ﬁ' TrueTropical
The Spreadsheet Check Sheet

One sheet per spreadsheet your team still uses after adopting new software.

Spreadsheet name Owner

Updated [] Daily [ weekly ] Monthly [] Ad hoc

0 What does it do?

[ Tracks operational records [CJ combines data from several tools

[J Ad hoc analysis or scenarios [] Personal checklist or notes

e Why do we use it instead of the software?

[] Software lacks a step or field we need [] software is slower for this task
[J software can't do this kind of analysis [] Software can't combine our data sources
[J We don't trust the software's data [J Nobody told us to stop

e Time spent updating it each week

hours, across everyone who touches it

e Decision

[J] Keep and control
Real ad hoc analysis. Add version control and limit who can edit it.

[J Reconfigure the software
The software lacks fields or views. Add them so the spreadsheet isn't needed.

[J Automate or integrate
A report rebuilt by hand each time. Use built-in reporting, an integration or automation.

[] Retire
It only duplicates records. Set a date, export the history and move the work into the software.

Next step / owner Decide by
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