Graduate School Timeline

1. Setting up & data entry

Begin by typing ‘date’, ‘event name’, and ‘height’ in row 31, columns A-D. We selected 31
simply to leave some room at the top of the document, as that is where your timeline will
appear. ¥*You can color & add borders to these cells to differentiate them.
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Graduate School Timeline

1A. Date Column

The ‘date’ column will be used to enter specific deadlines for each task/event.

4T

20
21
22

Date
3/19/14
TBA
Fall 2014

Event Name Height
Application for scholarship

Abstract for conference
Application for grad school

38 Note, you do not have to enter a specific date for a given event/task
0 if itis not available. You can still place events/tasks that are
41 upcoming and simply enter either TBA or the anticipated timeframe.

1B. Event Name Column

The event name column will be used to identify the specific tasks and/or events. We would
suggest that you include information along the following categories:

* Conferences, which can include deadlines for abstracts and/or date of the
conference.

* Research (e.g., deadlines for IRB, timeframe for subject recruitment, data collection
etc.)

* Scholarships
* Graduate Programs
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Graduate School Timeline

1C. Height

The height column will be used to space out data points such that event names will not
collide with one another when they appear on the timeline. The number placed in this
column will depict the height of data point and the plus or minus denotes whether the data

point falls below the horizontal axis line or above the horizontal axis line.
Zb

7
’8
29
10
31 Date Event Name

2| 3/19/14 Application for scholarship
33 TBA Abstract for conference

ﬁ Fall 2014 Application for grad school
35
36
37 |
38 Note, the positive numbers and negative numbers rotate. This helps
39 to make adequate space to input event or task names.

10
11
12
13
14
15 |

Height
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Step 3:
Click Scatter

Step 4 :
Click
Marked
Scatter

Graduate School Timeline

2. Creating Timeline

This timeline can be used to keep track of important deadlines for events or tasks
throughout the time span of your graduate career. Begin by setting up the format of the
timeline this can be done by creating a scatter plot.

Step 1:
Highlight all

Bdata under

the height
Insert Sparklines : Data

column.
RO i ) B G

Scatter ~ Other : Line Column Winfloss : Select Switch Plo

(= fel daink

Formulas

Column Line Pie
C31

B

Scatter

e |

Smooth Smooth Lined
Marked Scatter Scatter

|| 1

Date I Straight Straight Lined

3/19/14  Marked Scatter Scatter
TBA -30
Fall 2014 Application for scholarship 2 40
8/17/14 Course 1 40
10/13/14 Conference 1 100
10/19/14 Application for scholarship 3 -100
TBA Abstract for conference 2 60
Spring 2014 Application for scholarship 4 -60
1/17/15 Course 2 30
3/13/15 Conference 2 -30
5/19/15 Course 3 40
TBA Course 4 -40
Fall 2015 Application for Scholarship 5 100
Fall 2015 Abstract for conference 3 -100
12/13/15 Conference 3 60

12/14/15 Application for Graduate Program 60}
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2A. Inserting date

Graduate School Timeline

Step 1:
Right

This is used to keep track of important deadlines on the timeline.

1~ k Graduate School Timeline
click on
data
: % &
points N
<
¥ Delete ® ® ®
Reset to Match Style
| ©  Change Series Chart Type... =
1/0/00 Select Data. 1/10/00 1/15/00 1/20/00 125/
3-D Rotation... P ® %
Add Data Labels
Add Trendline... %8 ¢ ¢ ¢
Format Data Series... ®
Step 2 :
| Click
select
‘ear Date Event Height d
2013 8/17/13[PSY 551a 0
8/18/13[Psy 552 75 ata
8/19/13[CalABA -40
8/20/13|ABAI 100
8/21/13|Graduate Eqg| 75
8/22/13[PSY 553 50
2014|  8/23/13|PSY555 | -75
/24/13 [ Creative End| -40
/25/13 | Csun Creativ| 100
/26/13 | CalABA 100
/27/13 [ California Pr 50
a/Mme/12lpahart L €A =]
A e e Co L —
oo - Step 3 :
1/0/00 1/5/00 Chart data range: | =Sheet11SD§32:5D$58 | 1/25/00 tep .
° Select data from the
i 13 29
PS | Switch Row/Column °® date COlumn
<
Series Name: I |
b -
hr Date Event Height :
2013|  8/17/13|PSY 551a Add Remove -
8/18/13|Psy 552 § ) = -
8/19/13| CalABA Category (X) axis labels: s -
8/20/13| ABAI _ -
8/21/13 q Hidden and Empty Cells -
8/22/13|PsY 553 . " -4
74| 8/23/13|PsY 555 Show empty cells as: | Gaps :) N
8/24/13|Creative End (") Show data in hidden rows and columns .
8/25/13| Csun Creativ| -
26/13| CalABA -
3/27/13 | California Pr ( Cancel 1
Sar b .5 (Concel ) )
8/29/13 | Retired Facu ]
8/30/13|Psy 557
8/31/13| Abai -
9/1/13|Psy 600 -40| | | | | | | I
9/2/13|Psy 629 100
9/3/13| Thesis/Projef 75!
9/4/13|PSY 611 50,
9/5/13| PSY 698D -75
/6/13| Western Mid -40
/7/13| University of| 100
/8/13| PSY 525b -100
9/9/13|PSY 629 50,
2015 9/10/13 | Association -75
9/11/13|PSY 696 -40
9/12/131PSY 558 100
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Graduate School Timeline

Now, when the mouse Graduate School Timeline
hovers gyver data points,

the datg|should appear.

b4 4
® <
% 8 b4
Series 1 Point "8/17/13"
(8/17/13, 50)
8/14/13 8/24/13 8/29/13 9/3/13
® ® <& =
&8 b= ¢ b= ¢ <
®

Date
20: 8/17/13[PSY 551a

8/18/13 |Psy552 -75
8/19/13 |CalpBA -40
8/20/13 | ABM 100
8/21/13 |Grdduate Eq 75
8/22/13 |PSY 553 50
201 8/23/13 |PSY 555 -75
8/24/13 | Crdative End| -40

2B. Adding data labels

This will place the events and tasks in the order that they will be due. It is important to make
sure that these labels match the deadlines that were previously inserted.

Jrdauudie JUnuul nimenne
Step 1: ® % % % N
Right ‘ ‘
g ¥ Delete = % % % ®
Cth and N Reset to Match Style
Select 84713 1 gl:lae::_zg ::aries Chart Type... o s o o R
3-D Rotation... ® ® ® %
Add Data -
- . . .
Labels Add Trendline...
Format Data Series... < <

Step 2: Copy and
paste event titles
into data label box
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Graduate School Timeline

This is Graduate School Timeline
Chart Area
et
where
event \
. . N # Conference 1 # Application for Scholarship 5
titles will \\
. iation for scholarship 2 # Abstract for conference 2 # Conference 3
be C()pled NS . # Course 3
I Application for scholarshib 1 # Course 2
and i
(=} # Heighe
p as ted i 2 4 6 8 10 12 14 16 1]
I # Abstract for conference 1 # Conference 2
i o ® Course 4 - H
Course 1 # Application for scholarship 4 o Appllcatg)rr; r;graduate I
# Application for scholarship 3 # Abstract for conference 3

O O
Date Event Name Height
3/19/14 Application for scholarship 1 30]
TBA Abstract for conference 1 -30
Fall 2014 Application for scholarship 2 40
8/17/14 Course 1 -40

2C. Setting up Horizontal Value Axis

For making a timeline that spans across years or months this will be helpful.

# Conference 1 # Application for Scholarship 5
Application for scholarship 2 # Abstract for conference 2 # Conference 3
# Application for scholarship 1 # Coursen | Course3
: ication for scholarshi ourse
Horizontal P d

- v v v & Height
2015 2016
& _Conferonce e
ourse

Note: The numbers on the horizontal value axis cannot be deleted
without the entire axis being deleted. To change the dates of your
timeline insert a white box over the numbers along the horizontal

value axis

e line to & write over it with the date of your timeline.
ate
3/
TBA Abstract tor conterence 1 -30
Fall 2014 Application for scholarship 2 40
8/17/14 Course 1 -40
10/13/14 Conference 1 100
10/19/14 Application for scholarship 3 -100
TBA Abstract for conference 2 60
Spring 2014 Application for scholarship 4 -60
1/17/15 Course 2 30
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Graduate School Timeline

2D. Connecting lines form horizontal
value axis to data points.

Step 1:
Insert
Ste 3 shape and
Once line is —== 1:[0 0 C &l connect
A B C D E F G .
formatted 1 [ | [ 7€ Jine to first
copy and z data point
paste for # Conference 1 # Application =
N / All Shapes
Othe‘r data | Application for scholarship 2 # Abstract for conference 2 / [
| C 3\
pOIHtS' Application gr scholarship 1 ‘ # Course 2 & Course } i i i i i
& = | | “Trrx
|Plot Area [py #C 2015
Paste #V ance 1 # Conference '2 Course 4 i i ‘ i
| urse ‘
Step 2: v :It;a:ahé :nt:‘nerzgtor se 1 #® Application for scholarship 4
. . Curved Connector 6 e 6 ‘ d
nght Cth Reroute Connectors # Application for scholarship 3 ® Abst |
on line and . i Eii
Save as Picture... -
click format N Gouwng  » . — T[]
Al
shape. (You Date i T [Height ] BOVY i
h 3/19/148 Assign Macro... olarship 1 30
can C aﬂge TBA | Format Shape... brence 1 230 6 \ [ ] { } [
color and Fﬁ/n 231‘! Hyperlink... %K olarship 2 40
. . 8/17/14 == course1 -40
weight this 10/13/14 Conference 1 100 { ]’ \ \ N
10/19/14 Application for scholarship 3 -100
WZIY) . TBA Abstract for conference 2 60 B e W W ¥
Spring 2014 Application for scholarship 4 -60 @ )
1/17/15 Course 2 30
2/12/1R Crnfocnnra 2an
# Conference 1 # Application for Scholarship 5
Application for scholarship 2 # Abstract for conference 2 # Conference 3
# Application gr scholarship 1 # Course 2 # Course 3
o | - - - - - - - D ey
2014 _ : 2015 e 2016 M
i iorizontal (Value, s |
# Abstract for 30nferenoe1 * Confdmm .
Course 1 # Application for scholarship 4 * Applleat;grr;;:;rﬁraduate
# Application for scholarship 3 # Abstract for conference 3
| o o o)
date Event Name
3/19/14 Application for scholarship 1 30
TBA Abstract for conference 1 -30
Fall 2014 Application for scholarship 2 40
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Graduate School Timeline

2E. Creating a legend and changing data
point colors

To differentiate between the different types of tasks and events that have been placed on
your timeline.

hool Timeline Step 2: Insert text
box and type in
categories
# Application for Scholarship 5 4 Funds
o Abstract
erence 2 # Conference 3 & Aepe
Course 3 ==
ourse 2 ¢ Cut #X
Copy #C
: ' Paste E AV
2015 2016
; Edit Text
# Conference 3 Course 4 Edit Points
. Application for Grz
on for scholarship 4 ¢ 0P Program  Save as Picture...
Crouping >
1ip 3 # Abstract for conference 3 Arrange >
Assign Macro...
Set as Default Shape
Step 1: Insert shape, . Format Text... '
click diamond, copy and Format Shape..
paste multiple diamonds f Hyperlink... 8K
|

(To change colors of ‘

diamonds, right click on

the diamond, click
‘format shape’, change
the color for “fill” and
Tine”.
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Graduate School Timeline

Step 3: To change the Graduate School Ti
color of the data points

on the timeline, double

click, click format Data

Labels, and change color

according to legend. w Conference 1

Application for scholarship 2 ¥ Abstract for conference 2
e

4 Delete ¥ Course 2
- Reset to Match Style

! Change Series Chart Type... , 2015

! Select Data... # Conf
3-D Rotation...
Add Trendline... # Application for scho

Format Data Labels...

Format Data Series...

# Application for scholarship 3

Jate Event Name
3/19/14 Application for scholarship 1

30
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Graduate School Timeline

Graduate School Timeline
Conference 1 # Application for Scholarship 5 # Funds
i # Abstct
Application for scholarship 2 # Abstract for conference 2 # Conference 3 & dee
H C 3 i . Courses
, Application gr scholarshi < Course 2 Q ourse
2014 2015 : 2016
® # Conference 3 Application for Graduate
|| Abstract for conference 1 Course 1 Course 4 Program
| # Application for scholarship 4 N
I 0 Application for scholarship 3 # Abstract for conference 3
This is an example of what the timeline will look like upon completion.
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