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Installing TimeArrow 
1) The TimeArrow® installation is contained in a single zip file.  Install TimeArrow by double-

clicking on setup.exe in this file and following the instructions of the installation wizard. 
2) TimeArrow 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 TimeArrow 
3) If you want remove the TimeArrow 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.  TimeArrow will be uninstalled from your computer, removing it from your 
desktop and from the Windows Start menu. 

A Word on Terminology (“Events” and “Markers”) 
4) TimeArrow displays different types of plans or occurrences that happen along a timeline: 

a) Project Tasks. 
b) Project Milestones. 
c) Headline Events.  These are occurrences that happen during project execution but that 

are not planned to happen on a specific date.   Sometimes these are surprises.   At other 
times these are risks that materialize on a certain date. 

 
In this Guide and in TimeArrow, rather than referring to the things we display along a timeline 
as “tasks, milestones, or headline events” we often simply refer to them generically as 
“events.”    So when you see the word “events” by itself, you should interpret it to mean 
“tasks, milestones, or headline events.” 
 

5) TimeArrow represents events (i.e. tasks, milestones, and headline events) along the timeline 
using various symbols such as Gantt rectangles, circles, triangles, etc.   In this Guide and in 
TimeArrow®, we often to refer to such shapes generically as “markers.”    So when you see 
the word “marker,” you should interpret it to mean “Gantt rectangle, circle, triangle, etc.” 

Importing Data from Microsoft Office Project 
1) TimeArrow® is a standalone desktop application which you can launch from its desktop icon 

 or from the Windows Start menu.   To launch from the Window Start menu, press Start�  
All Programs� Chronicle Graphics and select TimeArrow®. 

2) Before you import data from Microsoft Project, it is a very good idea to insert two columns 
into your Microsoft Project file.  These two columns allow you to control which tasks get 
graphed and what the colors mean.    

3) To control which tasks get graphed, choose the flag column (e.g. Flag1, 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”: 
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 Then choose one of the flag columns (Flag1 through Flag20): 
 

 
 
 

and give that flag column a convenient name such as “Graph in TimeArrow”. 
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Now put a “Yes” in this column for any project task that you want to graph in 
TimeArrow®.   Only these tasks will show up in the graph.  
 

 
 

 
 
4) A popular way to tell TimeArrow what you want the colors to mean is to insert a second 

column, “Text30,” and give it some meaningful name as is shown below.  Here we give 
Text30 the name “Responsible Group” to remind us that we want color to be associated with 
the group that is responsible for the task. 
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Then go through the tasks and type a word or phrase in this column.  In the example below, we 
are entering the name of the group responsible for the task, so we have entered “General” for one 
task and are now entering “Prime” for another: 
 

 
 
 
5) Now that we’ve inserted two columns to the Microsoft Project grid, it’s time to launch 

TimeArrow and graph all the tasks with “Yes” in the flag column, using colors mapped to the 
words in the “Responsible Group” column.  To do this, activate the TimeArrow icon on the 
desktop or activate TimeArrow in the Windows Start menu.   The following Main Grid form will 
appear:  
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6) Go to the toolbar and click on the “Import from Microsoft Office Project” button as is shown 
below: 

 

 
 

7) You will see this form, allowing you to specify the flag column that you previously filled with 
“Yes” and “No” values.   Or you can choose to import all the tasks/milestones: 
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8) Press OK and the following window will appear, prompting you to select a MS Project file to 
import: 

 

 
 
 

 
9) Select a file and click the “Open” button.  The next form you see will be the following: 
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10) Press the “Finish” button, and the following form will appear: 
 

 
 

The Project Name is how TimeArrow keeps track of your imported projects.  Type in a Project 
name and leave the “Tasks” radio button checked.   Check the “Build Movie When Finished” 
checkbox.   Press the “OK” button. 
 
11) The final form you will see is shown below: 
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The Snapshot Date is the status date or version date of the schedule data that you are 
graphing.  It lets you keep track of how schedules change as projects progress.   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 asked if you want to overwrite the existing schedule with your current 
data.   If you find errors or omissions in your Microsoft Project file, overwriting the Snapshot is 
the best way to quickly see the results of fixing your Microsoft Project data.   Note that 
TimeArrow is read-only with respect to Microsoft Project. Nothing you do in TimeArrow can 
change your Microsoft Project data. 
 

12) Since you checked the “Build Movie When Finished” checkbox above1, you will soon see the 
Movie Previewer/Editor form that looks like this: 

 

                                                 
1 If you forgot to check this checkbox, you can still make the Movie very easily, though it will take 
another step.    From the Main Grid, go to the drop-down box in the Project column and select 
“Project1” (or whatever you named the imported project).  Then go to the toolbar and click on the 

“Create Movie from Grid” button . 
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Customizing and Outputting the Graph 
 

13) Most users now edit the font sizes to ensure readability.  To do this, select some markers by 
holding the left mouse button down while dragging to create a selection rectangle as is shown 
below: 

 
 
Releasing the mouse highlights the selected markers in green as shown below: 
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14) With the markers highlighted, click on the “Increase Font Size” button on the toolbar shown 

below: 
 

 
 

Clicking on this button will increase the font sizes of all the selected markers.   Alternatively  
move text left, right, above, or below its marker by clicking on one of the text-position buttons 
shown below 

 
 

The result is shown below: 
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15) We have now created a TimeArrow movie consisting of one snapshot.  Save this Movie by 

pressing the Save icon  on the toolbar. 
 
16) Finally copy the graph to the Windows clipboard by pressing the “Copy to Clipboard” icon on 

the toolbar:  
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  Then paste the graph into a PowerPoint slide, which gives the result shown below: 

 
 
 
17) That’s it! You have now created a professional 1-page schedule summary from a complex 

MS Project schedule and have copied it into a PowerPoint presentation.   You can also print 
the graph by selecting File…Print.   TimeArrow has other features that let you move tasks 
vertically to different “swimlanes,” change the number of swimlanes, add swimlane titles, 
move swimlanes, show baseline plans, show dependencies among tasks, change task 
colors, hide tasks, and add floating comment boxes.  In addition, TimeArrow lets you 
construct animated histories or future scenarios by importing several snapshots and headline 
events from your notes by hand.  Finally, TimeArrow lets you set up custom user profiles so 
that you can create Movies that have the same style every time.   Furthermore your 
organization can distribute and import a set of custom user profiles to standardize on a set of 
official graph styles.  To learn more about these useful features, read about the specific 
workflows in the TimeArrow User Guide. 
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Importing Data from Microsoft Office Excel  
 
18) With a few modifications, the steps we just followed can be employed to build a graph from 

data in Microsoft Office Excel rather than Microsoft Office Project.    Since the user-profile 
defaults are set up for the convenience of MS Project importation, we need to make a simple 
modification before we import from Excel.   To do this, click on the User Profile button on the 
toolbar: 

 

 
 

19) Next, modify the Vertical-Ordering choice to be “Event ID” and press OK: 
 

 
 
20) The next step is to launch the Excel Import Wizard: 
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21) After choosing an Excel workbook (.xls) file and selecting a worksheet from the file, the 
import wizard will display the following screen, which shows the imported Excel columns in 
the top half of the form: 

 

 
 

22) Click “Next>” and you will be asked to tell how these Excel should map to the columns in 
TimeArrow®.    At a minimum, you must provide Excel columns for TimeArrow’s “Start” and 
“Short Description” columns: 
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23) Press “Next>” to advance to the next wizard screen, where you can just accept the default 
Project Name, MyProject1, and specify whether you are importing Tasks/Milestones or 
Headline Events.  The latter are for unexpected things that happen. 

 

 
 
 
24) Press “Next>” to advance to the final wizard screen, where you should check the checkbox 

for “Make Movie from Import”.    Press the “Finish” button and the graph will appear.   Modify 
font sizes as we did above, and use the “Push Text Left” ( ) and “Push Text Right” ( ) 
buttons to yield a result that looks something like the one below.   You can then copy the 
graph to the clipboard or print the graph as done above. 
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Single-project Versus Multi-project Graphs 
 
The example above dealt with the tasks and milestones of a single project.    But one of the 
strengths of TimeArrow 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 binder.    To change profiles, make 
the following menu selection: 
 

 
 

The default out-of-the-box profile is “Single Project – Modifiable,” which creates the standard 
single-project graph.  Instead we choose 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 go to the toolbar and click on the “Import from Microsoft Office Project” button, we get 
the multi-project graph shown: 
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This user profile organized tasks into “giant swimlanes,” one for each project2, 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. 
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Editing text positions, changing colors, and shortening the legend items lead to the graph: 
 

 
 
As before, this graph can now be pasted into PowerPoint for delivery to the audience. 
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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. 

 


