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Smart To-do List

An MS Excel Project by The Marvellous Training Co.



Main Steps

1
Create three tables on the sheet:

● The task table (main one)
● Team table
● Progress Table

2 Use data validation to create drop 
downs for names and task 
statuses.

3
Use conditional formatting to 
automatically colour code cells

4 Use a countif function to see how 
many tasks are assigned to each 
team member and how many are 
to-do/in progress/stuck/done
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Google Sheets vs MS Excel

Most of this 
project can be 
done in Google 
Sheets

Excel has the 
Table feature but 
you can work 
around it using 
the autofill feature
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Creating the Tables
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Creating tables

1. Enter the row titles
2. Select the area
3. Click format as table
4. Check the box ‘contains header row’
5. Click okay
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Creating Drop-down Options
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Creating
Drop-down 
options

1. Click on Data
2. Click on Data Validation & select ‘Data Validation’
3. Select list
4. Click on the select icon (in the right of the box)
5. Highlight your list (Team / Progress) and press enter
6. Click on OK
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Automatic colour coding
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Automatic colour 
coding

1. Click on home and  click on Conditional 
Formatting

2. Click on Highlight Cell Rules and select ‘Equal to…”
3. Use the select icon to choose a name/status from 

the table and press enter
4. Select the style from the list and click okay
5. Repeat as needed
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Keeping tally:
● How much each person is doing
● How many jobs in each status
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Keeping Tally: using 
the countif function

1. Click on the cell next to the first name in the table
2. Type =countif(
3. Click on the column header to select the whole column
4. Add a comma and click on the name you want to count from the list
5. Type a close bracket and press enter

You should have something in the formula bar that looks like this:

=COUNTIF(D:D,[@[Team Member]])
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Thank you.
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