Creating the data analysis spreadsheet for your unit’s ASI Inventory database file
Step 1: Ensure the final version of the unit’s ASI Inventory database file is checked in to the unit scoring sheet area in Confluence. The unit’s ASI Inventory database file should have the all of the required individual application worksheets and is referred to a File A in this document.
Step 2: Copy the Summary Sheet to File A (refer detailed steps below)
Step 3: Copy the macro `Summary_Sheet_Data_Analysis’ to File A (refer detailed steps below)
Step 4: Run macro `Summary_Sheet_Data_Analysis’ in File A
Step 5: Review data in File A, Summary Sheet. Ensure there are no missing values. If an application specific worksheet is created and does not contain the data for data analysis, either complete the data in the application worksheet or delete the application spreadsheet if it is no longer required. Go back to step 4 after completion of data. 
Step 6: Select data from row 3 to last row. Sort data from by column `BV/Cost Ratio’ in descending order.
Step 7: Update data range in the 3 charts (refer detailed steps below)
Step 8: Print graphs (refer detailed steps below)







Detailed steps (for select steps):
Step 2: Copy the Summary-Sheet
1. Open File A
Note: You may get a message at the top of the screen that macros are disabled, or editing is disabled, and asking if you would like to enable them. Select yes because there are macros in these worksheets.
2. Open file `Add ASI data analysis sheet’ provided
3. Go to the "Summary-Sheet" tab at the bottom and right click
4. Select `Move or Copy’.  
a. In field `To book’, select file A from the dropdown
b. In field `Before Sheet’ select Unit Inventory
c. Check the box for `Create a copy’
d. Select OK
You should see the new tab `Summary-Sheet’ added to File A
Step 3: Copy the macro `Summary_Sheet_Data_Analysis’
1. Open File A, go to `Developer Tab’*.  Go to `Macro Security’ and ensure that the button `Enable all macros (not recommended; potentially dangerous code can run)’ is checked. The button is in `Macro settings’. For further help, select F1.

*Click on the FileTab, Options, Customize Ribbon.  Under the Customize the Ribbon area place a check mark in the Developer box.

2. Click Record Macro
[image: Excel Ribbon Image]

3. Enter `Summary_Sheet_Data_Analysis’ for name of macro. Click OK.
4. Click `Stop Recording’
5. Go  back to the open file `Add ASI data analysis sheet’
6. Go to the `Developer’ tab on the top, select `Macros’
7. Select `Summary_Sheet_Data_Analysis’ and edit button on right side of the window
8. Manually select the macro code and copy
9. Close window, go back to File A, developer tab, macros
10. Select `Summary_Sheet_Data_Analysis’, select `edit’ button
11. Paste copied code. To do this select the few lines of code and overwrite on top with the macro code that you manually copied in #8 above.
12. Close window
13. In File A, right click on the icon in cell A1, scroll down to `assign macro’.  In the box that opens, select the macro `Summary_Sheet_Data_Analysis and select ok

Note:  Complete steps 4, 5, and 6 as outlined on page 1.
Step 7: Update data range in the 3 charts
1. Identify n=row number of last row in the summary sheet data
2. Go to the graph labeled `Application Value-Cost Ratio’ , select graph
a. Right click and select `select data’ to open the Select data Source window.
b. In Legend Entries (Series) box, select `Cost Score’ and select edit in the window
1. In the edit series window that opens, change the Series Values field. Replace `$D$5’ with ‘$D$n’ 
2. Click Ok
c. In Legend Entries (Series) box select `Value Score’ and select edit in the window
1. In the edit series window that opens, change the Series Values field. Replace `$C$5’ with ‘$C$n’ 
2. Click Ok
d. In Legend Entries (Series) box select `Value/ Cost’ and select edit in the window
1. In the edit series window that opens, change the Series Values field. Replace `$J$5’ with ‘$J$n’ 
2. Click Ok
e. In Horizontal (Category) Axis Labels box select edit in the window
1. In the Axis Labels window that opens, change the Axis Label range field. Replace `$B$5’ with ‘$B$n’ 
2. Click Ok
4. Go to the graph labeled `Business Value, Scatter’ , select graph
a. Right click and select `select data’ to open the Select data Source window
b. Edit the data series similar to graph `Application Value-Cost Ratio’,  using n
5. Go to the graph labeled `Application Costs: Staffing vs. Total Costs’ , select graph
a. Right click and select `select data’ to open the Select data Source window
b. Edit the data series similar to graph `Application Value-Cost Ratio’,  using n
6. Review data in the summary sheet to ensure data required for the graphs is complete.  If the total cost =0, the column is formatted such that the zero value does not show in the total column. To avoid error due to division by zero, put in a token $1 in the total cost column.

Step 8: Print graphs
[bookmark: _GoBack]To print, select the graph, go to File-Print. Make your selections such as paper orientation, copies etc. and print graph.
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