Instructions for converting 3NA data into graphs
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1. Put all third-next-available-appointment (3NA) data into a table in an excel spreadsheet.  (see Instructions for Measuring 3NA sheet if unsure how to do this.)  Rows should represent physician, columns are for dates that 3NA was measured.  Best to have dates at equal increments (i.e. always spaced 2 weeks apart), but can be unequally spaced.  Rows best grouped by medical center, and then by module, especially if you want to display the data this way.  Different visit types can either be in separate tables (one tab in spreadsheet for each) or in same table with one row next to MD name for each visit type.

2. Data in the table should be the number of days, not a date.

3. Create graph by clicking on button for chart wizard or by going to insert/chart in the top menus.
4. In the chart wizard window click on line for chart type and use the default type of line chart.  Click next.

5. In the next window click tab at top that says Series.  If there are any series in the little window remove them so it is blank.  Then click the Add button.  Click the cursor into the area for Name and click the picture at the right side of the area.  This will bring up the spreadsheet.  Click on the cell with the first physician’s name in it, then reclick the little picture in the pop-up window that was shrunk to show the spreadsheet.  This will put you back in the chart wizard.  Next delete anything in the values box and again click that little picture.  This time highlight all the rows of data next to that physician’s name.  Click the little picture again to return to the chart wizard. Next do the same procedure for the category X labels, and choose all the dates from the top of your data table.  Make sure the dates you select correspond to all the data you selected previously. 

6. Without closing the chart wizard, add a second physician using the same procedure as step 5—i.e. click the add button, go to the area for Name, etc.  The only difference is that you don’t need to add in the category X labels again since it will be the same for all physicians you add.  Repeat the process for all MDs that will be in this graph—a site or module, etc.
7. Click Next in the chart wizard.  Adjust the graph with any of the tabs there, as you wish.  You can easily edit this later so don’t worry too much about it.  Click Next again.
8. Select “as a new sheet” and give it a short name.  Click Finish.

9. Review the graph and edit as you wish.  You can change the title, background color, line patterns, axes, position of legend, etc. by clicking on them.  You can always go back and change which data (docs or dates) are in the graph by just having the graph open on the screen and clicking on the chart wizard icon at the top.  Then click next, and edit the data sources.  Also can change results in the graphs by editing the table of data that it is linked to.

10. Email me if you have questions—nsolomon@nasconsulting.biz
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