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By Diana L. Lindstrom, ShipwreckedProject.com 
 
 
A Gantt chart shows the schedule (time line) for your procurement in a visual form that is similar to a bar 
chart. Many people find it easier to understand the milestones and tasks that a procurement requires 
when they are in visual form. Although you will always have the schedule in tabular form, having a Gantt 
chart is also important.  
 
Microsoft Excel for Mac 2011 does not have a built-in Gantt chart wizard, but you can create a Gantt chart 
using this software. All it takes is a little practice on an Intel Mac using MS Excel for Mac 2011 to make 
this a useful procurement management tool for your procurements.  
 
Use the following steps to construct a Gantt chart using MS Excel for Mac 2011 on an Intel Mac. 
 
Create a table with the data. Input the procurement schedule data into the spreadsheet. Important: Save 
your data as a separate file. If you make any mistakes creating the Gantt chart, you can always start over 
if you have the data. You need this data: Task List, Start Date, and Duration. 
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Create a stacked bar chart. Select the Task List and Start Date columns. From the Charts tab, select 
Bar, then 2-D Bar, then Stacked Bar. 
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Then, right click on any blank area in the newly created chart and choose Select Data. 
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Next, click on the Add button under Series. 
 

 
 
Put the cursor in the Name box. Then click on the cell in the table containing the name of the column (in 
this case, Duration). If doing this doesn’t work, type Duration in the Name box. 
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Next click on the button to the right of the box under Y Values. 
 

 
 
Select the range of cells in the Duration column. 
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6 

Click the icon to the right of the data entry area to go back to the main Select Data Source window. 
 

 
 
Click OK. Resize the chart using the cursor on the blue borders. 
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When finished, the chart should now look like this: 
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Modify the stacked bar chart. This chart does not look like any Gantt chart that you would expect to 
see, so you need to make a few more modifications. First, make sure that the tasks on the chart are listed 
in chronological order from oldest to newest. To do this, right click over any of the task names and choose 
Format Axis from the dialog box. 
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Check the box in front of the option Categories in reverse order and then click OK to close the window. 
 

 
 
To remove the Start Date as one of the series items, right click on one of the segments representing the 
Start Date field. Choose Format Data Series. 
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Pick No Fill for the Fill option and choose a color for the Line option. 
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To remove the shadow on the chart, click the box in front of Shadow. 
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Override the automatic dates. MS Excel for Mac 2011 automatically chooses dates for your chart, but 
you need to use dates that are related to your specific procurement, so you will need to change the 
minimum and maximum dates on your chart. First, you have to determine the serial numbers of the Excel-
assigned dates. 
 
On a different worksheet enter the dates that you want to use. In this case, the dates are 5-3-13 and 10-
31-13, the first and last dates of your procurement. Select the cells containing these dates, right click, and 
choose the Format Cells option. 
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From the Category list, choose Number and then click OK. 
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You get 41397 as the minimum and 41578 as the maximum. 
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Return to your stacked bar chart and right click on the Start Date axis (Horizontal axis). Click on Format 
Axis. 
 

 
 
Click on Scale. 
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Enter 41397 for Minimum, 41578 for Maximum, 10 for Major Unit, and 1 for Minor Unit. Entering 10 for 
the major unit allows the chart to be divided into blocks that represent about 1 week. The minor unit of 1 
represents a single day. 
 

 
 
NOTE: For the entire Gantt chart to be shown, performing this step is crucial. Use a Minimum value that 
corresponds to a date that is on or before the beginning of your procurement. For the Maximum value, 
use a serial number that corresponds to a date that is on or after the end of your procurement. 
 
If you need your chart to be divided into blocks that represent larger divisions of time, for example, to see 
3 months, use a higher number for Major Unit, e.g., 91. Play around with this value to get the exact 
division of time that you need. 
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The Gantt chart that you have created looks like this. 
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To change bar color for Duration, right click on a bar, choose Format Data Series, and under Fill select 
the color you want (black is used in this example). Then select Line, Color, and select the color you want. 
Next, select Shadow, click the box in front of Shadow to remove, and then click OK. The Gantt chart now 
looks like this. 
 

 
 
You can change the font, text color, etc. on the axis labels. Simply right click on the area to change and 
choose Format Text. 
 
If you add new elements to the chart that are outside of the date range you have specified, you will need 
to change the minimum and/or maximum serial numbers that you entered under Override the automatic 
dates section above. 
 
You can move a chart to a new or existing sheet. Click anywhere in the chart. On the Chart menu, click 
Move Chart. 
 
Select the Object in option. Then in the box, select the sheet that you want the chart to be placed on. 
The chart will move to this sheet and your data sheet will no longer have the chart on it. 
 
Alternatively, you can highlight the entire chart, right click Copy, then go the sheet you want the chart to 
be on and right click Paste. This leaves the chart on the data sheet and also puts it on another sheet so 
that it can be easily printed. 
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