INSTRUCTIONS TO CREATE PROGRESS GANTT CHART REPORT
(PROGRESS_GANTT)

From the Gantt Chart top bar pull down menu, click on View, then on Table: Entry and then on
More Tables... as shown below.
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This will open the following window.
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Tables: % Task " Resource

Baseline P Blew, ..
Constraint Dates

Cask :
Delay ___E_d'_t____j
Earmed Yaloe T
Earned Value Caost Indicators Copy... i
Earned Yalue Schedule Indicators

Qrganizer... i

Apply 1 Cancel 1

On this window above, first toggle on the Task button to create a task table and then click on New,
which will open the following window for table definition.

Table Definition in ‘Major_1_REVISED.mpp

Marne: m I™ showin menu

Table

Cuk Row I Copy Row i Faste R i Insert Rl:uwi Delete Rl:uwi

Figld Mams Align Data | width Title Align Title . Headsr \Wrapping &

Diate Format: iDeFauIt :_'j Row height: I 1 E

W Lock First column
I Auto-adijust header row heights

Help i Dk, ] Cancel

Toggle on Show in menu button. In the Name box, type a new name “PROGRESS_GANTT” for
the table. Select a Field Name, Align Data, Width, Align Title and Header Wrapping from the
menu by clicking the tab located at right end of each column width as shown below. Type in text in
the Title column corresponding to each Field Name item for the column heading.
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Table Definition in "Major_1_REVISED.mpp’

Mame: |PROGRESS_GF'.NTT [ showin menu

Tahble

Zuk Row | Copy Row | Paste How Inserk Fow 1 Delete Row

% Complete o
% Work Complete
Actual Cost

Actual Dur ation
Actual Finish

Actual Overtime Cost s
Actual Overtime Sork b Row height: rl_‘_‘_‘_:l
Actual Skart

Ackual Work,

AiZWE -

Help | (] 4 ] Cancel

Fill out each column exactly as they are shown in the tables below. Make sure the desired Date
format is picked from the pull down menu, the Row height is set to 1 and and Lock first column
and Auto-adjust header row heights buttons are checked on. In order to manipulate the table
entries, use the buttons Cut Row, Copy Row, Paste row, Insert Row and Delete Row located
above the data columns by selecting the desired row and then clicking the desired button.

Table Definition in ‘Major_1_REVISED.mpp’

Mame: ROGRESS  GANTT ¥ Shaw in menu
Table
Zuk Row Copy Row asked Insert Row | Delete Row

Align Data | Width e Align Title | Header Wrapping
{ &ill Center es

Mame fLeft 501 Task Name Left Yes

% Complete ECenter 10 % Complete Center Yes

Dur ation ERight 12 i Durakion Cenker es

Baseline Start ERight 15 Baseline Start Center Yes

Baseline Finish ERight 15 Baseline Finish Center Yes

Sickual Start ERight 15} Actual Skart Center Yes

Diake Format: | 1/2a/02 j Row height; 1 ﬁ

W Lock first column
W auto-adijust header row heights

Help | (] | Cancel
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The table below is Continuation of the table above with scroll down data.

Table Definition in ‘Major_1_REVISED.mpp’

Mame: ;PROGRESS_‘EANTT p Shgw in meny
Table
Cuk Row i Copy Fow Pasteomy i Insert Row i Cielete Row i
| Yes
Field Name Align Data | Width Title Align Title | Header \Wrapping
Actual Finish Right 15 ackual Finish Cenker Yes
Predecessors Right 15iPredecessars Cenker Yes

Date Forrmat: ; 1/25/02 :j Row height: I 1 :

¥ Lock First column
¥ auto-adijust header row heights

Help i ] 4 i Cancel i

After the table is completely filled, click OK on this window which will close the window. The
More Tables window will now show the name of the newly created/defined table (the one we have
just completed) in the list of table names. While it is highlighted in the table list, click on Apply.

Tables: O Task " Resource

Delay ~
Earned Yalue
Earned Yalue Cost Indicators

Earned Yalue Schedule Indicators = =

Enkry

Expork Copy...
Hyperlink _

IPS REPORT organizer...

il

PROGRESS GAMNTT

apply i Cancel i

The Gantt Chart will appear detailing the columns and data that have been set up under
PROGRESS_GANTT table as shown below.
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&5 Microsoft Project - Major_1_REVISED.mpp.

0] Fle Edt View Insert Format  Tools  Project  Window  Help

= |4 Mosowp - f{:@g,'h"ﬁ@!i‘a-?‘ﬂ-mghuw- arial -1 -[B]r v

G0 e BB A0 B e
T !
Major Project

D Task MName % Complete Duration Bascline Start Bazeline Finish Actusl Stat | Actusl Finish Predecessors

1 [EMajor Project ] 0% 1650 days 143405 4/29/11 NA NA, F

2 FI Step 1- Work with Stakeholders to Understand Problems, 0% 42 days 11305 3/1/05 A T

Needs, and Goals

3 E Define Study/Project Area 0% 32 days 1/3/05 2115/05 A R

Z Define Study Area 0% 2 days 1/3/05 1/4/05 MA M&

s Review and Approval by ODOT 0% 30 days 1/5/05 2115/05 MNA MNA 4

g Identify docurmentation of existing issues 0% 5 days 105105 1111/05 M FHA 4

7 Identify stakeholders 0% 5 days 1/12/05 1/18/05 [A TNA 64

& = Identify Environmental Justice Populations 0% 35 days 11205 371105 RS 1A |

9 Identify EJ Populations 0% 5 days 11205 1/18/05 MNA MNA 6.4

10 Review and Approval by QDOT 0% 30 days 119/05 31708 MNA MNA 9

1 = Develop Public Involvement Plan 0% 40 days 1/8/05 31/05 A A |

2 Draft the public involvernent plan 0% 10 days 145105 1/18/05 [HA T4 |

13 Review and approval by QDOT 0% 30 days 1/19/05 31105 A [4& 12

14 = Involve Stakeholders and Public 0% 10 days 119/05 21105 A T

15 Caontact and invalve ODOT stakeholders 0% 5 days 119/05 1/25/05 MNA MNA 7

18 Contact and invalve other stakehalders 0% o days 119/05 1/25/M05 MNA MNA 7

= Contact and invahve Environmental Justice Populations 0% 5 days 1/18/05 1/25/05 [RIa MHA BB
= 18 Develop stakeholder goals and measures of project success 0% 10 days 1418/05 21105 (R [NA 712

Instructions to set up the bar chart graphic view for the work progress Gantt Chart report
(PROGRESS_GANTT).

We will use the Gantt Chart Wizard to set up the bar chart graphic display. Move the curser to
anywhere on the bar chart area, right click the mouse button and click on Gant Chart Wizard... tab
as shown below.

Predecessars 2005
Aug {Sep | Dot (Mov [Dec | Jan (Feb (Mar | Spr | May | Ju
v
Gridlines. ..
Bar Skyles. ..
Layout...
4 Morwarking Time. ..
4 Progress Lines. ..
6.4 =%, Gantt Chart Wizard...
Split
b4 2
2]

The following window will open.

Progress_Gantt_062705.doc 5



Welcome ko the Gantt Chart WWizard,

This wizard Formats wour Gantt bar chart to
look, exackly the waw wou wank ik,

Tao conkinue, click Mexk,

Cancel i S Back i Mexk = ; Firish

Click on Next button which will open the following window.

Gantt Chart Wizard

What kind of information do wou want to
displaw in vour Gankk Chark?

™ Standard
£ Critical path

£ Baseline

£ Other: :-J

% iCustom Gantk Chart!

Einish !

Cancel i = Back ;

Toggle on Custom Gantt Chart button. Click on Next button which will open the following
window.
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Gantt Chart Wizard

Do you want ko display bars representing
critical and noncritical tasks differently in
wout schedule?

" Mo
% Yes

A critical kask, if lengthened or delayed, will
delay the end of the project.

A noncritical kask can be lengthened or
delayed without affecting the end of the
projeck.

Finish i

Cancel I < Back i

Toggle on Yes button. Click on Next button which will open the following window.

Gantt Chart Wizard

Select skyle options for Gantk bars
representing critical basks,

Colors l. Red

Patkern:

End shapes: l _'_i

Einish i

Cancel i < Back i

Fill in exactly as shown in this window. Click on Next button which will open the following
window.
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Gantt Chart Wizard

Select skyle options for Gantt bars
representing normal tasks,

Color; 1. Elue j

Patkern: ] ;

End shapes: 1

Zancel < Back Finish

Fill in exactly as shown in this window. Click on Next button which will open the following
window.

Gantt Chart Wizard

Select stvle options For Gantt bars
representing summary tasks.

Colat: |. Black. :
Pattern: | -
Bar style: | -
End shapes: | v b

L

A surmmary kask summarizes the schedule
information of the subkasks indented below
it in the Gantt table,

Cancel : < Back Einish

Fill in exactly as shown in this window. Click on Next button which will open the following
window.
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Gantt Chart Wizard

Select skyle options for symbols
representing mileskones,

Color; ;. Black.

Battern: ; Salid :_i
o

shape; i &»

L |

& milestone is a bask with a duration of
zern, Milestones are bypically used ko
represent progress ot the beginning or end
of phases in your schedule.

Finish ;

Cancel 1 < Back 1

Fill in exactly as shown in this window. Click on Next button which will open the following
window.

Gantt Chart Wizard

What kind of additional Gantt bars do you
want ko displaw?

i More

™ Tatal slack

" Baseline and slack

& baseline Gantt bar shows the planned
dates of a task, A slack Gantt bar shows
bt long a task can slip befare it delawvs the
projeck finish,

i Einish ;

Cancel i

Toggle on Baseline button. Click on Next button which will open the following window.
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Gantt Chart Wizard

What task information do wou want to
display with vour Gantt bars?

{~ Resources and dates
{~ Resources

{" Dates

" Maone

{+ iCiskom Fask inFormation:

i Einish l

Cancel i

Toggle on Custom task information button. Click on Next button which will open the following
window.

Gantt Chart Wizard

What task infarmation do yaou want ko
display with wour normal Gantt bars?

Left;

Right:

Inside; 1 _*_i

Cancel i

Fill in exactly as shown in this window. Click on Next button which will open the following
window.
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Gantt Chart Wizard

what kask information do you want ko
display with wour summary Gankt bars?

e [ |
Right: ] -
o

Inside; 1

Cancel i Firish ;

Leave blank as shown in this window. Click on Next button which will open the following window.

Gantt Chart Wizard

What task information do wou want ko
display with wour milestone symbals?

Left; i __‘_'_j

o ‘ Right: i -

Cancel i

Leave blank as shown in this window. Click on Next button which will open the following window.
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Gantt Chart Wizard

Do wou want to show link lines between

i
'7 H dEFIEI'IIjEI'It kasksy

I Einish i

Toggle on No button as shown in this window. Click on Next button which will open the following
window.

Gantt Chart Wizard

Congratulations!

v v The Gantt Chart Wizard is ready to Format
50% wour Gantk Chart,

To change wour selections, choose the Back,
buttan ko return ko the dialog bosx wou

O &» wank,

0%

Cancel ;

Click on Format It button as shown in this window.
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Gantt Chart Wizard

Your Ganktk Chart is finished!

For more information about Formatting sour
Gantt Chatt, search Help for Gantt Chart,

Click on Exit Wizard button as shown in this window.

The Gantt Chart graphic will have a look as shown below.

Predecessors 2005
Sep | Oct [Mov [Dec | Jan [Feb [Mar | Apr [May [Jun | Jul [2Aug [Sep |

Instructions for printing work progress Gantt Chart report (PROGRESS_GANTT)

Printing parameters need to be set in order to print the report correctly on 11 X 17" paper size.
Plotters will vary based on the setting and type of printer.
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Steps to print are as follows.

Make sure that all data columns are in clear view and not overlapped by the bar chart area window.
To verify this, reopen the view of PROGRESS_GANTT table and check for clear view. The left
edge of bar chart window may need to be dragged to the right in order to remove the overlap.
From the Gantt Chart top bar pull down menu, click on File, then on Page setup...

Microsoft Project - Major_1_REVISED.mpp

Wiews  Insert  Formab  Tools  Project  winde
o |

Chrl4+3
Fin
| Chrl4+P I;é'é
. Propetties I
' iMaior_1_REVISEDwRR |
2 1. \Minor PDPTemplates\Minor _4_RENVISED.mpp 15
3 Major 1012505, mpp 11'(?:
4 Major_2_012805.mpp 1;
Exit =
Y a1

which will open the following window.
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Pge tab window.

Page | Margins I Header | Fooker Legend | Wigt |
Orientation
L
" Portrait Al {* Landscape
Scaling

& Adjust to: |45 ﬂ % niormal size
Crtto: [1 = pawec ety [8 =l

Cther

Paper Size:! Illxl? —v]

First page number: I.ﬁ.utn

Prink Previem...l options. .. | Prink. .. | Ok i Cancel l

Click on the Page, Margin, Header, Footer, Legend and View tabs and fill in exactly as shown
(unless otherwise commented below) in these windows below.
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Margins tab window

Page Setup

Top 0.5 in
Lefk; Righ:
IEI.S s 10.5 =
in in

BEottom: rﬁ?ﬂ ir.

Borders around
{* Every page
(" Oiter pages

" Mone

Opkions. .. l Prink. .. l | Ok ;

Prink Preview. .. l

Cancel

Header tab window showing the Left tab Alignment view.

Page Setup - Milestones

Page Margins Header Fooker be
Prewview:
Inwolos Ho. : Inwelos and FrojeotEoheduls a cof [Mhkeay' s [ale : 214M &
o un &/ Fouted Seo 1o ] Cats Authod®d:....cieen
Con wtant Compkdon Date:..........
agresmentfo.
AD Ho.
|
Alignment; Cenker | Right
Imsoice No.: A
Consultant: _
Agreement No. :
N ke = Y
Alf g E s & e
Genetal; ; Page Mumber :j Add i
Project fields: ; % Complete :j add i
Prink Presiew. .. i Cpkions. .. i Prink. .. i L4 ;

Cancel

Progress_Gantt_062705.doc 1 6




Type the text in Header window tabs (i.e., Left, Center and Right tabs) exactly as shown in the
windows below and add the project specific information to the standard line items. In these windows
you must keep the standard wordings and set up as shown. The font window can be invoked by
clicking the @ button and should be set as follows: Font: Arial, size: 14, type: bold.

Header tab window showing the Center tab Alignment view.

Page Setup - Gantt Chart

Page 1 Marains Header l Faoker Leqgend Wig ]
Prewvigw:
Invoice No. inwite andPe gkt of [Dak] 325105
E ¢ f?n:{nrﬂed: ..............
Consultant: CompletionDate:  eveieee
Alignrment: Left enker: l Right ]

Invoice and Project Schedule as of [Date]
[County/Route/Section]
Page &[Paqge] of &[Pages]

Alf 8 E o 8%
General: |F‘age Mumber j Add
%a Camplete j Add

Prink Preview. .. 1 Opkions. .. 1 Prink... 1 Ok, | Cancel

Projeck figlds:
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Header tab window showing the Right tab Alignment view.

Page S5efup - Milestones

Fage Marqgins Header Footer

Presien:

Involon Mo. : Inwelos and FrojectEoheduls a cof [k s Cade : 214m 5

o un & /Fouts/Sso 1o n] Dats Author=d:.. .

Con wittant

agresmentlo. :

FD Ho. :
Alignment: Left Center

Today's Date:  &[Date] A
Date Authorized: ....coeee.e.
Completion Date: ........... =

Al 8l @ el el w

Genetal: 1 Page Mumber _11 add

=

Project fields: 1":-"-: Complete :] Add |

{ { {
Prink Presview. .. | Cipkions. .. I Prink. .. | 64 | Cancel

Footer tab window showing the Left tab Alignment view.

Page Setup - Gantt Chart
Page Margins Header Footer Legend Wiz l

Presiew:

MHew d-lane highway on rew aignment about 10 miles in kngth. Crosses
railread, nawgable watenvay, and scenic fwer. Fequires EIS, Phasze I
ecalogical, ES&, historic, and archaeological suneys, watennay permits,
mitigation, and federal owersight.

Alignment; Cenker . Right 1

MNews d-lane highway on new alignment A
about 10 miles in length. Crosses railroad,
navigahle watenavay, and scenic river.
Requires EIZ, Phase |l ecological, ESA, ¥

AR e E s e R

General; | Page Mumber _*J add
% Caormplete j add

Prink Preview. .. | Cpkions. .. | Prink. .. | Ik | Cancel

. Type the project description and any specifics of major project elements in the Left tab text box.

Praoject fields:
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Legend tab window showing the Left tab Alignment view.

Page Setup - Gantt Chart

Page Margins Header Fooker Legend l Wi l

Presiew:

Exarmple Major Project #4
Jarary 2005
File Marme : Major_1_REWVSED.mpp

Right Legend on:
% Every page

Alignmment: Cenker

Example Major Project # 1
January 2005
File Name: Major_1_REVISED.mpp

" Legend page
" Mone

width: [3 =1 .
Ald 8 E el aw -

zeneral: ]F‘age Mumber j add Legend Labels. .. |
Project fields: i% Conplete j Add

Prink Presview, .. | Cpkions. .. | Prink. .. | [ 4 | Cancel |

Type the Gantt Chart file name and any info (optional) you like to have in the Left tab text box.

View tab window.

Page Setup - Gantt Chart

Page l Margins l Header Fooker Legend {';;'iEWE

I Print all sheet columns

IV Print first l'f'_j columns on all pages
™ Print potes

I Print blank pages

W Fit timescale to end of page

;“"' e ;
[

Print Presview. .. Opkions. .. Prink... | 8] 4 | Cancel
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Click on OKk to save the setting and close the window. Now click on the print tab from the Gantt
Chart window File pull down menu and the following print window will appear. Select the desired
printer to print this report on 117 x 17” paper size with landscape orientation. Depending upon the
type of printer, this window may have a different look.

- Printer
Namie; i'l,'l,Itl:psllill'l,prl:he-:k _*_i Froperties ;
Skatus: Idle
Type: InkerPlok PCLIS Mano

wWhere: propri0l:porkl

Comment:

- Copies

Mumber of copies: 1 1 ﬁ

~Prink range

|

|

L

" Page(s) From: | + 10 | = i

- Timescale ¥ Manual page breaks
= al

{~ Dates From: i /3505 :j
To: |4123i11 j

™ Print left column of pages only

Previgw i ] 4 ; Cancel i

Click on Preview tab to check page views for the overlapping window issues as discussed above and
the anticipated number of pages this report should normally have. Click Ok to print the report. The
printed report will have a look as shown below (a partial clip shown).
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Inelos No. Inwlosand Froleot Sohedule asef [Cak] Today's Dorie -
FEounty Rou e Beador] Cors futhiort =4
Conwitant Fage 1 Caompledon Cak
sgmement Ho. : Eacalne fppro-
AD K. :
TR e O
———u
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