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Creating and Editing

Each work Section is required to maintain a current on-line Work Schedule. All work schedules are to
created in a standardized Microsoft Excel format, shown below, and shall be stored in PDF file format
at the following location: W:\Highway\Design\Officelnformation\WorkSchedules\PDFs\ This standard
format is necessary to provide a consistent appearance of all work schedules on the Office of Design
web page.
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The original Excel work schedule files are located in separate Work Section folders at the following
location: W:\Highway\Design\Officelnformation\WorkSchedules\

Locate and open the appropriate Excel file work schedule, which should resemble the partial
schedule shown above. Using the left mouse button, click in a text field and enter the names of
people and other descriptive text. The font size, type, justification, etc., should be set correctly for
each field. The text in the Names field is set to “wrap”, which will accommodate both first and last
names, if desired.

To create the green “bar graph” areas, it may be necessary to change, or “reset” existing schedules.
Click and drag across the area to be changed, as shown below, then click the Reset button.

Reset
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The above Reset action should “clear” the area, resulting in an “empty” condition, as shown below.
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Creating the dark green “work-time bar-graph” and the light green “lunch-time” portion is as easy as
the Reset sequence above. Select, (click and drag over), the Excel file cells to be marked, then click
the appropriate Work Hours or Lunch Time button. The color should change accordingly.

If the correct PDF print queue is already attached to your computer, omit the next step and skip to the
Saving and Printing instructions.

To attach a PDF Print Queue to your computer

Print queues can be easily attached through the Office of Design icon, (shown to the
right). Double-clicking the icon should produce the selection list, partially shown below.
From the list, select, (double-click), the PrintServers option.

& W:\Highway\Design\Office of Design

File Edit Miew Favorites Tools Help

\__,;" e - LE /:__\J Search H Folde Iv

fddress |25 whiHighway\Designt Office of Design

File and Folder Tasks

®i Rename this Folder
ﬁ Maowe this Folder
Copy this Folder

b this folder bo the
The above selection should produce the list below.
Select the DSN_PDF option.

& W:\Highway\Design\Office of Design\PrintServers

File Edit Miew Fawaorites  Tools  Help

eBack - \J lw /:__\J Search [ Folder,

Address ([ WhiHighway\DesigniOFfice of Design\,PrintS%ers

File and Folder Tasks

Iﬂﬂ Rename this folder
[y Move this Folder
*hls folder
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The DSN_PDF selection, above, will produce a list of available Design PDF print queues, as shown
below.

= W:\Highway\Design\Office of Design\PrintServers\DSN_PDF

File Edit Wiew Favorites

Tools I—i.:—i;'_.

eBack - -J |_-E )_Hj Search [|___ Folders v

Address 23 wiiHighway\DesignioFfice of DesigniPrintServers\DSM_POF

1 Dsn1PDF on Mepprisyr2
52, DenzPOF on Mkppresyr?
i Dsni3POF on MEpprtsrs
': Dsn4PDF on Meppresyr2
-' DsnSPOF on Meppresyr2
L Dsn7POF on MEpprtsyrz
. DsnMethodsPOF on Meppresyr
'-' D=nRoadsidePDF on Mekppriswrz
- DsnSailsPOF on Mepprsyre
[y PrinkServers 2 DsnStaffPDF an Mipprtsyr?
Pocuments e File_core on Neppreswr2

File and Folder Tasks

-l.-:j Make a new Faolder

& Fublish this folder to the
Wieb

Other Places

e,
o

Double-click your choice of PDF queue, above. The selected queue will be attached to your
computer as an available print queue option. The print-queue dialog, (such as the one shown below
for the Dsn1PDF queue), will display when the print-queue has been attached.

£ Dsn1PDF on Mtpprisyr2

Printer Document  Yiew Help
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Saving and Printing

As stated earlier, the work schedules shall be saved and stored in PDF file format in the following
location: W:\Highway\Design\Officelnformation\WorkSchedules\PDFs\

To print the updated work schedule to a PDF

file, select, (highlight), the area to be printed, Sect::r;Es'rﬂ:::stu;IZDnc
by clicking and dragging over the entire form, Quarter: JUN I3TH. 2008 to SEFT 18TH. 2008
as shown at the right. (This should be from the Names
Excel file upper left corner cell B2, to the lower Deanna [om EE EE EE EE EE
right cell BC69.) Even though the whole form o
may not have been used, the entire form ;m
should be selected so all stored work Curtis
schedules have a common size and Fred
Melissa
appearance. —
Amy
Eric
When the entire form is highlighted, select Clint
File > Print from the Excel pull-down menu. ZZ:"is
This should produce the Print dialog, as T
shown below. Brandon [

From the Printer Name
drop-down selection list,

. Prink:

select one of the Section e

Status: Idle - -
dsnRoad1PDF, or Type: AdobePs Acrobat Distiller 3.0
dsnMethodsPDF, etc. Where:  DsniMethPDF

Camment:  File_cony/DsniMethodsPDF

[ Print ko File
. . Print range Copies
(If the desired PDF print- ®al ber of
. Al Mumber of copies: |1 -
gueue is not present, read Opagels) E a3 T —~ e
] ageis)  From: * | To: Ey

the section, a few pages
back, on “How to attach a Rl ﬂg ﬂ;' [7] Collate
PDF Print Queue to your 3 selection () Entire workbook,

(%) Active sheet(s)

computer.”)

T

Click the Print dialog OK button and the PDF file should be created and placed into the chosen print-
gueue folder.
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Move the work schedule PDF file to the correct location

The work schedule PDF file must now be copied from the “...\file_conviQueueName\out\” folder to
the correct storage location.

To locate the
“...\file_conv\QueueName\out\" folder,
double-click the DSN_PDF option shown at
the right, (and mentioned several pages
back).

& W:\Highway\Design\Office of Design\PrintServers

File Edit ‘Wiew Favorites Tools Help

@Back - \__;l l.ﬁ; pSaarch Ii_ Falder,

Address |23 wiiHighway\Design\Office of Design'l,PrintS%ers
BLACK_WINITE

File and Folder Tasks

@ Rename this Folder
[ Move this Folder

JfJ'us Falder

b

This will again produce the PDF queue
listing, which is now shown to the right.
However, this time you should select
(double-click) the “File_conv on
NTPPRTsvr2” option, as shown by the
arrow.

& W:\Highway\Design\Office of Design\PrintServers\DSH_PDE
File Edit \Miew Favorites Tools  Help

@Back - \_:,J Lﬁ pSearch H__ Folders v

fddress |3 WiiHighwa\DesigniOffice of DesigniPrintServersiDSM_POF
i Dsn1PDF on MEpprEswr2
' DsnZPDF on MEpprEswr2
' Dsn3PDF on Nkpprtswr2
' Disn4POF on Mepprtswr2
' DsnSPDF on Mepprksyr2
' Dsn7POF on MEpprEswr2
' DsnMethodsPDF on Meppriswr?
' DenRoad3idePDF on Mtpprtswr2
' DsnSailsPDF on MEppriswrz
-- DsnSkaffPDF on Meppresyrz

File and Folder Tasks

@ Rename this file
@ Marve this g
Copyy this File
&8 Publish this fils kot
() E-mail this file
¥ Delete this fils

Double-clicking the above
selection will produce a long
list of print queues, as
partially shown at the right.

L 4 W\Mitppritsvr2\file_cony

File Edit Wiew Favorites Tools  Help

@Back - \_J l.ﬁ pSearch I{ Folders -

Address | L \\MEpprtsvr2ifile_cony

BrgPDF
ErgPsFile [C)DsnRoadlPs
EraTif L) DsnRoadI TiF

File and Folder Tasks

‘fﬂ Rename this Folder ConsultSelPDF () DsnRoad2TiF
= i ..F_qu_:.ler DirRevi ... |)DsnRoadaTif
- “SmnsnRoad4Tif
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Double-click your choice of PDF queue
and the associated “in & out” folders will

appeatr, as shown to the right.

& \\Ntppritsvr2\file_conviDsnMethPDF

File WSs[# ‘iew Favorites Tools  Help

@Back - \._.)I

l? Search [{ a3 Folders

File and Folder Tasks
folder, joboptions
Shortouk ko ouk

i Make & new folder
: iblish this Folder to the

Double-click the “out” folder, and all PDF files placed in this queue during the past week will be

listed, as partially shown below.

Right-click-copy the appropriate
work schedule PDF file, as shown
to the right.

& \\Ntpprisvr2\file_conyv\DsnMethPDFlout

File Edit View Fawvorites  Tools  Help

eBack - \_}J l? ﬂSearch t Folders . /

Address |[23) YNEpprtswr2yfile_cons DsnMethPDF ot

Marne
|=] 130219 erf30b POF
@ 132919_ 0DMA-work schedul.,.
|E] 133126 oDMA-wark schedul...
|=] 133249 Methads - Road De. ..
-"""--wg[k schedul..,

File and Folder Tasks =

@ Rename this file
$ Miowe this File

Right-click-paste the work schedule PDF file to the folder in the following location:
W:\Highway\Design\Officelnformation\WorkSchedules\PDFs\

Rename the file, as necessary.

The Office of Design web page will link to the work schedules at the above location.
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