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FIGURE 11-15: You can give your audience a choice in how they
view data.
FIGURE 11-16: Form controls and ActiveX controls.
FIGURE 11-17: Nine labeled Form controls that you can add to
your worksheet.
FIGURE 11-18: Right-click and select Format Control to open a
dialog box with t...
FIGURE 11-19: Formatting the Check Box control.
FIGURE 11-20: The two states of the check box.
FIGURE 11-21: A check box can help create the disappearing data
series effect.
FIGURE 11-22: Start with raw data and a cell in which a Check Box
control can o...
FIGURE 11-23: Create a staging table that will feed the chart. The
values of th...
FIGURE 11-24: When cell A12 reads True, 2020 data is displayed;
when it reads F...
FIGURE 11-25: You can use check boxes to control how much data
is shown in your...
FIGURE 11-26: Formatting the Option Button control.
FIGURE 11-27: This chart is dynamically fed different data based
on the selecte...
FIGURE 11-28: Start with the raw data sets and a cell where the
option buttons ...
FIGURE 11-29: Create a staging table and enter this formula in
the first cell.
FIGURE 11-30: Formatting the Combo Box control.
FIGURE 11-31: Use combo boxes to give your users an intuitive
drop-down selecto...
FIGURE 11-32: Start with the raw data set and a cell where the
combo box can ou...
FIGURE 11-33: Create a staging table that uses the INDEX function
to extract th...



FIGURE 11-34: Create a chart using this clean staging table.
FIGURE 11-35: Formatting the List Box control.
FIGURE 11-36: This list box feeds the region selection to multiple
charts, chan...
FIGURE 11-37: Start with the raw data sets that contain one line
per region.
FIGURE 11-38: Add a list box and note the cell where the output
value will be p...
FIGURE 11-39: Use the CHOOSE function to capture the correct data
corresponding...
FIGURE 11-40: Create similar CHOOSE formulas for each
row/category of data, and...

Chapter 12
FIGURE 12-1: Default pivot table Filter fields do not work together
to limit fi...
FIGURE 12-2: Filter fields show the text (Multiple Items) when
multiple selecti...
FIGURE 12-3: Slicers work together to show you relevant data
items based on you...
FIGURE 12-4: Slicers do a better job of displaying multiple item
selections.
FIGURE 12-5: Select the dimensions for which you want slicers
created.
FIGURE 12-6: Select the dimensions you want filtered using
slicers.
FIGURE 12-7: The fact that you can see the current filter state
gives slicers a...
FIGURE 12-8: Click the Clear Filter icon to reset the slicer.
FIGURE 12-9: Adjust the slicer size and placement by dragging the
circular posi...
FIGURE 12-10: The Format Slicer pane offers more control over
how the slicer be...
FIGURE 12-11: Adjust the Number of Columns property to display
the slicer data ...
FIGURE 12-12: The Slicer Settings dialog box.
FIGURE 12-13: Examples of how drastically different you can
make your slicers l...



FIGURE 12-14: The Slicer Styles gallery has an option for you to
create your ow...
FIGURE 12-15: The New Slicer Style dialog box.
FIGURE 12-16: Slicers allow you to format each element
separately.
FIGURE 12-17: You can modify, duplicate, or delete any of your
custom styles.
FIGURE 12-18: Choose the pivot tables that will be filtered by this
slicer.
FIGURE 12-19: Select the date fields for which you want slicers
created.
FIGURE 12-20: Click a date selection to filter your pivot table or
pivot chart.
FIGURE 12-21: You can expand the range on the Timeline slicer to
include more d...
FIGURE 12-22: Quickly switch among quarters, years, months,
and days.
FIGURE 12-23: You can hijack pivot slicers and use them as more
attractive Form...
FIGURE 12-24: Create a simple table that holds the names you
want for your cont...
FIGURE 12-25: Create a slicer for the Metric field.
FIGURE 12-26: Use the Slicer Settings dialog to uncheck the
Display Header sett...
FIGURE 12-27: Clicking an item in the slicer filters out the correct
index numb...
FIGURE 12-28: Use the filtered trigger cell to drive the formulas in
the stagin...
FIGURE 12-29: The final staging table fed via the slicer.
FIGURE 12-30: You can use slicers to filter Table objects.

Chapter 13
FIGURE 13-1: The file-sharing options are hidden away in the Save
As dialog box...
FIGURE 13-2: Type the password needed to modify the file.
FIGURE 13-3: A password is now needed to make changes to the
file.
FIGURE 13-4: Type the password needed to open the file.



FIGURE 13-5: Though this sheet is protected, users can enter their
data into th...
FIGURE 13-6: To ensure that a cell remains unlocked when the
worksheet is prote...
FIGURE 13-7: Click Protect Sheet on the Review tab.
FIGURE 13-8: Specify a password that removes worksheet
protection.
FIGURE 13-9: The Unprotect Sheet dialog box removes worksheet
protection.
FIGURE 13-10: The Protect Structure and Windows dialog box.
FIGURE 13-11: Select Paste Special from the Home tab in
PowerPoint.
FIGURE 13-12: Be sure to select Paste Link and set the link as an
Excel Chart O...
FIGURE 13-13: Your Excel chart is now linked into your new
PowerPoint presentat...
FIGURE 13-14: With a linked chart, you can make changes to the
raw data without...
FIGURE 13-15: You can manually update links.
FIGURE 13-16: PowerPoint, by default, asks whether you want to
update all links...
FIGURE 13-17: Open the dialog box to manage your links.
FIGURE 13-18: Deselect the Automatic Update check box to turn
off automatic lin...
FIGURE 13-19: You can export your Excel workbook to PDF.
FIGURE 13-20: Select a location for your PDF; then click the
Options button.
FIGURE 13-21: Excel allows you to define what gets sent to PDF.
FIGURE 13-22: Click the More Options hyperlink.
FIGURE 13-23: You have full control over which sheets and objects
are available...
FIGURE 13-24: Sharing options in an Excel web document.

Chapter 14
FIGURE 14-1: Fancy formatting can be overwhelming, subduing
the very data you’r...
FIGURE 14-2: Charts should present data as simply as possible.



FIGURE 14-3: Charts with too many chart elements can become
convoluted and hard...
FIGURE 14-4: Formatting large numbers to millions or thousands
makes for a clea...
FIGURE 14-5: Select Custom in the Category list, and enter a
number format code...
FIGURE 14-6: Data tables enable you to show data values without
overloading you...
FIGURE 14-7: Adding a data table to a chart.
FIGURE 14-8: The Format Data Table task pane.
FIGURE 14-9: Use chart titles to present extra layers of data
without taking up...
FIGURE 14-10: Using sorted data in a chart improves readability
and clarity.
FIGURE 14-11: Pie charts can’t clearly represent more than two or
three data ca...
FIGURE 14-12: Bar charts are an alternative to pie charts when
you have more th...
FIGURE 14-13: Sometimes you work with so much data that your
charts no longer m...
FIGURE 14-14: Creating separate, individual charts is often better
than one con...
FIGURE 14-15: A skewed aspect ratio can distort your charts.

Chapter 15
FIGURE 15-1: Don’t use charts for charting’s sake.



Introduction
The term business intelligence (BI), coined by Howard
Dresner of Gartner, Inc., describes the set of concepts
and methods to improve business decision-making by
using fact-based support systems. Practically speaking,
BI is what you get when you analyze raw data and turn
that analysis into knowledge. BI can help an organization
identify cost-cutting opportunities, uncover new business
opportunities, recognize changing business
environments, identify data anomalies, and create widely
accessible reports.
Over the past few years, the BI concept has overtaken
corporate executives who are eager to turn impossible
amounts of data into knowledge. As a result of this trend,
whole industries have been created. Software vendors
that focus on BI and dashboarding are coming out of the
woodwork. New consulting firms touting their BI
knowledge are popping up virtually every week. And
even the traditional enterprise solution providers, like
Business Objects and SAP, are offering new BI
capabilities.
This need for BI has manifested itself in many forms.
Most recently, it has come in the form of dashboard
fever. Dashboards are reporting mechanisms that deliver
business intelligence in a graphical form.
Maybe you’ve been hit with dashboard fever. Or maybe
your manager is hitting you with dashboard fever.
Nevertheless, you’re probably holding this book because
you’re being asked to create BI solutions (that is,
dashboards) in Excel.
Although many IT managers would scoff at the thought
of using Excel as a BI tool, Excel is inherently part of the



enterprise BI tool portfolio. Whether or not IT managers
are keen to acknowledge it, most of the data analysis and
reporting done in business today is done by using a
spreadsheet. You have several significant reasons to use
Excel as the platform for your dashboards and reports,
including

Tool familiarity: If you work in corporate America,
you are conversant in the language of Excel. You can
send even the most seasoned of senior vice presidents
an Excel-based reporting tool and trust that they will
know what to do with it. With an Excel reporting
process, your users spend less time figuring out how to
use the tool and more time looking at the data.
Built-in flexibility: In most enterprise dashboarding
solutions, the capability to perform analyses outside
the predefined views is either disabled or unavailable.
How many times have you dumped enterprise-level
data into Excel so that you can analyze it yourself? I
know I have. You can bet that if you give users an
inflexible reporting mechanism, they’ll do what it takes
to create their own usable reports. In Excel, features
such as pivot tables, autofilters, and Form controls let
you create mechanisms that don’t lock your audience
into one view. And because you can have multiple
worksheets in one workbook, you can give your
audience space to do their own side analysis as
needed.
Rapid development: Building your own reporting
capabilities in Excel can liberate you from the IT
department’s resource and time limitations. With
Excel, not only can you develop reporting mechanisms
faster, but you also have the flexibility to adapt more
quickly to changing requirements.


