Editing an already existing routine to individualize for your student or classroom
Open folder where your existing routine data forms exist
Identify routine to edit
Click or double click on the form (this will automatically open MS Word)
Click on ‘File’ in the menu then click on ‘Save As’

Add a ‘2’ or 3 or 4 to the end of the current file name and save (this maintains the original data form also)
Highlight the routine name and add the ‘2’ or 3 or 4

Basically you are going to edit the routine
Move the cursor to the line you want to edit
If all you want to do is change the wording you can do that just like you would any word document

If you want to add a step (with the cursor on the line prior [underneath] to the step you want to insert) click on ‘Table’ on the menu bar

Select ‘Insert’, ‘Row Above’ and click

A new row will appear above the row you were on

Type in the next number (re steps) hit space bar space bar, then type the task/step for that row
Repeat as needed

You will have to re-number the following (above) steps

Repeat until finished (keep it as simple and short as is effective in capturing basic data

If you are wanting to delete a step put your cursor on the row(s) to be deleted, select ‘Table’ from the menu, select ‘Delete’ and ‘Row’  
You will have to re-number the rows

Don’t forget to save (frequently)

The task analysis is written in reverse order (bottom to top).  This allows us to graph the data.

