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Installing OnePager Express

1)

2)

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.

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: /¥ OnePager 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 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:

BlueGras

— Haome Insert Page Layout Formulas Data Review View Add-Ins

OnePager Express - IE_E Snagit E|' Window =

f'-" OnePager Express... }3‘:‘* Profiles...

Menu Commands Custom Toolbars

a) To activate your license, click on the “OnePager Express” button. This brings up the
OnePager Express choices form shown below:
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;¥ OnePager® choices (Single Project - Medifiable) ﬁ

Profile Choice  Help

To create a new project view, choose a task-selection flag and a snapshot
date. Then press the large button. Alternatively, open an existing project
view by selecting it fram the list and pressing the large button.

Project view

BlueGrass Project 2J-303 -

Task selection
[7] Select all tasks

Selecttasks with YES'in flag field: | Show It -

Snapshotdate  4/21/2008 B~

Show column mappings

Cancel [ Next > ]

he

b) Click on Help Get Standard License. This brings up the licensing form:

+% OnePager® Pro license form b |l

To activate OnePager® Pro, please email the installation code to
licenses@chroniclegraphics.com, so we can email the license key

to you.

When you receive the license key from us, paste it into the license-
key box below and press the Activate License button.

Installation code: JeDgeffow2+Iviucv}ca+(—

License key: [Faste license key Here]

Activate License ] [ Close ]
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c) Copy the Installation Code and enter it at the website under “Support” or email it to
licenses@chroniclegraphics.com. Enter the license key received by email from
Chronicle Graphics. To complete the activation, press “Activate License” above.
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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:

ﬁ'ﬂg J

Home Insert Page Layout Formulas Data Review View Add-Ins

OnePager Express - E_E Snagit E]' Window -
;'3 OnePager Express.. iév:f:_‘:F'rnfiles...

Menu Commands Custom Toolbars

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. The only mandatory columns are columns
representing Start, Finish, and Name. In this example, however, we are also including two
optional columns:

a) A category column (“Resource Names”) that we will use to assign colors to tasks
b) A selection column (“Show It”) that we will use to choose which tasks to graph.

ros P 23-30 \
Home Insert Page Layout Formulas Data Review WView Add-Ins
3 °$ L Calibri = = =| =" Wrap Text General
53 Copy
Fate # Format Painter ||| B 7 = = = Ea Merge & Center - ||| § ~ % » ||*
Clipboard P Alignment P MNumber
| L8 ~ [
B D E F H
1 Task name Start Date Finish Date Show It Resource
2 |Project Charter Approved 12/13/2007 12/13/2007 Yes Prime
3 |Assemble Resources 11/12/2007 12/12/2007 Yes Prime
4 |Mechanical Engineers 11/12/2007 11/16/2007 No Prime
5 |Electrical Engineers 11/19/2007 12/4/2007 Mo Prime
6 |System Engineers 12/5/2007 12/12/2007 No Prime
7 |Create Working Plans 12/13/2007 2/4/2008 Yes Prime
2 |Phase 1 Estimation 12/13/2007 1/29/2008 Mo Prime
9 Slider 12/13/2007 12/19/2007 No General
10 |Plate movement 12/13/2007 12/17/2007 Mo General
11 |Centrifugal barrier 12/1&8/2007 12/26/2007 Yes General
12 |D'Souza perimeter 12/13/2007 12/24/2007 Yes General
13 |O-Ring assembly 12/25/2007 12/27/2007 No General
14 |Cryogenic insulation 12/28/2007 1/29/2008 Mo General
15 Thermal resistance shield 12/18/2007 12/27/2007 No General
16 |Phase 2 Estimation 12/20/2007 2/4/2008 No Prime
17 |Rotor 12/20/2007 12/21/2007 No General
18 |Crane 12/20/2007 12/21/2007 No General
19 |Smackover 12/20/2007 12/26/2007 No General
20 |Creosote 12/20/2007 2/4/2008 No General

The following table describes column-heading types that OnePager Express uses and shows
variations on the heading titles that it will recognize. It is not mandatory that you used these
column names, since OnePager Express gives you a chance to choose the actual Excel columns
that it will employ. However, using these names will speed things up because it will help
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OnePager Express make reasonable guesses on which columns to use as its default selections.
Also note that it shows that three of the column heading types must always be present: name,
start, and finish.
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o Finis Percent Baseline sl
heading ID Start Name | Flag | Category e
type h Complete Start -
Finish
mzzteg?? No Yes Yes Yes No No No No No
Recognize ID, When | Finish, What, Flag, Who, PercentComplete, | Baseline Baseline
d column- Index, ) End, Name, Includ | Owner, E‘e)rrﬁ;'gte Start, Finish,
heading Count, Start, | Stop, Task, eSele | pgrson, %Complete, Baseline Baseline
titles for Number, | Begin, | Finish Item, |crt1c| Company, | PctComplete, Begin, End,
each type No., Start | Time, Milestone, | gg)’ Assignee, ggmg::;ﬁm Base Start, Baseline
Identifier, | Time, Finish Description | piot, Assigned, Percent, Base Begin, Stop,
Task ID, Start Date, , Graph, | Resource, zfoc_omp: %Done, | Baseline Base
Task Date, | End Title, Show, | Group, seFinished, Start Date, Finish,
Number, | Begin | Time, Task Use Grouping, ' Baseline Base End,
Task No, | Time, | End Name, Category, Start Time Base Stop,
Item ID, Begin | Date, Task Class, Baseline
Item Date Stop Description Type, Finish
Number, Time, , Key, Date,
Item No, Stop Task Title, Department, Baseline
Unique Date, Item Grade, Finish
ID g;tzplele Name, Level, Time
Comblete ltem Lo Ranl_('
Time Description Section,
, Tier,
Item Title, Color,
Milestone Legend
Name,
Milestone
Description
Milestone
Title,
Topic,
Agenda
Item,
Question,
Issue,
Matter,
Defect,
Problem

3) To launch OnePager Express and make a graph, click on the “OnePager Express” button on
the toolbar, which brings up the OnePager Express choices form:
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;¥ OnePager® choices (Single Project - Medifiable) l&]

Profile Choice  Help

To create a new project view, choose a task-selection flag and a snapshot
date. Then press the large button. Alternatively, open an existing project
view by selecting it fram the list and pressing the large button.

Project view

BlueGrass Project 2J-303 -

Task selection

Select all tasks
Selecttasks with YES'in flag field: | Show It -
Snapshotdate  4/21/2008 B~

| Show column mappings

Cancel | Mt = ]

4) This form asks you to confirm a few things before you build the graph. It will make good
guesses for each of these choices, but you can change any of them:

a) Projectview: This is the identifier for the graph that you are making and defaults to the
name of the project in Microsoft Excel. For each project view that you create, OnePager
remembers colors, titles, legends, font sizes and all other graph attributes so that your
work is saved for future use. Later, you can update the project view with a snapshot of
how the project looks on a different date. Then you can browse through the snapshots
to see how the project is changing over time.

b) Task Selection: This is how you tell OnePager Express which tasks to include in the
project view. Either click the “Select all tasks” checkbox to graph everything or choose a
column in Microsoft Excel. This column should have “Yes” for those tasks you want to
graph and “No” (or blank) for those columns you want to exclude. You can make several
project views from a single project in Microsoft Excel, each using a different flag column.

c) Snapshot Date: This is the date of the report and lets you keep track of how schedules
change as the time goes by. Each project view can have several snapshots. If you
enter a snapshot date that already exists in the project view, you can add, delete, or
modify tasks in an existing snapshot. Note that OnePager is read-only with respect to
Microsoft Excel. Nothing you do in OnePager can change your Microsoft Excel data.

d) Profile Choice: The current user profile determines how the initial graph looks.
OnePager Express ships with several default User Profiles, but you can also customize
your own User Profiles. To choose which User Profile to use in building your project
view, click on the “Profile Choice” menu item. For now, we will just stick with the default
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profile entitled “Single Project — Modifiable,” but you can always use a different profile to
get a different type of graph.

5) To confirm the Excel columns that will be used to create your graph, make sure the checkbox
“Show column mappings” is checked and press “Next > " button. The following information
appears:

This form shows the guesses that OnePager Express has made about which Excel columns
you want to use for your graph. At this point, you could adjust these guesses to make sure
that OnePager uses the columns that you want it to use. But in the case shown above, it
has made good guesses, so we move on to the next step.
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The big step is to press the “Create new project view” button, which results in the graph
shown below:

Note that each task or milestone has been color-coded based on the value in the resource-
name column, as is detailed in the legend. The legend contains an optional diagram near
the bottom, explaining that the yellow bars inside the Gantt bars represent percent complete
extracted from Microsoft Excel. It also explains that the red bars are the “critical segments”
that show how the critical path intersects each Gantt bar. Both percent complete and critical
path information come from Microsoft Excel columns that you can specify in the user profile.
The user profile that is active when you press the “Create new project view” button is the
template for how things look in the new project view.

Once they see the OnePager graphics, people often want to change their Microsoft Excel
data since the graph can show problems that were not obvious beforehand. To do this, save
the project view, make the changes to Microsoft Excel and relaunch OnePager Express,
yielding a choices form that looks like this:
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Notice that the “Snapshot mode” radio buttons now give you two choices:

a) Open: This lets you open an existing project view, where you can change its
appearance, print it, or send it to other people. No data is imported from Microsoft
Project under this choice.

b) New/Replace: This lets you create a new snapshot, showing how the project view looks
on a different date. It also lets you replace tasks or add tasks that you did not previously
have in the project view. When you select “New/Replace,” you will be importing data
from Microsoft Excel. If you click on the “New/Replace” button, you see an expanded set
of choices:
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Since the snapshot date (4/25/2008) already exists for this project view, OnePager
Express assumes that you want to replace that snapshot with data from whatever project
is currently active in Microsoft Excel. The “Replace mode” options let you control
whether to just replace the task dates or to replace all properties. When you replace
dates, you also replace quantities such as percent complete and critical path. But you
do not, for example, replace the task names or the values from the Resource Names
column.

Rather than replacing an existing snapshot, you can also create a new snapshot to see

how the project is changing over time. To do this, enter a snapshot date that is not
already in the project view, as is shown below.

"4 11$% & ' ( ) ) *+



To see which snapshot dates already exist, hover the mouse cursor over the snapshot-
date box to see a list of the existing dates. You can also see this list under
File Delete/edit snapshots on the main menu.
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With a new snapshot date entered, the form now simplifies and shows that the snapshot
mode is now “New”:

Pressing the large “New” button at the bottom of the form creates a new snapshot for the
project view, showing how the project changed between April 25 and April 21. The
project view opens at the new snapshot. Note that the color, fonts, title, and swimlane
assignments are consistent between the two snapshots:
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You can navigate back and forth between the two snapshots in the project view by using
the snapshot forward/backward buttons on the toolbar:
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8) Sooner or later, most users edit the font sizes in the project view to optimize readability. To
do this, hold down the left mouse button and “drag” a selection box that encloses many
markers at once:

When you release the mouse, the enclosed markers will all be outlined in green to indicate that
they have been selected:
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9) Now click on the “Increase Font Size” button on the toolbar shown below:

Adjust the font sizes until you are satisfied. The project view will now look something like
this:
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Repeating this operation for the remaining markers (we could have done “Select All” and
done it all at once!), we obtain a project view with larger fonts on all the markers:
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10) Another common editing task is to move the task names from their current position, centered
on the marker, to a position left or right of the marker. To do this, select a set of shapes as
before, but this time click on one of the text-positioning buttons on the toolbar:

Doing this operation on several batches of markers results in the following edited project
view. (We have also dragged the legend to a new position and have adjusted some of its
font sizes and those of the dates along the time axis).
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11) Save the edited project view by pressing the save icon on the toolbar. All of the font-size
changes, text-position edits, and the new legend position are now saved in the OnePager
database in case you need to update this project view with new data at a later date.

12) Finally copy the current snapshot of the project view to the clipboard by pressing the “Copy to

Clipboard” icon on the toolbar. Then paste the graph into a PowerPoint slide, as shown
below:
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13) That's it! You have now created a professional 1-page schedule summary from a complex
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, add
floating comment boxes, and standardize on graph styles across organizations. To learn
more about these features, read about the specific workflows in the OnePager Express User
Guide.
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Trademark Information

Microsoft, Microsoft Office, Microsoft Office Excel, 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.
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