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	Put your logo in here, or else delete this text…

	Change this text to the name of your organisation, or whatever…

	June 2009


	Task
	Customer
	Status
	Deadline
	


	This field is to record tasks – with as much or as little detail as you want. The next field is for recording the target – this will usually be the ‘customer’ for the task. The next field is for the current status – you may be waiting for someone to give you information for example and cannot complete your work until you have a response. But you haven’t completed the work so do not want to delete it completely from your task list. The next field allows you to enter the deadline. The last field is for the urgency – use a letter or number.

If you have ‘macro security’ set to high, you cannot use the automate features for this task list, though you can still use it simply adding rows as necessary. You could, however, press tools > macro > security and then set security to medium or low. If you pick medium, every time you load the task list, you will be asked if you want to enable macros. The answer is yes!
An extra menu bar should have appeared above. It has a pencil and a book page. Click on the pencil to add items. This will add a new item, and then sort, first by urgency and then by date.

To amend an entry, simply overwrite it.

To delete an entry, use the table>delete row command.

If you have amended entries, and need to reset the order, press on the page in the new menu.
	Write in the customer here
	Write the current status in here
	17 May
	A











	     Tasks to do…
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