Procedure for generating LRAUV build meeting agenda
1. Open Excel template file “LRAUVBuildScheduleTemplate.xlsx”
2. Delete all but the top two rows.
3. Select top two rows and “copy” to make active.
4. “Save as” Excel workbook (*.xlsx) file from project.
5.  Give temporary agenda data filename “LRAUVBuildScheduleTemplate.xlsx” and overwrite option.
6. In export wizard use “selected data” option.
7. Use “Use existing map” option.
8. Select “WeeklyAgenda_DateRange” map and “finish”.
9. Use dates of Monday of meeting week and following Friday (2 weeks).
10. Bring up open file in Excel, data should be formatted. Delete duplicate 2nd row.
If not formatted:
11. Select each number and date column and convert: data tab, text to columns.
12. Convert percent column to percent with no decimal places.
13. Convert date columns to day only (no time).
14. Format header to allow text wrapping. Center header text.
15. Center all date and number columns.
16. Set font to 9 point.

17. [bookmark: _GoBack]Cut and paste in to “MeetingNotes/Word agenda template” with “keep source formatting”.
