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Step 2: Click Insert, Select 2-D Area Chart
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Step 3: Delete Chart Title
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Step 4: Right-Click In The Chart, Format Chart

>

| ~ | i
v AutoSave Off @Ij v 5. Animating ( Leutrim Hoti % - o h ¢
3@ E 9D C 99 0y copy i
File Home Insert Draw Pagelayout Formulas D FB Paste Options: Help  Chart Design  Format | 7 Comments |
[] & Calibri (Bodly) vfio0 VA A = = [t & 2 3 oY /O HH l
v P v .
Paste I‘-@ B T U ~ 2 « A o —— 2 Z o ] Find &
- S - = e 7 [ Format v &~ select ¥
. |£| Reset to Match Style
Clipboard I~ Font [ Styles Cells Editing Add-ins v
. Font...
Chart 1 Vo Vo fx A v
A B C D E ¢ | il Change Chart Type... K L M N 0 P Q R s T U v
Organization IT [[h
1 Year Score asa Whole Department Save as Template...
Would Not Recommend
2 | 2019 as Place to Work 4 0 Bl select Data.. ,
3| 2019 2 11 1 O— D O
4 2019 3 12 2 Bl Move Chart... —l—
s | 2019 4 25 10
6 | 2019 s 29 11 ﬁl /
7 | 2019 6 49 20 .
8 2019 7 53 23 Haj
9 2019 8 63 37
7 ];
10 2019 9 67 40 =1
11| 2019 10 70 54
12| 2019 MIXED 69 58
13 2019 12 63 60 O
14 2019 13 58 65 §ave as Picture...
15 2019 14 50 65
16 2019 15 34 64 Assign Macro... Q
17 | 2019 16 31 60 S
18 2019 17 16 46 View Alt Text... &
19| 2019 18 14 43 &
20 2019 19 7 36 q@\"
21| 2019 20 4 30 Dle M IT Department
‘Would Highly
22 2019 Recommend 1 10 L )
Would Not Recommend (J ~ \)
23 2020 as Place to Work ls] 2 L_/ .
< > Animating Changes Over Time  Blank - - |.Char1 Area ~ I 4 s >



Step 5: Click The Chart, Select The Color
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Step 6: Click The Chart, Select The Color
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Step 7: Add Select Year, Make It Bold & Italic
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Step 8: Insert Source List For Data Validation
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Step 9: Click Cell G4, Go Data Validation

a ‘9" S AUTOSaVE 1 = 5. Animating Changes Over... Vv £ Search Leutrim Hoti ﬁ 14 — o X

File Home Insert Draw Pagelayout Formulas Data Review View Developer Help |L_—1C0mments|

I:h S ~ [H Queries onnections A v = .ﬁj 9=
Ean BRI s oo 2@V e = B

Get I:é [8) Refresh D Filter v D% What-If Forecast OQutline

g 7 Sort
Data v % [’E‘j All ~ ["—‘« Stocks Currencies |5 A‘]' ﬁ Advanced Eé = ‘ @ Analysis ¥ Sheet i
Get & Transform Data Queries & Connections Data Types Sort & Filter he
G4 v)E fx [ Cirde Invalid Data M
A ° Organ(i:zation E S . ! « - & Fo Clear Validation Circles & : ' E -
1 Year Score as a Whole Department 2019
Would Not Recommend
2 2019 as Place to Work 4 0 2020
3 2019 2 11 1 2021
4 2019 3 12 2 Select Ye@ 2022
5 2019 4 25 10 2023
5] 2019 5 29 11
7 2019 5] 49 20
8 2019 7 53 23
9 2019 8 63 37
10 2019 9 67 40
11 2019 10 70 54
12 2019 MIXED 69 58
13 2019 12 68 60
14 2019 13 58 65
15 2019 14 50 65
16 2019 15 34 64
17 2019 16 31 60
18 2019 17 16 46
19 2019 18 14 43
20 2019 19 7 36 T T T B T N - I SR . SR R
21 2019 20 4 30 < Ny &
Would Highly Qb’b e}-‘é(\
22 2019 Recommend 1 10 &(Qe, ‘S\Q‘
Would Not Recommend & M Organization as a Whole IT Department 3
23| 2020 as Place to Work 9 2 .;0*% R N v

< > Animating Changes Over Time  Blank + ! 4 e >




Step 10: Select List, Click Source

- »
File Home Insert Draw Pagelayout Formulas Data Review View Developer Help | 1 Comments |
= [& B ’7 CH _ Y N2 EE H &
E: ks i o0 N E
[‘\ [‘\ D : = z| T b Dg Qutline
B [E [2 T E ’

Get & Transform Data Queries & Connections Data Types Sort & Filter Data Tools Forecast e
G4 v i Jx v
A B C D E F G H J K L M N 0] P Q R 5 T u V &
Organization IT . . >
1 Year Score asa Whole Department Data Validation : X 2019
Would Not Recommend
1 k .
2 2019 3 Place toWor 4 Settings Input Message Error Alert 2020
3 2019 2 11 2021
4 2019 3 12 2 alidation criteria 2022
5 2019 4 25 10 2023
6 2019 5 29 11
7 2019 6 49 20
8 2019 7 53 23
Data:
9 2019 8 63 37
10| 2019 9 67 40 between ¥
11| 2019 10 70 54 Source:
12 2019 MIXED 69 58
13 2019 12 68 60
14 2019 13 58 65
15 2019 14 50 65
16 2019 15 34 64
17| 2019 16 31 60 Apply these changes to all other cells with the same settings
18 2019 17 16 46
19 2019 18 14 43
Clear All Cancel
20 2019 19 7 36 b o Qe 9 P g,°b
21 2019 20 4 30 = - &
Would Highly & edﬁ
22 2019 Recommend 1 10 &(Qe, ‘x\q‘
Would Not Recommend & ® Organization as a Whole IT Department &
23 | 2020 as Place to Work g 2 63* N v
- =

< > Animating Changes Over Time  Blank + ! 4 o= »




Step 11: Select The Range, Press OK
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Step 12: Make It Bold, Fill Color
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Step 13: Select And Copy The Headers

a ‘9 v G AL L 5. Animating Changes Over... Vv /O Search Leutrim Hoti % @ — o X
File Home Insert Draw Pagelayout Formulas Data Review View Developer Help |DCOmments| 15 Share v
o a 4w | o— — General v Conditional Formatting v {2 Insert ~ + A [l [(h)-
|:| & |Ca||br| V||11 V| A A ===\~ ab, |7| 3 9 & 2 Z? 00 _'I:ml_
- i o) w * ~ mEs
Paste [ . =B = = = . $ /0 ’ @FormatasTable EDelete Sort & Find & Add-ins | Analyze
v - = - — — | = <8 X fiZ Cell Styles v fis] Format v & ~ Filterv Select v Data
Clipboard I~ Font [ Alignment [ Number [ Styles Cells Editing Add-ins e
~
E F G H ] K L M N 0 P Q R 5 T u V &
2019
2 2019 as Place to Work 4 0 2020
3 2019 2 11 1 2021
4 2019 3 12 2 Select Year 2019 2022
5 2019 4 25 10 2023
[ 2019 5 29 11
7 2019 6 49 20
8 2019 7 53 23
9 2019 8 63 37
10 2019 9 67 40
11 2019 10 70 54
12 2019 MIXED 69 58
13 2019 12 68 60
14 2019 13 58 65
15 2019 14 50 65
16 2019 15 34 64
17 2019 16 31 60
18 2019 17 16 46
19 2019 18 14 43
20 2019 19 7 36 O L T L L T R . A N I 2 I GRS
21 2019 20 4 30 2 K &
‘Would Highly Qb'b ?}Jd‘(\
22 2019 Recommend 1 10 @@z ‘S\Q‘
Would Not Recommend & m Organization asa Whole IT Department b@“"
23 2020 as Place to Work 9 2 qu. S .
B -

£ > Animating Changes Over Time  Blank + I 4 e >




Step 14:. Paste Just Below The Chart
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ep 15: Select & Copy Cells B2:B22
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Step 16: Paste Just Below The Ch
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Step 17: Press "G4", Make Absolute Reference
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Step 18: Drag this down
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Step 19: In Cell 14, Insert SUMIFS formula
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Step 20: Insert Formula As Described
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in Organization as a
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ep 21: Drag this down
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Step 22: Insert Formula As Described
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Step 23: Drag this down
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Step 24: Click File Tab, Select More Options
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Step 25: Click Advanced, Uncheck The Box
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Step 26: Click Chart, Grab Source Array
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Step 27: Change The Source Array Location
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Step 28: Click Chart, Grab Source Array
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Step 29: Change The Source Array Location
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Step 30: Click Developer Tab, Inser
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Step 31: Right-Click, Format Contro
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Step 32: Edit Format As Described
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Step 33: Link Q1 Cell, Press OK
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Step 34: Put iIndex number
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Step 35: Change Data Validation to Any Value
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Step 36: Insert VLOOKUP function
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Step 37: Select & Hide Columns Q, R, S
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Step 38: Completed
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