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Overview 
TimeArrow® is a powerful new application that helps you “tell your project story.”™ Together with 
TimeArrow® Viewer, it fundamentally transforms your ability to communicate events and plans, 
thereby creating understanding, consensus, and action.   What’s new is Chronicle Graphics’ 
advanced visualization technology for integrating time-related data and displaying it as an 
animated timeline “movie” that shows what happened, why it happened, and what may happen.  
You can also make professional still graphics for pasting into PowerPoint presentations, Word 
documents, or web pages and for printing.  With TimeArrow you can lead your audience to reach 
correct conclusions and take the right actions. 
 
TimeArrow allows movie authors to 

·  Quickly import time-related data from Microsoft Office Project, Excel, or Outlook. 
·  Add, edit, or delete data in a spreadsheet-like grid.   Or use a convenient form. 
·  Attach any file, Outlook email, or website reference as supporting data. 
·  Create a movie or still image with a single mouse click. 
·  Customize graphical appearance. 
 

TimeArrow and TimeArrow Viewer allow people viewing movies to 
·  Experience the movie in a group presentation setting 
·  Explore the movie at their own pace on a laptop. 
·  Navigate forward or backward along the timeline using VCR-Controls, using arrow keys, 

or dragging the time cursor.  
·  Drill down into supporting details, following hyperlinks to explore 

o Detailed event descriptions 
o Web sites 
o Emails 
o Microsoft Office documents 
o Pdf files 
o Digital photos, movies, or sound clips 
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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. 
                              

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

a) Project Tasks. 
b) Project Milestones.   These are tasks that have zero duration. 
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, we often simply refer generically to the things that happen 
along the timeline as “events.”    So when you see the word “events” by itself, you should 
interpret it to mean “tasks, milestones, and headline events.” 
 

5) TimeArrow represents events (i.e. tasks, milestones, and headline events) along the timeline 
using various symbols such as Gantt bars, 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.” 

 



 

Chronicle Graphics 
TimeArrow ® User Guide 
  

 

Copyright 2007-2009, Chronicle Graphics Inc .  All Rights Reserved  Page 6 of 95 

Getting Started: 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”: 

 

 
 

 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: 



 

Chronicle Graphics 
TimeArrow ® User Guide 
  

 

Copyright 2007-2009, Chronicle Graphics Inc .  All Rights Reserved  Page 10 of 95 

 
 

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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Getting Started: 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.  To learn more about these useful features, read about the 
specific workflows in the TimeArrow User Guide. 
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Getting Started: 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. 

 



 

Chronicle Graphics 
TimeArrow ® User Guide 
  

 

Copyright 2007-2009, Chronicle Graphics Inc .  All Rights Reserved  Page 21 of 95 
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Getting Started: 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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Quick Tour of the Two TimeArrow Windows 
25) TimeArrow has two main windows, and most users spend time going back and forth between 

these.    In this Guide, we refer to the first window as “Main View,” but its actual title is “Task, 
Milestone, Headline-Event Grid.”     We refer to the second window as “Movie View,” but its 
actual title is “Movie Previewer/Editor.”   
a) The Main View is for importing, editing, filtering, and deleting project data.  It looks like 

this: 
 

 
 

When data is imported into TimeArrow, it shows up in this grid, where it is filtered and 
turned into graphs.   These graphs are called “movies,” even though they can either be 
animated or just still images.  The simplest procedure is to filter the grid so that only rows 
from a single project are showing.  This is done by selecting a project from the drop-down 
list shown below: 

 

 
 

After selecting the “Product Launch Saga” project, the Main View grid looks like this: 



 

Chronicle Graphics 
TimeArrow ® User Guide 
  

 

Copyright 2007-2009, Chronicle Graphics Inc .  All Rights Reserved  Page 26 of 95 

 
 

This data is now ready to be turned into a movie that consists of all events for the 
“Product Launch Saga” project.  All you need to do is to press the one-touch movie-
creation button     on the toolbar.   Or you can go to the main menu and click 
File� Create Movie From Grid View.    
 

b) In either case, the next thing you see will be the second TimeArrow window, the Movie 
View, an example of which is shown below: 

 

 
 

This window has three interacting panels: 
i) The “Movie Graph” is the movie’s graphic panel.    
ii) The “Movie Grid,” directly beneath the Movie Graph, shows a grid events in the 

movie and allows you to change their display parameters, such as Swimlane and 
Color.   

Movie Graph 

Movie Grid 

Left 
Pane 
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c) “Left Pane,” which fills the left side of the window, shows the snapshots for the movie.    

Click on the checkbox next to any snapshot icon  to advance the time cursor to the 
snapshot date for that snapshot.    Click on “All Headline Events” to see all the Headline 
Events at once.  Click on “Movie” to put TimeArrow in movie playback mode, moving the 
Cursor back to its starting position and making the VCR controls operational. 
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Elements of the “Rich Project Timeline”™  
The figure below shows the main features of the Movie View form, illustrating the “Rich Project 
Timeline”™ that TimeArrow produces:  
 

 
 
This very busy screen has more than you would normally put into one graph in order to illustrate 
all of the following elements.   (The yellow callout boxes are not part of TimeArrow, of course, but 
are used to label the elements) 
1) Swimlanes : swimlanes are the horizontal “lanes” or “tracks” that extend from left to right 

across the entire graph.    Each task or milestone sits in a swimlane.  You can use these 
lanes to group events by categories, companies, functional groups, etc. 

2) Swimlane Titles : optional labels for swimlanes.  Click on this area to add or edit the label. 
3) Timeline Axis :  this set of tic marks and labels on the top or bottom of the graph (or both) 

shows the time divisions of the timeline.   You can choose the have the divisions be days, 
weeks, months, quarters, etc. 

4) Time Cursor :  this vertical blue line shows the snapshot Date in relation to the Timeline Axis. 
5) Event Markers :   

a) Task Marker : a colored Gantt bar that shows the start and end dates of one task or of a 
summary task 

b) Milestone Marker : a colored symbol that represents a milestone. 
c) Headline Event Marker : a colored circle that represents a Headline Event, something 

unplanned or something whose date was not predictable.  Each Headline Event Marker 
has an associated Callout Box that describes the Headline Event. 
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i) Callout Box: a text box with an colored outline that matches the color of its 
associated Headline Event Marker.   The text describes the Headline Event. 

ii) Headline Event Connector:  curved green line that connects a Headline Event 
Marker with its Callout box when one of them is selected by clicking with the mouse. 

6) Baseline Markers :  these slightly-transparent shapes symbols show the baseline schedule of 
a task or a milestone using the same color as the Event Marker. 
a) Baseline Bar : shows the baseline task for the current snapshot 
b) Baseline Milestone Marker : (not shown) shows the baseline milestone for the current 

snapshot. 
7) Comment Box :  this versatile element lets you attach additional information at one or more 

positions along an Event Marker.   You can use this to convey information about milestones, 
meetings, and phase gates that happen “inside” an extended event.   This feature contributes 
strongly to the “compactness” of TimeArrow because it allows you to omit many detailed 
tasks that would normally take up space on the graph.   These comments can change from 
snapshot to snapshot. 
a) Comment-Box Anchor :  symbol that anchors a Comment Box to an Event Marker.  You 

can move this anchor to any position along the Event Marker by right-clicking on the 
Comment Box and choosing Edit… 

8) Event Link : these connecting line segments show relationships among events.  For example, 
they can show cause and effect, or they can show task dependencies.  Event Links can be 
combined with Comment Boxes to show dependencies that exist “inside” the Event Markers, 
yielding a very compact representation of what is going on. 

9) Hover Box : this is a semi-transparent text box that appears and then later disappears when 
the mouse hovers over an Event Marker.   It can be turned on and off from the View menu.   
It allows you to read text inside a marker whose size is too small to make the task name 
readable, while you choose a method to make the font larger.   It also displays the start and 
end dates for the event and the MS Project Unique ID for the event. 

10) Legend Item :  an entry describing one color that appears on the screen.   Right click on the 
legend item to edit it or to change one color to another color for all affected events. 

11) Title : descriptive title that is entered in Movie Properties form. 
12) Footer Element :  one of six elements (header and footer) that are entered in the Movie 

Properties Form. 
13) VCR Controls :  buttons that cause the Time Cursor to move along the timeline.   These 

buttons instruct the movie to play, pause, stop, single-step forward, or single-step backward.   
As the Time Cursor moves, Headline Events appear and then disappear; tasks and 
milestones move to their positions in each snapshot. 

14) Snapshot Checkbox :  checking a snapshot checkbox causes the Time Cursor to movie to 
date on which that snapshot begins. 
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Understanding and Managing Projects, 
Snapshots, and Movies 
TimeArrow projects, snapshots, and movies give you flexibility in creating and managing graphs.  
You can import data for one project or for 20 different projects and store each one as a 
TimeArrow project.   For each project, you can import different versions of its schedule to keep 
track of how the project changed over time.  You can also import schedules that pertain to future 
scenarios.   You store each version of the schedule as a separate TimeArrow snapshot under the 
project and give it a unique snapshot date in the past, present, or future.   Finally, you can create 
and save presentation settings such as colors, swimlane assignments, font sizes, titles, and 
legends.   These collections of settings are called TimeArrow movies.   For each project, you can 
have one or more movies, allowing you to employ different presentation settings for different 
audiences.    The relationships among projects, snapshots, and movies are shown in the figure 
below: 
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1) A movie  is a collection of graph settings. These settings include the colors,  text positions, 

font sizes, and swimlane assignments of the Event Markers, plus the title, legend, 
header/footer elements, and background colors.  You can have one or more movies for each 
project.  A movie can also encompass more than one project. 
a) You can change the movie’s name by selecting File…Save As.   Note that the movie 

name is limited to be 50 characters or fewer. 
b) You can always close one movie and open any other movie that exists for that project. 
 

2) A project  is a set of tasks, milestones, and Headline Events that you associate with each 
other for constructing graphical reports.   A key feature of TimeArrow is that you can import 
updated schedules for a 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.    
 

3) A snapshot  is a set of project tasks and milestones at one particular reporting date (a.k.a. 
“status date” or “version date”).  It captures the project schedule at that date.  When you 
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import updated schedules for a project, you must specify a unique snapshot date for the 
imported data unless you want to override the data for an existing snapshot.  
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Specific Workflows (How do I … ?) 

Import: Import from Microsoft Office Project 
1) The basics of selecting tasks/milestones in MS Project and then importing them into 

TimeArrow are explained in the “Getting Started” section above and will not be repeated 
here.   However, there are some additional import options that were not discussed in that 
section and these are discussed in the section below entitled “Import: Customize the Import”. 

Import: Import from Microsoft Office Excel 
2) The basics of selecting worksheets in Excel and then importing them as TimeArrow events 

are explained in the “Getting Started” section above and will not be repeated here.  However, 
there are some additional import options that were not discussed in that section and these 
are discussed in the section entitled “Import: Customize the Import”.     In addition, here is 
some additional information that applies specifically to importing from Excel: 
a) If there is more than one worksheet in the Excel file you open, you must choose which 

Excel worksheet to import.   
b) Each Excel column needs to begin with a non-blank column header.   This column 

header will be used by TimeArrow for mapping Excel columns into TimeArrow fields.   If 
you omit these column headers, TimeArrow will likely use your first row of data as the 
column headers, which is probably not what you intended! 

c) TimeArrow will skip blank rows at the top of the Excel Worksheet, but it currently has no 
capability to skip non-blank rows at the top of the Worksheet.   Thus the first non-blank 
row should contain the column headers. 

Import: Import Emails from Microsoft Office Outlook  
3) Emails are great sources for Headline Events, things that happened during a project that 

were not planned in advance!  To bring such data into TimeArrow press the   icon on the 
toolbar to start the Outlook Import Wizard.  After TimeArrow launches Outlook (if Outlook is 
not already active) the following form will appear on the screen, prompting you to select an 
Outlook mail folder to be imported:  

 

 
 

TimeArrow will import the entire selected folder and then give you a chance to exclude some 
of the emails.  To control the time it takes to import from very large Outlook folders, consider 
putting noteworthy emails for a project into a separate Outlook folder.    
 
a) After you select the folder to import, Outlook will display the following security form: 
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Outlook is asking permission for TimeArrow to access your Outlook email address data 
for some brief period of time.   You must agree to this and specify a reasonable time to 
complete the import (usually 1 minute is adequate). 

 
b) After TimeArrow has read all the data in the Outlook folder, the Import Wizard form will 

appear.  See the “Getting Started” section above for how the Import Wizard looks for MS 
Project or Excel Imports.  It has an identical look for Outlook imports.  The best way to 
complete the Outlook import is to is press the “Finish” button as soon as it is available to 
you.  This will import your data with default column mappings and other settings that work 
for the most common cases.   For the case of Outlook data, the default is to import the 
emails as Headline Events.   You can change this to import the emails as Tasks or 
Milestones by pressing the “Next” button rather than the “Finish” button and then 
selecting “Tasks” when that choice appears. 

c) For more control over the import process, you can deviate from the default settings by 
pressing “Next” at every step of the Wizard rather than pressing “Finish” when it is first 
available to you.  To learn more about this, see the section below that is entitled “Import: 
Customize the Import.” 

 

Import: Replace Existing Snapshots  
4) Often seeing the TimeArrow graph prompts you to fix something in the imported file so that 

you can see a revised TimeArrow graph.   TimeArrow supports this iterative workflow in a 
limited way.   Simply restart the import wizard.   When prompted by the import wizard, do not 
change the snapshot date or the project.  

 
a) By telling TimeArrow to use existing values of project and snapshot date, you are 

instructing TimeArrow to overwrite the existing snapshot with modified data.   Just to be 
sure that this is what you really intend to do, TimeArrow will display the following 
confirmation form: 
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b) Press the “Yes” button to proceed, replacing the previous data with the modified data. 

Import: Add Another Snapshot to a Project 
5) Once you are have imported the first snapshot in a project, it is easy to add additional 

snapshots.     
 

a) In most cases, these additional snapshots will represent the project as it evolves over 
time.  For example, you might have a snapshot for each weekly status report on a 
project.   Each additional snapshot will automatically be available in all movies associated 

with the project and can be viewed by clicking on the snapshot checkbox (next to a  
icon) in the Left Pane of the Movie View form.    

  
b) To add a snapshot  to a project, simply import some data, giving it the same project name 

but a new snapshot date.  The new snapshot is related to previously-imported snapshots 
in the following ways: 
i) It may have tasks/milestones that were not present in the other snapshot(s). 
ii) It may lack tasks/milestones that were present in other snapshot(s). 
iii) It matches its tasks/milestones against those of other snapshots using the EventID 

column.  Properties such as task name, color, swimlane, and font size will be kept 
constant across all snapshots.   On the other hand, start/finish dates, baseline 
start/finish dates, percent-complete values, and attached Comment Boxes can 
change from snapshot to snapshot. 

 
c) If you later want to delete any snapshot from the project or need to change its snapshot 

date, follow the procedure below under “Data Management: Delete Snapshot or Change 
Its snapshot date.” 

Import: Customize the Import 
6) Up until now, we have recommended that you press “Finish” button in the import wizard as 

soon as it become available, which causes you to accept the import defaults.  However, there 
may be times when you do not want to use the default import settings.  In these cases, you, 
can go through all the steps of the import wizard by pressing the “Next” button at each step 
and then pressing “Finish” at the last step.  This will give you additional choices, as are 
outlined below: 
a) Step 1 of the Wizard shows the raw imported data in the top half of the screen and asks 

for guidance on field mappings (column mappings) in the bottom half.  If you want to limit 
the data being imported beyond what is shown in the top half of the screen, you can 
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apply filters by clicking on one or more drop-down boxes at the top of each column in the 
grid and making a filter selection. 

b) TimeArrow will determine if there are already field mappings that match the data being 
imported.   If so, it will give a choice to modify those mappings or create a new mapping, 
as shown below: 

 

 
  
 
c) Make a choice and click “Next”.   If you choose to use an existing mapping, you must 

choose one from the list of mappings on the screen “Wizard Step 2 of 5” (not shown 
here).   If  you chose to create a new mapping, you go directly to the next screen. In 
either case, the next screen will show the mapping, either new or existing: 

 

 
 

To create or modify the mapping for a TimeArrow field, go to the row for that field, click 
on the cell in the “Imported Field” column and then select an imported field from the drop-
down box.   Refer to the top half of the wizard to see what values exist in each of the 
imported columns, to help decide which ones to map to TimeArrow fields.  You must 
define a mapping for all TimeArrow fields that have a check mark in the “Mapping 
Required” column.  The clear a specific field mapping, click on the “[clear it]” choice.    
Once you have defined a new mapping, you can save it for future use by clicking on the 
“Save Mapping As” button.   Then press the “Next” button to go to the next step. 
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d) The next step is to choose or enter a project name in the screen shown below: 

 
 

Decide whether you want to import the data as Headline Events (i.e. as things that were 
not planned) or as Tasks (i.e. as planned tasks and milestones).   If unsure of this choice, 
take the default.    (You can change your mind later).   Then press the “Next” button.    
 

e) If you chose to import as Tasks and the project has no snapshots yet, the following form 
will appear: 

 

 
 
Enter a Snapshot Date and press “OK”. 

 
f) If you chose to import as Tasks, and your project has existing snapshots, the following 

form will appear instead: 
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Elect to put the imported events into an existing snapshot, create a new snapshot, or put 
the imported events into all existing snapshots (by checking the “Select All” checkbox). 
Then press OK. 

 
g) The last step looks like this: 
 

 
 
This gives one last chance to limit the events that will be imported.   To do so, apply 
autofiltering to the grid in the top half of the screen by clicking on one of the drop-down 
filter boxes at the top of each column.   Alternatively  uncheck check boxes in the “Import 
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Flag” column to exclude those rows from being imported.   Finally decide whether  to 
immediately make a new movie from the project into which the data is being imported.   If 
so, a Movie View form containing the movie will appear when the import has finished.   If 
not, you will be returned to the Main Grid screen when the import has finished.    
 
This being the last screen, there is no “Next” button, so press “Finish” to complete the 
importation of the data. 
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Manual Data Entry: Create a New Project 
7) On the main menu, navigate to file…Add, Delete Projects.   Press the “Add” button and type 

in the name of the project.   Press “OK”.   You have now created an empty project to which 
you can add events manually or via the Import Wizard.  

Manual Data Entry: Create New Tasks, Milestones, or  Headline Events 

8) To insert a new event from the Main Grid, use Edit� Insert Event, click the  icon on the 
toolbar, or right-click on any row in the grid and select “Insert Event.”    This brings up the 
Event Form that lets you specify fields for a new event (task, milestone, or headline event): 

 

 
 

 
Choose a project in the combo box at the top.   If you have not yet created the desired 
project, you can do so now by selecting “[Add New Project]” from the drop-down list.  Fill in 
the other mandatory fields.   After you have entered all the mandatory fields, you can also 
select “Add Attachments…” to attach files, websites, or emails to the event.  Select “Apply” to 
store the new event and prepare to add another one.  Or select “OK” to store the event and 
close the form.     Select “Cancel” to exit the form and save any previously stored events to 
the database. 
 
Some other aspects of this “New Event” form are as follows: 
a) The form comes up with the “Headline Event” radio button checked by default.  If you 

click on the “Task” radio button (meaning “Tasks and Milestones”), you will be asked to 
make snapshot selections before you can insert the new milestone or task.    

b) If there are no snapshots for the project you have chosen, you will be presented with the 
“Create New Snapshot” form shown above.  After completing this form, the event will be 
inserted into this new snapshot when you click <OK> or <Apply> on the Event Form. 

c) If there are already snapshots for the project, TimeArrow will display the “Select 
Snapshot or Create New One” form (see above) that allows you to select an existing 
snapshot, select all snapshots, or create a new snapshot.    If you choose to create a new 
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snapshot, you will see the “new snapshot” form, after which the Snapshot List Form will 
be updated.  At this point you can again select an existing snapshot, select all snapshots, 
or create a new snapshot.  When you finally select a single existing snapshot or “All 
snapshots,” this snapshot-selection process ends. 

d) If you click <Apply>, the new event will be stored in the database, the  Event Form will be 
cleared, and it will remember your snapshot selection. 

e) If you click the “Headline” radio button followed by the “Task” radio button, the snapshot 
selections will be cleared and you will be asked to make a new one. 

Manual Data Entry: Edit Tasks, Milestones, or Headl ine Events 
9) There are two ways to edit an existing event in the Main Grid once you select a row there: 

a) Use a Form.   Click Edit� Edit Task, Milestone, Event… in the main menu, or click the 

  icon on the toolbar, or right-click on any row in the grid and select Edit Task, 
Milestone, Event….    This brings up the Event Form that lets you specify fields for a new 
event (task, milestone, or headline event).   This is the same form (see above) that 
appears when inserting a new event, except that some of the fields may be grayed out.  
After making changes, press the “OK” button to store those changes and dismiss the 
form. 

 
b) Edit Directly in the Grid.   To edit fields for an existing event in the Main View, type a 

new value into any allowed field and press the TAB key or ENTER key to move to the 
next field.  (Using the mouse or arrow keys to move to another cell in the grid DOES NOT 
register as a change to the current cell.   This will be addressed in a future release!)   
i) Change an event from Headline Event to Task/Milestone event and vice versa by 

clicking on the “Headline” checkbox in the grid.   If you are changing from Headline to 
Task/Milestone, the Milestone/Task will span all existing snapshots of its project.  

ii) To delete an event, right-click the row and select “Delete,” use Edit…Delete, or press 
the <Delete> key.   

iii) Click File� Save Event Changes to save all such add, delete, and edit changes that 

you have made in the grid.   Or simply click on .   If you forget to do this, you will 
be prompted to do so before you create a movie or exit the application. 

 

Manual Data Entry: Add or Edit Scenario Snapshots 
10) Your movies can not only show the past but also can also let your audience visualize what 

might happen in the future.    You can use both Headline and Milestones/Tasks to accomplish 
this. 

 
a) Headline Events are very easy.  Manually enter Headline Events at dates in the future, 

showing things  that may occur.   These will appear in your existing movies when the 
cursor gets near them. 

 
b) Milestones/Tasks are a little more involved but very powerful.  The idea is to create 

snapshots at dates in the future, showing how the Milestones/Tasks may change as 
things happen.   One way to do this is to create the scenario in Microsoft Project or Excel 
and import as a new snapshot.   See the section “Import: Add Another Snapshot to a 
Project” for details on this approach. 

 
c) Another approach is to create a new snapshot in TimeArrow without importing data from 

the outside.  We call these internally-generated snapshots “scenario snapshots.”  They 
will automatically appear in your existing movies, becoming active when the cursor 
passes their snapshot date. 
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i) To create a scenario snapshot, navigate on the Main Menu to Edit…Insert Scenario 
Snapshot… .    You will then be prompted to select an existing snapshot (the 
“foundation” snapshot” that will serve as the starting point for the scenario.    

 

 
 

Once you have selected this, you will be asked to enter a snapshot time for the Scenario 
Snapshot, which will govern when the new snapshot appears in movies:  

 

 
 
ii) Once you have designated the foundation snapshot and the snapshot time, you will 

see a “Manage Trigger Events for Scenario Snapshot” form that has two grids: 
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The upper grid is read-only, contains the Milestones/Tasks of the foundation 
snapshot and represents the starting point for the new scenario snapshot.  Note that 
the upper grid contains only those Milestones/Tasks that are not summaries of other 
events.   You cannot edit the times of summary events, so they are excluded here.  
The lower grid is initially empty and allows you to indicate what things you want to 
change in the scenario snapshot.   We call the events in the lower grid the “Trigger 
Events.”   
 

iii) Select events in the upper grid to become trigger events by highlighting the row and 
pressing the “Select” button.   The result looks like this: 
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iv) Once the Trigger Event is in the lower grid, you can change its StartTime, EndTime, 

or Duration as is shown below.   Here we have edited the task duration to be 180 
days rather than 124 days: 

 

 
 

v) When you are satisfied with the set of trigger events for the new scenario snapshot, 
press the “OK” button to insert the new scenario snapshot’s milestones and tasks into 
the project.  If your milestones/tasks have predecessors (e.g. 22FF + 2 days, etc), 
the trigger events will propagate changes to any successor events in the new 
scenario snapshot.   In this way, you can generate complex new scenarios by simply 
changing the times of a few trigger events in the lower grid. 

 
vi) After the scenario snapshot is created, you can treat it just like any other snapshot.  It 

will automatically appear in movies for its project.  You can freely add, delete and edit 
the events in the scenario snapshot, just as you do for any other snapshot. 

 
vii) You can change the set of trigger events and then regenerate any scenario Snapshot 

by navigating on the main menu to Edit…Edit Scenario Snapshots.   The two-grid 
form will appear, allowing you to add, remove, and edit the times of trigger events.  
When you press OK, it will regenerate the scenario snapshot from the underlying 
foundation snapshot that you originally chose. 
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Movies: Choose the Project to Create a New Movie 
11) You must specify the data in your movie/graph by filtering rows in Main View.  Usually you 

will just filter on the project column.   To do this, click on the drop-down at the top of the 
project column and select one of the projects as shown below: 

 

 
 

After doing this, notice that only the events for this project are now showing in the grid. ( If you 

want to quickly clear all the filter settings,  View� Clear All Filtering or click on the  button on 
the toolbar).   After choosing the project, the grid will look like this: 

 

 
 

Movies: Create New Movie 
12) Create a new movie from the data in Main View as follows: 

a) Before creating a new movie, make sure that you have the desired defaults for movie 

creation, select File…User Settings or press the  icon on the toolbar.  There you can 
change the parameters that apply at movie creation.   See details on setting up these 
parameters in the section below entitled “Editing the User Profile.” 

 
b) Filter the grid for the project you want in your movie.   Select that project from the drop-

down box in the leftmost column (see above for more details). 
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c) Once you have filtered the Main View to restrict the data to the rows you want to include 
in your movie, create a new movie via File� Create Movie From Grid View or via clicking 
on the  icon on the toolbar.   The movie will now appear in the Movie View window.  In 
addition, the Movie Properties form will appear on the screen, to give you a chance to 
edit movie properties. 

 
d) Note:  the Main View filter settings and the “Show/Hide” column in Movie View completely 

determine what events are visible in a movie.   If you subsequently go back and add new 
events to the Main View, these will automatically appear in a movie as long as they pass 
through the Main View filters.   If you subsequently edit any cells in for an event and the 
event still passes the filters, those changed values will automatically appear in the movie. 

 

Movies: Edit Movie 
13) A movie is an object that stores all the graphs settings, such as fonts, colors, swimlanes, 

titles, header, and footers.  There are two complementary ways to edit a movie.    
a) The first is to change parameters in the Movie Properties form.    Such changes usually 

global within the movie.  In other words, they can change the appearance of every 
marker in the movie.   Details the Movie Properties form are found below in the section 
“Using the Movie Properties Form.” 

b) The second is to select one or more markers on the screen and then change parameters 
for those selected markers.   This can be done by right-clicking on a selected marker to 
bring up a context menu.  It can also be done in many cases by going to the Edit menu 
item on the main menu.   Details on changing a movie in this manner can be found in the  
sections below that begin with “Marker Names, Marker Colors, Markers, Swimlanes, 
Comment Boxes, and Compaction.” 

Movies: Create More than One Movie for a Project by  Cloning 
14) When you first import data to create a TimeArrow project, TimeArrow you will usually create a 

movie for that project.   Later on, you may want to create one or more additional movies for 
the same project.    These additional movies can be customized for different audiences. 
a) To create a new movie from an existing movie, click File� Save As…  on the Movie View  

main menu.  Then enter a new movie name and press OK.   The Movie View will now 
display a copy of your old movie that has been “cloned” and now has a new name.  The 
old movie still exists, of course. 

b) You can now edit colors, swimlanes, font sizes, Markers visibility and all quantities in the 
Movie Properties form for your new movie.   You can save it, and of course you can clone 
it to create a third movie, etc. 

Note that all such “cloned and then modified” movies are based upon the same set of tasks, 
milestones, and snapshots. 

 

Movies: Review a Movie 
15)   You can play the movie using either 

a) “VCR Controls” at the top of the screen or the keyboard.  The VCR Controls are standard 
and self explanatory.    

b) You can also use the keyboard as follows: 
i) Press the spacebar to start the movie playing.   Press it again to pause the movie.   
ii) Use the right and left arrow keys to move the cursor right or left along the timeline.    

c) Use the mouse to drag the cursor to any position along the timeline.   When you release 
the mouse, the movie will update the displayed events in accordance with the new cursor 
position. 
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Movies: Open and Play Existing Movies 

16) Use File� Open Movie or click on   to select an existing movie and open it.   This takes 
you to a screen where you can play the movie using the VCR controls or the keyboard.    

  
File� Close Movie allows you to close the current movie without leaving the Movie View.  You 
can then open another movie, etc.   File� Close Movie Form closes the Movie View and returns 
you to the Main View.    If you close the form while a movie is displayed, the Main View will have 
the movie’s filter applied to it, but you can remove this filter via View� Clear Filtering.
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Attachments: Drill Down in Movie, Add, Review in Gr id, or Delete 
 
17)  Attachments are files or links to websites that allow you to associate additional details with 

the tasks, milestones, and headline events in TimeArrow.   
a) Drilldown to Attachments in a Movie.   When an event has one or more attachments, 

those attachments are available for viewing whenever a movie is paused.   If the marker 
for the event contains the symbols “i” “a”, or “b”, you can double click on the event’s 
marker to bring up the “Drill-Down”:   
i) Presence of the “i” symbol means that there will be some descriptive text in the upper 

part of the Drill-Down form, providing additional information about the event. 
ii) If the event has attachments, the “a” symbol will be present and the attachments will 

appear as hyperlinks in the lower part of the Drill-Down form.  
iii) Presence of the “b” symbol means that the event has both attachments and 

additional text information. 
 
Simply double-click on such markers to bring up the Drilldown form shown below: 
 

 
 

When the Drill-down form appears, click on any of the attachment hyperlinks to launch 
the attachment’s application.   In the example given above, the first attachment is an 
Excel workbook, the second is an Outlook email, and the third is a link to a website.  Any 
Depending on the application associated with the attachment on your computer, 
launching the appropriate application to open the attachment may take a few seconds. 
 
When finished viewing the attachment, close the attachment’s application or close the 
DrillDown box and respond to the dialog box that asks about closing attachments. 
 

b) Add Attachment to Event.   In the Main Grid, right-click on a row to get the context menu 
show below: 
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c) Alternatively click on a row and go to Edit on the main menu.   In either case, you will see 

the choices “Add File Attachment”, “Add Outlook Attachment” and “Add URL 
Attachment”.  Click on one of these choices. 
i) For a file attachment, select one or more files from the standard Windows file-

selection that appears.  Then hit “Open” to attach file(s) to the event. 
ii) For a mail or calendar-item attachment, select an Outlook folder then select individual 

Outlook items (one at time) in the Outlook view that appears.   To attach a selected 
Outlook item, press “Attach” in the helper dialog box that appears alongside the 
Outlook GUI.   You can also attach that item’s attachments by selecting the checkbox 
on this form. 

iii) For a URL, type the URL into the input box that appears. 
 

d) Review Attachments in Main Grid.   To review the attachments to an event, right-click 
on the row and select View Details/Attachments.   Or access this function from the Edit 
menu after selecting the row. 

 
e) Delete Attachments.   To delete attachments from an event in the Main Grid: 

Right-click on the row to get the context menu.  Or select the row and go to Edit on the 
main menu.  In either case, you will see “Remove Attachments.  Click on this choice.  
Select an attachment from the list that appears.  Select “OK” to remove the selected 
attachment from the event. 
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Distribution: Show Rich Project Timelines to Your A udience 
 
18) When you are ready to distribute your TimeArrow graphs, you have several options:   
  

a) Cut/paste snapshots from a movie into other Windows applications via the Windows 
clipboard 

i) Click on the toolbar icon  or select File…Copy to Clipboard on the main menu. 
ii)    A message will confirm that the image has been copied to the clipboard. 
iii)   Paste the clipboard contents into PowerPoint, Word, or any other Windows 
application that supports pasting from the clipboard. 
 

b) Distribute individual snapshots from a movie as hardcopy, which includes PDF files if you 
have a PDF virtual printer: 
i) Print Preview and then Print 

(1) Select  File…Print Preview 
(2) Select Print 
(3) Choose a printer and press OK 
(4) Note that you can print to a PDF file if you have a PDF virtual printer installed, 

such as various Adobe products and third-party products such as CutePDF and 
Win2PDF. 

ii) Print without preview 

(1) Click   on the toolbar or select File…Print 
(2) Choose printer and press OK 
 

c) Distribute individual snapshots from a movie as Windows bitmap images that can be 
converted into all Web formats: 
i) Select File…Save As Bitmap File on the main menu.    
ii) After supplying a name for the output file, the software will capture your current movie 

graph image into a bitmap file.    
iii) From there, you can print use Microsoft Picture Manager, Adobe Photoshop, or other 

similar software to convert the file into web formats such as GIF, PNG, TIF, or JPEG. 
 

d) Distribute the entire movie to your audience for interactive viewing in the free TimeArrow 
Viewer.    Even though this viewer was designed for playing animated  TimeArrow project 
stories with not only snapshots, Milestones, and Tasks, but also Headline Events and 
attachments, it also displays movies from TimeArrow.  This lets your audience take 
advantage of the Hover Box feature for enhanced legibility, it lets them zoom, scroll, and 
pan the graph, it lets them create their own hardcopy from zoomed/panned views of the 
graph, and it lets them navigate from snapshot to snapshot by advancing the Time 
Cursor along the timeline. 
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Markers: Select and De-Select 
19)  To select a single marker in the Movie View 

a) Click on the marker (e.g. Gantt bar, triangle, … ) in the Movie Graph 
b) Select the marker’s row in the Movie Grid 
 

20) To select multiple markers, hold down the left mouse button and drag to outline a selection 
rectangle.   Then release the mouse button to select all markers that are inside the selection 
rectangle. 
 

21) Or…to select multiple markers, hold down the control key and 
a) Click on each additional marker in the Movie Graph 
b) Select each additional marker’s row in the Movie Grid 

 
21)  To de-select all currently-selected markers, click on the background of the Movie Graph, 
making sure that you are not holding down the control key. 

Markers: Hide and Unhide 
22) Sometimes you will want to hide not just the name but the entire task or milestone marker.   

To do this, select a single event marker in the graph, and notice that it receives a green hi-
lighting box.  Select multiple event markers by holding down the Control key and selecting in 
the graph.  Alternatively, click on Edit� Select All to select all markers on the screen.   With 
this marker selection made, there are two ways to hide the selected markers: 
a) Use the Context Menu in the Movie Graph.   Right-click on one of the selected markers 

to display the context menu.  Click on “Hide” to hide all the selected markers. 
b) Use the Edit Menu.   Click Edit� Show/Hide� Hide on the main menu.  
c) Use the Context Menu in the Movie Grid.     Right-click on a row in the Movie Grid to 

display the context menu.  Click on “Hide” to hide the marker that goes with the row. 
d) Click on the Show/Hide Cell in the Movie Grid.    Toggle the check mark in the 

Show/Hide column for the row whose marker you want to hide. 
 

23) If you have hidden some markers and want to make them all visible again, click 
Edit� Show/Hide� Show All on the main menu.    This will make all previously-hidden 
markers visible on the screen.    

 
24) Unhide individual markers by using the Movie Grid: 

a) Use the Context Menu in the Movie Grid.     Right-click on a row in the Movie Grid to 
display the context menu.  Click on “Show” to unhide the marker that goes with the row. 

b) Click on the Show/Hide Cell in the Movie Grid.    Toggle the check mark in the 
Show/Hide column for the row whose marker you want to show. 

Marker Colors: Change Individual Markers 
25) Select a single event marker in the graph, and notice that it receives a green hi-lighting box.  

Select multiple event markers by holding down the Control key and selecting in the graph.  
Alternatively, click on Edit� Select All to select all markers on the screen.  Once you have a 
selection, you can change the color of the selected markers as follows: 

 
a) Use the Movie Graph Context Menu.   Right-click on the marker to bring up a context 

menu that looks like this: 
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 Click on “Change Color…” which brings up the following color-choosing form: 
 

 
 

Select the new color and press OK.  All the selected shapes will now have the new color.  
Once you are satisfied with the color of the selected markers, click in any blank space on the 
screen to deselect all selected markers. 
   
b) Use the Edit Menu:   You can accomplish the same color change by selecting a set of 

shapes and then clicking Edit� Change Color… on the main menu rather than right-
clicking on one of the markers.  The rest of the workflow is the same as above. 

 
c) Use the Movie Grid Context Menu:  Right-click on the event’s row header in the Movie 

Grid.  A context menu will pop up.  Choose “Change Color…” and then select a color 
from the Color Chooser form. 

 
d) Change Color Cell in the Movie Grid:  Click the cell in the Color column of the Movie 

Grid.  Choose a color from the drop-down list. 
 

Marker Colors: Change Marker Color Palette 
26) Changing Marker Color Palettes.   To have a larger set of marker colors to choose from, 

you can switch among several pre-defined color palettes of 24 colors each.   To change color 

palettes, open the Movie Properties form (click the  icon on the toolbar) and then click on 
the Advanced tab page.   On that page, choose one of the color palettes from the drop-down 
labeled “Task/Milestone Color Palette.”   If, for example, we select “Lighter Colors” as the 
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new palette, the next time we change the color of a selected marker, we will have the 
following color choices: 
 

 
 
 

Marker Colors: Change Globally 
27) Suppose that you want to change every Marker that is dark red to be gray.   The following 

steps accomplish this global color change: 
a) Make sure the Legend is visible.   If the Legend is not visible, go to Movie Properties by 

clicking on the toolbar and then click on the “Legend” tab.   Then check the “Show 
Legend” checkbox and press OK. 

b) In the Legend, right-click on the color that you want to change (in our case we right click 
on dark red).   This will bring up the following “Edit Legend Item” form near the Legend: 

 

 
  

c) Now click on the Color drop-down box and select a new color to replace dark red.   Then 
click OK.   The screen will now look like the figure below, where all the dark red markers 
have been changed to gray markers: 
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Marker Names: Change Font Size 
28) To change the font size of one or more selected markers, do the following: 

Select a single event marker in the graph, and notice that it receives a green hi-lighting box.  
Select multiple event markers by holding down the Control key and selecting in the graph.  
Alternatively, click on Edit� Select All to select all markers on the screen.  Once you have a 
selection, you can change the font size of the selected markers in one of three ways 
 
a) Use the Toolbar.   Click on the “decrease font size” ( )or “increase font size” ( ) 

button on the toolbar.   Each click will change the font size of each selected shape by one 
point size.   Once you have the fonts sized as you want them, click in any blank space on 
the screen to deselect all selected markers. 

 
b) Use the Context Menu.   Alternatively, right-click on any one of the selected markers to 

bring up a context menu that looks like this: 
 

 
 

 Then click on “Change Font Size…” which brings up the following form: 
 

 
 

Change the font size and press OK.    
 
Note the checkbox labeled “Use Existing Default.”  Checking this and clicking OK causes the 
marker’s font size to adhere to the global default font size in the Movie Properties form.   
Unchecking it causes the marker’s font size to become independent of this global default.  
This default font size can be changed by going to Movie Properties, staying on the Main tab, 
and changing the value of the Marker font size: 
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Changing this default value will modify the font size for all markers that are adhering to the 
global default. 
 
 
c) When the text is centered on a task bar, the font-size form contains an additional option 

called “Fit in Task Bar,” which is shown below: 

 
 

Checking this box causes the software to automatically reduce the font size until the text fits 
inside the task bar.    In this situation, the user-specified font size is re-interpreted as the 
maximum font size, and the font size after fitting is displayed as “Current Size.”    This option 
applies only to text that is centered on the task bar and not to text that is positioned to the left, 
right, above, or below a task bar.   The option to fit text inside the task bars can also be 
specified as part of the global default font sizing in the Movie Properties form shown above. 
 

Marker Names: Change Text Position 
29) You can specify that the task or milestone name is to be positioned in one of five positions 

relative to the marker: left, right, above, below, or centered.    To do this, select a single event 
marker in the graph, and notice that it receives a green hi-lighting box.  Select multiple event 
markers by holding down the Control key and selecting in the graph.  Alternatively, click on 
Edit� Select All to select all markers on the screen.  Once you have a selection, you can 
change the text position of all selected markers in one of three ways: 

 
a) Use the Toolbar.   On the toolbar, click on the button “position text to the right” ( ), the 

button “position text to the left” ( ), or the button “center text on marker” ( ). 
 
b) Use the Context Menu.  Alternatively, right-click on any one of the selected markers to 

bring up a context menu that looks like this: 
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Then click on “Task Name…” and then on “Position Task Name.”   Then select one of the 
five positions from the submenu. 
 
Use the Edit Menu :  Click Edit� Change Text Position… on the main menu. Then select 
one of the five positions from the submenu. 

 

Marker Names: Edit the Displayed Name 
 
30) You can replace the imported task name by a shorter or more descriptive name without 

affecting the name in the underlying MS Project file.   To do this, select the marker and then 
right-click on it to display the context menu.  Click on “Task Name…” and then on “Edit Task 
Name…”: 

 

 
 

Then edit the task name in the text box and press OK.   This software will now display this edited  
name in all snapshots and movies associated with the current project. 

Marker Names: Convert into Comment Boxes 
 

31) Sometimes the best way to make a name readable on a crowded screen is to transfer the 
name from the marker to an attached Comment Box.   This allows the user to move the name 
to a less-crowded location on the screen.   To do this, select a marker.   Then right-click on 
the selected marker to display the context menu.  Click on “Task Name…” and then on “Turn 
Task Name into Comment”: 
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The marker will have its task name “free floating” in an attached Comment Box as shown 
below: 
 

 
 

To undo this procedure, click on the marker and then right click on it to display the 
context menu.    Click on “Task Name…” and then on “Show”.  This will re-display the 
name inside the marker.  Then right-click on the Comment Box, select “Delete,” and 
select “From All Snapshots.” 
 

Marker Names: Hiding and Unhiding 
 

32) You may want to hide the name of one or more task or milestones.  To do this, select a single 
event marker in the graph, and notice that it receives a green hi-lighting box.  Select multiple 
event markers by holding down the Control key and selecting in the graph.  Alternatively, click 
on Edit� Select All to select all markers on the screen.   
a) Once you have a selection, you can hide the name of all selected markers by right-

clicking on one of the selected markers to display the context menu.  Click on “Task 
Name…” and then on “Hide Task Name.” 

b) If you have previously hidden the names of markers, you can make them visible again by 
right-clicking on one of the selected markers to display the context menu.  Click on “Task 
Name…” and then on “Show Task Name.” 

 

Markers: Show Baseline Schedule for Tasks/Milestone s 

33) Click on the Movie Properties button ( ) on the toolbar.   On the General tab page, look for 
the area entitled “Chart Elements”: 
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Check the “Baseline Markers” checkbox to display the baseline schedule for tasks and 
milestones. 

 

Markers: Show Percent Complete for Tasks 

34) Click on the Movie Properties button ( ) on the toolbar.   On the General tab page, look for 
the area entitled “Chart Elements”: 

 

 
 

Check the “% Complete Bars” checkbox to display percent-complete bars inside the task 
bars.  You can choose the color for these percent-complete bars by making a selection in the 
drop-down box. 

 

 
 

Swimlanes: Move Markers to Different Swimlanes 
35) A lot of the power of TimeArrow comes from its efficient handling of space on the screen.   To 

manage vertical space, it is often very useful to move Markers so that several of them occupy 
the same swimlane.  To do this, select a single marker in the graph, and notice that it 
receives a green hi-lighting box.  Select multiple markers by holding down the Control key 
and selecting in the graph. From here you can change swimlane assignments several ways: 
a) Drag with the Mouse.   Drag an individual event to a new swimlane. 
b) Use the Arrow Keys.   Move multiple events to new swimlanes by selecting multiple 

Event Markers and then using the up/down arrow keys to shift the entire set up or down 
on the graph. 
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c) Use the Movie Graph Context Menu.   Right click on the selection in the Movie Graph to 
display the context menu.   Then click on “Change Swimlane” and choose a swimlane 
number from the list.   This will move the entire selection to the selected swimlane (the 
lowest swimlane numbers are at the bottom of the screen): 

 

 
 
d) Use the Edit Menu   Click Edit� Change Swimlane… on the main menu. Then select one 

of the swimlane numbers from the submenu.   (The lowest swimlane numbers are at the 
bottom of the screen.) 

e) Use the Movie Grid Context Menu.   Right click on the row header in the Movie Grid.   
In the context menu that pops up, select Change Swimlane and then click on the desired 
swimlane for the selected row. 

f) Change Swimlane Cell in Movie Grid:   Click on a cell in the Swimlane column of the 
Movie Grid for the row whose marker you want to move to a new swimlane.   A selection 
of swimlanes will pop up.  Choose one of these swimlanes. 

Swimlanes: Show or Hide Swimlane Boundaries 
36) To show the boundaries of the swimlanes as horizontal lines running across the graph, check 

the “Swimlane Grid” checkbox in the “Optional Elements” panel of the General tab page of 
the Movie Properties form. 
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37) To hide the top boundary of an individual swimlane, right-click on the title of the swimlane and 
select “Edit swimlane properties.”   Then uncheck the gridline checkbox as shown below. 
 

 

Swimlanes: Change the Number of Swimlanes 

38) Open the Movie Properties form by clicking on the icon or selecting Movies� Movie 
Properties… on the menu.    
a) The “Swimlanes and Colors” tab of this form is shown below:  
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b) To change to a specified number of swimlanes , click on the “Fixed at” radio button in 

the “Initial number of swimlanes” section.    Change the Swimlane Count (shown as “19” 
here) to the new number of swimlanes you would like to have on your graph.  Press 
either the OK button to make the change and close the Movie Properties form or the 
Apply button to make the change and leave the Movie Properties form open so that you 
can make further changes.  A form will appear asking you if you want to make new 
swimlane assignments based on the new swimlane count.   If you answer “yes” the 
number of swimlanes will be changed and the events will be reassigned to the new set of 
swimlanes. 

c) To change to a specified number of markers per swimlane , click the radio button 
shown below and select the maximum number of markers per swimlanes.   The number 
of swimlanes will be adjusted and the events will be reassigned to the new swimlanes 

 

Swimlanes: Change the Number of Swimlanes for Headl ine Events 

39) Open the Movie Properties form by clicking on the icon or selecting Movies� Movie 
Properties… on the menu.     Notice the portion of the Swimlanes & Colors tab shown below: 
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By changing the value of “Percent headline swimlanes,” you can change the fraction of 
swimlanes that are dedicated to headline events.     Press the Apply button to reapportion the 
swimlanes after changing this parameter. 

Swimlanes: Change the Swimlane Categories 
40) Each swimlane initially represents some category, such as the task ID, task name, or 

assigned resource.   The quantity that each swimlane represents comes from the “swimlane 
column,” since it is a value from a column in a table of events.  After a Movie has been 
created, you can change the swimlane column by opening the Movie Properties form and 
navigating to the “Swimlanes and Colors” tab.    Select a swimlane column by clicking on the 
dropdown box as shown below: 

 

 
 
Then click the OK or Apply button to recompute the swimlane categories, recompute the number 
of swimlanes, and reassign events to the new swimlanes. 
 

Swimlanes: Add or Edit Swimlane Titles 
41) Swimlane titles let you describe the meaning of one or more swimlanes.    
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a) To use this feature, you must first enable swimlane titles as follows.    Click on the Movie 

Properties button ( ) on the toolbar.   On the General tab page, look for the area 
entitled “Chart Elements”: 

 

 
 

 Check the “Swimlane Titles” checkbox to enable swimlane titles. 
 
b) To add a swimlane title, click in the swimlane title area to the left of the start time on the 

graph.  A box will pop up that lets you enter an individual swimlane title as shown below: 
 

 
 

Press OK to cause the new title to appear in the swimlane area. 
 
c) Swimlane titles are controlled by a single font size on the Main tab page of the Movie 

Properties, shown below: 
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d) To edit a swimlane title, click on an existing swimlane title and edit the text in the box that 

is displayed.   Press OK to accept the changes. 
e) Removing a swimlane title.  Click on an existing swimlane title and note that it gets a 

green highlight box.   Press the DELETE key to blank the swimlane title. 
 

Swimlanes: Move Title from One Swimlane to Another 
42) Click on a swimlane title and note the green highlight box around it.   To move this title to 

another swimlane use the up and down arrow keys. 

Swimlanes: Move Swimlane and All Its Markers to Dif ferent Position 
43)  Make sure that swimlane titles are visible. 

a) Right click on the title of the swimlane you want to move, revealing the following menu: 
 

 
 

b) Clicking on “Edit Swimlane Properties…” displays the swimlane property form: 
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c) Click on the “Sequence” arrows to move the swimlane up or down on the screen. 
 

 

Swimlanes: Add Swimlanes 
44) To add a new swimlane above an existing swimlane, first make sure that swimlane titles are 

visible (see the section “Add or Edit Swimlane Titles” above).   
a) Right-click on the swimlane title where you want to add a new swimlane.   This will show 

the following menu: 

 
 
b) Click on “Add swimlane above” to insert a blank swimlane above the swimlane that has 

the green highlight, as is shown below. 

 

Swimlanes: Hide Swimlanes 
45) To hide a swimlane and all its markers, first make sure that swimlane titles are visible (see 

the section “Add or Edit Swimlane Titles” above). 
a) Right-click on the swimlane title of the swimlane you want to hide.   This will show the 

following menu: 
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b) Click on “Hide Swimlane” to hide the swimlane and all the markers that it contains. 

Swimlanes: Unhide All Hidden Swimlanes 
46) On the main menu, select “View” and then select “Unhide All Swimlanes”, as is shown below.   

All hidden swimlanes will now be shown on the graph. 
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Comment Boxes: Add, Edit, and Delete 
47) Comment boxes give you a lot of flexibility to annotation your graph.  Add a Comment Box to 

any event on the screen by right-clicking on the event and selecting “Comments…”  You can 
edit the Comment’s parameters using the form shown below: 

 

 
 

A brief description of some of the Comment parameters in this form follows: 
i) Comment:   this is the comment that appears in the box 
ii) Anchor Position:  this controls the horizontal location along the Event Marker at which 

the comment is “anchored.”   It is a percentage of the Event Marker’s horizontal 
(time) extent 

iii) Anchor Marker:  this is the symbol that appears on the Event Marker at the end of the 
anchor line. 

iv) Anchor Color:  this is the color of the perimeter of the anchor marker 
v) Comment Box Position:  this is the displacement of the comment box from the 

Anchor Marker.   If a comment box ends up off the visible screen, you can adjust 
these parameters to bring it back into view 

vi) Attach Comment to All Snapshot:  if checked, this comment will appear in all 
snapshots in the movie.   Later on, you can delete the comment from any snapshot 
you choose. 

After creating the comment box, you can then drag it to wherever you choose on the 
screen.     
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Compaction: Absorb One Milestone or Task into Anoth er Task 
48) Event Absorption is a handy way to compress information onto the screen.   The idea is to 

“absorb” one event into another event, leaving behind only a comment box (or perhaps two 
comment boxes) to indicate the presence of the absorbed event.    
a) To do this, drag the event to be absorbed on top of the event that will absorb it, as shown 

in the figure below.   If the absorbed event fits entirely inside the absorbing event (in 
time), a form will appear, asking if it is to be replaced by one comment box or two.   After 
making a choice and clicking <OK>, the absorbed event is hidden and is replaced by a 
(two) comment box(es).   The Comment Boxes mark its start time, its end time, or both.   
If the event to be absorbed does not fit entirely inside the absorbing event, then it is not 
possible to carry out this absorption operation. 

b) Comment Boxes originating by Event Absorption can be edited just like any other 
comment box.  Simply right-click on the Comment Box and respond to the forms that 
appear. 

c) To “de-absorb” an event that has been replaced by one or two comment boxes, navigate 
to Edit, Show and click on Show All.   This will unhide events that have been hidden, 
including the absorbed events.   You can then delete any comments associated with 
these “de-absorbed” events. 
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Compaction: Create and Delete Virtual Summary Tasks  
49) A Virtual Summary Task is a summary task created in TimeArrow that does not exist in MS 

Project.  It represents the start date and end date of two or more constituent tasks or 
milestones that are contained inside it.  TimeArrow adjusts the start and end dates of a 
Virtual Summary Task as its constituent tasks dates change from snapshot to snapshot.   It 
also constructs baseline tasks and percent-complete bars for Virtual Summary Tasks. 

 
a) To create a Virtual Summary Task, follow these steps: 

i) Select the first constituent milestone or task.   It will get a green hi-lite. 
ii) Hold down the Control key and select the second (and third, fourth, etc) constituent 

milestones and task. 
iii) Right click-on any of the selected markers to bring up the context menu shown below  
iv) Click on “Make into Virtual Summary Task” in the context menu. 
 

 
 
 That’s it.  The screen will now look like this: 
 

 
 

b) To undo this action, click on the new Virtual Summary Task and then right click to get the 
context menu.  Then click “Unmake Virtual Summary Task” to restore the milestones as 
they originally were. 

 
c) Note that the virtual summary task inherits its color, title, and text positioning, and font 

size from one of the source milestones that you originally selected.   You can always 
adjust these properties by selecting and then right-clicking on the virtual summary task. 



 

Chronicle Graphics 
TimeArrow ® User Guide 
  

 

Copyright 2007-2009, Chronicle Graphics Inc .  All Rights Reserved  Page 71 of 95 

Dependencies: Link Tasks and/or Milestones 
50) Add or edit Event Links between pairs of events on the screen.   These are often employed to 

show dependencies or cause-effect relationships.  After selecting two (and only two) Event 
Markers on the screen, add an event link by right clicking on one of them or by navigating to 
edit…Event Links on the main menu.   This will bring up a form that lets you specify the color, 
text, arrows, and precise location of the event link when it is attached to the two chosen 
Event Markers.  To edit an existing link, right click on the link and select “Event Links…” or 
select “Event Links…” under Edit on the main menu.   The Event Link form is shown below: 

 

 
 
A brief description of these Event Link parameters follows: 

i) Link Annotation:   these are the words that are displayed along the horizontal portion 
of the link 

ii) Time Position of Link on First Event:  this controls the horizontal anchor location 
along the first Event Marker.  It is a percentage of the event’s horizontal (time) extent. 

iii) Time Position of Link on Second Event:  this controls the horizontal anchor location 
along the second Event Marker.  It is a percentage of the event’s horizontal (time) 
extent. 

iv) Elbow Position:  this controls the vertical positioning of the horizontal elbow in the 
link.   Use this parameter to move the elbow to a position where the Link Annotation 
is most readable. 
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v) Arrows:  determines whether arrows appear on none, one, or both ends of the link. 
vi) Link Color: this is the color of the link line 
vii) Link Thickness:  this is the thickness (in pixels) of the link line 

 
51) Occasionally some drawing artifacts may appear on the screen as you are moving Event 

Links or Comment Boxes around.  To remove these artifacts, simply press the CNTL-F5 key 
to redraw the screen cleanly. 
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Data Management: Exporting and Importing Projects w ith TAD Files 
52) You can export projects to save or archive your data.   You can then send these projects to 

other users of TimeArrow so that they can add events to the project. Export/Import of 
TimeArrow data is done with “TAD Files”.   TAD files are proprietary formats that allow you to 
manage your projects and movies. 

a) Export.   Using File� Export… or , you can export one or more TimeArrow projects to 
a file that has the extension “tad” for “TimeArrow Data.”   The export functionality lets you 
choose the projects to be exported and then lets you choose the TAD file that will contain 
the exported data.    This export file contains not only the projects you have chosen to 
export, but it also contains all related movies, classifications, etc.   In addition the TAD file 
contains all attachments associated with the projects you have selected. 

b) Import.   Using File� Import… or , you can import all of the projects and related 
information contained in a TAD file.    The related information includes all movies and 
attachments that pertain to the projects that are contained in the imported file.   If any 
imported projects, movies, or attachment files have naming conflicts with pre-existing 
items in your database, they will automatically be assigned non-conflicting names.   For 
example, if you import the project “Challenger” and you already have a project called 
“Challenger,” the imported project will be renamed to “Challenger(1)”.   You rename the 
project using File� Add, Delete, and Edit Projects. 

Data Management: Save Movies in TAM Files 
53) A TAM file is a proprietary file that stores everything needed to recreate a movie for you or for 

another user of TimeArrow.  It stores not only the movie, but also the project and snapshots 
associated with the movie.  You can email a TAM file to another TimeArrow user who wants 
to edit or add to your work.   You can also archive a TAM file to safeguard against accidental 
deletion of your valuable work from the TimeArrow database on your computer. 
a) To export your movie into a TAM file, first make sure you have saved the movie using the 

File� Save Movie menu item or click the blue diskette icon on the TimeArrow toolbar.   Or 
use File� Save Movie As to save the movie under a new name. 

b) Then use File� Export Movie to TAM File….   When prompted, choose an output folder 
and type a file name that ends with “tam”.  Then press “Save.”  

c) Saving important movies to TAM files is also a good thing to do from time to time, just as 
you save any important application files to prevent their accidental loss. 

d) If you upgrade TimeArrow to a new version, you should always save your movies to TAM 
files and then re-import them into TimeArrow after the upgrade.   The upgrade process 
generally clears the TimeArrow database of all its projects, snapshots, and movies. 

Data Management: Import Movies That Were Saved in T AM Files 
54) A TAM file is a proprietary file that stores everything needed to recreate a movie that has 

been saved or archived. 
a) To import a movie stored in a TAM file, first click File� Close Movie in TimeArrow if you 

currently have a movie open.   
b) Then click File� Import TAM File….   Browse for the TAM file that you want to import and 

press the Open button.   TimeArrow will then import the movie and will display it on your 
screen.   The imported movie will now be present in your list of movies, and its 
associated projects and snapshots will be present in the TimeArrow database. 
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Data Management: Delete Movies 
55) Sometimes it is useful to review existing movies, rename movies, and delete movies that are 

no longer needed. 
a) Click File� Delete Movies… to bring up a form similar to the “Manage Projects” form 

shown above. 
b) Select one of the movies and press the Delete button.   The movie will disappear from the 

list.   Now press the OK button to finish the deletion and exit the form. 

Data Management: Add, Rename or Delete Projects 
56) Sometimes it is useful to add a new project, review existing projects, rename projects, and 

delete projects that are no longer needed. 
a) Click File� Add/Delete/Edit Projects to get the form shown below: 
 

 
 

b) To add a project, click the <Add> button, type a name for the new project in the new row, 
hit the TAB key, and then press the <OK> button to complete the process.    You will be 
returned to the Main Grid, where a new blank event has been inserted for the new project 
and the grid filtering has been set to show only the new project.    To remove this filter 

and see all the projects in the Main Grid, click View� Clear Filtering or click the  icon 
on the toolbar. 

c) To delete a project, select the row containing the project and click the Delete key.  Then 
click on OK to finish the job. 

d) To rename a project, type the new name over the old name and press the Tab key 
(pressing Enter does not work!).   Then press the OK button to complete the name 
change. 

Data Management: Delete Snapshot or Change its Snap shot Date 
57) Sometimes it is useful to review change the date of a snapshot or delete snapshots that are 

no longer needed. 
a) Click File� Add/Delete/Edit Snapshots to get a form similar to the “Manage Projects” form 

shown above. 
b) To delete a snapshot, select the row containing the snapshot and click the Delete key.  

Then click on OK to finish the job. 
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c) To change the snapshot date, type a new, valid date over the old one and press the Tab 
key (pressing Enter does not work!).   Then press the OK button to complete the change. 

Data Management: Unhide or Hide Grid Columns 
58) The grids in Main View and Movie View  are configurable, allowing you to view several 

columns that are not visible by default.    To change the visible columns in a grid, right-click 
on any column header in the grid.   The following form will appear: 

 

 
 

Check or uncheck the checkboxes beside each column name and then click OK to cause the 
changes to be shown in the grid. 

Recovery: Remove Drawing Artifacts from the Screen 
59) Occasionally the screen will not completely redraw itself after the user has edited movie 

properties or dragged things around on the screen. 
a) To force the movie to redraw itself, select Movie� Redraw.   
b) Equivalently, press Control-F5 to redraw the screen 

Recovery: “Reboot” TimeArrow 
60) Occasionally things may put TimeArrow into an inconsistent internal state.   If this happens, 

you may see a series of error messages like the one below.  In many cases, TimeArrow 
recovers automatically from such errors, but sometimes it does not.  In this case, you will 
receive a series of such error messages in fairly rapid succession. 

 

 
  

a) First of all, we apologize for our internal error and would like to diagnose and fix it.  So we 
would really appreciate it if you would press the “Details>” button and then cut and paste 
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the detailed error description into an email to support@chroniclegraphics.com.  If you 
can, provide information about what steps you had taken before the error occurred. 

b) If you get more than one of these error messages in fairly rapid succession, it is probably 
best to “reboot” TimeArrow.  The way to do this is to close all TimeArrow windows and 
then restart TimeArrow. 
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Making Global Changes with the Movie Properties For m  

 
Use the Movies Properties form to view or change parameters that affect the appearance of the 
movie itself or of all Event Markers in the movie.   This is a powerful way to change the 
appearance of all markers in a Movie with a few keystrokes.  When you open an existing movie, 

you can bring up this form by clicking on the  button on the toolbar or by clicking 
Movie� Movie Properties on the main menu.   The Movie Properties form is a tabbed form that 
looks like this: 
 

 
 

There are seven tabs, each of which contains a number of controls. Here is an overview of 
each of the Movie Property parameters, organized by tab page: 

Movie Properties: Swimlanes and Colors 
Swimlanes and Colors Page (shown above) lets you automatically reassign swimlanes and colors 
to events in an existing movie. 

a) Swimlane assignments:  this section lets you change the number of swimlanes and how 
the swimlanes are defined.    Events are automatically placed in swimlanes based upon 
an event attribute from the swimlane column.   This column could be the ID,  the task 
duration, the start time,  or any number of other quantities.   By changing the choice of 
swimlane column, you can change the way events are grouped and ordered on the 
screen.   You can also change the number of swimlanes.  By changing the number of 
tasks per swimlane, you can control how “crowded” each swimlane is and how many 
swimlanes are assigned to each category.  
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b) Color assignments:  this section lets you change the way that colors are automatically 
assigned to events.   Colors are assigned to markers based on quantities in the color 
column.   Alternatively you can instruct that all markers have the same initial color. 

Movie Properties: Main Tab Page 
This tab page lets you set the most common properties of a Movie.   Each of these properties is 
discussed below. 
 

 
 

a) Basics 
i) Title: title that appears at the top of the graph 
ii) Start:  start date of the timeline (it will get rounded down to the nearest multiple of 

Time Axis Units) 
iii) End: end date of the timeline. 
iv) Author: person’s name that can appear in a header or footer entry 

 
b) Font Sizes.   The software generally often the text’s font size to make it fit the space 

allotted to it, though there are exceptions. 
i) Tasks/Milestones.  This sets the global default font size for markers.    If the check 

box “Fit in Task Bar” is checked, however then this becomes the maximum font size 
for those task names that are centered on the marker, and the actual font size will be 
smaller. 

ii) Event Links.  This restricts the maximum size of text that appears along the 
horizontal part of the Event Links. 

iii) Swimlane Titles.  This sets the actual font size of the optional swimlane titles on the 
left side of the screen. 

iv) Time Axis.  This limits the maximum size of date/time annotation text along the time 
axis. 
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v) Callouts.   This limits the maximum size of the text in the Callout Boxes associated 
with Headline Events. 

 
c) Chart Elements.   These check boxes control whether the graph has  

i) swimlane titles 
ii) a displayed set of swimlane gridline (horizontal lines across the screen) 
iii) percent-complete bars inside the task bars (if the % Complete column is populated)  
iv) baseline task bars and milestones (if these columns are populated).   
 
In addition, this section lets you specify the color of the % Complete bars and the text 
alignment of the swimlane titles. 
 

d) Time axis 
i) Label units.   These determine the interval at which annotation occurs along the time 

axis.   For movies that need to indicate events that occur at a finer timescale than 
“daily,” it is important to set this to a value such as “Hours”.   

ii) Time-Axis Location:  determines whether the timeline annotation will be above the 
graph, below the graph, or both. 

iii) Top-Axis and Bottom Axis Heights:  these specify how much vertical space you want 
to allocate to the time axes above and below the graph.   

iv) Label format.   This is the format for date and time annotation along the time axis 
v) Rotate labels.   Checking this box rotates the time-axis labels so that they take up 

less horizontal space. 
 

e) Chart-Element Dimensions 
i) Chart Width and Height:  the size of the chart (in inches).   Changing these 

parameters lets you change the aspect ratio of the chart and also determines the final 
output dimensions when you print or copy the graph to another application. 

ii) Left and Right Margin Widths:  amount of blank space to the left and right of the 
timeline.  Increasing these can help when text gets truncated at the edges. 

iii) Swimlane Title Width: amount of horizontal space allocated to the swimlane titles.  
iv) Callout Width and Height:  the size of the Callout Boxes (in inches) that are 

associated with Headline Events.  All Callout Boxes are this same size. 
 

Movie Properties: Legends 
This tab page controls the color legend and looks like this: 
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a) Basic Legend Properties 
i) Show Legend: this checkbox shows or hides the legend 
ii) Width, Height: width and height of the legend box in inches 
iii) Background Color: legend’s background color 
iv) Legend Title: text that appears at the top of the Legend 
v) Item Font Size:  font size for each of the individual colors’ descriptive text.   
vi) Title Font Size: font size for the legend title.  
vii) Legend location:  the legend can be positioned in one of eight standard positions by 

clicking on one of the radio buttons.   You can later drag the legend to any location 
on the screen. 

 
b) Advanced Legend Properties 

i) Legend Text Column:  this is the column in the data from which the software will 
extract the initial descriptive text for each color in the Legend.   The user can later 
edit this text. Since only one descriptive text can be displayed for each color, the 
software will just choose one value if there are multiple values for a color. 

ii) Unhide All Legend Items:  if the user has hidden some legend items, pressing this 
button will make all legend items visible. 
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Movie Properties: Headers and Footers 
This tab page controls the header and footer elements on the page and also controls the title size 
(the title itself is on the Main tab page): 
 

 
 

a) Titles (note that the title itself can be entered on the Main tab page) 
i) Show Title: this checkbox shows or hides the title at the top of the graph 
ii) Title Height: height of the title in inches.   Width of the title is the entire graph. 
 

b) Header Properties 
i) Show Header: this checkbox shows or hides the entire header 
ii) Header Left, Header Center, and Header Right: these drop-down boxes allow you to 

specify what field you want to appear in each of the three possible header elements.  
Elements can be left blank. 

 
c) Footer Properties 

i) Show Footer: this checkbox shows or hides the entire Footer 
ii) Footer Left, Footer Center, and Footer Right: these drop-down boxes allow you to 

specify what field you want to appear in each of the three possible Footer elements.  
Elements can be left blank. 

 
d) Header/Footer Font 

i) Font Color: color of the header/footer text 
ii) Maximum Font Size:  max font size of the header/footer text.  Text will be 

automatically reduced in font size to make it fit the allotted space.  Reduce this font 
size to force all header footer fonts to be the same size. 
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Movie Properties: Comment Boxes 
This tab page controls the default appearance of Comment Boxes and looks like this: 
 

 
 

Individual Comment Boxes start out dependent upon the settings on this screen, but can be 
made independent of these settings.  Dependent means that every time these settings are 
changed, it changes every dependent Comment Box.  This is a good way to change many 
Comment Boxes at once.  To make a Comment Box independent, right click on it, click on 
“Edit…” in the context menu, and then change any of its properties.   For as long as a 
Comment Box is independent, it will not be affected by changes to the screen above.  To 
make a Comment Box become dependent again, right click on it, click on “Edit…”, click the 
checkbox “Restore Default,” and then click OK. 
 
e) Box Size. Width and Height are the dimensions of all dependent Comment Boxes.   

 
f) Box Offset from Anchor.  If the check box “Set Globally” is checked, then X and Y set the  

horizontal and vertical displacements of the dependent Comment Boxes from their 
anchor locations on the markers.    When “Set Globally” is checked, dragging a box to a 
new location will make it independent. 

 
g) Anchor Position.  This slider bar sets the default location along the task at which the 

dependent comment boxes are anchored to their task markers. 
 
h) Max Font Size.  maximum font size for the text in the dependent Comment Boxes.  Actual 

font size may be smaller, since the software reduces the font size to make the text fit 
inside the box.  To make all Comment Boxes exhibit the same font size after this fitting 
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has occurred, you can decrease this font size.  Alternatively, you can change the size of 
individual Comment Boxes, which makes them independent. 
 

i) Anchor Marker.   Sets the optional symbol that appears at the place where each 
dependent Comment Box is tethered to its marker. 

 
j) Attach to All Snapshots Checkbox.  When checked, the default is to attach a new 

comment to all Snapshots in the Project. 
 

 

Movie Properties: Advanced 
This tab page controls various other attributes of the movie and looks like this: 
 

 
 

a) Task/Milestone Color Palette.   Choose a palette that establishes color choices for 
markers.   You can combine colors from any palette in a movie, but at any given moment, 
only one palette available for editing marker colors. 

b) Milestone Marker:  this is the default symbol for milestones.   You can change the symbol 
for individual milestones by right-clicking on the marker and selecting “Milestone 
Symbol…” 

c) Milestone marker height.   This is the percentage of the swimlane height occupied by the 
milestone marker. 

d) Task representation.   This lets you represent a task by a Gantt bar or by a milestone at 
the beginning or end of the task. 

e) Task/Milestone Threshhold.   This controls whether short-duration tasks are displayed as 
task bars or as milestone symbols.   Set this percentage to a larger value to display more 
short-duration tasks as milestones symbols. 
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f) Limit to Initial Set of Tasks/Events.   Check this box to freeze the set of tasks and 
milestones to whatever are currently in the movie, cause any new tasks in subsequent 
imports of snapshots to be ignored.  (Not generally recommended). 

g) Chart Background.   Choose two colors to blend and choose the blending direction.  
Alternatively, you can choose to have a single-color background. 

h) AutoScrolling.  Controls whether the movie automatically scrolls in order to keep the Time 
Cursor in the center part of the movie pane.   If this is turned off, then the Time Cursor 
will be allowed to move out of view. 

i) Ghost Markers.   Turns on the display of faint gray “ghosts” that show where the Headline 
Events will appear when the Cursor gets near them.  

j) Show date with name.   Checking this box causes the event date(s) to be displayed with 
the task name. 

k) Centered Boxes.   Controls whether or not the Callout Boxes are always centered on the 
current view of the movie.   If it is turned off, then the boxes are centered instead on the 
entire horizontal extent of the movie, including those portions that do not fit on the screen.   

l) Marker Gradients.   Controls whether markers (i.e. for Tasks, Milestones and Headline 
Events) are drawn with flat colors or with gradient shading.    Unchecking this box 
converts the graph into the non-gradient appearance shown below: 

 

 
 

m) Show date with name.   When this is checked, the task date is displayed in parentheses 
at the end of the task name. 

n) Format with times.  When this is checked, all dates are displayed with a time component.   
For example “June 5, 2009” becomes “June 5, 2009  5:23 PM” 

o) Show time cursor.   When this is unchecked the blue time-cursor line is hidden. 
p) Allow absorption.   When this is checked, the user can drag one task onto another task 

and be prompted to absorb the former into the latter.   When unchecked, the user can 
drag one task on top of another without being asked about absorption. 

q) Lock images.   When this is checked, any background graphic images are frozen.  
Clicking on them with the mouse no longer selects them. 

 

Movie Properties: Animation 
This page controls the playback of animated timelines and looks like this: 
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r) Playback speed.   This controls how rapidly the Time Cursor moves across the screen 
during movie playback 

s) Playback smoothness.  This determines how smoothly the Time Cursor moves across 
the screen 

t) Snapshot change delay.   This is the number of seconds that it will take a snapshot to 
change on the screen.   Choose a larger value if you want the audience to be able to see 
individual task changes. 

u) Step units.   The units in which the Time Cursor moves across the screen 
v) Step size.  The number of step units the time cursor takes each time you press the right 

arrow key 
w) Step window.  The width of the window around the Time Cursor that affects the 

appearance of headline events. 
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2) Animation Tab Page.   This tab page controls the animation of the movie and looks like this: 
 

 
 

a) Playback Control 
i) Speed.   Controls the relative speed at which the Time Cursor moves across the 

timeline. 
ii) Smoothness.   Controls the “jumpiness” of the Time Cursor movement across the 

timeline. 
 
b) Animation Transitions 

i) Snapshot Change Delay.   Controls the time it takes for TimeArrow to reposition 
tasks and milestones whenever the snapshot changes.     

ii) Step Units.    Controls the units in which the movie steps forward in time.  It defaults 
to “Days.”   However, it can also be set to other time units such as “Minutes”.    For 
movies that need to indicate events that occur at a finer timescale than “daily”, it is 
very important to set this parameter to a small enough time unit. 

iii) Step Size.    Controls how many Step Units the Time Cursor moves when you press 

the single step forward  or single step backward  buttons in the VCR controls.   
Likewise this is how many Step Units the Time Cursor moves when you press the 
left-arrow or right-arrow keys.  This parameter also influences the speed of the movie 

when you press the play button  on the VCR controls. 
iv) Step Window.   Controls how far away from the Time Cursor a Headline Event is 

when it first appears.    It must be at least half of Step Size to avoid missing any 
Headline Events, but the software will verify this condition for you. 
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Customizing and Standardizing with User Profiles 
The TimeArrow User Profiles let you customize the initial style of each new movie and let 
individuals in an organization standardize on common styles.  You can create and edit profiles to 
let you make movies have a common look and a common set of graphical defaults. TimeArrow 
ships with several standard profiles that you can modify and customize to suit your needs.  You 
can also export and import profiles, allowing users in a department to standardize on styles.   
 
To edit the User Profile, click on File� Manage User Profiles… on the main menu of the Main 

View or Movie View windows. Or you can click on the  button on the Main View toolbar.   In 
any case, the following tabbed form will appear.   The tab pages and controls are very similar to 
those that appear in the Movie Properties Form, so refer to the section on Movie Properties form 
for details on most parameters.  In this section, we will discuss only those items that are not in the 
Movie Properties form.   The “Swimlanes and Colors” and “Advanced” tab pages have some new 
controls, so we will discuss them here. 

User Profiles: Swimlane and Color Assignments 
The Swimlanes and Colors Tab Page shown below lets you specify how you want swimlanes and 
colors to be assigned to events when a Movie is first created: 
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a) Swimlane column.   Specifies how imported tasks and milestones are to be grouped and 
assigned into swimlanes.  The swimlane column defines the categories for the 
swimlanes.  For example, a common practice is to choose the EventID, ID, or Unique ID 
as the swimlane column.   In this case, each swimlane corresponds to an ID value and 
will contain only the task that has that ID.   Alternatively, you could choose the start time 
the swimlane column.  In this case each swimlane will contain tasks that have the same 
start time.   If there are many tasks that have the same start time, the software will 
establish several consecutive swimlanes for that start time. 

 
b) Ancestors’ outline level.   This choice appears only if you choose “User-defined 

string2/Ancestor Task” as the swimlane column.   This means that tasks will be grouped 
into swimlanes based on “ancestor” tasks that are higher in the project outline level (i.e. 
higher in the project work-breakdown structure).   This is very useful for making multi-
project graphs because it treats the ancestor tasks as project identifiers.    

 
c) Initial number of swimlanes.   These choices control the initial number of swimlanes in a 

new movie.  There are three choices: 
i) Fixed at N swimlanes.   Sets the initial number of swimlanes to be a fixed number 

specified here, regardless of how many swimlane categories are in the import from 
Microsoft Project.   If there are more categories than swimlanes, some swimlanes will 
end up with more than one task.  If there are fewer categories than swimlane, then 
swimlanes at the bottom of the graph will be empty. 

ii) Put N task(s) per swimlane.   Sets the initial number of swimlanes so that there are at 
most N tasks per swimlane.  

iii) Put N tasks(s) per swimlane, keeping the number of swimlanes between X and Y.   .   
Attempts to set the initial number of swimlanes so that there are at most N tasks per 
swimlane but does not let the number go outside specified bounds.   If limiting to N 
tasks per swimlane would cause the upper bound to be exceeded, then the software 
is forced to put more than N tasks per swimlane. 

 
d) Generate swimlane titles from swimlane column.   If checked, the software will 

automatically generate a set of swimlane titles from the categories found in the swimlane 
column.   If there are multiple swimlanes for a given category, a title will be generated for 
only the first swimlane of the group and the swimlane grid lines will be shown only at the 
top and bottom of the group. 

 
e) Percent headline swimlanes.   Change this percentage to change the fraction of 

swimlanes that are dedicated to headline events. 
 

f) Initial Colors of Tasks.   Set up the scheme for assigning colors to tasks in new movies: 
i) Same for All.   Choose a single color to apply to all imported tasks and milestones. 
ii) Based on the Value of Y.   Choose a data column whose values will determine which 

tasks/milestones have the same colors.   A good initial choice is “Text30” to use 
values in the Text30 column of MS Project.  Another popular choice is “Is Critical” 
which produces two colors: one for tasks on the critical path and another for tasks 
that are not on the critical path.   This choice will also determine the colors and text 
that appear in the legend. 

 

User Profiles: Advanced Tab Page 
The Advanced Tab Page is shown below.   Most of these parameters are identical to those 
appearing in the Movie Properties Form, so the reader is referred to that section of this manual 
for details.   Only the differences are described in this section. 
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Default Snapshot Date.   This set of radio buttons determines how the software will supply a 
default value for the snapshot date whenever a new snapshot is being created by importing 
data.   The choices for the default snapshot date are: 

i) Last Modified Date.  Use the date of the last modification of the imported file 
ii) Current Date.  Use today’s date. 
iii) Status Date (then Last Modified).   Use the MS Project Status Date.   This date can 

be found and edited in MS Project by navigating on its main menu to Project� Project 
Information….   If the Status Date is not defined, use the Last-Modified date. 

iv) Status Date (then Current).   Use the MS Project Status Date.  If the Status Date is 
not defined, use the Current date. 

 

User Profiles: Managing User Profiles 
TimeArrow ships with standard user profiles for single-project and multiple-project graphs.   You 
can start with these profiles and customize the graph style for your own business needs.   You 
can also create your own user profiles from scratch.    Furthermore, you can export your user 
profiles (into a TimeArrow TAT file) and email the profiles to other TimeArrow users in your 
organization.    This allows your organization to standardize on TimeArrow graph styles.    
 
To manage user profiles, click on File� Manage User Profiles… on the main menu of the Main 

View or Movie View windows. Or you can click on the  button on the Main View toolbar.   In 
any case, the following tabbed form will appear.   Click on the Profiles menu item to reveal the 
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profile management choices, as shown 
below:

 
 
The menu gives you the following choices for managing your user profiles: 

a) Open.   Choose an existing user profile to open for editing and for using in creating new 
movies.   Note that some user profiles are marked as permanent and thus cannot be 
edited.   When you open these user profiles, you will be able to view all the settings for 
the profile, but all of the edit controls will be disabled.   To create an editable copy of such 
profiles, use the SaveAs function or the Copy function. 

b) New.  Create a brand-new user profile 
c) Save.  Save changes to the user profile that you have open 
d) Save As.   Save the current user profile under a new name. 
e) Copy.   Copy any existing user profile 
f) Delete.   Remove any user profile that you are allowed to remove.   Note that some user 

profiles are marked as permanent and thus cannot be deleted. 
g) Rename.  Give an existing profile a new name 
h) Export Current Profile.   Export the current user profile to a TAT file, which you can then 

distribute to other users of the software 
i) Export Profile.   Choose any profile to export to a TAT file, which you can then distribute 

to other users of the software. 
j) Import Profile.  Import a profile stored in a TAT file and make it one of your available 

profiles for making new Movies. 
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How TimeArrow Animates Timelines 
Animation is a key part of TimeArrow visualization, so it is important to understand that 
TimeArrow provides two distinct ways of making things move on the screen:  
1) Appearance of a Headline Event as the Cursor moves near it and subsequent disappearance 

as the Cursor moves away from it.  This technique is generally used to flash “headlines” onto 
the screen as the Cursor moves along.  Each headline is accompanied by a circular Event 
Marker that shows the time at which the event occurs.   Exactly when these headlines and 
markers appear and how long they remain on the screen can be controlled by parameters in 
the Movies Properties form, but all Headline Events lead to this type of animation as the 
cursor moves near them.   Note that there are also Headline Extended Events, which are 
represented by bars that appear as the Cursor moves near them and then disappear as it 
moves away. 

2) Visible changes to a Milestone/Task as the Cursor moves from one snapshot to the next.   
This technique is generally used to show how plans change as time passes.   If you have 
Milestones/Tasks whose StartTime or EndTime change from one snapshot to the next, you 
will see the event change its horizontal position and/or size as the Cursor moves from one 
snapshot to another.  The key to this type of animation is the snapshot date for each 
snapshot.  As the Cursor moves past the SnapshotTime for a snapshot, that snapshot 
becomes active and the Milestones/Tasks move to their position for that snapshot.  If you 
have a Milestone/Task whose start and end times remain the same across all snapshots, 
then TimeArrow will produce no animation for that event.  If you have Milestone/Task that is 
not present in particular snapshot, then that Event will disappear from the screen when that 
snapshot is active. 

 
In summary, animation effects arise from all Headline Events and from those Milestones/Tasks 
that change from one snapshot to the next.   You can use these two animation mechanisms in 
isolation or in combination to produce a wide range of effective timeline presentations.    
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Glossary of Terms 
  
Attachment :  any application document file or URL that can be associated with an event.  
Examples are an Excel spreadsheet, a Powerpoint presentation, the URL 
www.chroniclegraphics.com, and an Outlook email.  Attachments can be viewed when the movie 
is paused by double-clicking upon the event to which the Attachment is associated.   This brings 
up the DrillDown form, where the attachment appears as a hyperlink. 
 
Callout Box :  text-filled box that describes a point Headline Event.   This box appears at top of 
movie screen.   When user pauses movie and selects this box or the event Marker, the software 
draws the Headline Event Connector between the Event Marker and Callout Box.  The border 
color of Callout Box matches color of event Marker. 
 
Classification :   user-defined category that classifies an event (e.g. Testing, Milestone Achieved, 
Change of Scope, etc).  This is useful for filtering events and for controlling how they appear in 
movies. 
 
Comment Box:   a text-filled box attached via a connector to a Milestone/Task.   This box can be 
edited or can be dragged to a new position by clicking on it with a mouse.  As a Milestone/Task 
moves during a snapshot change, its attached Comment Boxes will move with it. 
Cursor:   synonym for Time Cursor. 
 
DrillDown Form:   form that appears when user double-clicks on an event marker in the upper 
screen of movie View or right-clicks on an event row in Main View.   This form displays the 
Detailed Description text of the event and also presents hyperlinks to any file attachments 
associated with the event. 
 
Event Link :   a connector showing that two Events are linked to each other.  Typically this shows 
that one event depends upon the other event in some way.  The Event Link can display text that 
describes the link. 
 
EventID :   alphanumeric identifier for event.   The combination of EventID and project must be 
unique across all data in the database. 
 
Event Marker:  symbol that represents an event.   For example, the event Marker for a Headline 
Point event is a circle. 
 
Extended event :  an event that occurs over an extent of time.   Such an event is represented in 
movie Graph by a Gantt task bar. 
 
Foundation Snapshot:   the snapshot that is the starting point for the creation of a Scenario 
snapshot.   The Scenario snapshot is a copy of the Foundation snapshot that is then modified by 
the Trigger Events. 
 
Ghost Marker:  a faint marker that shows where a Headline Event will appear when the Cursor 
gets near it. 
 
Headline Event : event that becomes visible only when Time Cursor gets near it and then 
generally disappears after the time cursor moves away from it. 
 
Headline Event Connector:  curved green line that connects a Headline Event Marker with its 
Callout Box. 
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Left Pane:   the panel on the left side of Movie View containing icons labeled “Movie”, “All 
Headline Events” and “Snapshot MM/DD/YYYY” 
 
Linger Flag:   a flag that causes a Headline Event to remain visible in the Movie Graph (with 
Callout Box remaining on the screen if the event is a Headline Point Event) after the Cursor has 
moved past the event 
 
Main Grid:  synonymous with Main View. 
 
Main View:   spreadsheet-type grid that appears when the software starts up.  This grid contains 
all projects in the database and all snapshots for each project.  User can edit, add, and delete 
events in this grid. 
 
Movie View:   the three-pane view of a movie that consists of Movie Graph, Movie Grid, and Left 
Pane. 
 
Marker:  see “Event Marker” 
 
Milestone/Task :  event that remains visible regardless of position of Time Cursor, usually  
representing something that was planned. 
 
Movie :  collection of events and display settings that displays as an animated timeline.   Headline 
Events come and go.   Milestones/Tasks change their location.  A movie can contain one or more 
projects. 
 
Movie Graph:   graphical screen that displays the animated movie.   This screen contains the 
Time Cursor, Event Markers, Callout Boxes, Comment Boxes, Title, Headers, Footers, and 
Playback Controls. 
 
Movie Grid:  spreadsheet-type grid that appears below the Movie Graph when a movie is being 
viewed.   User can edit display characteristics of events in this grid.   For example, the user can 
edit each event’s visibility (Is Visible), Swim Lane, and Color. 
 
Outline Dependency:   type of event dependency that occurs when one Milestone/Task 
summarizes a set of events in an outline hierarchy.   When any of the times of the lower-level 
events change, the times of the summarizing event can change. 
 
Playback Controls:   buttons associated with movie Graph that controls the playback of the 
movie.   These controls allow the user to play, pause, single-step (forward/backward), stop, and 
capture a frame to an output file. 
 
Point event : event that happens at one point in time.   Represented by a Point-event Marker 
(circle for Headline Point event; triangle for Persistent Point event). 
 
Predecessor : event on which another event is dependent.   The other event is called the 
“Successor.”  Predecessor events constrain the start and/or finish times of successor events and 
are identified using the MS-Project syntax of comma-separated event identifiers followed by a 
dependency type (“FS”, “FF”, “SF”, or “SS”) and an optional time lag (e.g. 24FS, 29FF+10 days.   
Since Finish-to-Start (FS) dependencies are very common, the “FS” designator is omitted unless 
there is a time lag. 
 
Project : a collection of events.    Project is a convenient way to organize events that will be made 
into a movie.   Each project has its own set of snapshots for its Milestones/Tasks.   It can also 
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have a set of Headline Events representing unplanned occurrences, surprises, or risks that 
materialize. 
 
Scenario Snapshot:   a snapshot generated by TimeArrow to help the audience visualize what 
might happen in the future.   Scenario snapshots are very useful when the Milestones/Tasks have 
Predecessor/Successor dependencies among them.  This allows a small number of Trigger 
Events (see below) to generate realistic “what if” scenarios with minimal effort on the part of the 
movie author. 
 
Snapshot :  a version of a set of Milestones/Tasks of a project.   This concept applies only to 
Milestones/Tasks.  Snapshots capture changes in Milestones/Tasks over time.   When a plan 
changes, users create a new snapshot for the project and enter the new times for the 
Milestones/Tasks that have changed.    When the movie plays, TimeArrow  animates by changing 
from one snapshot to the next as the Cursor moves past the snapshot date for each snapshot. 
 
Snapshot Date :   date on which snapshot becomes effective for the project.  As the Time Cursor 
moves, the software will display the snapshot with the latest snapshot date that is less than the 
position of the time cursor. 
 
Snapshot Number :   unique integer identifier for each snapshot of a project.   It is not necessary 
that the order of the Snapshot Numbers correspond to the order of the snapshot dates. 
 
Successor:   event whose times depend on another Milestone/Task in the project.  The other 
Milestone/Task is called the “Predecessor” (See above for more details.) 
 
Swimlane : a horizontal lane that holds events as the move plays.   Users employ tracks to 
distinguish among different types of events. (See “track”) 
 
Trigger Event:  a Milestone/Task in a scenario snapshot that differs from what is present in the 
underlying Foundation Snapshot.  A Trigger Event may be an event in the foundation snapshot 
whose times have changed or it may be a new event that was added to the scenario snapshot.   
The real power of a Trigger Event is to cause realistic changes in numerous Milestones/Tasks in 
the scenario snapshot when other events are Successors to the Trigger Event. 
 
Track :  a horizontal lane that holds events as the movie plays.   (See “Swim Lane”) 
 
Time Cursor : vertical blue line that sweeps across movie Graph to indicate the passage of time.  
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Final Words 
We hope you succeed in communicating complex situations with TimeArrow!  Send us an email 
with your comments on the product to support@chroniclegraphics.com. 
 
THE CHRONICLE GRAPHICS TEAM 

 
 

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. 

 


