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Step 1: Select Cells B1:D22



Step 2: Click Insert, Select 2-D Area Chart



Step 3: Delete Chart Title 



Step 4: Right-Click In The Chart, Format Chart



Step 5: Click The Chart, Select The Color

Add 30% 
transparency



Step 6: Click The Chart, Select The Color

Add 30% 
transparency



Step 7: Add Select Year, Make It Bold & Italic 



Step 8: Insert Source List For Data Validation 



Step 9: Click Cell G4, Go Data Validation  



Step 10: Select List, Click Source  



Step 11: Select The Range, Press OK



Step 12: Make It Bold, Fill Color



Step 13: Select And Copy The Headers 



Step 14: Paste Just Below The Chart 



Step 15: Select & Copy Cells B2:B22



Step 16: Paste Just Below The Chart



Step 17: Press “G4”, Make Absolute Reference

In the cell just below 
the “Year”, Press G4, 

and then make it 
absolute reference 

G$4$.



Step 18: Drag this down

Drag this down by 
including absolute 

reference G$4$. The 
G4 cell will remain 

fix.



Step 19: In Cell I4, Insert SUMIFS formula



Step 20: Insert Formula As Described

We want to sum values 
in Organization as a 

whole, we fix that (add 
$ signs), Criteria range 

is Column A, we fix 
that too. Select G28, 

we fix the G. The 
second criteria is 

Column B, we fix that. 
Write H28, we fix the 
H. Close Parentheses. 

Press Enter.



Step 21: Drag this down

Drag this down by 
including absolute 

and relative 
references.



Step 22: Insert Formula As Described

We want to sum values 
in IT Department, we 

copy & paste the 
formula. We only 

change the sum range 
from Organization as a 

Whole, to IT 
Department. We 

replace C with D. Press 
Enter.



Step 23: Drag this down

Drag this down by 
including absolute 

and relative 
references.



Step 24: Click File Tab, Select More Options



Step 25: Click Advanced, Uncheck The Box 

Click Advanced, Scroll 
down, to the Chart, 

and then uncheck the 
box. Press Ok.



Step 26: Click Chart, Grab Source Array

Click in the chart and 
grab the source array.



Step 27: Change The Source Array Location

Put the source array 
just below the chart.



Step 28: Click Chart, Grab Source Array

Click in the chart and 
grab the source array.



Step 29: Change The Source Array Location

Put the source array 
just below the chart.



Step 30: Click Developer Tab, Insert Spin Button



Step 31: Right-Click, Format Control



Step 32: Edit Format As Described

Put 1 as minimum 
value. Put 5 as 

maximum value 
(there are 5 years 

data range). Put 1 as 
incremental change. 
Click cell link button 

for more.



Step 33: Link Q1 Cell, Press OK



Step 34: Put index number 

We put an index 
number (1,2,3,4,5) 
next to each of the 
year (2019, 2020, 

2021,2022,2023) we 
have available. 



Step 35: Change Data Validation to Any Value    

Click Data Tab, Click 
Data Validation 

button, Select Any 
value. Press Ok



Step 36: Insert VLOOKUP function

Formula:
=VLOOKUP(Q1,$R$1:$S$5,2,0)

Description:
Click Cell G4, Insert VLOOKUP function. Look up the 

value the spinner is producing (Q1 cell), within an 
array (R1:S5). Make it absolute reference 

($R$1:$S$5). Column index is 2, because we want to 
take the value from the year. The range is 0, because 

we want to find the exact match. Press Enter.



Step 37: Select & Hide Columns Q, R, S



Step 38: Completed
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