Drawing a Gantt Chart in WORD using boxes

· First copy it and paste the template into your project plan


· 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 Borders and also the Drawing Tools  in the same way. The Tables and Borders toolbar will appear in the top toolbars, the Drawing toolbar in the bottom.


· To use the template, change the months to suit the project.


· Each Activity is in a Text Box. You can type the activity name in the Text Box, stretch the text box to make it longer or narrower by clicking on it and using the handles, and move the text boxes around by clicking on one and dragging it to a new position.
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