How to: Update Bubble Chart
1. Dashboard        Technology Services        Bubble Chart
[image: ]
2. Scroll down to the Bubble Chart Project List and select the Export to Excel link
[image: ]
· Open the file
· Select Yes in the dialogue box





· Example of Exported list:
[image: ]
3. Organize the data based on consolidation groups (Set Program): Service by Agency, Agency by Agency and Service by Service 
 (
I organized the projects, deleted the Set Program column, and created a Program Row for each of the consolidation types. Then, I inserted the field headers under each type.
)[image: ]
4. Then, sort the data by Project Phase. (Anything that is in Concept or that does not have information can be deleted).
· To Sort: You will have to do it by consolidation type. Highlight the title cells and the data for the consolidation type.
Right- Click         Select Sort         Custom Sort       [image: ]
· Select your sort preferences:
 (
Select Project Phase from the Sort by dropdown
)[image: ]
 (
Select Custom List from the Order dropdown
)[image: ]
 (
Repeat the sort process for each of the consolidation types.
) (
*The first time, you will have to list the entries (phases) and press Add for them to appear in the Custom List.
) (
Select the Phases from the Custom List
)[image: ]
5. Open the previous month’s bubble chart.
6. Go to the Project List tab.
                                    [image: ]
7. Copy and Paste the Bubble Chart Project List under the Project List tab of the spreadsheet.
 (
*For organizational and presentation purposes, I format the list. 
Consolidation Headers color coded to match shape outline
Project Phases set to match bubble color
Font set to Arial
Numerical columns centered for visibility
)[image: ]

8. Go to the Chart Data tab: 
[image: ]
9. Update the information. All projects from the list need to be in the correct phase on this data sheet and the information also needs to be entered. (This sorts the projects by phase, giving them their bubble color, and plots their point. The NPV number determines where the bubble will be according to the X axis, the Risk Rating determines the height along the Y axis and the 1st year cost determines the size of the bubble).
                                     [image: ]
10. On the actual Bubble Chart, you need to verify:
· All the projects from the list are present
· Projects are in the correct phase, is the bubble the correct color
· Projects are categorized in the appropriate consolidation program, identified by the shape outline color
[image: ]
11. Save the file as: YYYYMM in your monthly source files
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