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Installing OnePager Pro

1)

2)

The OnePager Pro installation is contained in a single zip file. Install OnePager Pro by
double-clicking on setup.exe in this file and following the instructions of the installation
wizard.

OnePager Pro requires Windows XP, Windows Vista, or Windows 7 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 Pro

3)

If you want remove the OnePager Pro 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 Pro will be uninstalled from your computer so that it no longer
appears when Microsoft Project is launched.

Activating Your OnePager Pro 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:
/< OnePager Pro 5% Profiles... _

a) To activate your license, click on the “OnePager Pro” button. This brings up the
OnePager Pro choices form shown below:

+% OnePager® choices (Single Project - Modifiable) lﬁ]
File  Profile Choice | Help
To create a new project y About... Ctrl+A
snapshotdate. Then pre . n
existing project view by = License Info Ctrl+1 rge
I:nut'h:nn.l ) | Get Standard License  Ctrl+L |
Project view |\‘\_\‘
o
e [ Obtain and activate your license J
Task selection

[7] Select all tasks

Select tasks with YES' in flag field: ’Flag 20 v\
Snapshotdate  4/25/2008 E~
Create new project view l [ Cancel ]
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b) Click on Help Get Standard License. This brings up the licensing form:

;¥ OnePager® Pro license form =NE—N

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

to you.

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

Installation code: JbDgeffow2+Iviucv(ea+(—

License key: [Paste license key Here]

Activate License ] [ Cloze ]

=y

by

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 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:

/% OnePager Pro i Profiles... _

2) Before you launch OnePager Pro, however, it is a good idea to unhide® one column in
Microsoft Project. This column allows you to control which tasks get graphed and to store
those choices in Microsoft Project for future use

3) To control which tasks get graphed, specify the flag column (e.g. Flagl, Flag2 ... Flag20) that
you wish to use. Unhide that column in Microsoft Project by right clicking in the column
header area and selecting “Insert Column”;

[= Microsoft Project - BlueGrass Project 2J-303.mpp IEI
@ File Edit VMiew Insert Format Tools Project Report  Collaborate  Window  Help
NEE - - zi = = & | Ne Group = :4’ ;;;' (7] ; ‘@ B 4 = Show-
i ;% OnePagerPro 3% Profiles... _
Prime
Task Name Duration Start Finish Resource Names
11
Cut Cell
1 Project Charter Approved 0 days| Mon 11M2/07| Won 11M12/07] m ® = 1
2 |E Assemble Resources 23days Mon 1112007 Wed 12112107 g == Copy Cell
3 Mechanical Engineers Sdays| Mon 1112407 Fri 11/186/07] Paste
4 Electrical Engineers. 12 days| Maon 111907 Tue 12/4/07| Paste Special...
5 System Engineers 5§ days Wed 1205007 Wed 12M12/07]
Insert Column...
6 |- Create Working Plans Plans Plans 32 days Thu 121307 Mon 2/4108 " b
4 T
7 - Phase 1 Estimation M days Thu 121307  Tue 1/29/08 A" Hide Column
8 Slider Sdays| Thu 121307 Wed 12/15/07|geE Font...
5 Plate movement 3days| Thu12M307 Mon 1217107 Text Styles...
10 i j Vi
Centrifugal barrier Tdays| Tue12M80F Wed 12/26/07] e
11 D'Souza perimeter gdays| Thu 12307 Mon 12/24/07]
| - 4] Sert by...
12 0-Ring assembhy Jdays Tue 12/25/07  Thu 12027/07|
13 Cryogenic insulation 23 days Fri 12/28/07 Tue 1/29/03 )

Then choose one of the flag columns (Flagl through Flag20):

! Note that when you unhide a column in MicrosoftjEet, that column may now appear in some of
Microsoft Project’s standard reports. Do nogftrto hide the column again before generating such
reports if you do not want the column to appeahose reports.

I #0$ % & & '( )
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Tell your project story
oro

e

Column Definition

Field name: | EEE I |~
Title: Flag17

Flag1s
Align tile:  [Flag1s
Align data:  [A=eEl
Free Sladk
Width: Group By Summary
GUID

| BestFit | | Ok | |

Give that flag column a convenient name such as “Graph in OnePager”.

s

Column Definition

Field name: |Flag|2|] |E|
Title: | Graph in GhePager |
Align title; |Center |E|
Align data: |F‘.ight |E|
Width: o =2 Header Text Wrapping

| BestFit || ok || Cancel |

Now put a “Yes” in this flag column for any task that you want to graph in OnePager Pro:

Start Finizh Graph in Resource Names
OnePager
KMon 1141207 Mon 1112007 Wes| Team 1
Mon 111207 Prime
Mon 111207 M@ 4 Prime
Mon 11/19/07 Tue 12/407 Mo Prime
Wed 12/5/07| Wed 12112407 Mo Prime
Thu 121307 Mon 2/4/08 Yes Prime

When making your first project view, we strongly re commend that you mark 50 or
fewer tasks with “Yes.”

Note that the example above has values in the Microsoft Project column entitled “Resource
Names.” By default, OnePager Pro uses Resource Names to assign colors to the tasks in
the graph. However, OnePager Pro has the flexibility to use just about any Microsoft Project
column to assign colors. To see this, click the “Profiles” button on the OnePager Pro toolbar.
Go to the “Swimlanes and Colors” tab and choose the column that you want to use. Then
click “Save and use” to make that profile the template for any new graphs that you create.
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5) To launch OnePager Pro and make a graph, click on the “OnePager Pro” button on the
toolbar, which brings up the OnePager Pro choices form:

6) 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)

b)

c)

Project view: This is the identifier for the graph that you are making and defaults to the
name of the project in Microsoft Project. 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
shapshot of how the project looks on a different date. Then you can browse through the
shapshots to see how the project is changing over time.

Task Selection: This is how you tell OnePager Pro which tasks to include in the project
view. Either click the “Select all tasks” checkbox to graph everything or choose a flag
column in Microsoft Project. You can make several project views from a single project in
Microsoft Project, each using a different flag column.

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 Project. Nothing you do in OnePager can change your Microsoft Project data.




d) Profile Choice: The current user profile determines which columns get imported from
Microsoft project and how the initial graph looks.  OnePager Pro 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 profile entitled “Single Project —
Modifiable,” but you can always use a different profile to get a different type of graph.

7) Press “Create new project view” to import your selected data into OnePager Pro and create a
graph (project view) from it. After a few moments you will see a screen that looks like this:



8)

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 Project. 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 Project 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 Project
data since the graph can show problems that were not obvious beforehand. To do this, save
the project view, make the changes to Microsoft Project and relaunch OnePager Pro, yielding
a choices form that looks like this:



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 Project. If you click on the “New/Replace” button, you see an expanded
set of choices:



Since the snapshot date (4/25/2008) already exists for this project view, OnePager Pro
assumes that you want to replace that snapshot with data from whatever project is
currently active in Microsoft Project. 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.

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.



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:



You can navigate back and forth between the two snapshots in the project view by using
the snapshot forward/backward buttons on the toolbar:



9) 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:



10) 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:



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:



11) 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).



12) 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.

13) 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:



14) That's it! You have now created a professional 1-page schedule summary from a complex
Microsoft Project schedule and have copied it into a PowerPoint presentation. You can also
print the graph by selecting File...Print. OnePager Pro has other features that let you move
tasks vertically to different “swimlanes,” change the number of swimlanes, add swimlane
tittes, 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 Pro User Guide.



Making a New Project View

After you have made your first project view following the steps above, it is easy to make
additional project views from the same Microsoft Project file.  To do this, simply re-launch
OnePager Pro from the Microsoft Project tool bar. When the OnePager choices form appears,
type a new name for a project view into the box at the top of the dropdown list, as shown below:

Confirm your choice of flag field and snapshot date. Then press the large button at the bottom of
the form to create the new project view.



Making Multi-Project Graphs

The example above dealt with the tasks and milestones of a single project. But one of the
strengths of OnePager Pro is its ability to create compact visual representations of multiple
projects. These could be several projects that belong to one program, or they could be several
projects and programs in an organization’s portfolio. Creating a multi-project graph is a simple
matter of using a different user profile to import data and create a new project view. To change
profiles, launch OnePager Pro as before, which brings up the form shown below:

This time, however, we have clicked on the “Profile Choice” menu item. The default out-of-the-
box profile is “Single Project — Modifiable,” which creates the standard single-project graph.
Instead we choose to use the profile named “Multiple Projects — Modifiable.” Making that choice
changes the form to have the multi-project profile name in the title bar, as is shown below:

If we now click the “Create new project view” button, we get a multi-project graph like the one
below.



This user profile organized tasks into “giant swimlanes,” one for each project®, with the projects
automatically determining the color of each milestone marker and setting swimlane titles. This
user profile has also represented each task by a milestone at its finish date.

We now change the representation of four of the milestones back into Gantt bars by right-clicking
on them and making the “Gantt Bar” selection shown below:

2 The default multi-project profile uses each task’s “ancestor” task at outline level 4 as the project name. You can edit the
ancestor level in the “Swimlanes and Colors” tab page of the user profile, but you must do this before importing the data
from Microsoft Project.



Right-clicking on the light-blue legend item lets you change that color to a dark blue on all
affected markers:



Changing text positions as before leads to the final result:

This graph can now be pasted into PowerPoint for delivery to the audience.

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.



