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Step 1: Select Range, Group Rows 



Step 2: After Grouping, Click Minus To Hide



Step 3: Click + Sign To Show The Data Range



Step 4: Insert SUMIFS formula
Formula:

=SUMIFS($F:$F,$A:$A,$S$2,$
B:$B,$R5)

Description:
Type =SUMIFS, the sum 

range is “Cold Calls”, Select 
entire column F, we fix it by 
pressing F4 shortcut ($F:$F). 
Criteria range number one is 

“Manager name”, Select 
entire Column A, we fix it by 
pressing F4 shortcut ($A:$A). 

The Criteria that this value 
needs to equal is in the cell 
S2, we fix it ($S$2). Criteria 
Range number 2 is “Year”, 
Select entire Column B, we 

fix it ($B$B). The criteria that 
need to be here is cell R5, we 

fix only the Column ($R5). 



Step 5: Drag this formula down



Step 6: Copy & Paste The Values



Step 7: Change The Sum Range

Formula:
=SUMIFS($H:$H,$A:$A,$S$2,

$B:$B,$R5)

Description:
The only thing that we 

change is the sum range, 
which is “Sales” (Change 

$F$F with $H$H), everything 
else remains the same.



Step 8: Drag This Formula Down 



Step 9: Continue with SUMIFS function

Description:
Copy the cell T5 and paste 
through table as you can 

see it.



Step 10: Change The Sum Range

Formula:
=SUMIFS($G:$G,$A:$A,$S$2,

$B:$B,$R5)

Description:
The only thing that we 

change is the sum range, 
which is “Demos” (Change it 

to $H$H), everything else 
remains the same.



Step 11: Change The Sum Range

Formula:
=SUMIFS(I:I,$A:$A,$S$2,$B:$

B,$R5)

Description:
The only thing that we 

change is the sum range, 
which is “Referrals” (Change 

it to I:I), everything else 
remains the same.



Step 12: Drag This Formula Left

Description:
Since the sum range 

function is not fixed, and it 
is in the same order as data 

in the group we can just 
drag the formula left till 

“Quality Iss” which stays at 
Column N, everything else 

remains the same.



Step 13: Change The Sum Range

Formula:
=SUMIFS($O:$O,$A:$A,$S$2,$

B:$B,$R5)

Description:
The only thing that we change 

is the sum range, which is 
“Closed Calls” (Change $F:$F 
with $O:$O), everything else 

remains the same.



Step 14: Change The Sum Range

Formula:
=SUMIFS($O:$O,$A:$A,$S$2,

$B:$B,$R5)

Description:
The only thing that we 

change is the sum range, 
which is “Cold Calls” (Change 
it to $F:$F), everything else 

remains the same.



Step 15: Select The Cells, Drag It Down



Step 16: Insert IFERROR Function

Formula:
=IFERROR(T5/S5,"-")

Description:
We insert IFERROR function 

in order not to allow to 
show any error code.



Step 17: Drag This Formula Down 



Step 18: Insert IFERROR Function

Formula:
=IFERROR(AA5/(AA5+AB5),"-")

Description:
We insert IFERROR function in 
order not to allow to show any 

error code.



Step 19: Drag This Formula Down 



Step 20: Insert IFERROR Function

Formula:
=IFERROR(AE5/AD5,"-")

Description:
We insert IFERROR function 

in order not to allow to show 
any error code.



Step 21: Drag This Formula Down 



Step 22: Insert SUM Function At Cell S12



Step 23: Copy & Paste SUM Formula



Step 24: Copy & Paste IFERROR Formulas



Step 25: Apply Conditional Formatting 

Description:
Select Range (U5:U10), make 

it bold. Click Conditional 
formatting to apply the 

colors to a range.



Step 26: Apply Conditional Formatting 

Description:
Select Range (X5:X10), make 

it bold. Click Conditional 
formatting to apply the 

colors to a range.



Step 27: Apply Conditional Formatting 

Description:
Select Range (AF5:AF10), 

make it bold. Click 
Conditional formatting to 

apply the colors to a range.



Step 28: Insert Sales Chart 

Description:
Select Range 

(T5:U10), Click Insert, 
Recommended 
Charts, Select 

Combo, Check the 
Secondary Axis, Press 

OK.



Step 29: Add Axis Titles

Description:
Press More button, 
Add Primary and 

Secondary Axis Titles. 
On the left type 

“Sales”, on the right 
type “AVG”.



Step 30: Click Edit Horizontal Axis

Description:
Click Chart, Select 
Data, Check Sales 

box, Click Edit.



Step 31: Select Range

Description:
Select Range, Press 

OK.



Step 32: Click Edit Horizontal Axis

Description:
Check AVG box, Click 

Edit.



Step 33: Select Range

Description:
Select Range, Press 

OK.



Step 34: Press OK



Step 35: Right Click, Add Data Label 

Description:
On the last point on 
the line, add a data 
label, format that 
label that is above 
data point. It has 
background fill.



Step 36: Format Label

Description:
Format that label that is 
above data point. It has 

background fill.



Step 37: Apply Background fill

Description:
Format that label that is 
above data point. It has 

background fill.



Step 38: Add Marker The Chart

Description:
At the last label of 

the line, add marker. 
Select marker, size 7. 

solid fill white



Step 39: Duplicate The Chart

Description:
Select Chart, CTRL+D 

(It duplicates the 
chart)



Step 40: Click Chart, Grab Source Array

Description:
Click in the chart and 
grab the source array.



Step 41: Change The Source Array Location

Put the source array 
at “Cold Calls”.



Step 42: Click Chart, Grab Source Array

Click in the chart and 
grab the source array.



Step 43: Change The Source Array Location

Put the source array 
at “Warm Leads”.



Step 44: Add Axis Names

Description:
On the left, type “Cold 

Calls”. On the right, 
type “Warm Leads”.



Step 45: Format The Color

Description:
Click the bars, click 

solid fill. Change the 
color of the bars to 

light green.



Step 46: Duplicate The Chart

Description:
Select Chart, CTRL+D 

(It duplicates the 
chart)



Step 47: Format The Color

Description:
Click the bars, click solid 
fill. Change the color of 
the bars to grey. Turn 

Chart to Dynamic chart. 
Drag the chart and make 

it bigger. 



Step 48: Insert Select metric 1 & 2



Step 49: Add Data Validation for Cell Z15 

Description:
Click cell Z15, add data 

validation. 



Step 50: Select Range for Data Validation



Step 51: Add Data Validation for Cell AC15 

Description:
Click cell AC15, add 

data validation. 



Step 52: Select Range for Data Validation



Step 53: Define Name “Metric 1”



Step 54: Write OFFSET function 
Formula:

=OFFSET('Dynamic 
Dashboard'!$S$5,0,MATCH

('Dynamic 
Dashboard'!$Z$15,'Dynamic 
Dashboard'!$S$4:$AF$4,0)-

1,6,1)

Description:
Write =OFFSET function, 

Open Parenthesis, Starting 
Cell is going to be the cell 

S5, Select Cell B3, Press 
Comma (,). Number of rows 

we want to shift from 
starting point is 0, because 
the first data point should 
2010 data point, type 0, 

press comma(,).



Step 55: Write MATCH Function

Formula:
=OFFSET('Dynamic 

Dashboard'!$S$5,0,MATCH(
'Dynamic 

Dashboard'!$Z$15,'Dynami
c 

Dashboard'!$S$4:$AF$4,0)-
1,6,1)

Description:
Write MATCH function (the 
user entered the cell Z15), 
Open Parenthesis, Select 
Cell Z15, Press Comma (,). 



Step 56: Write MATCH Function

Formula:
=OFFSET('Dynamic 

Dashboard'!$S$5,0,MATCH('
Dynamic 

Dashboard'!$Z$15,'Dynami
c 

Dashboard'!$S$4:$AF$4,0)
-1,6,1)

Description:
(Continues) Select cells 

S4:AF4, which going to be 
the array of selected cell 

(Z15). Press Comma (,). Type 
zero (0) for exact match. 
Close parentheses. Press 

Comma (,).



Step 57: Continue OFFSET & MATCH Function
Formula:

=OFFSET('Dynamic 
Dashboard'!$S$5,0,MATCH('

Dynamic 
Dashboard'!$Z$15,'Dynamic 
Dashboard'!$S$4:$AF$4,0)-

1,6,1)

Description:
We subtract one (-1), press -
1, it doesn’t allow to move 

to next column. Press 
comma (,). The height of the 

resulting array is 6 data 
point for each year, so the 

height is going to be 6, 
press 6. The width is going 

to be 1 column line, press 1. 
Close parentheses. Press 

OK.  



Step 58: Define Name “Metric 2”



Step 59: Write OFFSET function 
Formula:

=OFFSET('Dynamic 
Dashboard'!$S$5,0,MATCH

('Dynamic 
Dashboard'!$AC$15,'Dynami

c 
Dashboard'!$S$4:$AF$4,0)-

1,6,1)

Description:
Write =OFFSET function, 

Open Parenthesis, Starting 
Cell is going to be the cell 

S5, Select Cell B3, Press 
Comma (,). Number of rows 

we want to shift from 
starting point is 0, because 
the first data point should 
2010 data point, type 0, 

press comma(,).



Step 60: Write MATCH Function

Formula:
=OFFSET('Dynamic 

Dashboard'!$S$5,0,MATCH(
'Dynamic 

Dashboard'!$AC$15,'Dyna
mic 

Dashboard'!$S$4:$AF$4,0)-
1,6,1)

Description:
Write MATCH function (the 
user entered the cell AC15), 

Open Parenthesis, Select 
Cell Z15, Press Comma (,). 



Step 61: Write MATCH Function

Formula:
=OFFSET('Dynamic 

Dashboard'!$S$5,0,MATCH('
Dynamic 

Dashboard'!$AC$15,'Dyna
mic 

Dashboard'!$S$4:$AF$4,0)
-1,6,1)

Description:
(Continues) Select cells 

S4:AF4, which going to be 
the array of selected cell 

(Z15). Press Comma (,). Type 
zero (0) for exact match. 
Close parentheses. Press 

Comma (,).



Step 62: Continue OFFSET & MATCH Function
Formula:

=OFFSET('Dynamic 
Dashboard'!$S$5,0,MATCH('

Dynamic 
Dashboard'!$AC$15,'Dynami

c 
Dashboard'!$S$4:$AF$4,0)-

1,6,1)

Description:
We subtract one (-1), press -
1, it doesn’t allow to move 

to next column. Press 
comma (,). The height of the 

resulting array is 6 data 
point for each year, so the 

height is going to be 6, 
press 6. The width is going 

to be 1 column line, press 1. 
Close parentheses. Press 

OK.  



Step 63: Click Chart, Select Data 



Step 64: Check The Box, Edit Vertical Axis 



Step 65: After !, Text “Metric1”, Press OK 



Step 66: Check The Box, Edit Vertical Axis 



Step 67: After !, Text “Metric2”, Press OK 



Step 68: Press OK



Step 69: Completed
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