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So in this video, I just wanted to give you a quick overview of how to use the project 

schedule Excel sheet. When I first started writing proposals, I spend so much time figuring 

out the dates for my project. So I would sit there with a pen and a piece of paper and with a 

calendar by my side and try and figure out how many days I needed for each step. And 

then how many days I did phase overall, and what that would mean for the overall project 

timelines. And ultimately, I always made mistakes, because it was really fiddly process. And 

it was really time consuming to do. So I ended up creating this project schedule template 

document. So how it works is we have this proposal Date field at the top here, this is 

automatically set to today's date, you can update it, if you want to go, that's essentially the 

start date for your project timelines. And then we have this table down the bottom here, 

which is broken up into phases, and the tasks that make up each of those phases. And then 

we have a date for when that task will be complete. Now these dates are all automatically 

generated. And essentially what happens is for this first date, it takes the 22nd of April 2020 

To date, and then adds whatever number is in this column to it. So 22nd of April 22, and two 

plus five days. And these are workdays I should also add in so if you look at the formula I've 

gotten here, is only using workdays and what days means Monday to Friday, and it is 

taking the date that is in C two, and then adding a six to it. So if you didn't want to start a 

project for, say 30 days, and maybe that's not what you want, because might want the 

proposal approved before then, but you get the idea, it will push all those dates out. If you 

think you need longer than 10 working days for the concept design presentation, say you 

want to three weeks, you could put 15 days in there, and it will adjust it accordingly. So yes, 

just be aware that when you're calculating dates, a week is five days, not seven days, 

because it's only workdays and this doesn't take into account public holiday. Now if you 

want to add extra rows, you can simply highlight this row at the end, grab the little.in the 

bottom right and then drag that down. And that will add extra days for you. It's gonna pull 

that across so we can see the text in those fields. You can also add additional rows in the 

middle, but it's a little bit trickier you have to kind of insert one and then copy this one and 

then date that's immediately below it, you'll need to update the code in that field. So you'll 

see that still is taken from C 17 where you want it to take from seat 80 If you update that, it 

will adjust accordingly. That's pretty much it for updating the Excel sheet. But what I love 

about this is once you have finished creating all your dates for a phase, you can simply copy 
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the date and the task and then if we go back to our proposal template and go back up to 

phase one, zoom in. You can simply paste them in and it's that simple. You don't have to 

mess around with figuring out dates and calendars and all that sort of stuff. It just all 

happens automatically.	


