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Installing OnePager Express 
1) The OnePager Express installation is contained in a single zip file.  Install OnePager Express 

by double-clicking on setup.exe in this file and following the instructions of the installation 
wizard. 

2) OnePager Express requires Windows XP running the Microsoft .NET Framework 2.0.   If 
.NET 2.0 is not present on your computer, setup.exe will tell you how to perform the free 
download from Microsoft, after which you should click “Run” to install it.   Installing Microsoft 
.NET 2.0 will not affect applications on your computer that use different versions of .NET. 

Uninstalling OnePager Express 
3) If you want remove the OnePager Express installation from your computer, go to the 

Windows Control Panel and look for “Add or Remove Programs”.   Double-click this icon and 
wait for Windows to display a list of all your installed applications.   Scroll down the 

alphabetical list until you find the following entry:  Click on this item and then click 
on the “Remove” button.  OnePager Express will be uninstalled from your computer so that it 
no longer appears when Microsoft Excel is launched. 

Activating Your OnePager Express License 
4) OnePager Pro is an add-in to Microsoft Project, which automatically displays the OnePager 

Pro toolbar once OnePager Pro is installed.   That toolbar looks like this: 
 

 
 

a) To activate your license, click on the “OnePager Pro” button.   This brings up the 
OnePager Pro choices form shown below: 
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b) Click on Licensing� Get Standard License.    This brings up the licensing form: 
 

 
 
c) Copy the Installation Code and enter it at the support website give above or email it to 

support@chroniclegraphics.com.    Enter the license key obtained from the website or 
received by email from Chronicle Graphics.   To complete the activation, press “Activate 
License” above and then “Finish Activation” at the website. 
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Getting Started 
1) OnePager Express is an add-in to Microsoft Excel, which automatically displays the 

OnePager Express toolbar once OnePager Express is installed.   That toolbar looks like this: 
 

 
 

2) Before you launch OnePager Express, however, you must have certain scheduling columns 
in your Microsoft Excel file.    There is a lot of flexibility in how these columns can be named, 
but a typical example is shown below.   All of the columns except for “Duration” are used by 
OnePager Express to generate the graph.   The only mandatory columns are Start, Finish, 
and Name.   In this example, however, we are using 
a) ID column to give each task or milestone a unique identifier.   This if very useful and is 

highly recommended.  It helps the software keep track of tasks as the schedule changes 
over time.   (You can use ID numbers such as 3.1, 3.2, etc if you later want to insert tasks 
between existing tasks). 

b) Percent Complete column to indicate progress on each task 
c) Color column to define a color scheme and legend for the graph. 
 

3) Another optional but useful field is the one labeled “Flag20.”  This column allows us to select 
which tasks and milestones to graph.   Put a “Yes” in this column for any project task that you 
want to graph in OnePager.   Only these tasks will show up in the graph.  
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The following table describes column-heading types that OnePager Express uses and shows 
variations on the heading titles that it will accept.   Also note that it shows that three of the column 
heading types must always be present: name, start, and finish. 
 

Column 
heading 
type 

ID Start Finish Name Flag Color 
Percent 

Complete 
Baseline 

Start 
Baseline 

Finish 
Must be 
present? No Yes Yes Yes No No No No No 

 
Recognized 
column-
heading 
titles for 
each type 

 
ID, Index, 
Count, 
Number, 
No., 
Identifier, 
Task ID, 
Task 
Number, 
Task No, 
Item ID, 
Item 
Number, 
Item No, 
Unique ID 

 
When, 
Start, 
Begin, 
Start 
Time, 
Start 
Date, 
Begin 
Time, 
Begin 
Date 

 
Finish, 
End, 
Stop, 
Finish 
Time, 
Finish 
Date, 
End 
Time, 
End 
Date, 
Stop 
Time, 
Stop 
Date, 
Complete 
Date, 
Complete 
Time 

 
What, 
Name, 
Task, 
Item, 
Milestone, 
Description, 
Title, 
Task Name, 
Task 
Description, 
Task Title, 
Item Name, 
Item 
Description, 
Item Title, 
Milestone 
Name, 
Milestone 
Description, 
Milestone 
Title, 
Topic, 
Agenda 
Item, 
Question, 
Issue, 
Matter, 
Defect, 
Problem 

 
Flag 
Flag1 
Flag2 
Flag3 
Flag4 
Flag5 
Flag6 
Flag7 
Flag8 
Flag9 
Flag10 
Flag11 
Flag12 
Flag13 
Flag14 
Flag15 
Flag16 
Flag17 
Flag18 
Flag19 
Flag20 

 
Who, 
Owner, 
Person, 
Company, 
Assignee, 
Assigned, 
Resource,  
Group, 
Grouping, 
Category,  
Class, 
Type, 
Key, 
Department, 
Grade, 
Level, 
Rank, 
Section, 
Tier,  
Color, 
Legend 
 
 

 
PercentComplete, 
Percent Complete, 
%Complete, 
Pct Complete, 
Complete, 
Completion 
Percent, 
%Comp, %Done, 
%Finished, 
%, 
 

 

 
Baseline Start, 
Baseline 
Begin, 
Base Start, 
Base Begin, 
Baseline Start 
Date, 
Baseline Start 
Time 

 
Baseline 
Finish, 
Baseline 
End, 
Baseline 
Stop, 
Base 
Finish, 
Base End, 
Base Stop, 
Baseline 
Finish Date, 
Baseline 
Finish Time 
 

 
 
4) Now that we have created and filled some columns in the Microsoft Excel grid, it’s time to 

launch OnePager Express and make a 1-page schedule graph of all the tasks with “Yes” in 
the flag column and using colors mapped to the words in the “Colors” column.  To do this, 
click on the “OnePager Express” button on the toolbar, which brings up the OnePager 
Choices form: 
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5) This input form asks you make a few choices before you build the graph 
 

a) Task Selection:  Either click the “Select all tasks” checkbox to graph everything or select 
the flag column that you just defined in Excel.  The latter approach gives you fine-grained 
control over what gets graphed. 

 
b) Project:  This is OnePager’s identifier for each project you are reporting on.  Later on, you 

can import updated schedules for the same project.  These updates are connected to 
each other by having the same project name and are distinguished from each other by 
having different Snapshot Dates (see below).   Each project is automatically associated 
with a default Binder (see below) that stores colors, titles, legends, font sizes and other 
presentation attributes that are saved so that you can give related graphs a consistent 
look. 

 
c) Launch Mode:   This is actually grayed-out when you create the first binder for a new 

project, so we’ll come back to this important set of radio buttons later. 
 

d) Snapshot Date:  This is the status date or version date of the schedule data that you are 
graphing for a project.  It lets you keep track of how schedules change as the project 
progresses.   Later on, you can graph updated or “what-if” versions of your schedule by 
giving each one the same project name but a different Snapshot Date.  If you enter a 
Snapshot Date that already exists for a project, you will be give options to  overwrite the 
existing schedule with your current data (see below).    Note that OnePager Express is 
read-only with respect to Microsoft Excel. Nothing you do in OnePager Express can 
change your Microsoft Excel data. 
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6) To get started, press “New Binder” to import your selected data into OnePager Express and 
create a graph from it.   After a few moments you will see the graph on a screen that looks 
like this: 

 

 
 

7) People generally want to experiment a little now with their Excel data, since it rarely looks the 
way they expected.   To do this you need to relaunch OnePager Express, yielding a form that 
looks like this: 
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Notice that the “Launch mode” choices are no longer grayed out.  These launch-mode radio 
buttons deserve some attention because they give you a lot of flexibility in creating, 
modifying, and viewing your graphs.   When you first start, they will be grayed-out because 
your only option is to create your first binder.  However, these options will all become 
available to you once you have made your first binder.   Here’s a quick summary of how the 
launch mode works: 

 
a) New binder:  This will import the current data to produce another new binder.  You will 

typically experiment by changing your data and generating several binders in the process 
of getting things to look the way you want.  So after you have built your first binder, you 
should change a few things in your Microsoft Project data and press the “New binder 
(another)” button.   You can do this over and over again.    Later you can easily go back 
and remove the draft binders you have been creating. 

 
b) New snapshot:   A week or so after you have made your first binder for a project, you will 

probably need to produce an updated view of the schedule.  This is where snapshots 
come in.  Pressing the “New snapshot” radio button changes the “New binder” button into 
the “New snapshot” button, which lets you import data to produce a new snapshot of your 
project.   Then it will present the binder to you for viewing.  Each snapshot is identified by 
its snapshot date.   

 
c) View binder:   This option does not import any data at all.  It simply lets you view the 

default binder for the specified project in OnePager Pro.   Once you have viewed the 
default binder, you can close it and view other binders. 

 
8) Sooner or later, most users edit the font sizes in the binder to optimize readability.  To do this, 

select all the shapes that you want to work on by holding down the Control key while clicking 
with the mouse or by dragging a selection rectangle around a group of shapes: 
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9)   The screen now looks like this, where the selected shapes are outlined in green: 
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10) Now click on the “Increase Font Size” button on the toolbar shown below or the “Decrease 

Font Size” button next to it: 
 

 
 

Adjust the font sizes with these two buttons until you are satisfied.  The graph will now look 
something like this: 
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11) Save the edited Binder by pressing the Save icon  on the toolbar. 
 
12) Finally copy the graph to the Windows clipboard by pressing the “Copy to Clipboard” icon  

 on the toolbar.   Then paste the graph into a PowerPoint slide, which gives the result 
shown below: 
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13) That’s it! You have now created a professional 1-page schedule summary from a Microsoft 

Excel schedule and have copied it into a PowerPoint presentation.   You can also print the 
graph by selecting File…Print.   OnePager Express has other features that let you move 
tasks vertically to different “swimlanes,” change the number of swimlanes, add swimlane 
titles, show dependencies among tasks, change task colors, hide tasks, and add floating 
comment boxes.  To learn more about these useful features, read about the specific 
workflows in the OnePager Express User Guide. 

 
 

Trademark Information 
Microsoft, Microsoft Office, Microsoft Office Project, Microsoft Office Visio, and Microsoft Office 
Excel are registered trademarks of Microsoft Corporation.  Chronicle Graphics, “Rich Project 
Timeline”, and “Tell Your Project Story” are trademarks of Chronicle Graphics, Inc.   TimeArrow 
and OnePager are registered trademarks of Chronicle Graphics, Inc. 


