Strategic Personal Planning

Virtual post-it creation and rearrangement

Step 1. USE ALL CAPS (starting with a *) to compose virtual post-its and insert them somewhere on this table.  Save the worksheet after this step and those that follow.

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Step 2.  Move selections of post-its into groups in one or nearby cells of the table.

Step 3.  When your groups are settled, spread each group down a column, one post-it to a cell, adding extra rows at the bottom if need be.  Then add a row at the top for the names for the groups.

Step 4.  To rearrange columns (groups), add a column at the right of the table, copy and paste one group into this column and clear the original column, then copy and paste the column you want to move into its place and clear its original column.

Step 5.  To make a name that covers more than one column, add sucessive rows at the top for the names for the groups of groups, then use merge to combine the corresponding cells into one cell.

Step 6.  When all is done, delete the instructions and use Autofit to make the formatting work as well possible.  You might choose to shift the Page Setup to Landscape. 

