
User Manual For Gantt Charts in 
Google Sheets

Lexie Wilson
Utah Division of Air Quality

lexiewilson@utah.gov
(801) 536 – 0022

Contact if you have any questions. 
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Access the main Google Folder 
here:

https://drive.google.com/drive/folde
rs/1Yhv_xsq5PqzyvCBupJBPT9OluyV6

KPVs?usp=sharing

NOTE: 
If you have a Google account, please log in to the 
Google account before opening the spreadsheet. This 
will allow your edits to the Gantt chart to be tracked. 

If you do not have a Google account, you may still 
access the shared spreadsheet by clicking on the link in 
your inbox. You will still have full editing and 
commenting capabilities. Your edits will be tagged as 
“Anonymous”

https://drive.google.com/drive/folders/1Yhv_xsq5PqzyvCBupJBPT9OluyV6KPVs?usp=sharing


Instructions
1. Review and edit sections of the 2017 Annual WRAP 

Workplan – To be Edited for 2018-19 that correspond 
to your work group. 

– https://drive.google.com/drive/folders/1-
lbd2rU4e2JJq2whuRIA5OtEXQtada7t?usp=sharing

2. Update the Master List of tasks.
– https://docs.google.com/document/d/1hWYugaJPc9ER4E

2g05n8p1VkyG8UrY_icXPQFaQfAR4/edit?usp=sharing

3. Fill the Gantt chart (WRAP 2018-2019 Workplan 
Gantt Template) to match your work in Part 1.

– https://docs.google.com/spreadsheets/d/1Ul3FbvjzNDPd-
XBPMCFoD-83wf2Ph_aWt2MtdpbspE0/edit?usp=sharing

https://drive.google.com/drive/folders/1-lbd2rU4e2JJq2whuRIA5OtEXQtada7t?usp=sharing
https://docs.google.com/document/d/1hWYugaJPc9ER4E2g05n8p1VkyG8UrY_icXPQFaQfAR4/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1Ul3FbvjzNDPd-XBPMCFoD-83wf2Ph_aWt2MtdpbspE0/edit?usp=sharing


House Rules

• Please do not change the formatting – if at all 
possible. 

• Please do not write lengthy task names 
directly in the cells. Write a short title for the 
task, and leave task notes as comments 
attached to your task cell.
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Access the 2017 
workplan here.
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Select the appendix 
corresponding to your 
workgroup.
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Review your 2017 workplan. 

Carry any incomplete tasks over to 2018-
19, and add them to the 2018-19 Gantt 
chart. 



You should be able to 
view, comment, and 
edit this document upon 
opening the link. 

This document contains 
a detailed outline of 
tasks. Tasks specific to 
work groups are listed 
near the bottom of the 
outline. 
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Master List



Before making any 
changes to this 
document, switch form 
“editing” to 
“suggesting”
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Master List



Click anywhere on the document to 
suggest an edit. Your new text will show 
as green in the document as well as in a 
comment on the right margin.

Please avoid clicking 
the checkmark, as 
this will accept your 
suggestion as a 
permanent edit. 

Click “X” to delete 
your suggestion. 
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Master List



Tasks in this outline should match tasks 
inserted to the Gantt chart in step 2. 

Numbers to the left of each task also 
correspond to Gantt chart items. 
However, tasks in the “third level” i.e. 
8.2.1 are considered too detailed to 
belong in the Gantt chart. 
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Master List



You should be able to 
view, comment, and 
edit this spreadsheet 
upon opening the link. 
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Click on a cell to edit.  
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Cells containing a lot of 
text will not wrap. To 
avoid pushing text into 
the time-line portion of 
the Gantt chart, use the 
commenting feature 
described in the 
following slides.  
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How to insert a comment
1. Left click on the cell 

in which you would 
like to leave a 
comment to select 
it.

2. Click the “Insert 
Comment” button 
on the upper 
toolbar.
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1. Right click on the 
cell in which you 
would like to leave a 
comment.

2. Scroll down the 
menu until you find 
“Insert Comment” 

How to insert a comment (alternate method)
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How to insert a comment

1. Type your comment 
into the text field 
that appears.

2. Click “Comment”

Note: If you are logged 
in to your Google 
account while editing, 
your comments will be 
tagged with your name. 
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How to insert a comment
Now my comment is 
attached to the cell G11. 

“Resolve” will remove 
the comment from the 
cell, but the comment 
remains in the history
which can be viewed by 
clicking on the 
“Comments” button 
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Cells with comments 
attached to them 
contain a small yellow 
triangle in the upper 
right-hand corner.

Comments can be 
viewed by rolling over 
the cell with your 
mouse.
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You can view all 
comments in the sheet 
at the same time by 
clicking the Comment 
button, here. 

The button will contain 
a number that matches 
the total number of 
comments in the sheet. 
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This sheet displays a 
padlock icon because 
some of the formatting 
is protected.

See next slide. 
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Let’s say I want to add a 
new row. (We have 
added plenty of blank 
rows to this Gantt chart 
so you should not need 
to do this action)

Select row 14, right 
click, and select “Insert 
1 above”

When you try to add a 
new row, this pop up
displays.

This sheet is protected 
to prevent changes in 
formatting. 

If you press OK, you can 
override the protection 
and continue editing. 
CANCEL will cancel your 
attempted edit. 

How to override protected cells
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How to edit timeline cells in Gantt

1. Select the cells you 
would like to color 
by clicking and 
dragging.

2. Select “Fill Color” 
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How to edit timeline cells in Gantt

Pre-selected colors for 
this sheet are shown 
under “Custom…” 

You can use this preset 
color scheme to fill in 
the Gantt Chart. 

Use the color 
corresponding to your 
workgroup to mark 
tasks that directly relate 
to your contributions as 
a workgroup.

3. Gantt Chart2. Workplan Outline1. Edit 2017 Appendix



How to make a copy of the Sheet

Click “File” and select 
“Make a Copy…”

This command will make 
an exact copy of the 
sheet at the time. 

Please use this 
command if you would 
like to make any major 
formatting (or 
otherwise) changes to 
the sheet. 
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Version History

Google sheets automatically saves 
every edit you make with a 
timestamp. These edits (and the 
user who made the edits) can be 
viewed as part of the “Version 
History”

The Version history can be accessed 
by clicking on the hyperlink here. 
The text of this hyperlink will change 
based on the time of the last edit. 
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Version History (alternative method)

Click “File” and select 
“Version History” then 
“See Version History”
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Version History (may only be admin privilege)

This shows all previous 
edits made to the sheet, 
and which users made 
those edits. 

(Users without Google 
Accounts will show as 
“Anonymous”)

Previous versions may 
be restored. 
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Version History (may only be admin privilege)

Clicking on these 3 dots to the 
right of any version allows the 
user to “Name this version”

Please find your edits and tag 
them with your first and last 
name, leaving the timestamp as 
part of the name. 
This will help us track changes 
made to the Gantt chart. 
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END

For questions, please contact 
lexiewilson@utah.gov

mailto:lexiewilson@utah.gov
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