3-Week Look Ahead Schedule - Excel 2007 Version

Standard Format

Period: SM2/08 - 6/1/08 SHOF PHMSY - 298029 Sheet 1 of 1
BEST CONSTRUCTION
FUWEEK LOOK AHEAD SCHEDLULE
2-18 EiE] SE% - e
DE TCRIFTION REZF M [T _[W [T _[F |5 W [T [N EEE
M7 |EXCAVATE PRIMARY SWEEAR TRENCH FHAEAEIEAES
NSTL UG ELEC CONDUITS EHES
17 | CONCRETE JACKET AND BACK FLL ELEC COMDUITS FHAEIES
470|PRIME & PAINT CRANE BAYS 12 &3 EHES
500 | TAPE & MUD SHOP 38 LLWCH RM FHEIEAES
500 [ROLL UP DR - INITIAL MTG X
500 [INSTL ROLL UP ORS AT CRAME BAYS EAESEAES
0 |PAINT SHOP 35 LUNCHROOM EHES
3| INTERICR PAINTING OFFICES FHAEIES
4500 | DEMD FORFIRE EXIT BY STAIR 1 FHEIER
3| INETL FIRE SPRINKLER LMDROS RM FHEIEAES
10|FIRE SPRINKLER RISHOR FLR HEEEE
0 |PAINT WALL-PROG RM HEE HE
50[INSTL CEILG PROG MM
0| INSTL LIGHT FIXTPROG RV HERE
5 [PAINT SETL HEE
500 |INSTL ROLL UP ORS AT SHOP FLOOR HEEB
NSTL AC UN IN OFFICE HEE
ACOUS CEIL'G INITIAL MTG X,
5720|INSTL ACOUS CEILG IN OFACE EHE
5700|CT INTIAL MTG .
5770 |INSTL CT FLR TILE IN OFFICE X

e Detailed day-to-day schedule of the tasks identified in the overall project schedule

e Planned work for the current and next 2 weeks

e Prepared by the contractor
e Bar Chart updated and submitted weekly
e Reviewed weekly

e Durations < 5 working days

e Identify outages, closures and control activities

e ET day planner and time management tool

e Required for all construction contracts
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3-Week Look Ahead Schedule - Excel 2007 Version

Creating a New Schedule

Add Report Header Information

1. Open project 3WLA Excel Template.xls
2. Save Project as 3WL Week 1.xlIs
3. Click on Print Titles icon located in Page Layout, Page Setup

| - e
B Pagelayout e )

B Dies &=

Margins Orientation 5ize Print BEreaks Background .
- - - Areﬂv - Prlnt

Page Setup Titles

4. Click on Header/Footer tab
5. Click on Custom Header button

Page Setup
| Page |
Period: xxbax - uxhxx [project titie] Sheet 1af 1
[contractor]
3-WEEK LOOK AHEAD SCHEDULE

Header:
éPeriod: wacfac - wfac, [project kike]O[ contractor]O3-WEEK LOOK AHEAD SCHEDULEO, Sheet 1 of ?!VI

Custom Header. .. ] ’ Cuskorn Fooker...

Footer:

{(none) | vi

[ pifferent odd and even pages
[] oifferert First page

Scale with document

[ align with page margins

Brink... ] [Print Previeu] ’ Opkions... ]

[ [o]4 l’ Cancel ]
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Change Period to “5/5/08 — 5/25/08”

Enter Project Title “SHOP PHNSY - 99999”
Enter Contractor “BEST CONSTRUCTION”
. Click on OK button

10. Click on OK button

© o N

.

Header @

Header

Toformat text: select the text, then choose the Format Text button,

Taoinsert a page number, date, time, file path, filename, or tab name: position the
insertion point in the edit box, then choose the appropriate button,

Toinsert picture: press the Insert Pickure button, To Format vour picture, place the
cursor in the edit box and press the Format Picture button,

Left section: Center section: Right section:
Period: 5/5/08 - 5/25/08 SHOP PHNSY - 99999 || Sheet &[Page] of &[Pages]
BEST CONSTRUCTION | _|
3WEEK LOOK AHEAD |
SCHEDULE I

[8]4 ] [ Cancel

Work Week Start and Finish Dates

1. Enter week start and finish dates “5/5 - 5/11”, “5/12 — 5/18” and “‘5/19 — 5/25” in the
timescale section of the schedule

A B c DIE|IF|G|H|I]|J|K|L|IM|[N|O|P|Q|R|S|T|U|V|W|X
1 5/6 - 5111 5112 - 5118 5/19 - 5/25
2 | HASID DESCRIPTION RESP (M [T |w [T |F [s[s M[T w[T [F[s[s m[T |wlT |[F |s [s

Add Tasks

1. NAS ID is the Task ID number for the associated task on the Project Schedule

2. RESP is the company responsible for completing the task

A B C [DIE|IF|G[H|I|J|KILIM|N|IQ|PIQ|R|S|T|U[V|W|X
1 5/5 - 11 5112 -15 5119 - 25
2 HAS ID DESCRIPTION RESP M [T w T [F [s s mfr wilt [F s |s m[r wilT [F|s|s
3 1017 [EXCAVATE PRIMARY SWGEAR TRENCH A1ELEC KIX|I XXX
4 1017[INSTL UG ELEC CONDUITS A1ELEC KX XXX
5 1450|LEAD PAINT ABATEMENT HROTA | X | X | X | XX
b 1470|PRIME & PAINT CRANE BAYS 1283 HROTA | X | X | X X[X
T 1500|TAPE & MUD SHOP 38 LUNCH RM HDCINT Kl K|IX]X
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Updating the Schedule

Revise Report Header Information

1. Open project BWLA Lesson 2.xlIs
2. Save Project as 3WLA Week 2.xls
3. Click on Print Titles icon located in Page Layout, Page Setup

[ns ert

Page Layout | meuras Reu[w

B B @: - —?_II'

Margins Crientation 5ize  Print Elrealn:s Backgrount Print

.

- - Area - -*

Page Setup Titles

4. Click on Header/Footer tab
5. Click on Custom Header button

-
Page Setup
Page | Margins | Header/Footer ! Sheet
I - 2.0 W AL .
Period: S/S/08 - S/25/08 SHOP PHRSY - 939999 Sheet 10F1
BEST COMSTRUCTIORN
3-WEEK LOOK AHEAD SCHEDULE
Header:

Foater:

Custom Header ... ] [ Custorn Footer, .,

T -
| (none) iv]
[ Different odd and even pages
[ cifferent first page
Scale with document
[] align with page margins

Prink... ] [ Prink Prewview ] [ Opkions. .. ]

[ oK ] [ Cancel ]
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3-Week Look Ahead Schedule - Excel 2007 Version

6. Change Period to “5/12/08 — 6/1/08”
7. Click on OK button
8. Click on OK button

THeader @

Header

To Format bext: select the text, then choose the Format Text button,

Toinsert a page number, date, time, fils path, filename, o tab name: position the
insertion point in the edit box, then choose the appropriate button.

Toinsert picture: press the Insert Picture button, To format vour picture, place the
cursor in the edit box and press the Format Picture bukton,

Left section: Center section: Right section:
Period: 5/12/08 - 8/1/08 SHOP PHMSY - 999933 || Sheet &[Page] of &[Pages]
BEST CONSTRUCTION | _|
3WEEK LOOK AHEAD ||
SCHEDULE |
[l
fa]4 ][ Cancel
Add new week to the schedule
1. Highlight columns D through J
A B C EENEE e K| LIMN|O|IPIQ|R|S|T{U|V W X
1 II 5/5 - 11 i 512 - 18 5/19 - 25
2 | NASID DESCRIPTION RESP M T w T [F [s[s|mJr wlr [F[s [sm[r wlt [F [s [s
3 1017 |EXCAVATE PRIMARY SWGEAR TRENCH A1ELEC KX XXX
4 1017 |INSTL UG ELEC CONDUITS A1ELEC XX X[ XX
5 1450 |LEAD PAINT ABATEMENT HROTA || X | X[ X[ X[ X
6 1470|PRIME & PAINT CRANE BAYS 1,2 &3 HROTA || X | X[ X[ X[ X
7 1500 |TAPE & MUD SHOP 38 LUNCH RM HDCINT XXX [ X

2. Click on Copy icon located in Home, Clipboard
j Home Insert

¥ cut -

JacCopy

Paste

- . Format Painter if‘
Clipboard FRAE-
e Ny TR I T
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3-Week Look Ahead Schedule - Excel 2007 Version

3. Clickincell Y1
4. Click on Paste icon located in Home, Clipboard
5. Press Esc key to deselect columns D through J

Home Insert Page Layout Farmulas Data Review View Ed
A Cut ) = h
Arial = Wrap Text Text = *:‘ ﬁ E
| ooy = E5 -
- i - - g <0 .00 Conditional For -
8 Format Painter /B I U~ = Merge & Center = || § fo ¥ || %60 >0 ;

Formatting ~ as Ta 4

Clipboard {F} Font i Alignment {F} Number iFl /_'G%es
1 -( | [ \ j
”

&

A B C |[D|JE|F|G|H|I|J[K|L|M|N|O|P|Q[R|S|T|U|V XY Z
1 1011 -17 10016 - 24 10§25-31
2 HAS 1D DESCRIPTION RESP mMTwlTFlssmTwiTF[s[sm][t wlt JF [s
3 1017 | PRIMARY SWGEAR TRENCH A1ELEC KX XXX >
om0zl vagecpouuts, —avms egin [ L T A Lale y T ISISERIX IR oy,

6. Clickincell Y1
7. Click on Format icon located in Home, Cells

TR
J Home Insert Page Layout Formulas Data Review Wiew
o cut Arial 5 A ] [F = =] | SiweeTed Dat - = ey L_iﬂ"
- rial i - ‘ = Wrap Tes ate s

Past e Sy A ;3 0 .00/ Conditional F it Cell

aste 15 S 1 [ P NME=EEE | |23 Merge & Centerl~|| | $ « % # || %8 ;%| Conditional Forma el

- Format Painter B - | 9 =01 | Eomatting - as Table = Styles -

Clipboard T Font F Alignment e} MNumber £} Styles
== e PR ™ S Corrwn E e v Tr g e s g E e =3 . T — = =37 3>y E e =

8. Select Format Cells from list of options

¥ AutoSum ~ %
@] Fill -

Sort & |
2 Clear~  Fijter ¢

Cell Size
0 rRowHeight..

Pl

AutoFit Row Height !
Column Width...
AutoFit Column Width
Default Width...
Visibility

Hide & Unhide 3
Organize Sheets

Bename Sheet

Maove or Copy Sheet...

Tab Color 3
Protection
&)y Protect Sheet...
23| Lock Cell

% Format Cglls...
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9. Select Text from options list
10. Click on OK button

Format Cells A |3]

Number | Alignment | Font | Border | Fil | Protection |

Category

General Sample
Mumber
Currency
Accounting
Date

Time
Percentage:
Fraction
Crianl—iFic
Text
apecial
Zustom

zeneral Format cells have no specific number Farmat.

[ ok Jlew)

11. Click in cell Y1
12. Enter new work week “5/26 — 6/1”

A B c DE/IFGH I JKLMMNOGPQR|IS T U VWX Y ZAAABACADAE
1 515 - 11 512-18 5119 - 25 K/26 - ]
2 | nHASID DESCRIPTION ResP M T wltT [F s s mtwlr[Fls[smrw]rt [F[s]s [m]r |wi|r |F |5 is
3 1017 |EXCAVATE PRIMARY SWGEAR TRENCH | A1ELEC KX XXX
4 1017|INSTL UG ELEC CONDUITS A1ELEC KX XXX
5 1450|LEAD PAINT ABATEMENT HIROTA | X | X[ X[ XX KX XXX
6 1470|PRIME & PAINT CRANEBAYS 1283 |HROTA | X | X | X[ X[ X XXX %[X
7 1500|TAPE & MUD SHOP 38 LUNCH RM HDCINT KX X|X XX | XX
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Clear Contents Of New Week

1. Select cell range Y3:AC25

2. Clear contents

Cn Ho-®- = 3wla Lesson 10a.xlsx - Microsoft Excel -
~— Home Insert Page Layout Farmulas Data Review View @ -
scul Arial - = =& Siwrap Text General v E ‘d ="M
=2 Copy £ = o
P Fomatpainter | |B L B ol Mevae o Conter | el ) 0 e st || o e 0| daman] e S
Clipboard £} Font & Alignment e} Number IF} Styles Cells 2| Clearan _|
¥3 bl .Frl 1.5/ Clear Formats |77
A B C DIEIFIGIHII|J KILIMN|O|IP QIR|S TIU|VIW X|¥Y|ZAAABACADAE|AFAGAH Al AJAKA Clear Contents S
1 5/5 - 11 512 -18 519-25 5/26 - 611 e
2 [ nAsID DESCRIPTION RESP [M [T [W [T |F [s [s M [T [w [T [F [s[s M[T wlT [F [s[s m[T wlr [F [s is o
3 1017 |EXCAVATE PRIMARY SWGEAR TRENCH |A1ELEC K|X|X| XX
4 1017|INSTL UG ELEC CONDUTTS ATELEC X|X[X[X|X
5 1450|LEAD PAINT ABATEMENT HROTA | X | X|X | X[X XX [ X[ X|X
6 1470|PRIME & PAINT CRANE BAYS 1,283 HROTA | X| X[ X[ X]|X X[X|X|X[X
T 1500|TAPE & MUD SHOP 38 LUNCH RM HOCINT X[ X[ X[X K| X|X[X
8 2500|ROLL UP DR - INITIAL WTG ROLLUP X X
9 2500[INSTL ROLL UP DRS AT CRANE BAYS  |ROLLUP X X|X XX XXX
10 1700|PAINT WALL-PROG RI HROTA | X X
1" 3500|ELEC R, MOUNT BOXES & PIPE AELEC | X[ X[ X | X K|IX|X|X
12 3570|ELEC RIFIRE ALARM, LIGHT FIXT AfELEC | X[ X[ XX XX X[ X
13 1720|TAPE & MUD-PROG RM HOCINT XX XX
14 4800|DEMO FOR FIRE EXIT BY STAR 1 WY COMP XX XX X X X[X[X
15 1820|INSTL FIRE SPRINKLER LN-PROG RM FIRESP XX XX X X X[ X[X
16 1340|FIRE SPRINKLER RI-SHOP FLR. FIRESP XX XX X X X[ X[ X
1T 1740 PAINT WALL-PROG RM HIROTA. X[X|X XIX|X
18 1750{INSTL CEIL'G-PROG RM CEILCO XX
19 1750 INSTL LIGHT FIXT-PROG RM A1ELEC X[ X
20 1305|INSTL THERMAL INSUL ON CEIL'G NsuLe | X | X | X | X[X X| X X| X
21 1825| PAINT SSTL HIROTA. XXX X X[X|X
22 §720|ACOUS CEIL'G PREP MTG CEILCO X X
23 5700|CT PREP MTG TILECO X X
24 2500{INSTL ROLL UP DRS AT SHOPFLOOR _ |ROLLUP XXX X|X|X
25 5700|INSTL AC UN IN OFFICE WY COMP XXX X[ X| X
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Update the schedule

1. Revise Task start and finish points for the new 3-week period

A B C DEFGH I JKLMMNOPGQRISTU VWX Y ZAANABACADAE
1 515 - 11 512 - 18 519 - 25 5/26 - 61
2 | HNASID DESCRIFTION RESP M [T w T [F [s[smtw]rJF[s[sm[trwlt[F[s]s m][rt JwiT[F]s [s
3 1017| EXCAVATE PRIMARY SWGEAR TRENCH A1ELEC X X[X] XX
4 1047|INSTL UG ELEC CONDUITS AMELEC XX [ X[ XX
5 1450|LEAD PAINT ABATEMENT HIROTA | X | X[ X[ XX
6 1470|PRIME & PAINT CRANE BAYS 1,2 &3 HIROTA XX
7 1500 | TAPE & MUD SHOP 38 LUNCH RM HOCINT XXX X
3 2500|ROLL UP DR - INITIAL MTG ROLLUP X
9 2500|INSTL ROLL UP DRS AT CRANE BAYS ROLLUP XX [ XX
10 1700| PAINT WALL-PROG RM HIROTA | X
11 3500|ELEC R, MOUNT BOXES & PIPE AELEC | K| X[ X | X
12 3570|ELEC RI FIRE ALARM, LIGHT FIXT AMELEC | X | X | X | X
13 1720|TAPE & MUD-PROG RM HDCINT XX
14 4800|DEMO FOR FIRE EXIT BY STAIR 1 MY COMP XXX
15 1820|INSTL FIRE SPRINKLER LN-PROG RM FIRESP K| X[X]|X
16 1840 | FIRE SPRINKLER RIFSHOP FLR FIRESP X X[X]| XX
17 1740 | PAINT WALL-PROG RM HIROTA XXX XX [ X[ XX X
18 1750|INSTL CEIL'G-PROG RM CEILCO XX
19 1760|INSTL LIGHT FIXT-PROG RM A1ELEC XXX X
20 1805|INSTL THERMAL INSUL ON CELL'G msuLe | X | K| X[ XX
21 1825| PAINT 55TL HIROTA XX [X
22 5720|ACOUS CEIL'G PREF MTG CELCO X
23 5700|CT PREP MTG TILECO X
24 2500|INSTL ROLL UP DRS AT SHOP FLOOR ROLLUP XXX
25 5700]INSTL AC UM IN OFFICE MY COMP XXX
26 5720|ACOUS CEIL'G INITIAL MTG CELCO X
27 5720|INSTL ACOUS CEIL'G IN OFFICE CELCO XX XX
28 5700|CT INITIAL MTG TILECO X
29 5770|INSTL CT FLR TILE IN OFFICE TILECO X XX

2. Insert new activities
a. Select Row 5
b. Click on Insert button located in Home, Cell

=, B s 3wla Lesson 10a.xlsx - Microsoft E
Home Insert Page Layout Formulas Data Review View
Cut S = 7 Tt = X AutoS =
LT Arial g -||A &||T ==||¥| | S WapTest General - A =4 ~m utoSum
3 copy — 3 @] Fill -
Paste | - e M & - -8 |0 .00 Cgnditional Format Cell Insert | Delete Format :
T° FFomatpainter || B 4 U b Msior coter P maitiN 0 | e Formatting * as Table + Styles~ || - S 2 Clear -
Clipboard F} Font & Alignment I Mumber I} Styles Cells Edil
AS v S| 1450 Insert Cells B
A B c DIEJF GIH I|J KILIMN|O/P|Q R|SIT|U|V WX Y|ZAAABACADAE Clickhere ta insert cells, rows, or A
1 5/5-11 512 -18 5M9-25 5/26 - 61 columns into the sheet or table, or
2 NAS ID DESCRIPTION RESP MIT WIT|F |5 |8 M|T |WIT |F |§ [§ M|T |WIT [F [§ |8 [M [T [W|T |F |5 {8 to add a sheet to the warkbook.
3 1017 |EXCAVATE PRIMARY SWGEAR TRENCH | A1ELEC X[ X|X[X[X
4 1017|INSTL UG ELEC CONDUITS ATELEC X|IX[X[X]X
5[ 1450 |LEAD PAINT ABATEWENT HRoTa | X | X[ X | X[ X
6 1470|PRIME & PAINT CRANEBAYS 12 &3 HROTA |X|X[X | X[X

Page 9
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c. Clickin cell A5 and enter 1017

d. Enter new activity description “CONCRETE JACKET AND BACKFILL
ELEC CONDUITS”

e. Click in cell C5 and enter “A1ELEC”, company responsible for completing
activity

f. Identify planned work days by entering “X”* in cells Y5 thru S5

A B C DEFGH I |JKLMNOGPQRSTUWVWXY, ZAAABACADAE
1 5i5 - 11 512 -18 5118 - 25 5/36 - 61
2 | NASID DESCRIPTION RESP M [T (W T [F [s [s M [T w]T JF [s[s [m[T w]T [F [s [s M [T [wiT [F [s [s
3 1017 |EXCAVATE PRIMARY SWGEAR TRENCH AMELEC KX X[ X[X
4 1017 |INSTL UG ELEC CONDUMS AMELEC KX X[ XX L
5 1017 | CONCRETE JACKET AND BACKFILL ELEC CONDUMS [A1ELEC XK xix] Al
6 1450|LEAD PAINT ABATEMENT HROTA | X | X X X ]| X ]_T

3. Insert tasks “PAINT SHOP 38 LUNCH ROOM” and “INTERIOR PAINTING
OFFICES”
a. Assign NAS ID and Resp as shown below

B_A B ¢ |DIE[F[GIH[I[J]K[LIM[N]o[P[Q[R[S][T[U[V[W]X]Y]ZAAABACIADIAE
1 5i5- 11 5112-18 5119-25 5126 - 611
2 | NASID DESCRIFTION RESP  [m [T [w M|T W T |[F |55 [M|T [w
3 1017 |EXCAVATE PRIMARY SWGEAR TRENCH AJELEC
4 1017 INSTL UG ELEC CONDUITS ATELEC B x| x| x|x[x
5 1017 | CONCRETE JACKET AND BACKFILL ELEC CONDUITS |A1ELEC XXX
B 1450|LEAD PAINT ABATEMENT HRoTA | X | X | X
T 1470 | PRIME & PAINT CRANE BAYS 1,2 &3 HROTA | X |X|[X
8 1500 | TAPE & MUD SHOP 38 LUNCH RM HODCINT XX
i) 2500|ROLL UP DR - INTIAL MTG ROLLUP X
10 2500|INSTL ROLL UP DRS AT CRANE BAYS ROLLUP X
1 1500 | PAINT SHOP 38 LUNCH ROOM HIROTA KK X[ X
12 1520 | INTERIOR PAINTING OFFICES HIROTA XXX
13| 1700 | PAINT WALL-PROG RM HIROTA | X
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4. Delete completed activity
a. Select Row 6, 13, 14, 15, 16, 23, 25 and 26
b. Click on Delete icon located in Home, Cells

A B C |[DIE|FIGIH|[I|J|K|LIM|NIO|PIQ|R|[S|T|U|V W[ X|Y|ZAAABACIADAE
3 1017 |EXCAVATE PRIMARY SWGEAR TRENCH AELEC XXX [X]X
4 1017 | INSTL UG ELEC CONDUTS AELEC XXX [xX]x
5 1017 | CONCRETE JACKET AND BACKFILL ELEC CONDUTS
6 1450 |LEAD PAINT ABATEMENT HROTA | X | X | X | X|X
7 1470|PRIME & PAINT CRANE BAYS 1,283 HIROTA XX
8 1500 | TAPE & MUD SHOP 38 LUNCH RM HDCINT KX XX
9 2500|ROLL UP DR - INIAL MTG ROLLUP X
10 2500 |INSTL ROLL UP DRS AT CRANE BAYS ROLLUP KK XX X
1 2700 |PAINT SHOP 38 LUNCH ROOM XX X[ X
12 2700|INTERIOR PAINTING OFFICES XX XXX
13 1700 | PAINT WALL-PROG RM HROTA | X =l
14 3500 |ELEC RI, MOUNT BOXES & PIPE AMELEC | X[ X | X[ X
15 3570|ELEC RI FIRE ALARM, LIGHT FIXT AELEC | X | X | X | X
16 1720 | TAPE & MUD-PROG RM HDCINT XX
17 4300|DEMO FOR FIRE EXIT BY STAIR 1 MYCOMP XXX
18 1820|INSTL FIRE SPRINKLER LN-PROG RM FIRESP KX XX
19 1840|FIRE SPRINKLER RL-SHOP FLR FIRESP XX X[X]X
20 1740|PAINT WALL-PROG RM HIROTA KX X KX X[ X[ X X
21 1750{INSTL CEL'G-PROG RM CEILCO XX
22 1760|INSTL LIGHT FIXT-PROG RM AELEC XXX
23 1805|INSTL THERMAL INSUL ON CEIL'G NsULC | X | X | X[X|X
24 1825 | PAINT SSTL HIROTA XXX
25 5720|ACOUS CEIL'G PREP MTG CEILCO X
26 5700|CT PREP MTG TILECO X
Delete first week from the schedule
1. Select columns D through J
2. Click on Delete icon located in Home, Cells
T N 2~ ® 3wla Lesson 12a.xlsx - Microsoft Excel
4 Home Insert Page Layout Formulas Data Review View
:E:;y Arial -8 ~|lAVA =|| | | SiWrap Text i General - Ea'l _‘2 j':‘] 3 LJ E ::Itfsum i %?
LS e e o i 1
Clipboard 7] Font il Alignment fa Number Styles Cells Editing
D2 ad £|'s/s-11 Delete Cells B
A B g DEFIGH Id KILMN|OP QRIS TIU|V WX Y ZAAVABACAD pelete rows or columns from the A
1 5/5- 11 512 -18 5119 - 25 5i26 - 61 table or sheet,
2 NAS ID DESCRIPTION RESP M [T |W [T [F [S |S M |T |W [T [F IS |S |M|T W]|T [F |S |S |M [T [WIT |[F |§ |5
3 1017 |[EXCAVATE PRIMARY SWGEAR TRENCH AELEC KX X[ X[X
4 1017|IMSTL UG ELEC CONDUITS A1ELEC XIX|X|X[X
5 1017|CONCRETE JACKET AND BACKFILL ELEC CONDUTS [A1ELEC
6 1470|PRIME & PAINT CRANEBAYS 1,283 HROTA XX
7 1500| TAPE & MUD SHOP 38 LUNCH RM HOCINT KX X[ X
8 2500{ROLL UP DR - INTIAL NTG ROLLUP X
9 2500|{INSTL ROLL UP DRS AT CRANE BAY'S ROLLUP KK [ X[X X
10 2700|PAINT SHOP 38 LUNCH ROOM HIROTA X[ X|X[X
i 2700|INTERIOR PAINTING OFFICES HROTA XX | XX [X
12 4800|DEMO FOR FIRE EXIT BY STAR 1 MY COMP| XX
13 1820|INSTL FIRE SPRINKLER LN-PROG RM FIRESP KX [ XX
14 1840|FIRE SPRINKLER R-SHOP FLR FIRESP XXX [ X[X
15 1740|PAINT WALL-PROG RM HROTA XXX XX X|X[X X
16 1750/ INSTL CEIL'G-PROG RM CELCO XX
17 1760 INSTL LIGHT FIXT-PROG RM ATELEC X[ XIX|X
18 1825 | PAINT SSTL HIROTA XXX
S 2500|INSTL ROLL UP DRS AT SHOP FLOOR ROLLUP K| X[ X
20 S700|INSTL AC UN IN OFFICE MY COMP| XXX
21 5720|ACOUS CEIL'G INITIAL MTG CELCO X
22 5720|INSTL ACOUS CEIL'G IN OFFICE CELLCO XX X| X
23 5700|CT INITIAL MTG TILECO X
24 STT0|INSTL CT FLR TILE IN OFFICE TILECO X X| X
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Select print range

1. Click on Print Titles icon located in Page Layout, Page Setup

([ I ) o - F 3wla Lesson 12a.xlsx - Microsoft

e
—j Home Insert Page Layout Formulas Data Review View

Rt W= M [j P I-_E = mare =%| o+ Width: Automatic ~| | Gridlines | Hea
amamn: | H—1 | 5= — IEs ™ = =
* B e l ;J Height: Automatic = ||| ¥ View | ¥

Themes — Jon Margins Orientation Size Print Breaks Background| Print
B Effects = . . I MEss E Titles ] Scale: 100% 3 Print
Themes Page Setup ] Scale to Fit ] Sheet Cption:
G27 * & Je | Print Titles
A B Specify rows and columns to LIMNO

i repeat on each printed page. 59 - 25
2 NAS ID DESCRIPTION RE _ r |\wW (T |F
3 1017 |EXCAVATE PRIMARY SWGEAR TRENCH 41 @) Press Fl1 for more help.
4 1017|INSTL UG ELEC CONDUTS A1ELEC ALK XK
5 1017 |COMCRETE JACKET AND BACKFILL ELEC CONDUITS A1ELEC
] 1470 |PRIME & PAINT CRANE BAYS 12 &3 HROTA | X | X
[ 1500|TAPE & MUD SHOP 38 LUNCH RM HOCINT | X[ X | X | X
a 2500(ROLL UP DR - INTIAL MTG ROLLUP X
9 2500(INSTL ROLL UP DRS AT CRANE BAYS ROLLUP KX | XX X
10 2700|PAINT SHOP 38 LUNCH ROOM HIROTA AKX K
11 2700|INTERIOR PAINTING OFFICES HIROTA

2. Select Sheet tab
3. Click on Print Area icon

Page Setup
Page | Margins | Header/Fooker Sheet /ﬂ‘
Print area: ||
Rows bo repeat at top: $1:42

Print kitles l’
Colurns to repeat at left:
Print
[ gridines Camments: ;(None) \7]
Black and white r 1
Oy Cellgrrors as: | displayed |

[ Draft quality
[ row and column headings

Page order

(%) Down, then over EIE'

(i) [ritla]

T
e

() Cwer, then down B

™

[ Prink. .. ] [Print Previeu] [ Opions. .. ]

[ OK ][ Caniel I

4. Highlight all activities, print area $A$3:$X$24
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ol
—/ Home Insert Page Layout Farmulas Data Review View

5 Print Breaks Backg =
e Page Setup - Print area:
e o0 | sasmguges
A B C [DIE/F|IGIHII|J|KILIMNOPIQ RIS TIUWVIWX|
1| ' | 5112-18 ' 519 - 25 526 - 61 '
2 | NASID DESCRIPTION RESP M JT [w [T JF [s s m [T Jw ]t [F [s [s [m [T Jw]T JF [s |5
3 1017 |EXCAVATE PRIMARY SWGEAR TRENCH AMELEC [ X | X[ X | X[ X 3
4 1017|INSTL UG ELEC CONDUTS A1ELEC X[X| X[ XX
5t 1017 | CONCRETE JACKET AND BACKFILL ELEC CONDUTS |A1ELEC XA X[X]|X]
6 ! 1470|PRIME & PAINT CRANE BAYS12&3 HROTA | X | X
[ 1500|TAPE & MUD SHOP 38 LUNCH RM HDCNT | X | X | X[ X
8 | 2500|ROLL UP DR - INTIAL MTG ROLLUP X
9| 2500(INSTL ROLL UP DRS AT CRANE BAY'S ROLLUP KX | X[X X I
101 2700| PAINT SHOP 38 LUNCH ROOM HIROTA XKIX[X[X
1 2700/ INTERIOR PAINTING OFFICES HROTA XX | X[X[X]
12 4B800|DEMO FOR FIRE EXIT BY STAR 1 MYCOMP[ X | X | X
13 1820|INSTL FIRE SPRINKLER LN-PROG RM FRESP [X|X|X|X
14 1840|FIRE SPRINKLER RLSHOP FLR FRESP [X|X|X|X[X
151 1740| PAINT WALL-PROG RM HROTA [X|X| X XX X[ X[X X
16§ 1750|INSTL CEIL'G-PROG RM CELCO X|X
17 1760 |INSTL LIGHT FIXT-FROG AM ATELEC ! X|X|K[X]
18} 1825| PAINT SSTL HROTA [ X | X | X
194 2500|INSTL ROLL UP DRS AT SHOP FLOOR ROLLUP [ X | X | X
201 5700|INSTL AC UN IN OFFICE WMycowe| X | X | X
21 5720|ACOUS CEIL'G INITIAL MTG CEILCO X
221 5720|INSTL ACOUS CEIL'G IN OFFICE CEILCO K| X XX
23! 5700|CT INITIAL MTG TILECD X
24 _ STTOIWSTLCTFIRTLEMOFFICE | meco | [ ] 1] | XXX || W | ||| e

5. Click on Print Preview button

Page Setup

Fage | Margins | Header/Footer |

Prink area: | AZx20
Print titles

Rows ko repeat ak top: |$1:42

Colurnns to repeat at left:

Print
[ Gridines Comments: I(None)
[ Black and white

[ oraft quality
[ rowe and column headings

E=

Cell errors as: |d|sp\ayed

Page order
#) Down, then over | === ==
i EEEE =
O Over, then down | ==l E =
EE dIE 38

Brint... thiuns...
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6. Print updated 3-Week Look Ahead Schedule

Perind: S/1M2/08 - 611/08 SHOF PHHEY - 00000 Sheet 1 of1
BEST CONSTRUCTION
FUWEEK LOOK AHEAD SCHEDULE

WZ-18 W19-25 SR - &l
HAE IO DE SCRIFTIGN REEF M [T _[W [T [F |5 [ (W [T [W][T [F [5 |5 W [T [W]T [F |5 |5
1017 |[EMCAVATE PRIMARY SWESAR TRENMCH FHEEIEAER
1017 INSTL UG ELEC CONDUITS FHEIEAEIES
1017 |CONCRETE JACKET AND BACKFILL ELEC CONDUITS A1ELEC FAESEAEAER
1470 |[PRIME & PAINT CRANE BAYS 12 &3 mRoTa | X[ X
1500 | TAPE & WILD SHOP 33 LUNCH RM enlFAEIEIER
ROLL UP DR - INITIAL MTG ROWLLP X
NSTL ROLL UP DRS AT CRAME BAYS ROLLL® FHESEAER X
PAINT §HOP 35 LUNCHROOM HIROTA FHEAEIES
NTERIOR PAINTING OFFICES HIROTA FAESEAEAER
DEMD FORFIRE EXIT BY STAIR 1 mroowe | X[ X[ x
NSTL FIRE SPRINKLER LWPROG RM rREse | X[ X[ X[ X
RE SPRINKLER R-EH0P FLR R EREEE
PAINT WALL-PROG RM HIROTA | A | K| A HEEEE X
0| INSTL CEILG PROG RV CELCO HE
NSTL LIGHT FIT-PROG RV A1ELEC HEEEE
5 [PAINT SETL ARt | A XX
NSTL ROLL UP DRS AT SHOP FLOOR ROLLLP | X | X[ X
MSTL AC UN IN OFFICE wroowe | X[ X[ X
5720 |ACOU S CEIL'G INITIAL MTG CELCO X
5720 |INSTL ACOUS CEILG IN OFACE CELCD EE EE
ST00|CT INTIAL MTG TRE X
5770|INSTL CT FLR TILE IN OFFICE TLE 3 EE
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