Contents at a Glance

INErOAUCHION .........ceeeaneeaaceiaaceiacineceineeecneacneeesnneannnean 1
Part I: Making the Move to Dashboards.......................... 7
Chapter 1: Getting in the Dashboard State of Mind ............ccccoceiiniiininiiieeeeee, 9
Chapter 2: Building a Super Model.............oovevieciiiiieieeiciieniiceeee e 23
Part I1: Building Basic Dashboard Components .............49
Chapter 3: The Pivotal Pivot Table............cccooeiiieiiiiiici e 51
Chapter 4: Excel Charts for the Uninitiated............ccceoverviirviinviinienieeceeececeeeeee 85
Chapter 5: The New World of Conditional Formatting ..........ccccoeceverveerienienenenenenne 109
Chapter 6: The Art of Dynamic Labeling ............cocovievieecieniiiiesieseceeie e 135
Part 111: Building Advanced Dashboard Components....151
Chapter 7: Components That Show Trending ..........cccecevvienvieneeneenensenienienieneens 153
Chapter 8: Components That Group and Bucket Data ........c.ccccceeveevierciincienciencnennnne 177
Chapter 9: Components That Display Performance against a Target...................... 195
Part IU: Advanced Reporting Techniques ....................209
Chapter 10: Macro-Charged RepoOrting.........ccccvevveecieecieeciesiecieseeceeeieete e eae e 211
Chapter 11: Giving Users an Interactive Interface ..........ccoccovvveveenenvinninninneniiennens 227
Part U: Working with the Outside World..................... 249
Chapter 12: Using External Data for Your Dashboards and Reports....................... 251
Chapter 13: Sharing Your Work with the Outside World...........cccocorviriiiiininininnne 265
Part UI: The part of Tens IillilllIlllilliIllllllilliIllllllillilllll279
Chapter 14: Ten Chart Design Principles ..........cccooeoeevieeieniiiiiesieseeecieee e 281
Chapter 15: Ten Questions to Ask Before Distributing Your Dashboard ................ 293






Table of Contents

JHEPOAUCEION ....aeeeeeeaeeeeeeeeaeeeeeennnaeeeesennnsseeesnnnsseeeennnannees ]

ADbout This BOOK.......cocoiiiiiiiiiiniiceeeecee e 2
Foolish ASSUMPLIONS .....c.ocuiviiriiiieieieeeee e 3
How This Book Is Organized............ccoecueveeriienienieciieieeieeeeseesieesie e eve e 3
Part I: Making the Move to Dashboards .........ccccccoeviiniiiiiiiiniennnnne 4
Part II: Building Basic Dashboard Components ..........cc.ccceeeeenennenne 4
Part III: Building Advanced Dashboard Components ........................ 4
Part IV: Advanced Reporting Techniques .........c.ccccoeeeevieecieeiveeniennns 5
Part V: Working with the Outside World ..........ccocoeveeiniiiiininiienns 5
Part VI: The Part of TENS .......cccoeciiiieiininiieieeeeeecee e 5
Sample Files for This BoOK...........ccceceeiiriiniinieiiciicieceseeceeeee e 5
Icons Used In This BOOK.........cccooeriiiiiinininininiciciceneseseeeeeeenee e 6
Where to GO from Here.........ccccooviiiiiiiiniiiccccesecceesee e 6

Part I: Making the Move to Dashboards .................ccccccc.. 7

Chapter 1: Getting in the Dashboard State of Mind ................. 9
Defining Dashboards and Reports.........c.cocceeveeieeciinienieneceeeeeeeeeeee, 10
DefiNing rE€POTLS ...ccuviviiiiieiieieeteeteetestertee ettt saesse e 10
Defining dashboards ..........cocceeveviiiiiniiniininiieeeeeeeeeeeee e 11
Preparing for Greatness ..........cccceeeiieecieciieeeeeee e 12
Establish the audience and purpose for the dashboard................. 12
Delineate the measures for the dashboard..........c.ccccocovevieieeinnnnnns 13
Catalog the required data SOUICES..........cccerverierienienienieeieeieeiens 14
Define the dimensions and filters for the dashboard...................... 15
Determine the need for drill-down features...........c.cccoceereenernennnnnns 16
Establish the refresh schedule ...........ccccooiiiiniiniininiee 16

A Quick Look at Dashboard Design Principles..........cccceceveveninvncneencnne. 16
Rule number 1: Keep it simple.........cccocevviiiniiiniiiiieiieeeceee, 17

Use layout and placement to draw fOCUS.........cceecveeeerienienieeniennens 19
Format numbers effectively .........ccocovvieniiiiiiinniniieiecceees 20

Use titles and labels effectively ........ccccoviviriinniniiniiinicicecenee 22



X

Excel 2007 Dashboards & Reports For Dummies

Chapter 2: Building a SuperModel ............................. 23

Data Modeling Best PractiCes.........ccoveeviieiienienieniiinieceeseeeeieeeeeee e 23

Separating data, analysis, and presentation..........c.ccceceereereeruennene 24

Starting with appropriately structured data..........cccccceevuervienciennnns 27

Avoiding turning your data model into a database ......................... 30

Using tabs to document and organize your data model ................. 31
Testing your data model before building reporting

components on toOP Of it.......ccccveeveereeiiiriiiiicieceeeeeeee e 32

Excel Functions That Really Deliver ..........cccoccevvivviiniiniininniinienienieneee, 33

The VLOOKUP funcCtion .........cocevcierienieniniienienienieneeseesieesieeseeseeens 33

The HLOOKUP function.........ccceecveeeeieienieneneeeeeeeeeeiesee e 37

The SUMPRODUCT function ..........ceccecuevererenieeeieieieneseeeeeeeenen 39

The CHOOSE function.........cocooeeiririienienieneneeeeeeteeeesie e 42

Using Smart Tables That Expand with Data ..........ccccceevveveiiieniinnieniennne, 44

Converting a range to an Excel table..........cccceceviiiniiniininnencennnns 45

Converting an Excel table back to a range.........ccccceceevevveevernennnnnns 47

Part 1I: Building Basic Dashboard Components..............49

Chapter 3: The Pivotal PivotTable .............................. 51
An Introduction to the Pivot Table ... 52
The Four Areas of a Pivot Table ........ccccoovviieiiniiiniiiniieccceceeeeeeeee 52

ValUES QT€Q .....eovenieiieeieieeieiee ettt et ee st sesseeseeseeseensenes 52
ROW QT ...ttt s ees 53
COIUITIN Y€ ...ttt ettt ettt ettt e e e sae s b s e eeeeens 54
FIIEEI @r@a....c.ecuiieieiiieieeeie ettt 54
Creating Your First Pivot Table ..........cccccoovveieviininiececeeeeeee e 55
Changing and rearranging your pivot table..........cccccooveerieneenennnnnns 58
Adding a report filter .........ccoevvirieieieeeeeeeee e 59
Keeping your pivot table fresh ...........ccccoooeeeciieiiiiciee, 60
Customizing Your Pivot Table ReEPOItS ........ccccoceveviiririeiieeercceeeeeen 62
Changing the pivot table layout ..........ccccoceeviievieniienieieeeecieeis 62
Customizing field NAMES ..........ccceevievieriiieiiieieeeceeeeeeee e 63
Applying numeric formats to data fields.........ccccecvevererinireneenene. 65
Changing summary calculations .........c..cceccevvieriieniienienenneeneeeniene 65
Suppressing SUDBtOtalS.........cceevveeieiieniececece e 66
Showing and hiding data items...........ccccceverinininnenereeeeeeeen 69
Hiding or showing items without data ...........cceccoveiiniiinniinnin. 71
Sorting your pivot table.........cccceeciiriinienieiieieceeeeeee e 73
Creating Useful Pivot-Driven VIEWS .........cccceciiviiniinienensienienieeieseeneee 74
Producing top and bottom VIEWS .........cccceverviiriieniieniienieneeeeieeiee 74

Creating views by month, quarter, and year............ccccceevveereecrennnnns 78



Table of Contents

Creating a percent distribution View ..........ccccoeceviiiiininnenncniennienne 80
Creating a YTD totals VIEW ......cccoeieiiienieeieeeeeeeese e 81
Creating a month-over-month variance view..........cccccocoevervirvnnenens 82
Chapter 4: Excel Charts for the Uninitiated ...................... 85
Chart Building BasiCs .......cccoeeieiiiieieieneeeeteeeseiee et 85
A review of the most-commonly-used chart types ..........cccecveuenneen. 86
Preparing data for different chart types........cccceeevcieriieninneenencnnnns 89
Creating a chart from scratCh.......cccoccevviriiniiniiniieeee 92
Charting disparate data........ccccceeeeveevieniiiniiinienteeeeeeeeeee e 93
Common Chart TasKS .......ccccceereririnerininicteineteteeteeneeseee e 94
Resizing and moving charts..........coccoevveeieciieciieciecceceeceeceeeeve e 94
Changing cChart tyPe.....cccocevveiieiierececie ettt 96
Creating a combination chart.........ccccecivviriiiniiniinieececeeeeee 97
Selecting and formatting chart elements ...........cccceecvevieniineenennnnns 99
Working with Pivot Charts .........ccecevviiiiniiniiniiiccececececeeeen 102
Pivot chart fundamentals .........c.coccoeoriniineneincninccceeeee 102
Pivot charts and the x and y axes .......cccceeevvevieecieecieceenieceeseeieene, 105
Pivot charts formatting limitations...........cccocceeveevienciencieneeneeienee, 107
Chapter 5: The New World of Conditional Formatting ............ 109
Applying Basic Conditional Formatting ...........cccceeveviervienvienieeneeneenenee. 109
Highlight Cells RUIES .......cceeviiriiriinienieececeee e 110
Top/Bottom RUIES .........occviiiieieeeeeee e 113

Data Bars, Color Scales, and Icon Sets .......cooovvuveviieiiiiviicnieeeeeenen. 116
Getting Fancy with Conditional Formatting............ccccecovevievieviievieeiennne 119
Adding your own formatting rules manually ............cccccverierennnnnne. 119
Showing only ONe iCON.......ccceiviiiiiiiienieeeeeieeeee et 124
Showing Data Bars and icons outside cells ..........cccceevvrrvenuennennen. 126
Representing trends with Icon Sets ........cccccocevvivrviiniiniiniiinenenen, 129
Building a legend for your conditional formatting........................ 131
Using conditional formatting with pivot tables..............ccccueenenee. 132
Chapter 6: The Art of Dynamic Labeling ........................ 135
Creating a Basic Dynamic Label.........cccccooiririiiiiininiieeeeeeee 135
Adding Layers of Analysis with Dynamic Labels ..........c.cccccoeverieurannnee. 137
Excel’s Mysterious Camera TOOI ..........ccccueveevieeiieeiienieneeneeieeieeieeee e 138
Finding the Camera tool ........cccocviviinieniiiieieeeeeeeeeee e 139

The basics of using the Camera tool...........ccccevvevviencieninninneniennen. 140

Cool uses for the Camera tool .........ccccoeveeriiriiniiniiinieieeceeeeee, 141
Formula-Driven Visualizations ...........cccocceeirieienienienereneeeeeeeese e 144
In-cell charting without charts or conditional formatting............. 144

Creating visualizations with Wingdings and things........................ 148

xi



X'i i Excel 2007 Dashboards & Reports For Dummies

Part I11: Building Advanced Dashboard Components ....151

Chapter 7: Components That Show Trending .................... 153
Trending Dos and DON'ES........ccccceeieieiieieniceceeeeeere e 153
Using chart types appropriate for trending..........ccccceevvervenuennennen. 153
Starting the vertical scale at Zero...........cceceeveveveriecinceeeeeeeee 155
Leveraging Excel’s logarithmic scale...........cccccovvevinvrcncenenennen. 157
Applying creative label management...........ccccoeeevenvinniinienncenenns 159
Comparative TreNding.........ccceeeevieerieeiieeiieeieeieetese e e ste e ere e saeeaeseneas 161
Creating side-by-side time comparisons ..........ccceceeeeereereevueenennen. 161
Creating stacked time compariSons ..........ccccceeveereereeneeneenenneennn. 163
Trending with a secondary axis .......c.cceeceevvervierrieniienieeneeneeneeeenees 164
Highlighting Periods of Time .........ccccocceiviininiieniiniinienececeeeeeeeeene 167
Formatting specific periods ......c..ccocceeveeververiinnennienicneeneeeeeee, 167
Using dividers to mark significant events.........c..cccccevvervenueenennen. 169
Representing forecasts in your trending components................... 170
Other Trending TeChNIQUES........cccccerviiriiiriieniineee e 171
Avoiding overload with directional trending.........cc.ccccecveevevenennen. 171
SmMOoOothing data ........cccceveeiiiiiieeeee e 172
Catching sparkling fever............ccoocevirerieieierereneeeeeee e 174
Chapter 8: Components That Group and BucketData............. 177
Creating Top and Bottom Displays .........cccceeeeeeiierienienieneninieieeseeeiene 177
Incorporating top and bottom displays into dashboards............. 178

Using pivot tables to create interactive top and bottom
VIBWS ..ttt ettt ettt sttt b ettt b st e e et beeaee 179
Using Histograms to Track Relationships and Frequency...................... 182
Creating formula-driven histograms.............ccceceevvevienieveeseenenen. 183
Adding a cumulative percent to your histogram ..........ccc.ccecceeuene 185
Creating a histogram with a pivot table .........c.ccccevveriinienieenennen. 188
Highlighting Top Values in Charts.........cccceeveevieevieniienienieneeieeceeeeeeeene 190

Chapter 9: Components That Display Performance

againstaTarget ...t 195
Showing Performance with Variances...........cccocceevvevienienenciieseeciecieene 195
Showing Performance against Organizational Trends ...........c.cccceeuvennen. 196
Using Thermometer-Style Charts to Display Performance..................... 198
An Introduction to the Bullet Graph..........ccccocoviiviiiiiiiiieeceeeeee, 199
Creating your first bullet graph.........ccccccoeeviivieviecieieeeceeee, 200
Adding data to your bullet graph........ccoccoieiiiniiniennininiereeeee 203
Final thoughts on formatting bullet graphs .........ccccccevvevverieennenee. 204

Showing Performance against a Target Range ...........ccccoeveevivevieeviennennnnne 206



Table of Contents

Part IU: Advanced Reporting Techniques.....................209

Chapter 10: Macro-Charged Reporting ......................... 211
WHhY USE @ MACTO?.....cueieieiieiieieeiecteete sttt este et eteeae e sesesveesseesaeeseeneas 211
Introducing the Macro Recorder...........ccoevvvieeciiniiinienieneeieeeeieeeeeens 212

The Macro Recorder user interface..........cccoccevvverienceinennennienneennen. 213
Recording macros with absolute references .........c..ccccceveeueneennee. 214
Recording macros with relative references ...........ccccoceevvecienennnnen. 217
Assigning a macro to a button.........ccocceeeeevieniienieciecieciecieeeeeeae 219
Macro Security in EXCel 2007 ......c.cccieviirvierieeiiniereeneeseecieeie e eve e 221
The short-term solution to disabled macros...........ccccceervverueeneennee. 221
The long-term solution to disabled macros..........cccccoeceereerueneennee. 222
Excel Macro EXamples........coccovviiriiriiniiiiniecieeieeeesteteeeie e 223
Building navigation buttons..........cccceeceeverviniinneniencneeeeeeeeen 223
Dynamically rearranging pivot table data.........ccccecerverieneennnnnen. 224
Offering one-touch reporting options.........c.ccceceeevverienenneeneenennen. 225

Chapter 11: Giving Users an Interactive Interface ............... 227
Introducing FOrm Controls ..........ccocceviiiienienieeiieeiecieeeeseeie e 227
Adding and Configuring Controls...........cccceeveeveiviirniiniieniienieneceeeeeeen 230
Using the Button Control ...........cccoviiviiiiininnienienicneeceeeeeeeeeee s 231
Using the Check Box Control...........cccocuvvevinirincieieneneseeceeeeee e 232
Check Box Example: Toggling a Chart Series On and Off........................ 233
Using Option Button CONtrols ..........ccceceeiieeiieeiieniesieseeceeieeceeve e 235
Option Button Example: Showing Many Views through One Chart ......237
Using the Combo Box Control..........ccccevveviiiiieniiinienieneeccieeeeeeseeeene 238
Combo Box Example: Controlling Multiple Pivot Tables with One

COmMDO BOX c.iiuiiiiiiieeieeetetetete ettt sttt 240
Using the List BOX CONtIrOl........cccoeoiiiiiiiienineeeeeeeceeeeeeee e 244
List Box Example: Controlling Multiple Charts with One Selector ........ 245

Part U: Working with the Outside World......................249

Chapter 12: Using External Data for Your Dashboards

andReports ... e 251
Using the Get External Data Group .........ccoceevevvienvienieneenennieesieesieseeneens 252
Importing Access data with the Get External Data Group............. 252

Importing SQL Server data with the Get External Data menu......255

Using the MS Query Wizard .............coeeveviviieieieieiecececeeveeeeeereere e 258

Managing External Data Properties .........ccccecevvienienieneeneniienieeieeceenene 263

XI



X'i ¢/  Excel 2007 Dashboards & Reports For Dummies

Chapter 13: Sharing Your Work with the Outside World .......... 265
Protecting Your Dashboards and Reports ........cccccevvevveneeciencieesienciennnene 265
Securing the entire workbook using file protection options......... 266
Protecting WOrkSheets .........ccooceeiiniiniininiiiietececee e 268

Protecting the workbook structure...........ccccoeeeevveeceiicieeiieeeeee. 272

Linking Your Excel Dashboards into PowerPoint .........c.c.ccccoovinninenncen. 273
Creating the link between Excel and PowerPoint .......................... 273

Manually refreshing links to capture updates..........cccccecvevueennenen. 275
Automatically refreshing links to capture updates...........ccccccu... 276
Distributing Your Dashboards via PDF ........c.ccccccoeviiniiiniininiiniinienieee 278

Part UL: The Part of Tens........ccccceeeeceeesceeeincecsseeesees 209

Chapter 14: Ten Chart Design Principles ........................ 281
Avoid Fancy FOrmatting .........ccocceevevvieniinienienecicciececeeceese e 282
Skip the Unnecessary Chart Junk .........cccocceeveeviiniiiniiinienicnnenneeieeienne 283
Format Large Numbers Where Possible..........cccoceniiniininninninienienene 285
Use Data Tables instead of Data Labels ...........cccccccooeninininnnnincnicncnnen. 286
Make Effective Use of Chart Titles .........ccccoveeieiiniineninireeeeeeeeee 288
Sort Your Data before Charting.........ccccccceeveevieeiieeiienieneeseeseeseeseeeeeeenn 288
Limit the Use of Pie Charts .......c..cccoceiiiininniiicceneeeeeesee 289
Don’t Be Afraid to Parse Data into Separate Charts.........ccccocevvvervenne 290
Maintain Appropriate Aspect Ratios .........ccoceeevvieviiicieeciiceeeeeeee, 291
Don’t Be Afraid to Use Something Other Than a Chart.............ceeuvnee. 292

Chapter 15: Ten Questions to Ask Before Distributing

YourDashboard ................ccoiiiiii 293
Does My Dashboard Present the Right Information? ...........cc..cccccccoeee. 293
Does Everything on My Dashboard Have a Purpose?..........c.ccccceeeenne. 294
Does My Dashboard Prominently Display the Key Message? ................ 294
Can I Maintain This Dashboard? ..........cccoceveeiiiiiineninineeeeeerereene 295
Does My Dashboard Clearly Display Its Scope and Shelf Life? .............. 295
Is My Dashboard Well Documented? ...........cccceeuevienieneenenniennienieniennns 295
Is My Dashboard Overwhelmed with Formatting and Graphics?.......... 296
Does My Dashboard Overuse Charts When Tables Will Do?.................. 297
Is My Dashboard User-Friendly? ...........cccocoviriniiinineninineeeeeesene 297
Is My Dashboard ACCUIate? ..........cccoceevienieeiieeieeiecteseeee e sreesaeeae e 298

JNAK c.eeeeeeeaeeeeeeeeaeeceeeeaeaaaneeeseananneesaeaaneeeeseaanneees 299



