HOW TO USE THE TEMPLATES

ll EXCEL WEEKLY SCHEDULE TEMPLATE IS

Use the Weekly Schedule Template to create your own
personalized weekly schedule that you can easily modity.

1. On the Weekly Schedule Template, insert your courses, labs, or other
commitments which happen at the same time each week. Some students
also like to schedule fixed times for eating and sleeping.

2. Use the Merge and Center button when a commitment requires more
than one timeslot.

3. Use the Fill Color feature to assign a colour to each course or
type of commitment.
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4. Save your personalized schedule.

5. Each week, create a new weekly schedule by copying the original schedule
and pasting it on a new sheet inside your Excel file.

6. Update your schedule each week with variable commitments like work
nours and biweekly labs.

/. You can also transfer items from your Task Lists to your weekly schedule.
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Monday
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Thursday
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6:00 AM
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