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Gantt Chart Purpose

Technical communicators and project managers use Gantt charts to monitor the progress of tasks within
projects. This type of chart is helpful because it displays the schedule of tasks and the expected timeline for
each task. As tasks and time frames change during a project, the user can easily adjust a chart to reflect the
updated schedule of tasks.

Users type information in Microsoft Excel, and then use that spreadsheet's chart options to build the Gantt
chart. The finished product shows individual tasks listed on a y-axis with duration bars displayed beside each
task. The chart helps project participants visualize the schedule and expectations.
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Create a Spreadsheet for Data

Use the following steps to create a spreadsheet for project data.

1
2
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Open Microsoft Excel.

Create four columns with the following headings:

Task Start Date End Date Duration

In the Task column, type the name of each task you want represented in the chart.
In the Start Date column, type the date each task starts.
In the End Date column, type the date each task ends.

In the Duration column, type the number of days for the length of each task.

Tip: Use an Excel formula to calculate the duration information by subtracting the start date
from the end date.
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Create a Stacked Bar Chart

Use the following steps to convert your spreadsheet into a stacked bar chart.
1 Open the spreadsheet that contains your data.

2 Select the cells that show the range of start dates.

IEJ Document Update Schedule
A B fS: D E

1 |Task Start Date |End Date Duration
2 |Gathering details 10/6 10/15 9
3 | Sharing documentation plan 1047 10/10 4
4 |Presenting questions to SME 10/10 10/14 5
5 |Creating first draft 10413 10/21 9
& Requesting SME review 10421 10/27 7
7 Applying edits 10,?23_ 10/31 4
g

9

Note: Do not select the entire column.

3 While the start date cells are selected, use the toolbar to insert a stacked bar chart.
a From the toolbar, click the Insert tab.

b Select the Bar > 2-D Bar > stacked bar image.

Home Insert Page layout Formulas Data Review View Acrobat
: 3 [ y& 0 - —= ti— g
ST RS al A - i 6 B2 M [
Table Pictute Clip Shapes Smartart Saeenshot Column  Line Pie Bar Area Scatter Other Une Column WinA
Art - . . . . - - Charts ~
5 Bustrations . 2-DBa Il Sparkiines
81 v £ Start Date . - —
ocument Update Schedule
— . 3.0 Bar
A B8 C D = Stacked Bar
Task Start Date |End Date Duration == ~. Compare the contribution of each
(Gathering details 10/ 10/15 < - ‘ﬁ-_ﬂ value to a total across categories
_ _ by using horizontal rectangles
Sharing documentation plan 1 10/10 4 Cylinder
Presenting questions to SME 10/, 10/14 S = |1 - if;::::;‘:";: ;:":"): :;::'l;: e
[Creating first draft 10/13 10/21 < - ‘ il categorytextis very long
Requesting SME review 1 10/27 7 —_—
lApplying edits 10, 10/31 4 Cone
=l d | i
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The spreadsheet displays a bar chart.

EJJ Docurment Update Schedule

A B L=
1 Task Start Date _End Date
2 Gathering details 10/15
3 Sharing documentation plan 10/10
4 Presenting guestions ta SME 10714
5 Creating first draft
& Reguesting SME review
7 2pplying edits
B 5
=l
10 4
11
12 3
13
14 2
15
16 1
17 |
18 9727 02
19

D
Duration
9
4
5
Start Date
10/7 10712 10717

10/22

10727

= Start Date
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Add Data and Descriptions to the Chart

Use the following steps to adjust the data in the bar chart.

1 Click within the chart to select it, and then right-click to choose Select Data.

Il]lm',-—uw Ipdate Seredule &
A ! B | C D E E G H i Copy
1 Task .Sl.ul Date .End Date  Duralion ., Paste Oplioms:
2 Gathering details 1076 10/15 )
3 Shanng documentation plan | 10/7| 10/10 4 .
d Presenting questions to SME | i1 Al - Mgtk
5 Creating first draft A
& Requesting SME review Ll Start mte il Changs Chat Tpe
7 Applying edits "1 Telect Dinkn
: 5 __ ] B et
10 + .
1
12 s I ——
13 . T
12 : I £stign Mg
15
18 : I = ComatCnatars
2 On the Select Data Source window, click Add.
Select Data Source [~ % |=3a]
Chart datarange: | SELEatiElFEEIFIS e
.~ | = [ Y
( 7] switch Row/Column ] 31
Legend Entries {Series) Horizonkal (Category) Axis Labels
23 add [ 7 Edit H * Remave ] alw l 7 Edit ]
Start Dakte 1
2
3
4
]
Hidden and Empty Cells ] [ K ] [ Cancel

The Edit Series window opens.

Edit Series =<

Seties name:

| ERs| Select Range
Series values:

=1} & =1

| ok || cancl
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3 For Series name, type Duration.
4 For Series values, click the Select Range icon.

A dialog box opens for the Series values field.

M Start Date

M Duration

Edit Series

9/22 927 10/2 10/7 10/12 10/17 10/22 10/27 11/1

5 With the dialog box open, select the data within the Duration column.
a Inthe Duration column, click the uppermost cell containing data.

b While the first cell is selected, move the cursor down the column to select all the cells with
duration data.

Note: Do not select the column header or extra cells.

6 Click the Select Range icon to confirm the selection.

] Document Update Schedule
‘ A . B c | o | E

1 Task Start Date End Date Duration |

2 Gathering details 10/6 10/15} 9}

3 Sharing documentation plan 10/7 10/105 45

4 Presenting questions to SME 10/10 10/14} 5}

5 Creating first draft 10/13 10/ 215 95

6 Requesting SME review 10/21 10/27} 7

7 Applying edits 10/28 10/31;‘““_5‘;

8

= I

1(1) 6 Edit Series EG_— L2 [
12| | || | =Sheet1!$D$2:$D$7
13
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7 Click OK.

Edit Series 2
Series name:
‘Duraﬁon = Duration
!l Series values:
' =Sheet11$D$2:$0$7] =9,4,5,9,7,..
ok Jf[ concel ]

The Select Data Source window opens, and the Legend Entries (Series) area lists Duration.

Select Data Source m

Chart data range: |

=
The data range is too complex to be displayed. If a new range is selected, it will replace all of the series in the Series
panel.

| J/JE_ . .l'j':Lst-:h Row/Column | _i\];

Legend Entries (Series) ) Harizontal (Category) Axis Labels
| Sadd || Fedt || Xremowe IE]L | Hedt |
Start Date
Durafion

[ »

W o W R e
m

Hidden and Empty Cells

8 Click OK.

The bar chart displays data for the Start Date and Duration.

M Start Date

B Duration

9/17 927 10/7 10/17 10/27 11f6
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9 Click within the chart to select it, and then right-click to choose Select Data.

10 Click Start Date to select it, and then click Edit in the Horizontal (Category) Axis Labels section.

Select Data Source M
Chart data range:
DT::.ala range is too complex to be displayed. If a new range is selected, it will replace all of the series in the Series
J E—] J-_ tch Row [Calumn ]\ L
Legend Entries (Series) :—!orizontal (Category) Axis Labels

st || Kpemove | « [ ]| | es

L I N T

| Hidden and Empty Cels | ok | [ Coned |

The Axis Labels window opens.

Bxis Labels 2 ==
Axis label range: _
| Select Range

[ OK ][ Cancel ]

11 With the dialog box open, select the cells containing task descriptions.
a In the Tasks column, click the uppermost cell containing data.

b While the first cell is selected, move the cursor down the column to select all the cells with
task descriptions.

Note: Do not select the column header or extra cells.

A 8 (o D

L —— UL L UL L
2 !Gathering details ! 10/6 10/15 9
3 is.harlngdnwmentatlnnplan E 10/7 10/10 4
4 Presenting questions to SME ! 10/10 10/14 5
5 iCreating first draft . 10/13 10/21 9
6 Reguesting SME review H 10/21 10/27 7
7 \spplyingedits ] 10/28 10/31 4
8

; A Labels [ ==
10 A fyxis label range:

1| mShest11$A$2:$47] = Gathering dta. .,
12 Requestin E][ Cancel l
13
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12 Click OK to close the Axis Labels window.
13 Click OK to close the Select Data Source window.
14 Delete the legend area from the chart.
a Within the chart, click the legend area to select it.

b Right-click, and then select Delete.

Calibri(E~ 10 ~ A" A" Legend -
jIStartDateB IEEZA-2-2Z2-F
( e

B Duration L
O |

Delete

&9 Reset to Match Style

Font...

1'I|I[

A
ih Change Chart Type...
G

D/7 10/17 10/27 11/6 Select Data...

@ Format Legend...
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Transform the Bar Chart into a Gantt Chart

Use the following steps to transform the bar chart into a Gantt chart.
1 Click within the chart to select the bars.

2 Rick-click, and then select Format Data Series.

1

Applying edits )

4

Il

A~ A" Series “Start Da >
A-D-Z-

Requesting SME review )
Creating first draft

Q

Presenting questions to SME 3

Sharing documentation plan :

Delete

Reset to Match Style

Change Series Chart Type...
Select Data...

Add Data Labels

Date

tion

Gathering details :

Format Data Series...

9/17 9/27 10/7

10/17 10/27 11/6

The Format Data Series window opens.

Format Data Series [ ? 22
r ¥ - - -
| Series Options Series Options
Fill Series Qverlap
Separated Overlapped
Border Color G
Border Styles 100%
Shadow Gap Width
Glow and Soft Edges NoGap . U Large Gap
3-D Format 150% |
Plot Series On
@ Primary Axis
) Secondary Axis

3 From the left menu, click Fill.
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4

In the Fill panel, select No fill.

Format Data Series

. . -
Series Options Eill
| Fill @ No fill
Border Color "‘::' Solid fil
4 I () Gradient fil

Border Styles () Picture or texture fil
| Shadow ) Pattern fill

Glow and Soft Edges O Aytomatic

] Invertif negative
3-D Format

5 While the Format Data Series window is open, click on the task description area within the chart.

6

The Format Axis window opens.

[l X

Position .
(7) On tick marks
@ Between tick marks

Format Axis - - .-
Axis Options Axis Options
Number Interval between tick marks: |1
Fill Interval between labels: .
@ Automatic
Line Color ) Specify interval unit: |1
Line Style Categories in reverse order
Shadowe Label distance from axis: 100
, and Soft Edges

In the Axis Options panel, select Categories in reverse order.
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7 Click Close to save.

The Gantt chart displays the schedule of tasks.

10/6 10/11 10/16 l0/21 10/26 10431 115

Gathering detaik

Sharing documentation plan

Presenting guestionsto SME

Creating first draft

Requesting SME review

Applying edits q
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