, 2026 Jul 22, 2026 Aug 01, 2026 Paid 2026
INV-1006 Pixel & Pine Co. $1,400.00 Sep 01, 2026 Sep 15, 2026 QOverdue a

INV-1007 Morthwind Bakery $1,470.00 Oct 15, 2026 Oct 29, 2024 Open



Expenses

Log business costs by category.

BUSINESS EXPENSES

Costs of running your freelance business.

Vender ___

Jan 02, 2026 Software & subscriptions Design suite $59.99 2026 1
Feb 02, 2026 Software & subscriptions Design suite $59.99 2026 1
Mar 15, 2026 Equipment Drawing tablet $349.00 2026 1
Apr 10, 2026 Professional services Accountant $250.00 2026 2
Jun 01, 2026 Internet & phone ISP (business share) $120.00 2026 2
Aug 20, 2026 Education Online course $89.00 2026 3

Quarterly

Read income, expenses and profit per quarter and the set-aside estimate. Due dates are editable.

QUARTERLY SET-ASIDE ESTIMATE

Cash basis: income by paid date. expenses by date. Rates from Settings. A savings target, not a tax calculation.

g
a1

$2,600.00 $468.98 $2,131.02 $301.10 $255.72 $556.83 Apr 15, 2026
Q2 $2.,700.00 $370.00 $2,330.00 $329.22 $279.60 $608.82 Jun 15, 2026
Q3 $2,550.00 §89.00 $2,461.00 $347.73 $295.32 $643.05 Sep 15, 2026
Q4 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 Jan 15, 2027
Year $7,850.00 §927.98 $6,922.02 $978.05 $830.64 $1,808.69
Unpaid invoices (open + overdue) $2,870.00
Overdue invoices 1
Effective set-aside % of profit 26.1%
Oue date: = typical U fecleral extimated-payment dates for the 2028 taw pear, 35 an editable example; check yaur awn ta suthorit.
reetance ncial, tax, or lezal advice - Da not edit gray calls- vellov - type here

Quarterly



e Rate Calculator

Type your target income, costs and billable hours to see the hourly rate you'd need.

HOURLY RATE CALCULATOR

Work backwards from the income you want.

Target take-home income per year $60,000.00
Business costs per year $4,800.00
Set-aside % for taxes (your guess) 25.0%
Weeks off per year (holidays, sick, slow) &

Hours worked per week 40

Billable share of hours 60.0%
Revenue needed $84,800.00
Billable hours per year 1104
Minimum hourly rate $76.31
Day rate (8 billable hrs) $614.49
Meonthly revenue target $7.066.67

Rate Calculator

e Make it yours

Replace the sample values in the yellow cells with your own. Gray cells calculate automatically.
Save.

Troubleshooting

The download link says expired or used up

Each link works 3 times within 24 hours. Email Grokedgepm@proton.me with your order email and we'll
send a fresh link.

I didn't get the email

Check spam and promotions for 'downloads@multiverseosp.com'. Your download page also appeared
right after checkout. Still nothing? Email us your order email.

A cell shows #REF!, #VALUE! or #NAME?

Usually a gray formula cell was typed over or a row was deleted. Press Undo, or start again from the
original file. Type only in yellow cells.

Dates look like numbers (e.g. 46310)

Select the cell and set Format > Number > Date. In Google Sheets also check File > Settings > Locale
matches your country.

Can | delete the sample data?



Yes. Clear the yellow cells only (select, press Delete). Don't delete whole rows; the formulas expect them.

Stuck? Email Grokedgepm@proton.me with your order email and the product name, or ask the Al guide
on multiverseosp.com. We'll walk you through setup free.

Informational tool only. Not financial, tax, or legal advice. Not tax advice. Results are estimates from the numbers you enter. Guide
written by MultiverseOSP with Al assistance and checked by hand. © 2026 MultiverseOSP LLC.



