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0.2 LEARN TO NAME WORKSHEETS 

In today’s Tasks you’ll set up 100days_yourname_list, the spreadsheet you’ll 

use to collect and store information about your prospects as they move down 

the sales funnel you’ll meet on Day 6.  

0.2.1 A spreadsheet contains worksheets 

You may know a spreadsheet as a two-dimensional grid—and you’re right. But 

a spreadsheet can contain more than one such grid, called worksheets. 

One grid is one worksheet. You’ll create several worksheets in your 100 days, 

but they’ll all be part of a single spreadsheet, 100days_yourname_list. 

0.2.2 Each worksheet needs a name 

By default, spreadsheets like Excel name worksheets as Sheet1, Sheet2 . . . 

Sheetx. That’s not very informative, so an early practice to learn is renaming. 

To rename a worksheet, simply right-click its name tab at the bottom and hit 

Rename. As you add more worksheets to your spreadsheet, renaming makes it 

easier to navigate to the worksheet you want, without turning somersaults in 

your mind working out what Sheetx is. 

 
Figure 4: Renaming a worksheet 

 /// 
 

That’s today’s informational content done. Now let’s add a work plan to 

whatever calendar you use and name the first worksheet in your spreadsheet, 

in your first Tasks. 
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 TASKS: DAY 0 

TASK 0.1: PUT THE PLAN IN YOUR CALENDAR 

If you use Outlook, Apple Calendar, or Google Docs, here’s what to do. It may 

feel like busywork, but it’ll give you a sense of the size of the job in store for the 

next 100 days, letting you approach each day forewarned and forearmed. 

TASK 0.1.1: Label Week 1 as Part 1  

1. Decide a day to start your 100-day plan. (Monday works.) 

2. Set a new calendar appointment lasting from 10AM Monday 

to 5PM Sunday. 

3. Title it PART 1: CHOOSE YOUR TOOLS. If you use colour 

coding, colour it red-orange as per the colour table. 

4. Now return to the first day in that week (Monday). Set 

another calendar appointment lasting from 10AM to 5PM. 

5. Title it with the description of Day 1, Using business 

networks. 

6. Do the same with the rest of the week: Day 2’s title in 

Tuesday’s appointment and so on. Here’s the full Part 1 

contents table to help: 

PART 1: CHOOSE YOUR TOOLS 
  

Day 1 Using business networks 

Day 2 Understanding search engines 

Day 3 Setting up your sales website 

Day 4 Turning spreadsheets into sales tools 

Day 5 Driving documents with dynamic content  

Day 6 Managing with a sales funnel 

Day 7 Marketing with a mailing list 

 

7. If your application allows subheads, copy in the summary of 

each Day as the appointment text if you want. Here’s Day 1’s 

summary to help. 

SUMMARY 
  
About LinkedIn. How it connects you to 10m people. The 5 levels of the 
economy. Its newsfeed and navigation. Your Profile. Making Connections. 
Write your LinkedIn sales headline. 

 

8. Do the same for each Day of Part 1.  
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9. You’ve now set your work plan for your first week! 

TASK 0.1.2: Label weeks 2-14 as Parts 2-10 

1. Go to the next week in your calendar. 

2. Do the same as for Part 1: a week-long colour-coded 

appointment titled PART 2: DEFINE YOUR OFFER and a 

day-long appointment with the title of each chapter, for all 7 

days of Part 2. 

3. Repeat for each week until you’ve got each week’s Part and 

Days in your calendar, with Days 99 and 100 spilling into the 

fourteenth week at the end. (Remember some Parts take up 

two weeks.)  

4. Here’s the colour wheel the book uses, to help you orient 

yourself. 

 
Figure 5: The 100 Days colour wheel 

5. That’s your 100-day work plan done! You'll see from your 

calendar (doesn’t it look great?) that it’s a series of connected 

actions over time, each Day a manageable chunk you can 

start in the morning and finish the same day. 

TASK 0.2: START YOUR CUSTOMER LIST 

There’s a second task on Day 0: put a single company on your List, to kickstart 

the £350,000 business asset you'll make use of in Part 5 and beyond. 
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TASK 0.2.1: Set up your 100 Days spreadsheet 

Check you’re familiar with spreadsheets. Most label the columns (vertical) 

left-right from A to Z, and the rows (horizontal) from 1 to 10,000+ down the 

left side. This book assumes yours is the same. 

TASK 0.2.1.1: Start your 100 Days spreadsheet 

1. Wherever you keep files on your computer (such as the 

Documents folder) start a new folder called 100days. You’ll 

keep all your 100 Days, 100 Grand files here. 

2. Open a new spreadsheet. Save it as 100days_yourname_list 

in directory 100days.  

3. You’ve now created the first of the two principal documents 

you'll work with over the next 100 days and beyond. 

TASK 0.2.1.2: Set up your COMPANIES worksheet 

1. Go to your spreadsheet, 100days_yourname_list. You’re 

going to start and label a worksheet that lists the companies 

in your market. 

2. Rename the default worksheet COMPANIES by right-

clicking its name tab (Sheet1) and changing its name. 

(Uppercase or lowercase as you prefer.) 

3. In cell A1 (top left) write COMPANIES as your heading. This 

is the name of the worksheet. You’ll create many more 

worksheets in this spreadsheet as time goes on, and Row 1 on 

each worksheet will always contain its name.  

4. In cell A2 (below A1), write COMPANY CODE. This is the 

unique number that'll identify each company on your List 

and connect it to other information you'll add, like people 

who work there: such identifiers are called keycodes.  

5. In cell B2 (diagonal down from A1), write COMPANY. 

6. In cell C2 (below A2), write ADDR1. 

7. In cell D2, write ADDR2. 

8. In cell E2, write ADDR3. 

9. In cell F2, write ADDR4. 

10. In cell G2, write CITY. 

11. In cell H2, write COUNTY. 

12. In cell I2, write POSTCODE. 

13. In cell J2, write COUNTRY. 

14. In cell K2, write PHONE. 

15. In cell L2, write WEBSITE. 
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You'll end up with a table like this, with Row 1 containing the worksheet’s title 

and Row 2 containing headings for columns A-L. 

 
Figure 6: Your PEOPLE headings 

TASK 0.2.2: Add the details of one company 

Now, of all the companies you know, work for, or just like the look of, think of 

one you’d like to have as a customer of your future freelance business. Just one. 

1. In Row 3, cells B3-L3 (leave A3 blank for now) complete 

every detail of that company’s main or head office (the 

address you’d send your invoice to if you worked for it) 

including switchboard and site.  

2. Hit the web if you need to, but under WEBSITE put just the 

home page address, without http://. 

3. In cells B3-F3, when you’re filling in the company’s address, 

keep the format consistent. Use ADDR1 and ADDR2 for 

details like Suite or Building, then ADD3 for the number and 

street, then ADDR4 for other details like a business park or 

neighbourhood. (It’s OK to leave some columns blank.) 

Keeping every building number and street in the same 

column makes the mailmerging you’ll do from Part 6 

onwards a lot easier.  

4. In this company (somewhere) is your first prospective 

customer. Meaning you’ve kicked off the spreadsheet that 

over the next 100 days will grow to 1,000 names. 

 /// 
 

MILESTONE REACHED! 
  
Planned out your 100 days. 

 

MILESTONE REACHED! 
  
Set up your List spreadsheet. 

 

Day 0: done. Now read the checklist and make sure you’re ready to start Day 1. 
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CHECKLIST: DAY 0 
DO YOU UNDERSTAND: 
Why the Plan works best over 100 days 

The difference between a spreadsheet and its worksheets 

That a goal results from actions completed in sequence 

That doing it yourself drills the skills into your head and hands 

HAVE YOU COMPLETED: 
2 hrs Added each chapter summary to your calendar 

15 mins Set up and saved your 100 Days spreadsheet 

30 mins Added your first prospect company to your 
spreadsheet 

TAKEOUTS: 
Calendar plan for your next 100 days. 

TOTALS: 
Companies found 1 

People listed 0 

 


