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How to do checklist in Excel

Checklistisalist of thingsto do or itemsto buy that you list. When you're done, just click the checkmark at the

beginning of the line to mark that you're done. TipsMake.com will guide you how to create a simple checklist in
Excel.
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Checklist isalist of things to do or items to buy that you list. When you're done, just click the checkmark at the

beginning of the line to mark that you're done. Coming to today's article, TipsMake.com would like to instruct
readers how to create a simple checklist in Excel.

First, open the File ribbon on the toolbar, then select Options in the File 's selection list to open the Excel
Options function window .
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When Excel Optionswindow is turned on, click on Customize Ribbon .

Looking to the sidebar of Main Tabs, you will see that thereis aline called Developer in the default state which
is not marked with atick in front. Please click to tick the line. Then click OK to confirm the installation.



Excel Options
General L
E‘E Customize the Ribbon.
Formulas
Lhoose commands from: (&
Proofi
it Popular Commands
Save
Language 'Y Add or Remove Filters

ml All Chart Types...

Ease of Access

Advanced

Ceonditional Formatting

Customize Ribbon

Em Copy
Quick Access Toolbar Custom Sort...
| cut
Add-ins A~ Decresse Font Size
%" Delete Cells...
Trust Center

;)(‘ Delete Sheet Columns
EX Delete Sheet Rows
7 Email
1 Fill Color
| Font
A Font Color
| FontSize
E Format Cells
|¥ Format Painter
E' Freeze Panes
A" Increase Font Size
Insert Cells...
x Insert Function...
o Insert Picture

€= Insert Sheet Rowe™
Insert Table
P Macros

Merge & Center

U3 Insert Sheet CDITIhUTI]uatBha

b=

Customnize the Ribbon: &
Main Tabs

Main Tabs

Background Removal

4 &l & Home
Clipboard
Font
Alignment
Murmber
Styles
Cells

| Editing

| @ ] Insert

Page Layout

B e i e
< f]

» |E M Help

nMem.vﬁl‘!!‘gTab | | New Group | ‘ Rename... ‘

Customizations: D
Import/Export = |

T

Y ou will see that the newly added ribbon on the toolbar is the Developer ribbon .

Open this ribbon, navigate to the Controls section of

this ribbon. Click on the Insert icon in the section. In the

Insert list, there will be a checklist icon in the Form Controls, you click on it.
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After clicking on that icon, your cursor will return to the black plus sign. Y ou move the mouse to the position

you want to insert the checklist and click one more to insert the checklist symbol.
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The newly added checklist will include the comment text next to it, if you already have the content list then you
can delete that text.
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Click and hold the mouse to the border of the outer border of the checklist to move it to the appropriate position.
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Next, right-click on the newly created checklist, click Copy or use the key combination Ctrl C to practice the
same effect.
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Right click and position to create the next checklist and select the Paste icon or use Ctrl + V to create the same
function.
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Adjust the position accordingly, you have a complete checklist for yourself.
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Thank you for following our article TipsMake.com on how to do checklist in Excel. Wish you can successfully
implement this simple trick. Stay tuned for other tips and tricks on our site!

Y ou finished reading the article "How to do checklist in Excel" edited by the TipsM ake team. We hope this
article has provided you with many useful tech tips and tricks. Y ou can search for similar articles on tips and
guides. Thank you for reading and for following us regularly.
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