
• A •
absolute references

defined, 214
in in-cell charting, 146
recording macros with, 214–217

.accdb file format, 253, 258–259
Access

importing data to Excel
directly, 252–254
refreshing data, 254, 262
saving imported data to pivot 

caches, 254
using MS Query, 258–263

refreshing data imported to Excel from,
254, 262

saving imported data to pivot caches, 254
accessing

Form controls on Developer tab, 228–229
MS Query Wizard, 258–263

Active X controls compared with Form
controls, 220, 228

adding
Button controls to worksheets, 231–232
Camera tool to Quick Access toolbar,

139–140
Check Box controls to worksheets, 232
Combo Box controls to worksheets, 239
controls, Form, to worksheets, 230
cumulative percent series to histograms,

185–188
drop-down lists, 37
fields to drop zones, 56–58
Form controls to worksheets, 230
further measures to bullet graphs,

203–204
layers of analysis to dynamic labels,

137–139

List Box controls to worksheets, 244
Option Button controls to worksheets,

235–236
worksheet controls

Button, 231–232
Check Box, 232
Combo Box, 239
Form, 230
List Box, 244
Option Button, 235–236

analysis layer
data layer, compared with, 25–26, 36
drop-down lists, relationship to, 36–37
multiple, 36–37, 137–139
pivot tables, relationship to, 51–52
role of dynamic labels, 137–139

area charts
defined, 88
illustrated, 89
preparing data for, 89–90
problem of too much data, 290–291
trending with, 154

arguments
CHOOSE function
Index_num argument, 43
Value argument, 43

Col_index_num argument, 35
HLOOKUP function
Lookup_value argument, 38
Range_lookup argument, 38–39
Row_index_num argument, 38
Table_array argument, 38

Lookup_value argument
HLOOKUP function, 38
VLOOKUP function, 34

Range_lookup argument
HLOOKUP function, 38–39
VLOOKUP function, 35

Index

25_228142 bindex.qxp  1/24/08  9:31 PM  Page 299

CO
PYRIG

HTED
 M

ATERIA
L



arguments (continued)
Row_index_num argument
HLOOKUP function, 38

Table_array argument
HLOOKUP function, 38
VLOOKUP function, 34–35

VLOOKUP function
Col_index_num argument, 35
Lookup_value argument, 34
Range_lookup argument, 35
Table_array argument, 34–35

array formulas, 184
aspect ratios, chart, 291–292
Assign Macro dialog box, 220, 231, 243
author assumptions, book, 3
AVERAGE function, 65
axes

pivot charts
x-axis, 105–107
y-axis, 105–107

secondary, trending with, 164–167
starting vertical axis at zero in trending

charts, 155–157
when to avoid showing, 285
x-axis in pivot charts, 105–107
y-axis in pivot charts, 105–107

• B •
backgrounds, when to avoid showing, 

282–283
bar charts

as alternative to pie charts, 289–290
check box for toggling series on and off,

233–235
defined, 87
illustrated, 88
multiple, controlling with List Box,

245–247
multiple views on single chart, 237–238
preparing data for, 89–90
stacked, 88–90
using vertically in trending, 160–161

BI (business intelligence), role of
dashboards, 1

Bin tables, 183–184
book

author assumptions, 3
business intelligence (BI) explained, 1–2
goal of, 2–3
icons used in, 6
organization of, 3–5
reasons to use Excel, 1–2
sample file downloads, 5
where to go from here, 6

borders, when to avoid showing, 283–284,
296

bottom views
creating using pivot tables, 74–77
highlighting in charts, 192–193
incorporating into dashboards, 178–179
interactive, using pivot tables, 179–182
Top/Bottom Rules predefined scenario,

conditional formatting, 113–116
bullet graphs

adding further measures, 203–204
creating, 200–202
defined, 199
horizontal, 205–206
illustrated, 199
overview, 199
parts of, 199
qualitative bands for, 204–205
rotating, 205–206
when to use, 199

business cycles, 172–174
business intelligence (BI), role of

dashboards, 1
Button controls

adding to worksheets, 231–232
assigning macros to, 219–220, 231
changing macros assigned to, 232
configuring on worksheets, 232
customizing, 232
defined, 229, 231
naming, 220, 232
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Option Buttons
adding to worksheets, 235–236
configuring on worksheets, 236
copying and pasting, 236
customizing, 236
defined, 229, 235
multiple views on single chart example,

237–238
naming, 236

• C •
Camera tool

adding to Quick Access toolbar, 139–140
consolidating linked pictures, 142
creating small charts, 144
example of use, 140–141
finding, 139–140
manually mimicking, 142
overview, 140–142
role in creating horizontal bullet 

graphs, 206
rotating objects, 143, 206
uses for, 142–144

cell references
absolute, 146, 214–217
relative, 217–219

chart feeder table, 184–185, 187, 191
chart junk

defined, 283
examples, 283–284
illustrated, 284
ways to avoid, 284–285

chart titles, effective, 285, 288
Chart Tools context tabs, 95, 97, 100–102
charts, Excel

alternative to pie charts, 289–290
applying formatting using Chart Tools

context tabs, 100–102
appropriate aspect ratios for, 291–292
area charts, 88–90
attaching data tables to, 286–287
bar charts, 87–90

bullet graphs, 199–206
changing type, 96–97
charting disparate table data, 93–94
column charts, 87, 89–90, 163
combination, 97–99
construction overview, 85–94
creating from scratch, 92–93
dynamic labels for, 135–137
effective titles for, 285, 288
formatting specific elements, 99–102
highlighting

bottom values, 192–193
specific time periods, 167–171
top values, 190–192

line charts, 86, 89–90, 92–93, 162
linking to PowerPoint, 273–274
most-commonly-used types, 86–89
moving, 94–96
multiple, controlling with List Box,

245–247
multiple views on single chart, 237–238
pie charts, 86, 90–91, 289–290
pivot charts, 102–107
preparing data for different types, 89–91
problem of too much data, 290–291
resizing, 94–96
selecting specific elements, 99–100
sorting source data, 288
sparklines, 174–176
stacked bar charts, 88–90
stacked column charts, 87, 89–90, 163
thermometer-style, 198
toggling series on and off, 233–235
for trending, 153–155
using tables instead, 297
when not to use, 292
x-axis, 105–107
XY scatter plot charts, 88–89, 91
y-axis, 105–107, 155–157

Check Box controls
adding to worksheets, 232
chart series on-off example, 233–235
configuring on worksheets, 232–233
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Check Box controls (continued)
customizing, 232–233
defined, 229, 232
renaming, 233

checking reports, Excel
accuracy, 298
printing capability, 298
user-friendliness, 297–298

checkmarks, using visualizations to
incorporate, 1493

Choose Data Source dialog box, 258–260
CHOOSE function

applying formula in data models, 43–44
defined, 42
Index_num argument, 43
overview, 42–43
syntax, 42–43
Value argument, 43

clip art, avoiding, 282, 296
Col_index_num argument, VLOOKUP

function, 35
Color Scales predefined scenario,

conditional formatting, 116–118, 122
colors

limiting on charts, 282, 296
using to identify ranges in data 

models, 296
column area, pivot tables, 54, 105–106
column charts

defined, 87
illustrated, 87
preparing data for, 89–90
for side-by-side time comparisons, 163
stacked, 87, 89–90
for stacked time comparisons, 164
trending with, 155

columns, table
as dashboard dimensions, 15
filtering data, 15
preparing data for different chart types,

89–91
combination charts, 97–99
Combo Box controls

adding to worksheets, 239
assigning macro to, 243

configuring on worksheets, 239
controlling multiple pivot tables example,

240–244
customizing, 239
defined, 229, 238

comments, for documenting dashboards
and data models, 33, 295–296

Compact Form pivot table layout, 62
comparative trending

defined, 161
role of secondary axis, 164–167
side-by-side time comparisons, 161–163
stacked time comparisons, 163–164

components, dashboard
charts. See charts, Excel
conditional formatting. See conditional

formatting
defined, 13
illustrated, 14
pivot tables. See pivot tables
placement on page, 19–20
questions, 13–14
trending. See trending

conditional formatting
basic, applying, 109–119
building legends, 131–132
Color Scales predefined scenario,

116–118, 122
creating formatting rules manually,

119–123
Data Bars predefined scenario, 116–117,

122, 126–129, 145
defined, 109
Highlight Cell Rules predefined scenario,

110–113
Icon Sets predefined scenario, 118–119,

120–122, 124–126, 129–131, 148
pivot tables, relationship to, 132–133
Top/Bottom Rules predefined scenario,

113–116
configuring controls on worksheets

Button, 232
Check Box, 232–233
Combo Box, 239
controls, Form, 230–231
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Form controls, 230–231
List Box, 244–245
Option Button, 236

controls, Form
Active X controls, compared with, 220
adding to worksheets, 230
configuring on worksheets, 230–231
creating buttons for macros, 219–220
customizing, 230–231
defined, 227
list of types, 229
overview, 227–229
properties options, 230–231
protection options, 230
size and scale options, 230
variables and settings, 231
Web options, 231

COUNT function, 65
COUNT NUMS function, 65
COUNTA function, 215
Create New Data Source dialog box, 

258–259
Create Table dialog box, 45
creating

bottom views, using pivot tables, 74–77
bullet graphs, 200–202
Camera tool

role in creating horizontal bullet 
graphs, 206

small charts with, 144
charts in Excel from scratch, 92–93
conditional formatting rules manually,

119–123
dynamic labels, 135–137
Form controls

buttons for macros, 219–220
creating buttons for macros, 219–220

Format Data Series dialog box
bullet graphs, 200–202, 204
thermometer-style charts, 198

formulas
labels from, 144
visualizations from, 144–149

frequency distribution
in formula-driven histograms, 183–185
in histograms from pivot tables, 188–189

graphs in Excel, from scratch, 92–93
histograms from pivot tables, 188–189
line charts, from scratch, 92–93
model maps for data models, 31–32, 296
pivot charts

dynamic labels for, 135–137
on pivot tables, 102–105
from raw data, 105

pivot tables
histograms from, 188–189
interactive top and bottom displays,

179–182
month-over-month variance view, 82–83
percent distribution view, 80–81
pivot charts on, 102–105
top and bottom views, 74–77
using PivotTable dialog box, 55–56
views, 74–83
YTD totals view, 81–82

reports, pivot table
filters for, 59–60
month-over-month variance view, 82–83
percent distribution view, 80–81
top and bottom views, 74–77
views, 74–83
YTD totals view, 81–82

tables
histograms from, 183–185
line charts from, 92–93

text boxes
for dynamic labels, 136–137

top views
interactive, using pivot tables, 179–182
using pivot tables, 74–77

views, pivot tables, 74–83
visualization with Wingdings, formula-

driven, 148–149
cumulative percent series, 185–189
Customize button, Excel Options dialog

box, 139–140
customizing

button, Excel Options dialog box, 139–140
Button controls, 232
Check Box controls, 232–233
Combo Box controls, 239
controls
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customizing (continued)
Button, 232
Button controls, 232
Check Box, 232–233
Combo Box, 239
Form, 230–231
List Box, 244–245
Option Button, 236

Form controls, 230–231
formatting numbers, 20–21
List Box controls, 244–245
names fields in pivot table, 63–64
number formatting, 20–21
Option Button controls, 236
pivot table

names fields, 63–64
reports, 62–74

reports in pivot table, 62–74
cycles, business, 172–174

• D •
dashboards

avoiding fancy graphics, 282–283
cataloging data sources for, 14–15
chart component. See charts, Excel
checking accuracy, 298
checklist before distribution, 293–298
clarifying purpose, 294
comments and labels for, 22, 33, 295–296
components defined, 13
components illustrated, 14
conditional formatting component. See

conditional formatting
considering tables instead of charts, 297
defined, 1, 11
defining dimensions, 15
defining filters, 15
delineating measures, 13–14
determining user requirements, 12–13
distributing via PDF, 278
documenting, 31–33, 295–296
drill-down features, 16

establishing refresh schedule, 16
example, 11
formatting numbers, 20–21
illustrated, 11
key attributes, 11
limiting

formatting, 296–297
graphics, 296–297

linking into PowerPoint, 273–277
maintenance question, 295
one-page goal, 18
overview, 11
pivot table component. See pivot tables
placement of components on page, 19–20
problem of too much behind-the-scenes

data, 30–31
protecting, 265–273
questions, 13–14
reports, compared with, 10–11
role in business intelligence, 1
table-driven analyses, compared with, 9
trending component. See trending
use-friendliness, 297–298
visual design aspect, 16–22
ways to simplify, 17–18
when not to use charts, 292

Data Bars predefined scenario, conditional
formatting, 116–117, 122, 126–129, 145

Data Connection Wizard, 255–257
data delivery formulas, 33. See also

functions, Excel
data labels

attaching data tables to charts instead,
286–287

for documenting dashboards and data
models, 22, 33, 295–296

implying, 159–160
placing vertically, 160–161
trending component considerations,

159–161
as type of Form control, 229
when to abbreviate, 159
when to avoid showing, 283–285
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data layer
analysis layer, compared with, 25–26, 36
pivot tables, relationship to, 51, 52
separating from analysis and

presentation layers, 25–26
VLOOKUP formulas in, 36

data models
analysis limitations, 31
applying CHOOSE formulas in, 43–44
applying HLOOKUP formulas in, 39
applying SUMPRODUCT formulas in, 41–42
applying VLOOKUP formulas in, 35–36
best practices, 23–33
comments and labels for, 22, 33, 295–296
creating model maps for, 31–32, 296
defined, 23
documenting, 31–33, 295–296
identifying ranges by using colors, 296
ineffectiveness of worksheet reports as,

27–28
limitations

analysis, 31
single-tab, 31–32

problem of too much data, 30–31
separating

analysis from data and presentation,
24–26

data, analysis, and presentation into
layers, 25–26

data from analysis and presentation,
24–26

presentation from data and analysis,
24–26

single-tab limitations, 31–32
testing, 32

data tables, attaching to charts, 286–287
data to ink ratio, 283
databases

importing Access data to Excel
directly, 252–254
with MS Query, 258–263

keeping out of data models, 30–31

datasets
finding largest number in, 190–191
flat data file type, 27–28
relationship to pivot tables, 52
smoothing, 172–174
structuring for dashboarding, 27–29
tabular type, 27, 29
when to check, 32
worksheet report type, 27–28

Design context tab, Chart Tools, 101
Developer tab, Excel

accessing Form controls on, 228–229
assigning macros to buttons, 219–220
enabling, 212–213
Macros command, 215–216, 218
Record Macro command, 213, 215, 217
Stop Recording command, 215, 217
Use Relative References option, 217

dimensions
defined, 15
defining for dashboards, 15
examples, 15
fields, compared with, 15

directional trending, 171–172
displays

performance against target on line charts,
195–196

pivot tables with interactive top and
bottom, 179–182

documenting dashboards and data models,
31–33, 295–296

dollar sign ($)
denoting absolute references, 146
when to use in charts and tables, 20

Dresner, Howard, 1
drill-down features, 16
drop-down lists

adding, 37
analysis layer, relationship to, 36–37
in data models, 36–37
VLOOKUP formulas, relationship to, 36–37

drop zones, 56
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dynamic labels
adding layers of analysis, 137–139
creating, 135–137
defined, 135
pivot chart example, 138–139

dynamic links
automatically refreshing to capture

updates, 276–277
for connecting Excel dashboards to

PowerPoint, 273–277
manually refreshing, 275–276
updating, 275–276

• E •
editing

common chart cleanup tasks, 94–102
macros, 216–218, 242–243
unlocked worksheet ranges, 269–270

end users, gathering requirements, 12–13
Excel. See also specific topics

as business intelligence tool, 1–2
enabling Developer tab, 212–213
file extensions .xlsx and .xlsm, 223
File Sharing options, 266–268
getting data from external sources into,

251–264
Hyperlink feature, 224
new graphics engine, 282
protection capabilities, 265–273
Publish as PDF or XPS add-in, 278
reasons to use, 1–2

Excel Options dialog box
Customize button, 139–140
Show Developer Tab in the Ribbon

option, 212–213, 228
extensions, file format

.accdb file extension, 253, 258–259

.mdb file extension, 253, 259

.pdf file extension, 278

.xlsm file extension, 223

.xlsx file extension, 223

.xps file extension, 278

External Data Properties dialog box,
263–264

external data sources
accessing MS Query Wizard, 258–263
adjustable properties, 263–264
examples, 251
getting data into Excel, 251–264
importing data

from Access, 252–254
refreshing, 254, 262
from SQL Server, 255–257

refreshing imported data, 254, 262

• F •
Few, Stephen, 17, 199
Field Settings dialog box, 68, 72
fields, pivot table

adding to drop zones, 56–58
aggregating time dimension, 78–80
changing summary calculations, 65–66
customizing names, 63–64
removing

all subtotals at once, 67–68
grand totals, 69
single subtotals, 68

suppressing subtotals, 66–69
fields compared with dimensions, 15
file formats

.accdb file extension, 253, 258–259

.mdb file extension, 253, 259

.pdf file extension, 278

.xlsm file extension, 223

.xlsx file extension, 223

.xps file extension, 278
file sample downloads Web site, 5
files (Excel workbook)

impact of pivot cache on memory usage
and file size, 61

macro for ease of navigating, 223–224
macro switchboard example, 223–224
protecting

overview, 266–268
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passwords, 273
structure, 272–273
worksheets, 270–271

separate worksheets for data, analysis,
and presentation, 25–26

fill patterns, avoiding, 282, 296
filters and filtering

creating report filters for pivot tables,
59–60

defined, 15
defining for dashboards, 15
examples, 15
finding top and bottom records, 74–77
macro for one-touch changing of pivot

table view, 225–226
pivot table filter area, 54–55

finding
Camera tool, 139–140
Get External Data group on Ribbon via

Data tab, 252
largest number in datasets, 190–191
top and bottom records, filtering, 74–77

flat data files, as data models, 27–28
forecasts, representing in trending

components, 170–171
Form controls

Active X controls, compared with, 220
adding to worksheets, 230
configuring on worksheets, 230–231
creating buttons for macros, 219–220
customizing, 230–231
defined, 227
list of types, 229
overview, 227–229
properties options, 230–231
protection options, 230
size and scale options, 230
variables and settings, 231
Web options, 231

Format Axis dialog box, 156–157
Format Cells dialog box

applying numeric formats to data 
fields, 65

formatting large numbers, 20, 21, 285–286
illustrated, 21, 286
specifying custom number formats, 20–21

Format context tab, Chart Tools, 101–102
Format Control dialog box, 241
Format Data Point dialog box, 168–169
Format Data Series dialog box

adjusting data series properties, 171
creating

bullet graphs, 200–202, 204
thermometer-style charts, 198

formatting histograms, 185–186
illustrated, 166, 186
placing data series on secondary axis,

165–166, 188
tracking range of target values, 208

formatting. See also conditional formatting
applying to source data compared with

data labels, 286
of bullet graphs, 200–202, 204
of histograms, 185
of large numbers, 20, 21, 285–286
limitations on pivot charts, 107
of numbers

in dashboards and reports, 20–21
to data sources compared with 

labels, 286
large numbers, 20, 21, 285–286
in pivot tables, 65

of rogue zeros in charts, 191–192
role of Chart Tools context tabs, 100–102
simplifying on dashboards, 17–18,

296–297
of specific chart elements, 99–102
of stacked column charts, 191–192
of time periods, 167–169
what to avoid, 282–283
when to check, 32
where to apply, 286

formulas. See also functions, Excel
creating

labels from, 144
visualizations from, 144–149
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formulas (continued)
danger of using too many, 30
functions for data delivery, 33–44
for in-cell charting, 145–147
role in histograms, 182–185
when to test, 32

frequency distribution
creating

in formula-driven histograms, 183–185
in histograms from pivot tables, 188–189

defined, 182
FREQUENCY function, 183–184
functions, Excel
AVERAGE function, 65
CHOOSE function, 42–44
COUNT function, 65
COUNT NUMS function, 65
COUNTA function, 215
for data delivery formulas, 33–44
FREQUENCY function, 183–184
HLOOKUP function

applying formulas in data models, 39
defined, 37
Lookup_value argument, 38
overview, 38–39
Range_lookup argument, 38–39
Row_index_num argument, 38
Table_array argument, 38
VLOOKUP function, compared with, 37

INDEX function, 241
LARGE function, 190–191
MAX function, 65, 146
MEDIAN function, 197
MIN function, 65
overview, 33
PPRODUCT function, 65
REPT function, 145–147
SMALL function, 193
STDDEV function, 65
STDDEVP function, 65
SUMPRODUCT function

applying formulas in data models, 41–42
defined, 39

overview, 39–40
syntax, 40
typical scenario, 39–40
using to filter out values, 41

VAR function, 66
VARP function, 66
VLOOKUP function

applying formulas in data models, 35–36
Col_index_num argument, 35
defined, 33–34
HLOOKUP function, compared with, 37
Lookup_value argument, 34
overview, 34–35
Range_lookup argument, 35
syntax, 34–35
Table_array argument, 34–35

• G •
Gartner Group, 1
General Options dialog box, 266–268
Get External Data group

accessing MS Query Wizard, 258–263
finding on Ribbon via Data tab, 252
importing data

from Access, 252–254
from SQL Server, 255–257

glow effect, avoiding, 282, 296
goal of book, 2–3
gradients, avoiding, 282, 296
grand totals, removing from pivot 

tables, 69
graphs, Excel

alternative to pie charts, 289–290
applying formatting using Chart Tools

context tabs, 100–102
appropriate aspect ratios for, 291–292
area charts, 88–90
attaching data tables to, 286–287
bar charts, 87–90
bullet graphs, 199–206
changing type, 96–97
charting disparate table data, 93–94
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column charts, 87, 89–90, 163
combination, 97–99
construction overview, 85–94
creating from scratch, 92–93
dynamic labels for, 135–137
effective titles for, 285, 288
formatting specific elements, 99–102
highlighting

bottom values, 192–193
specific time periods, 167–171
top values, 190–192

line charts, 86, 89–90, 92–93, 162
linking to PowerPoint, 273–274
most-commonly-used types, 86–89
moving, 94–96
multiple, controlling with List Box,

245–247
multiple views on single chart, 237–238
pie charts, 86, 90–91, 289–290
pivot charts, 102–107
preparing data for different types, 89–91
problem of too much data, 290–291
resizing, 94–96
selecting specific elements, 99–100
sorting source data, 288
sparklines, 174–176
stacked bar charts, 88–90
stacked column charts, 87, 89–90, 163
thermometer-style, 198
toggling series on and off, 233–235
for trending, 153–155
using tables instead, 297
when not to use, 292
x-axis, 105–107
XY scatter plot charts, 88–89, 91
y-axis, 105–107, 155–157

gridlines, when to avoid showing, 283–284
Group Box Form control, 229
grouping data

benefits, 177
by time dimension, 78–79
into top and bottom displays, 178–179
on user interface, 229

• H •
hiding/showing

axes, 285
backgrounds, 282–283
borders, 283–284, 296
data labels, 283–285
gridlines, 283–284
labels, 283–285
pivot table reports

certain data items, 69–71
items without data, 71–73

trend lines, 283–284
variance, performance against target, 196

Highlight Cell Rules predefined scenario,
conditional formatting, 110–113

highlighting
charts

bottom values, 192–193
specific time periods, 167–171
top values, 190–192

conditional formatting in predefined
scenario, 110–113

graphs
bottom values, 192–193
specific time periods, 167–171
top values, 190–192

time periods, 167–171
histograms

adding cumulative percent series,
185–188

creating from pivot tables, 188–189
formatting, 185
formula-driven, 183–185
overview, 182
role of Bin tables, 183–184

HLOOKUP function
applying formulas in data models, 39
defined, 37
Lookup_value argument, 38
overview, 38–39
Range_lookup argument, 38–39
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HLOOKUP function (continued)
Row_index_num argument, 38
Table_array argument, 38
VLOOKUP function, compared with, 37

horizontal axis, in pivot charts, 105–107
Hyperlink feature, 224

• I •
Icon Sets predefined scenario, conditional

formatting, 118–122, 124–126, 
129–131, 148

icons used in book, 6
importing data to Excel

from Access
directly, 252–254
using MS Query, 258–263

Get External Data group, 252–257
with Microsoft Query, 258–263
refreshing data, 254, 262
saving imported data to pivot caches, 254
from SQL Server, 255–257

in-cell charting, 145–147
INDEX function, 241
inserting dividing lines for time periods,

169–170

• J •
junk, chart

defined, 283
examples, 283, 284
illustrated, 284
ways to avoid, 284–285

• K •
KPIs (key performance indicators), 13–14

• L •
labels

attaching data tables to charts instead,
286–287

for documenting dashboards and data
models, 22, 33, 295–296

implying, 159–160
placing vertically, 160–161
trending component considerations,

159–161
as type of Form control, 229
when to abbreviate, 159
when to avoid showing, 283–285

LARGE function, 190–191
large numbers, formatting, 20, 21, 285–286
layers

analysis layer, 25–26, 36–37, 137–139
data layer, 25–26, 36, 51–52
pivot tables, relationship to, 51–52
presentation layer, 25–26, 31–33, 51, 52,

142, 296
separating data models into, 25–26

Layout context tab, Chart Tools, 101
legends

building for conditional formatting,
131–132

when to avoid, 285
limit tables, 207
limitations

colors on charts, 282, 296
dashboards

formatting, 296–297
graphics, 296–297

data models
analysis, 31
single-tab, 31–32

formatting on pivot charts, 107
pie charts, 289–290
pivot chart formatting, 107
single-tab spreadsheets and worksheets,

31–32
line charts

creating from scratch, 92–93
defined, 86
displaying performance against target,

195–196
illustrated, 86
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preparing data for, 89–90
problem of too much data, 290
for side-by-side time comparisons, 162
trending with, 154

linking
charts to tables, 44–47
dynamic links, 273–277
to PowerPoint

charts, 273–274
dashboards, 273–277
graphs, 273–274

text boxes to cells containing formulas,
137–139

List Box controls
3-D, 244
adding to worksheets, 244
configuring on worksheets, 244–245
customizing, 244–245
defined, 229, 244
example, controlling multiple charts,

245–247
logarithmic scale, 157–159
Lookup_value argument
HLOOKUP function, 38
VLOOKUP function, 34

• M •
Macro dialog box, editing macros, 216–218,

242–243
Macro Recorder

enabling Developer tab, 212–213
Record Macro dialog box, 185–186
recording macros with absolute

references, 214–217
recording macros with relative

references, 217–219
user interface, 185–186

macros
assigning

to buttons, 219–220
shortcut keys to, 213

defined, 211
disabled, long-term solution, 222–223
disabled, short-term solution, 221–222
editing, 216–218, 242–243
entering description, 213
examples of ideas for, 212
naming, 213, 215
one-touch reporting example, 225–226
playing back, 215–216
rearranging pivot table data example,

224–225
reasons to use, 211–212
recording with absolute references,

214–217
recording with relative references,

217–219
row-counting example, 214–215
running, 215–216, 218
running from files in trusted locations,

222–223
security issues, 221–223
temporarily enabling when disabled,

221–222
usage examples, 223–226
where to store, 214
workbook navigation button example,

223–224
workbook switchboard example, 223–224

MAX function, 65, 146
.mdb file format, 253, 259
MEDIAN function, 197
MicroCharts, 175–176
Microsoft Access

importing data to Excel
directly, 252–254
refreshing data, 254, 262
saving imported data to pivot 

caches, 254
using MSQuery, 258–263

refreshing data imported to Excel from,
254, 262

saving imported data to pivot caches, 254
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Microsoft Excel. See also specific topics
as business intelligence tool, 1–2
enabling Developer tab, 212–213
file extensions .xlsx and .xlsm, 223
File Sharing options, 266–268
getting data from external sources into,

251–264
Hyperlink feature, 224
new graphics engine, 282
protection capabilities, 265–273
Publish as PDF or XPS add-in, 278
reasons to use, 1–2

Microsoft Query
importing data to Excel, 258–263
installing, 358
reasons to use, 258, 261

MIN function, 65
model maps, 31–32, 296
models, data

analysis limitations, 31
applying CHOOSE formulas in, 43–44
applying HLOOKUP formulas in, 39
applying SUMPRODUCT formulas in, 41–42
applying VLOOKUP formulas in, 35–36
best practices, 23–33
comments and labels for, 22, 33, 295–296
creating model maps for, 31–32, 296
defined, 23
documenting, 31–32, 33, 295–296
identifying ranges by using colors, 296
ineffectiveness of worksheet reports as,

27–28
limitations

analysis, 31
single-tab, 31–32

problem of too much data, 30–31
separating

analysis from data and presentation,
24–26

data, analysis, and presentation into
layers, 25–26

data from analysis and presentation,
24–26

presentation from data and analysis,
24–26

single-tab limitations, 31–32
testing, 32

month
aggregating pivot table data by, 78–80
month-over-month variance view, pivot

table report, 82–83
MS Query wizard, 258–263

• N •
naming

Button controls, 220, 232
Check Box controls, 233
macros, 213, 215
Option Button controls, 236

New Formatting Rules dialog box, 120–122
numbers

customizing format, 20–21
in dashboards and reports, 20–21
to data sources compared with 

labels, 286
finding largest in dataset, 190–191
large numbers, 20–21, 285–286
in pivot tables, 65

• O •
ODBC Microsoft Access Setup dialog box,

259–260
Option Button controls

adding to worksheets, 235–236
configuring on worksheets, 236
copying and pasting, 236
customizing, 236
defined, 229, 235
multiple views on single chart example,

237–238
naming, 236

organization of book, 3–5
Outline Form pivot table layout, 62
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• P •
Parmenter, David, 13
Password to Modify option, 266, 268
Password to Open option, 268
passwords

clearing, 268
for protecting

workbook structure, 273
worksheets, 270–271

requiring
to open Excel workbooks, 266–267
for workbook access beyond Read Only,

266–267
Paste Special dialog box, 274
pattern fills, avoiding, 282, 296
PDF files, distributing dashboards as, 278
percent distribution view

in histograms, 185–188, 189
pivot-driven, 80–81

performance against target
defined, 195
displaying on line charts, 195–196
measuring divisional sales performance

against median sales, 197
organizational trends as targets, 196–197
role of bullet graphs, 199–206
role of thermometer-style charts, 198
showing variance, 196
when target is range of values, 206–208

performance indicators, key (KPIs), 13–14
pictures, avoiding, 282, 296
pie charts

defined, 86
illustrated, 86
limiting use, 289–290
preparing data for, 90–91

pivot caches
defined, 61
saving imported Access data to, 254

pivot charts
chart type limitations, 107
creating

dynamic labels for, 135–137
on pivot tables, 102–105
from raw data, 105

dynamic label example, 138–139
formatting limitations, 107
limitations

chart type, 107
formatting, 107

overview, 102–105
x-axis in, 105–107
y-axis in, 105–107

pivot tables
adding fields to drop zones, 56–58
aggregating time dimension, 78–80
cache size considerations, 61
changing layout, 59, 62–63
changing summary calculations, 65–66
column area, 54, 105–106
Compact Form layout, 62
conditional formatting, relationship to,

132–133
copying and pasting, 61
creating

histograms from, 188–189
interactive top and bottom displays,

179–182
month-over-month variance view, 82–83
percent distribution view, 80–81
pivot charts on, 102–105
top and bottom views, 74–77
using PivotTable dialog box, 55–56
views, 74–83
YTD totals view, 81–82

customizing
field names, 63–64
reports, 62–74

defined, 52
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pivot tables (continued)
deselecting Autofit Column Widths On

Update, 244
ease of changing, 58–59
filter area, 54–55
filtering top and bottom records, 74–77
formatting numbers in, 65
four areas, 52–55
grouping date fields, 78–80
layers and, 51–52
macro for one-touch filter changing,

225–226
macros for dynamically rearranging data,

224–225
multiple, controlling with Combo Box,

240–244
Outline Form layout, 62
overview, 52
rearranging, 58–59
refreshing, 60–62
removing

all subtotals at once, 67–68
single field subtotals, 68

row area, 53–54, 106
showing/hiding

certain data items, 69–71
items without data, 71–73

sorting, 73–74
suppressing subtotals, 66–69
tabular datasets as sources for, 29
Tabular Form layout, 62
values area, 52–53

PivotTable dialog box, 55–56
PivotTable Field List dialog box, 56–60
PivotTable Options dialog box, 244
PowerPoint, linking Excel dashboards into,

273–277
presentation layer, 25–26, 31–33, 51–52,

142, 296
printing, checking capability, 298
priority zones, 19–20
PRODUCT function, 65
Publish as PDF or XPS add-in, 278

• Q •
quarters, aggregating pivot table data by,

78–80
Query

importing data to Excel, 258–263
installing, 358
reasons to use, 258, 261

Quick Access toolbar, adding Camera tool
to, 139–140

• R •
Range_lookup argument
HLOOKUP function, 38–39
VLOOKUP function, 35

Read Only mode, 266–267
Record Macro dialog box, 185–186
references, cell

absolute, 146, 214–217
relative, 217–219

refresh schedule, 16
refreshing

dashboards based on refresh 
schedule, 16

data imported to Excel from Microsoft
Access, 254, 262

dynamic links automatically between
Excel files and PowerPoint, 276–277

dynamic links manually between Excel
files and PowerPoint, 275–276

pivot tables, 60–62
relative cell references, 217–219
removing

fields, pivot table
all subtotals at once, 67–68
grand totals, 69
single subtotals, 68

protection
spreadsheet, 271–272
worksheet, 271–272

report filters, for pivot tables, 59–60
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reports, Excel
checking

accuracy, 298
printing capability, 298
user-friendliness, 297–298

dashboards, compared with, 10–11
defined, 10
example, 10
illustrated, 10
key attribute, 10
macro for generating with one-touch,

225–226
overview, 10
protecting, 265–273

reports, pivot table
aggregating time dimension, 78–80
changing field names, 63–64
changing layout, 59, 62–63
changing summary calculations, 65–66
Compact Form layout, 62
creating

month-over-month variance view, 82–83
percent distribution view, 80–81
top and bottom views, 74–77
views, 74–83
YTD totals view, 81–82

customizing, 62–74
filtering top and bottom records, 74–77
formatting numbers in, 65
grouping date fields, 78–80
Outline Form layout, 62
refreshing, 60–62
removing

all subtotals at once, 67–68
single field subtotals, 68

showing/hiding
certain data items, 69–71
items without data, 71–73

sorting, 73–74
suppressing subtotals, 66–69
Tabular Form layout, 62

REPT function, 145–147

requirements, end user, 12–13
row area, pivot tables, 53–54, 106
Row_index_num argument, HLOOKUP

function, 38
running macros, 215–216, 218

• S •
sample file downloads Web site, 5
Save As dialog box, 266–267
scale

Form control options, 230
large dataset problem, 31
logarithmic, 157–159
starting vertical axis at zero, 155–157

Scroll Bar controls, 229
seasonality, 172–174
secondary axis, 164–167, 188
separating data models into layers, 25–26
shadow datasets, 233–235, 238, 246
shadows, avoiding, 282, 296
showing/hiding

axes, 285
backgrounds, 282–283
borders, 283–284, 296
data labels, 283–285
gridlines, 283–284
labels, 283–285
pivot table reports

certain data items, 69–71
items without data, 71–73

trend lines, 283–284
variance, performance against target, 196

side-by-side time comparisons, 161–163
SMALL function, 193
smoothing data, 172–174
sorting pivot tables, 73–74
sparklines

defined, 174
trending, 174

Spin Button controls, 229
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spreadsheets, Excel. See also workbooks,
Excel

problem of too much data, 30–31
protection

applying, 270–271
removing, 271–272
ways to, 268–272

reports as data models, 27–28
separate ones for data, analysis, and

presentation, 25–26
single-tab limitations, 31–32
sorting data, 288
unlocking editable ranges, 269–270

SQL Server, importing data using Data
Connection Wizard, 255–257

stacked bar charts
defined, 88
illustrated, 88
preparing data for, 89–90

stacked column charts
defined, 87
formatting, 191–192
illustrated, 87
preparing data for, 89–90
for side-by-side time comparisons, 163

stacked time comparisons, 163–164
starting vertical axis at zero in trending

charts, 155–157
STDDEV function, 65
STDDEVP function, 65
SUM function, 65
SUMPRODUCT function

applying formulas in data models, 41–42
defined, 39
overview, 39–40
syntax, 40
typical scenario, 39–40
using to filter out values, 41

switchboard macro example, 223–224

• T •
Table feature, 44–45
Table_array argument
HLOOKUP function, 38
VLOOKUP function, 34–35

tables, Excel
charting disparate data, 93–94
columns in, 15, 89–91
converting

back to data ranges, 47–48
data ranges to, 45–47

creating
histograms from, 183–185
line charts from, 92–93

expanding data ranges over time, 
44–45, 47

linking charts to, 44–47
preparing data for different chart types,

89–91
using instead of charts, 297

tabular datasets
attributes of, 29
as data models, 27, 29
flat data files, compared with, 29
as sources for pivot tables, 29

Tabular Form pivot table layout, 62, 74–75
target

performance against target, displaying,
195–196

as range of values, 206–208
text boxes

creating for dynamic labels, 136–137
linking to cells containing formulas,

137–139
thermometer-style charts, 198
3-D display

avoiding on dashboards, 282
for List Box controls, 244

time periods
formatting, 167–169
highlighting, 167–171
inserting dividing lines, 169–170
side-by-side comparisons, 161–163
stacked comparisons, 163–164

timestamps, 21
titles, chart, effective, 285, 288
Top 10 Filter dialog box, 75–76
top views

creating
interactive, using pivot tables, 179–182
using pivot tables, 74–77
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highlighting in charts, 190–192
incorporating into dashboards, 178–179
interactive, creating using pivot tables,

179–182
Top/Bottom Rules predefined scenario,

conditional formatting, 113–116
trend lines, when to avoid showing, 

283, 284
trending

chart types for, 153–155
comparative, 161–167
directional, 171–172
dos and don’ts, 153–161
highlighting specific time periods,

167–171
inserting dividing lines, 169–170
label management, 159–161
overview, 153
representing forecasts in components,

170–171
secondary axis, 164–167
side-by-side time comparisons, 161–163
stacked time comparisons, 163–164
starting vertical chart axis at zero,

155–157
when to use logarithmic scale, 157–159

trends, defined, 153
trusted locations, macros and, 222–223
Tufte, Edward, 174, 283

• U •
Update Links command, 275
user requirements, gathering, 12–13

• V •
Value Field Settings dialog box, 64–66,

80–83
values area, pivot tables, 52–53
VAR function, 66
VARP function, 66
vertical axis

in pivot charts, 105–107
as primary axis, 165
starting at zero in trending charts, 155–157

views, pivot tables
creating, 74–83
highlighting in charts, 190–192
incorporating into dashboards, 178–179
interactive, 179–182
month-over-month variance, 82–83
percent distribution, 80–81
top and bottom, 74–77
YTD totals, 81–82

visualization, formula-driven
creating with Wingdings, 148–149
in-cell charting, 145–147
overview, 144

VLOOKUP function
applying formulas in data models, 35–36
Col_index_num argument, 35
defined, 33–34
HLOOKUP function, compared with, 37
Lookup_value argument, 34
overview, 34–35
Range_lookup argument, 35
syntax, 34–35
Table_array argument, 34–35

• W •
Wiley Web site, 5
Wingdings, 148
wizards

Data Connection Wizard, 255–257
MS Query wizard, 258–263

workbooks, Excel
impact of pivot cache on memory usage

and file size, 61
macro for ease of navigating, 223–224
macro switchboard example, 223–224
protecting

overview, 266–268
passwords, 273
structure, 272–273
worksheets, 270–271

separate worksheets for data, analysis,
and presentation, 25–26

worksheets, Excel
problem of too much data, 30–31
protection
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applying, 270–271
for passwords, 270–271
removing, 271–272
ways to, 268–272

reports as data models, 27–28
separate ones for data, analysis, and

presentation, 25–26
single-tab limitations, 31–32
sorting data, 288
unlocking editable ranges, 269–270

• X •
x-axis, in pivot charts, 105–107
.xlsm file extension, 223
.xlsx file extension, 223
XPS (XML Paper Specification) files, 278

XY scatter plot charts
defined, 88
illustrated, 89
preparing data for, 91

• Y •
y-axis

in pivot charts, 105–107
as primary axis, 165
starting at zero in trending charts,

155–157
year

aggregating pivot table data by, 78–80
year to date (YTD) totals, pivot table

view, 81–82
YTD (year to date) totals, pivot table view,

81–82
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