Open a blank workbook
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Now create the following column titles
[image: ]

Now break your work down into different tasks
[image: ]

Work backwards with the dates. i.e. decide when you want to finish and put this as the final end date. Use the same format for the date as shown
[image: ]

Now decide when you want to start, and work out a sensible schedule!
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Lets make sure the date columns are actually formatted as type ‘date’
So select all the dates. Right click. Select ‘format cells’ and choose the date type as shown
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[image: ]

Now we can use excel to calculate the duration automatically
So in D2, type “=C2-B2”
Then copy and paste this formula into all the other cells in the D column
You may then need to also change the formatting of the D column to a simple ‘number’ with no decimal points.
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Now we can create the chart. 
Change to the ‘insert’ tab. Then select a bargraph. Specifically a stacked bar type
[image: ]

Position your chart.
Then right click in the middle of the chart and choose ‘select data’
[image: ]
Click ‘add’. Call the series ‘Start date’ and for the ‘series values’ , just use your mouse and select the whole start date column
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Then do the same – add. But this time, add the ‘duration’ data.
Your chart should then look something like this – nearly there now!
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One thing now is to click the ‘edit’ button underneath the word ‘Horizontal (category) Axix labels’
Then select all your task names. It should now look like this
[image: ]

Nearly there now. We just need to tidy some things up.
First off, you usually start your gantt chart at day 1, so we need to get rid of the blue padding before the proper start.
Go to B2 which has the very first start date. Right click. Format, and select ‘number’. You’ll see the date change to something like 44154. Copy this number to the clipboard. You can then use the ‘undo’ button to get back to the date.
At the very bottom of your gantt chart, right click on the horizontal axis date range and select ‘format axis’. Paste the date number in your clipboard into the ‘minimum; box under ‘bounds’ This should then make things start at day1
[image: ]

You may have noticed that the tasks are in reverse order. To fix this, right click on the tasks on the chart, select ‘format axis’ and then tick the ‘categorise in reverse order’ box.
[image: ]
The only thing left now to make it look like a normal gantt chart is to remove the blue bars.
Click on one of the blue bars (all of them then become selected). On the right, select the fill bucket, and click ‘no fill’. Voila! No blue bars.
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Just to finish off. You then notice that if there is a duration of zero days, then no bar shows up, so it’s a good idea to have at least one day for each task.
Then you also realise that there isn’t much time to actually finish all the tasks! So you revise some of the dates. But the good news is that excel auto-recalculates, so your final screen ends up looking like this which gives you top marks for planning and creating a Gantt chart 😊
[image: ]
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