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Spreadsheet or job-management software decision worksheet
Establish the actual workflow problem before choosing a tool. Modern spreadsheet collaboration and version history depend on the actual application and storage setup; dedicated software capabilities also need testing. This is a diagnostic, not a vendor ranking.
Business / people involved: __________________________________________
Current application, version and file location: __________________________________________
Work being reviewed: __________________________________________
Observed problem and source evidence: __________________________________________
Required outcome: __________________________________________
Owner / review date: __________________________________________
Capability and process review
	Required task / boundary
	Actual current method
	Observed gap or uncertainty
	Process fix or alternative to test

	[Specific task]
	[Application / setup / owner]
	[Evidence, not assumption]
	[Proposed test and responsible person]

	[Specific task]
	[Application / setup / owner]
	[Evidence, not assumption]
	[Proposed test and responsible person]

	[Specific task]
	[Application / setup / owner]
	[Evidence, not assumption]
	[Proposed test and responsible person]

	[Specific task]
	[Application / setup / owner]
	[Evidence, not assumption]
	[Proposed test and responsible person]

	[Specific task]
	[Application / setup / owner]
	[Evidence, not assumption]
	[Proposed test and responsible person]

	[Specific task]
	[Application / setup / owner]
	[Evidence, not assumption]
	[Proposed test and responsible person]


Two-copy or concurrent-edit rehearsal
☐ Prepare a safe sample with one work reference and one defined change   Actual result: _______________________
☐ Identify who edits, where the actual shared source lives and how it is accessed   Actual result: _______________________
☐ Have the relevant people perform the controlled update using the current setup   Actual result: _______________________
☐ Inspect whether the correct current value and relevant history can be found   Actual result: _______________________
☐ Record any permission, version or handover question separately from a formula error   Actual result: _______________________
Trial / migration rehearsal
Sample records and expected outcome: __________________________________________
Data to clean or map: __________________________________________
Current tool improvement to test: __________________________________________
Alternative-tool workflow to test: __________________________________________
Representative output / export to inspect: __________________________________________
Actual role and device boundaries: __________________________________________
Cost and setup effort assumptions: __________________________________________
Decision and evidence still needed: __________________________________________
Possible next decisions
☐ Clarify the business process first   Basis / owner / next review: ______________
☐ Improve and test the current spreadsheet setup   Basis / owner / next review: ______________
☐ Trial a defined software alternative   Basis / owner / next review: ______________
☐ Continue with both tools for distinct supported purposes   Basis / owner / next review: ______________
A worksheet-protection or hidden-tab choice should not be assumed to establish a sensitive-data access boundary. Verify the actual capability and appropriate permissions. Keep current records and test data distinct.
Official and related resources
https://support.microsoft.com/en-us/excel/get-started/collaborate-on-excel-workbooks-at-the-same-time-with-co-authoring
https://support.microsoft.com/en-gb/office/collab-files/view-previous-versions-of-office-files
https://help.tradifyhq.com/hc/en-us
https://help.fergus.com/en/
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