Personal Organiser template
If you use a personal organiser, such as those made by Filofax and other companies, you can use this template to print sheets of organiser paper.

You could use it to print out your address book, for example. (See Chapter 6 of Microsoft Office for the Older and Wiser for a tutorial on using mail merge, which you could use to format an address book stored in Excel).

You could also use it to create your own checklists for each month, or to print out useful materials from the internet that you refer to regularly. In that case, just copy and paste them into this page and then print.

This document has margins for punched holes on the left of odd pages (including this one) and for punched holes on the right of even pages. When you print, you’ll need to print the odd pages first, then put the same paper through the other way up to print the even pages on the back. The Print options (press CTRL+P now to see them) enable you to change ‘Print all pages in range’ to either odd or even pages only.

This is a bonus file from the book Microsoft Office for the Older and Wiser by Sean McManus. Visit www.sean.co.uk to find out more!
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