DIRECTIONS FOR USING THE PRODUCTION SHEET TEMPLATE

1. Print these instructions so you can follow along while you are using the template.

2. Open the template in MS Word.

3. Before you begin typing, save the template using “File,” then “Save as” and save to either your hard drive, a thumb drive, or CD.
4. Once saved, you can begin filling in the production sheet.  This document is protected when you open it, meaning you cannot alter any text EXCEPT in the shaded areas.  (The shaded areas will not show as shaded when the form is printed.)  If you want to “unprotect” the form, the password is CMAN (all caps).  
5. Type information for the first “field,” which is Day.  Then hit the “Tab” key to move to the next field to fill it in.  Continue on filling in the form in the same manner.  

6. In the Item No. column, you can number sequentially for the whole form or start over in each section.  It is up to you.

7. When you come to the “Life” section, there is a field with a “pull-down” menu.  This will allow you to select “story” or “stories” as appropriate.

8. When you get to the bottom of the form and everything is the way you want it, you just need to print out two copies of the form.  This form is TWO pages.  You may want to print page 1, then reinsert the paper to print page 2 on the back (two times).

9. You may then “Save as” the completed form, but be sure to use a DIFFERENT FILE NAME.  Maybe you’ll want to use the date in your file name.    If you don’t want to clutter up your computer with this file, simply make sure your form has printed out accurately and that you don’t want to make any further changes, then close the file without saving. 

10. Your template will be available to use the next time you produce.

11. If you accidentally save the production template with the fields filled in, you will just need to get a new blank template via e-mail or on www.weebly.cmnan.com.
