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Creating a Gantt Chart Using MS Project

Module 1. Creating a Gantt Chart Using MS Project

Introduction

Microsoft Project is a planning software programme that can facilitate the planning and management of projects. It can assist
project participants in developing a clear visual representation of a project as well as help to efficiently organise and track tasks

(and resources) to keep the project on time (and within budget).

This document/part of the workshop will guide participants through the basic features of the software in order to develop (and
later edit) a Gantt chart to the level of detail required in a ‘real life’ setting. Since the computer knowledge of readers/participants
may range widely, the guidance presented here is intended to ensure that all participants can comfortably work through the

following steps.

1. Open Project

m Microsoft Project - Project1

ﬂ_] Fle Edt ‘Wiew Insert Format  Tools  Project  Colsborate

» On the left side of the screen, a column entitled Getting Started

DEHR/SQY 4B

~ | Repatt

NN

m Microsoft Project - Project1

:?.]J File Edt Wew Insert Format Toaols  Project

DEHR SRV 4GRS ¢

appears. Click on the X to close.

» Once the Getting Started column is closed, a column entitled
Tasks will appear. Click on the X to close.!

Getting Started

LB

(i)

Task Mame:

Micro

Connect to Microsoft Office
Online

Get the latest news about using
Project

Automatically update this list
from the: web

Mare. ..

Search for:

. ]a

Example: "Print more than one copy”

QOpen

_",’- Open...

Report - B

project's tasks by clicking an
itern belaw. Clicking an iterm
displays tools and instructions
for completing that step.

Define the project

Define general working times
List the tasks in the project
Qrganize tasks into phases
Schedule tasks

Link to or attach more task
information

Add colurnns of custorn
inforrnation

Set deadlines and constrain
tasks

a Task

! This column allows the user to plan and schedule the project's tasks by clicking on a listed item and following the tools and instructions provided for
completing that step. This guidance provided in this document/workshop, however, aims to ensure that participants become familiar with the software so

that such software instructions are not necessary.
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2. Format calendar

What: Adjust the timescale to a scale that is most appropriate to the
project.

How:

= Double click on the timescale or On the Format menu, click
Timescale (1).

» Select the appropriate Units, Labels, etc. for the Middle and
Bottom Tier (2).

3. Save file

What: Save the file for the first time.

How:

= On the File menu, click Save or click Ctrl + s.

Microsoft Project - Projectl

i_i‘,] File Edit ‘Wiew Insert | Format | Tools Project  Colaborate  Window  Help
DNEHE®B \5.},?} EORE. . Bﬁ’%ﬁ&]_ﬂjg i3 | Mo Group -

_E - Resourt(

| Timescale. .. |

[}

09 Aug ‘04

16 Auc

MITIW[T[F[S[SIM[T ]

Task Mam \ Gridines. . inizh
1 o Trtcha tzasder—] S
L\ =
Text Styles...
Bar Styles...

Mietails

Tap Tier | Middle Tier | Bottom Tier |

Top tier formatting

MNon-working time:

X

/S L
Wnits: | Mone Labiel: INone ¥ Use fiscal vear
Coupk; |1 3: Aligm |Left - o Tiick: limes:

Timescale options

Show |Twu tiers (Middle, Bottom) j Si_ze:llUU 3: o ™ scale separator

Preview

09 Aug '04 16 Aug '04 23 Aug '04 0 Aug '04

06 Sep ‘04

3
W [T e [T[F[S[s M[T [T [F[s[sMIT [T [F s[5 M[Tw[T[F[5]5 M[Tw[T[F

Help |

Cancel
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4. Enter project start date

What: At this stage, estimate a starting date for the project.

How:

Date (2).

» On the Project menu, click Project Information (1). Enter Start

Microsoft Project - Projectl

fJJ File Edit Wiew Insert Format Tools
DEHR SQ Y| 4R

_E - | Resources ~ | Track =  Repol

Project | Collaborate  Window  Help

Jort Y B |3 | Mo Group - | ®Q g7

Task Name Dur

(1]

Eiltered for: All Tasks »

Group by: Mo Group »

Qutine * | 09 Aug 04 16 Aug 04

WES » siM[TIwW[T[F[s[sM[TW[T[F[S]S

Skart date:

\

e — 2
b: uject Information for *Projeckl”

o] TaskNates...

‘ Project Information...

)

Current date: [Tue 17.08.04

Saigh date:

|Tue 17.08.04

j Status date: I N&

Schedule from: |PFOjBCt Start Date j Calendar: |Standard

All tasks begin as soon as possible, Priority: 500

Lel Lol Ll

Enterprise Custom Fields

L+

Cuskom Field Mame

Help Skatistics. ..

‘alue

Ok I Cancel
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5. List activities and tasks and organise into phases/groupings T :

4] Fle Edit View Insert Format Tools  Project  Collsborats  Window  Help

DEHR ST L@ I 9 B =dca|L] B @ e lRaAFiEef: -

What: Enter the names of each activity and related tasks (and 7 [ toe o e oo

Task1.3

g rou pings) . i} T Duration

Start | Finish 08 Aug D4 16 Sug '04 23 Aug 04
F =[5 [M[T W[T[F[S[S [M[T [T [F[S[S[M[TW][T[F

I Default Activity Tue 17.08.04 Wed 25.08.04 : v v
Task 1.1 3ol Tue 17.08.04| Thu 19.08.04 :
Task 12 4 ciays Wed 160504 Mon 23.08.04

| Task 13 I 4 days J Fri2008 04 ed 2508 04
L}

How: e

» In the Task Name field, enter the activity (1). Beneath each
activity, enter the various tasks which must be completed in

order to complete the respective activity. T [foste] - esourss - |wsck - repor < [
) o ) o |Task Marme ~ | Duration | Start | Finish — 'S‘QI;T\UI\QJ\;DIQT ¥ ISISHEI;T\UI?;\;EIWT n ISISEEI/:UI%\;EIWTI
» Select the tasks that make up the corresponding activity in the et Aty Foe o THAESS e 54584 ——

Task Name field, then right mouse click on shaded row(s) (2)
and click Indent (3) to indent the tasks thereby moving these to
a lower level in the hierarchy.

Task12 4 oays Wed 16.03.0:
To.L o A

dasis Fri20.08.04 "V

f CutTask
53 Copy Task
[ Paste

paste Special...

» This process can be repeated to create a third level in the st
hierarchy — a set of subtasks which together complete a : By

=5 Task Information. ..

particular task (4). This breakdown process can continue to a
level of detail deemed useful by the user.?

o] Taskmnates...

4 Publish New and Changed Assignments. ..
%% Request Progress Information. ..

4 Show Subtasks

= Hide Subtasks

P Outdent =~
% Indent |
= ink... N 3

= - | Resources  ~ | Track - | Report vH

Subtask 1.3.1

0 |TaskMame Duration Start | Finish 03 Aug '04 16 Aug 04 23 Aug '04
F |S|S M|T |W|T |F |S|S M|T |W|T |F |S|S M|T |W|T|
1 [ Default Activity 7 days Tue 17.03.04 Wed 25.08.04 P——
2 = Task 1.4 3days Tue 17.08.04 Thu 19.08.04 p—
3 Subtask 1.1.1 Jdays Tuel17.0504 Thu19.05.04
2 4 E Tazk 12 4 days Wed 16 0804 Mon 230804
The use of indenting tasks, as explained above is part of what can be referred to : B Task 1.3 ddays | Fri 200809 Wed 26.08.04

as the “Outline Structure”. This is a hierarchical structure for a project that shows
how some tasks fit within broader groupings. In Microsoft Project, subtasks are
indented under summary tasks. The Outline Structure helps to organise tasks into
summary tasks and subtasks. [need to harmonise terminology]

] I Subtask 1.3.1 I ddays  Fri20.06.04 ed 25.06.04
" 4
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6. Estimate task durations

What: Enter the estimated durations for each task, subtask, etc.

How:

» For teach task, subtask, etc., enter the time required to complete
the task in the Duration field (1). Durations can be entered in
days (d), weeks (w), and months (mo).

@) Fle Edit Yew Insert Fomat Tools Project  Colaborate  Window  Help
_:'; V| ¥ G 4 - Ma Group - @ H .
Tasks ~ | Resources ~« | Track = | Repart vB
(X 4ed N\
o |TaskName Qurﬁhury Stert | Finish

[l Default Activity 7 aﬂys 17.08.04 Wed 25.06.04
= Task 1.4 3 days A7.08.04  Fri 20.08.04
Subtask 111 Gedays Tue 170804  Fri2008.04

[ 09 Augr D4 [16 Aug ‘D4 [ 23 A D4
F 5[5 (M T [T [F S5 b [T W[ T[F[5]5 [M[T [T

Task1.2
[l Task 1.3

Subtask 151

dalgys Wed 15.03.04  hon 23.03.04
Sat 21.08.04 Wed 25.08.04

Sat 21.08.04 | Wed 25.08.04

2

» Simply typing in the number of days, for example, will provide a normal duration, which is the total span of active working
time that is required to complete a task, based on the defined working hours per day/week (e.g. an 8-hour day/5-day week).
In the context of this workshop, it is more useful to enter the elapsed duration, which is the amount of time that will pass
between the start and finish of a task, based on a 24-hour day/7-day week schedule, including holidays and other

nonworking days.

» To enter the elapsed duration of a task, in the Duration field type a number followed by “e” and the corresponding timeframe

(2) (for example, for elapsed days, “ed”, for elapsed weeks, “ew”).

» The Start and Finish for each task will be generated in the next step (see step 7).
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. - - B Microsoft Project - Template Project
7. Enter relationships (dependencies) T i i B re————
DEEHRSRAT % DB I 9B =psa|E08 5o RQFEefie s -
. . . . . . = * | Resources ~ | Track ~ | Report ~ 1
What: Designate relationships (dependencies) with other tasks.
:i::sm: Activity | Du?ra:nn |T S::E [I4|W |1Fi:£"ilﬂ’|8I]iltradE sssssss - - aﬂ?u‘gﬁi ‘F ‘S‘S ':"E‘?u‘g\;ﬂ‘i ‘F ‘S‘S ;3‘?73\;']‘1‘
How: ays 8. 15 v v

=
—
-

ul ivil
= Task 14 3 days | Tue 17.08.04 Fri20.05.04 p—

k1.1.1 Jedays Tus 17.03.04  Fri20.08.0p 3
2 ddays Thu180804 Tus 24 08§04 3FS-1 eday)
3days | Sat 21.08.04 Wed 25.08.04

Subtask 1.3.1 4edays Sat 21.08.04 Wed 25.05.04

Starting at the top of each grouping, read down the list and ask
the following questions for each task: Does this task need to
be completed before the next task begins? (or do any other tasks need to be completed before this task can begin?) Can or
must this task take place at the same time as other tasks? Etc.

In the Predecessor field (1), identify a task (2) whose relationship (or dependency) should be defined. In other words,
identify the dependency between their start and finish dates. There are four kinds of task dependencies: Finish-to-start [FS],
Start-to-start [SS], Finish-to-finish [FF], and Start-to-finish [SF].

To set the dependencies, enter in the Predecessor field the number of the task to which the selected task is linked, followed
by the type of dependency — FS, SS, FF, SF (3). For example, if task 1.2 (row #4) can only start when task 1.1.1 (row #3) is
completed, enter in the Predecessor field for task 1.2, “3FS”. This can be modified by additional information, such as a delay

or overlap in the schedule. For example, if task 1.2 must start 1 day before task 1.1.1 ends, enter in the Predecessor field
(3) for task 1.2, “3FS-1ed".

By setting the duration for each task and establishing the relationships between the various tasks, Microsoft Project
automatically calculates the start and finish dates for each task based on this information. This is the most effective way to
schedule tasks. This allows any changes regarding duration to be made simply with the dates of other tasks automatically
adjusted. Entering the Start and Finish dates of a task in the relevant fields should only be used when absolutely required,
l.e. when certain activities are based on a certain date. This is known as a constraint date.




Creating a Gantt Chart Using MS Project

8. Define milestones

Microsoft Project - Template Project

&) Fle Edit View Insert Format Tools  Project  Collaborste  Window  Help

S : : EHREGRY ¥R I I =bE S0 o Grau aay mefie s -
What: To indicate which tasks are key events, achievements or S 25" 2 07 "0 00 LB LRy Bebes s
decision points (typically marking a major event in a project and Dedeys _ .
used to monitor the project’'s progress) milestones are S E—— m' I SRR s ARRILLRANE L
designated. S [ ] e o —,

S| orera T
HOW 6 Suktask 1.3 w i 25.08.0¢ | Wed 25,00 04 455

= To mark a task as a milestone, simply enter O in the
Duration field. Any task with zero duration is automatically
displayed as a milestone.

. . Microsoft Project - Template Project
9. Follow Gantt chart wizard (Format view) T e e T ————
NEHRBERTA bsgimus @iver -QQAF @@f s -
. T |[rasks| + | Resources = =
What: To adjust the look of the Gantt chart from the default styles, ot T \‘\
use the Gantt Chart Wizard. If the default version is adequate, this s | T TS TS M W TP IS TS W W TP ST
. 1 [=] Default Activity - d 25.08.04 PE—
Step can be |gnored 2 = Task 14 EErenecnn ri 20.08.04 p—
3 Subtask 1.1 Details » Fri200504
4 Task 12 Layout. . e 240804 3FS-1 day
How: ] s " Lot ass

B On the Format menu, click Gantt Chart Wizard or click the

Gantt Chart Wizard icon. Following the steps presented by the Wizard, it is possible to quickly adjust the format of various
items, such as link lines between dependent tasks, as well as select colour options and patterns for Gantt/task bars
representing summary tasks, subtasks or milestones.
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. Publish chart (Save in MS Word)

What: To save the Gantt chart in a Microsoft Word document, use the Copy Picture tool. This may be necessary when it is
desirable to circulate the Gantt chart to those who do not have Microsoft Project. In other cases, this tool enables one to insert
the Gantt chart, for example, as an annex to a document.

How:

» First, select the rows to be published. Second, on x|
. . . File | Edit | Wiew Inser ormat  Tool
the Edit menu, click Copy Picture (1). Enter the 311 :tL—:doEnt; " ;;5 s

details required in the Copy Picture window (2). o [l # Cres ey

- | Re

£ T GIF image File:

» Open a Microsoft Word document. On the File | Gofien | l Browsen. |
menu, select Page Setup and choose the g oW -
“Landscape” orientation. Click Paste to insert the ¢ |Raws on screen
Gantt chart into the document (3). Timf::f“ed Lo
Clear
B G A5 shown on screen
» The size of the chart can be adjusted by double- pelete Tesk € From: [Fon 15.05.09 <] 1o [Fenzs.i00s =
clicking on the chart. In the Format Picture -

. i X I ancel
window, select the Layout tab, click the “Tight” _OK . : I

wrapping style. The size of the chart can then be
adjusted by positioning the mouse on the corner of the chart and dragging the chart diagonally. By positioning the mouse in
the middle of the chart, its location on the page can be adjusted.

» It is also possible to use the Copy Picture to Office Wizard and copy the Gantt chart to Microsoft Word (as well as
PowerPoint and Visio) in a more automated process. On the Analysis toolbar, click Copy Picture to Office Wizard. (If the
toolbar is not displayed, on the View menu, point to Toolbars, and then click Analysis). Follow the instructions in the Copy
Picture to Office Wizard.
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Module 2. Creating a PERT Chart Using MS PowerPoint

1. Draft on paper

» On a PERT Chart, activities, tasks, subtasks, etc. are recorded in boxes and linked to each other with arrows that indicate the
relationships between them. This allows the viewer to quickly grasp the planned activities, etc. and related sequence. Key
decision points can also be included, represented by diamond shapes. (Boxes and diamonds are typically used in PERT but
any shapes can be used as long as a legend is included).

» The easiest way to begin developing a PERT Chart is to create a first draft on paper.

2. Open programme

» It is possible to use a variety of software programmes to create an electronic version of a PERT Chart. The simplest and

most effective programmes are probably PowerPoint, Visio and Word. For this document/workshop, Microsoft PowerPoint
will be used.

» In order to make the best use of limited space, a first step might be to change the Font Size to a smaller number, such as 10.
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3. Enter activities, tasks, decision points, etc.

» If the Drawing toolbar is not available on the screen (check the bottom of the E= Lines >
screen), then on the View menu, select Toolbars and click on Drawing. o] Connectors >
|@ Basic Shapes >|
» On the Drawing toolbar, click on the Rectangle icon, the click on the workspace. To & Block arrows R
adjust the size and dimensions of the rectangle, move the mouse to any corner or S Fowchart \
edge and drag. On the Drawing toolbar, clicking AutoShapes provides access to a % ;tars s Barere > COoT
range of drawing options. - BaOl
Ely Callouts 3 @ .
» To insert text into each box, simply click on a box and type the desired text. gal Acton e Mo (
_ ]MWU{}@L@E
» To copy a box, click on a box and select Copy and Paste (or Ctrl + ¢ and Ctrl + v y— (14 > S

respectively). A faster shortcut involves placing the mouse over a box, holding
down the Ctrl key and clicking and draging the mouse to create a copy of the box.

» To move boxes around the page, simply place the mouse over a box, hold down the mouse button and move to the desired
location.

» To include decision points in the PERT chart, follow the process = —
DEREs &k G

outlined above for activities, only in this case diamonds rather .

- - -
B s U s [EEa

than rectangles might be used. To insert a diamond, on the , o
Drawing toolbar, click AutoShapes, followed by Basic Shapes, @ &) @
and finally click on the Diamond icon. (v ) a/m/ i D E
. - - - L
» At this stage, the boxes and diamonds will probably begin to take
the form of a logical sequence of events. Play with the -~ Dedisten

arrangement to ensure that it accurately represents the intended
process. The process typically starts on the left side and flows to
the right (1).

10
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» With any set of shapes, including a legend (2) is a useful tool to explain to the reader which shapes represent the various
elements of the project.

4. Link items and insert additional details (dates, title, legend, EREETEEErTETEEIS

Ble Edt Yiew Insert Format Tools SideShow Window Help

etc.) D HEUERY|sBRS|v-o- [BOBR[Fasm o - DuRbEge s 35
arial - - Bz us|EESEE A =S A Eoen Tuewsios

» Once the sequence of events is established, the boxes and
diamonds can be linked with the use of lines of arrows.

» On the Drawing toolbar, click on Line or Arrow icon (1). On
the workspace, click on the location where the line or arrow
should begin and drag to the location where it should end

(2). Another option involves using Connectors. On the |:| i
Drawing toolbar, click AutoShapes, followed by
Connectors, and select one of the options. Then repeat wwm) Q Decision
the process outlined above (in this case, connecting points Bl
on the rectangles and diamonds will appear to guide the 3
process).
» Using Text Boxes, additional information can be added to 1 [~
the workspace, such as Start and Finish dates for each %%%xux
item, and a title for the project (3). To create a Text Box, on % s o N
the Drawing toolbar, click on the Text Box icon. - ——
Adjustments can be made using the same process outlined o cdows
above for rectangles and diamonds. Gz = P — -
orow~ [T fagsshapes - [ R T OB Al B & - Z-A-=S=2BE L%,

11
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5. Review

» Once completed, ask whether a logical sequence of events has been captured/is represented. It may be necessary to adjust
the location and content of the various items.

6. Publish

» In order to retain the formatting specifications set in PowerPoint, it is best to share the diagram as a PowerPoint file. If there
is a need to paste the diagram into a MS Word document, one useful tool involves the Window’s Print Screen option. In
PowerPoint, select the Slide Show option by selecting Slide Show on the View menu, or simply press F5. With the diagram
on the full screen, press Alt + PrtSc, then open Microsoft Word and paste the diagram in the desired location.

[note to self: A nice feature of Visio is that copying the contents into Word maintains the formatting specifications. With
PowerPoint, the diagram usually requires additional formatting in Word (unless you use the print screen option)].

r
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Glossary

Glossary
The following terms are commonly used in MS Project.

Outline A hierarchical structure for a project that shows how some
tasks fit within broader groupings. In Project, subtasks are
indented under summary tasks. The Outline structure helps to
organise tasks into summary tasks and subtasks.

Summary A task that is made up of subtasks and summarises those

task subtasks. Use outlining to create summary tasks. Project
automatically determines summary task information [such as
duration and cost] by using information from the subtasks.

Indenting Moving a task to a lower outline level [to the right] in the Task
Name field. When you indent a task, it becomes a subtask of
the nearest preceding task at a higher outline level.

Outdenting Moving a task to a higher outline level [to the left] in the Task
Name field.
Duration The total span of active working time that is required to

complete a task. This is generally the amount of working time
from the start to finish of a task, as defined by the project and
resource calendar.

Elapsed The amount of time that a task will take to finish, based on a

duration 24-hour day and a 7-day week, including holidays and other
nonworking days. For example: emin = elapsed minute, ehr =
elapsed hour, eday = elapsed day, ewk = elapsed week.)
instead. This method schedules a task's duration across both
working and nonworking time. For example, if you enter an
elapsed duration for the task "Allow for concrete to cure," which
is expected to take 48 hours, the task can start on Friday and
be completed by Monday, even if Saturday and Sunday are
nonworking time.

Estimated A duration for which you have only enough information to

duration determine a tentative value. So that its status is clearly visible,
an estimated duration is clearly marked by a question mark
immediately following the duration unit.

Linking In a project, establishing a dependency between tasks. Linking
tasks defines a dependency between their start and finish
dates. In OLE, establishing a connection between programs so
that data in one document is updated when it changes in
another.

13



Glossary

Task A relationship between two linked tasks; linked by a

dependencies dependency between their finish and start dates. There are
four kinds of task dependencies: Finish-to-start[FS], Start-to-
start [SS], Finish-to-finish [FF], and Start-to-finish [SF].

Milestone A reference point marking a major event in a project and used
to monitor the project's progress. Any task with zero duration is
automatically displayed as a milestone; you can also mark any
other task of any duration as a milestone.

14
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