 Creating 100 personalized Lesson reminders in under two minutes!RW10.7 


Step 1:  Set up an Excel file with columns for all the information you’ll want on your Lesson Lab reminder slip.  An example is shown below; I enter ALL of my information during the first week of the year, as soon as I have my lesson groups established.  The only thing I change weekly is the day/date.  I’ll type “Thursday, Dec. 3rd” in one cell, and then copy-paste it into all other cells on Day 1.  I put a Shortcut to this document on my desktop, and I can usually type-copy-paste the six dates within 30-45 seconds:
[image: ]
Step 2:  (Requires a short learning-curve, but the amount of time you’ll save will be very worth the time it takes to learn …) Using Word, I create a mail-merge document with Merge fields which drag the information automatically out of my Excel file.  The blanks look like this, and I create a file like this for each of the 5 Lesson Rotations:
[image: ]





Step 3:  Once established, this step (the best part!) happens the instant I click the file to open it.  Perhaps this takes 30 seconds to find & open the file.  You’ll notice that Lucy’s Music Lab Reminder now shows the correct date along with all of the other relevant information from my Excel file:
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Step 4:  I print the entire week’s slips and put the 12-page document in my Student Secretary’s mailbox (no more than 1 minute).  The secretary loves to use the paper-cutter, and the individualized slips then get hand-delivered by Section Leaders to each student during 1st Period on the day of their Lesson.  It doesn’t replace the other displays, charts, SmartBoard, etc., but it’s a great supplement and helps the students feel like they have a pass when they remind the classroom Teacher that “I’ve got a Band lesson today.”
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