INSTRUCTIONS FOR EAGLE SCOUT PROJECT TIME CHART

There are three files.  One is a Word2000 file that contains these instructions.  The second is a sample time chart completed by Mrs. W. and the third is a fill-in form for the time chart.  Both the time charts are in Excel2000.   The fill-in form is the same as the sample chart without the data.  Headings, formulae, subtotals and totals are ready for your input.  You provide the date, type work, your hours, number of Scouts, number of adults and time.  The chart will calculate the Man Hours by Others and Subtotal Hours.  The chart will also add columns to provide you with all the information you need to complete the Eagle  Project Summary  page at the end of the workbook (from Mr. S.’s website).

Click on your Excel icon to activate the program.  Load the disk or file.

To view and print the sample time chart, open the file 

Eagle Scout Time Chart Sample.

To begin work on your chart, open the file Eagle Scout Time Chart P

(P stands for proposal or preliminary)

Set your computer on Caps Lock
Use your mouse and click on the cell to enter your name

Use the left arrow to go over one cell to the left and then use the down arrow until you are in the cell for the date. ( I have entered the date 01/01/03.  You type on top of my info and your first date will replace my date.  I entered the first line to give you a starting point...replace my data with yours).

Hit the right arrow once and type in the purpose/type of work

Hit the right arrow twice and type in your time in the column MY HOURS.  (Do not include your time with the number of scouts.  Your time is calculated separately.  

Use the right arrow to complete the next three columns (if applicable).

STOP!

NOTE:  The column for Man Hours Others and Subtotal Hours will fill in automatically.  DO NOT TYPE IN THE LAST TWO COLUMNS.  

Columns counting helpers will be whole numbers.  

Columns counting hours will have two decimal places.  

Record your time and the time of others to the nearest quarter hour.  For Example

One hour = 1.00

One and ¼ hour = 1.25

One and ½ hour = 1.50

One and ¾ hour = 1.75  etc.

I have designed this chart to have many lines, probably too many lines.  You can delete rows at the end of your work by  the following procedure.  Click on the far left column that shows the row number (the whole row will become highlighted).  Then hold down the control key and hit the minus key  then hit enter.  The row will disappear.  (If you highlight the row and hit delete you will erase the data in that row, but the row will remain).

You can add rows if necessary by the following procedure:

Click on the far right row number, below where you want the new row to appear. Hold down the control key, hit the plus key then hit enter.  (Or you can use the Insert Row command).  If you want to add two rows, do this twice.  NOTE:  If you add rows you will need to fill in the formulae for the last two columns.  It can be copied easily as follows:  Using your Mouse, highlight the last two columns above the blank cells where you want to fill the formulae then drag down to also highlight the cells to be filled.  Click on Edit   then click on Fill and then click on Down.  (You can fill as many rows as you need at one time).

Questions?   Problems?  Save your file under a new name and call Mrs. W.

Don’t forget Edit Undo can be useful if your error was the last step.

For the Proposal, you will be recording the actual time of planning your project.  You will also be showing estimates for proposed work sessions, etc.  After you go to the Troop Committee Meeting, you will want to save this file under a new name and replace your estimates with actual times as your project progresses.  I suggest you save your time chart as Eagle Scout Time Chart R for report.  (You will also want to replace the word Estimate(d) with Actual in the labels where appropriate).  Update your time chart after each work session or it will be a huge amount of work later.

In the end, your notebook will contain two time charts.  The original chart is proposed, the time chart for the final report will be a total of actual hours until you finish your paperwork.  It will be interesting to see how well you estimated.

When you have a work session, take a spiral notebook and pen or pencil for your helpers to log in with their names, time arrived and time departed.  On your time chart, record a separate line for each person (remember to list your hours in the column separate from others).  If all your workers begin and finish at the same time, you can show the hours worked in a work session grouped as you did in your proposal, BUT then you must also type a list of names of helpers for each work session.

NOTE:  IF YOU HAVE A PROBLEM PRINTING THE TIME CHART, TRY SETTING YOUR PRINTER FOR LANDSCAPE (HORIZONTAL FORMAT).  Mr. S. has lots of information on his website about keeping a time chart.

Remember record all of the following:  Time spent on planning, conversations with advisors and receiving organization representatives, typing the proposal, drawing plans, obtaining cost estimates, shopping for materials, all time spent by you and others at work sessions, and paperwork after the project is completed.  Hours will add up quickly!

