Drawing a simple Gantt Chart in Word

· This approach uses the WORD tables. It is best to activate the Tables and Borders  toolbar by going to View, Toolbars, and clicking Tables and orders.
· To use the template, first copy it and paste the template into your project plan.

· Then change the months to suit the project and type in the activities to be carried out

· For each activity, colour the appropriate cells using the Fill tool in the Tables and Borders  toolbar above. 

· You can then create a simple Gantt chart similar to the one shown at the bottom of the page.
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