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                        Google Sheets has a series of templates where all the formatting is already done. So, if you want to create a to-do list quickly, select their To-Do list template. The template is ready-to-use with all checkboxes, rows and columns. All you need to do is add your tasks and dates on it to start using it.
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                        15 secrets for a better to-do list Capture everything. Lists, lists, and more lists. Organize your to-do list by workflow, priority, or due date. Make it actionable. Verbs first, details later. Prioritize your to-dos. Always include a deadline. Break big work into smaller tasks.
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                        Open the list that you want to save as a template. Select Settings, and then select List Settings. In the Permissions and Management column, select Save list as template. The Save as Template page appears.
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                        Create a task Go to Gmail, Calendar, Chat, Drive, or a file in Google Docs, Sheets, or Slides. If the side panel isn't displayed, on the bottom right, click Show side panel . On the right, click Tasks . Click Add a task. Enter information. Optional: To add details or a due date, click Edit .
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