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Part |: Getting Started with Excel Dashboards

Chapter 1: Introducing Dashboards

What Are Dashboards and Reports?
Defining reports
Defining dashboards

Establish the User Requirements
Define the message(s)
Establish the audience
Define the performance measures
List the required data sources
Define the dimensions and filters
Determine the need for drill-down details
Establish the update schedule

A Quick Look atDashboard Design Principles
Rule number 1:Keep it simple
Use layout and placement to draw focus
Format numbers effectively
Use titles and labels effectively

Key Questions to Ask Before Distributing Your Dashboard

Does my dashboard present the right information?

Does everything onmy dashboard have a purpose?

Does my dashboard prominently display the key message?
Can I maintain this dashboard?

Does my dashboardclearly display its scope and shelflife?
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Is my dashboard well documented?
Is my dashboard user-friendly?
Is my dashboard accurate?

Chapter 2: Table Design Best Practices
Table Design Principles

Enhancing Reporting with Custom Number Formatting

Use colors sparingly
De-emphasize borders

Use effective number formatting
Subdue your labels and headers

Number formatting basics

Formatting numbers in thousands and millions

Hiding and suppressing zeros
Applying custom formatcolors
Formatting dates and times

Adding conditions to customer number formatting

Chapter 3: Using Excel Sparklines
Understanding Sparklines
Applying Sparklines
Creating Sparklines
Customizing Sparklines

Sizing and merging sparkline cells
Handling hidden or missing data
Changing the sparkline type

Changing sparkline colors and line width
Using color to emphasize key data points
Adjusting sparkline axis scaling

Faking a reference line

Specifying a date axis

Auto-updating sparkline ranges

Chapter 4: Chartless Visualization Techniques

Enhancing Reports with Conditional Formatting

Applying basic conditional formatting
Adding your own formatting rules manually
Show only oneicon

Show Data Bars and icons outside of cells
Representing trends withicon sets

Using Symbols to Enhance Reporting
Using Excel's Camera Tool

Finding the Camera tool
Using the Camera tool
Enhancing a dashboard with the Camera tool
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Part Il: Introducing Charts into Your Dashboards

Chapter 5: Excel Charting for the Uninitiated 89
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How Excel Handles Charts 90
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Creating the chart 96
Switching therow and columnorientation 98
Changing the chart type 98
Applying chart styles 99
Applying a chart style 99
Adding and deletingchart elements 100
Moving and deleting chart elements 101
Formatting chart elements 101
Working with Charts 102
Moving andresizing a chart 102
Converting an embedded chart toa chart sheet 103
Copying a chart 103
Deleting a chart 104
Copying a chart's formatting 104
Renaming a chart 104
Printing charts 105

Chapter 6: Working with Chart Series 107
Specifying the Data for Your Chart 107
Adding a New Series to a Chart 109

Adding a new series by copyingarange 110
Adding a new series by extending the range highlight 11
Adding a new series using the Select Data Source dialogbox 111
Adding a new series by typing a new SERIES formula 112
Deleting a Chart Series 113
Modifying the Data Range for a Chart Series 113
Using range highlighting to change series data 113
Using the SelectData Source dialog box to change series data 115
Editing the SERIES formula to change series data 116
Understanding Series Names 117
Changing a series name 118
Deleting a series name 119
Adjusting the Series Plot Order 120
Charting a Noncontiguous Range 121
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Handling Missing Data 123
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Value axis scales 153
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Editing datalabels
Problems and limitations with data labels
Working with a Chart Data Table
Adding and removing a data table
Problems and limitations with data tables
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Trending Dos and Don'ts
Using chart types appropriate for trending
Starting the vertical scale at zero
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Comparative Trending
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Formatting specific periods
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Smoothing data
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