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An	Excel	Dashboard	can	be	an	amazing	tool	when	it	comes	to	tracking	KPIs,	comparing	data	points,	and	getting	data-backed	views	that	can	help	management	make	decisions.In	this	tutorial,	you	will	learn	how	to	create	an	Excel	dashboard,	best	practices	to	follow	while	creating	one,	features	and	tools	you	can	use	in	Excel,	things	to	avoid	at	all	costs,
and	recommended	training	material.	What	is	an	Excel	Dashboard	and	how	does	it	differ	from	a	report?Lets	first	understand	what	is	an	Excel	dashboard.An	Excel	dashboard	is	one-pager	(mostly,	but	not	always	necessary)	that	helps	managers	and	business	leaders	in	tracking	key	KPIs	or	metrics	and	take	a	decision	based	on	it.	It	contains
charts/tables/views	that	are	backed	by	data.A	dashboard	is	often	called	a	report,	however,	not	all	reports	are	dashboards.Here	is	the	difference:A	report	would	only	collect	and	show	data	in	a	single	place.	For	example,	if	a	manager	wants	to	know	how	the	sales	have	grown	over	the	last	period	and	which	region	were	the	most	profitable,	a	report	would
not	be	able	to	answer	it.	It	would	simply	report	all	the	relevant	sales	data.	These	reports	are	then	used	to	create	dashboards	(in	Excel	or	PowerPoint)	that	will	aid	in	decision	making.A	dashboard,	on	the	other	hand,	would	instantly	answer	important	questions	such	which	regions	are	performing	better	and	which	products	should	the	management	focus
on.	These	dashboards	could	be	static	or	interactive	(where	the	user	can	make	selections	and	change	views	and	the	data	would	dynamically	update).Now	that	we	have	an	understanding	of	what	a	dashboard	is,	lets	dive	in	and	learn	how	to	create	a	dashboard	in	Excel.Also	read:Excel	Skills	(Basic,	Intermediate,	and	Advanced)How	to	Create	an	Excel
Dashboard?Creating	an	Excel	Dashboard	is	a	multi-step	process	and	there	are	some	key	things	you	need	to	keep	in	mind	when	creating	it.Even	before	you	launch	Excel,	you	need	to	be	clear	about	the	objectives	of	the	dashboard.For	example,	if	youre	creating	a	KPI	dashboard	to	track	financial	KPIs	of	a	company,	your	objective	would	be	to	show	the
comparison	of	the	current	period	with	the	past	period(s).Similarly,	if	youre	creating	a	dashboard	for	Human	Resources	department	to	track	the	employee	training,	then	the	objective	would	be	to	show	how	many	employees	have	been	trained	and	how	many	needs	to	be	trained	to	reach	the	target.Things	to	Do	Before	You	Even	Start	Creating	an	Excel
DashboardA	lot	of	people	start	working	on	the	dashboard	as	soon	as	they	get	their	hands	on	the	data.And	in	most	cases,	they	bring	upon	them	the	misery	of	reworking	on	the	dashboard	as	the	client/stakeholder	objectives	are	not	met.Below	are	some	of	the	questions	you	must	have	answered	before	you	start	building	an	Excel	Dashboard:Q:	What	is	the
Purpose	of	the	Dashboard?The	first	thing	to	do	as	soon	as	you	get	the	data	(or	even	before	getting	the	data),	is	to	get	clarity	on	what	your	stakeholder	wants.	Be	clear	on	what	purpose	the	dashboard	needs	to	serve.Is	it	to	track	KPIs	just	one	time,	or	on	a	regular	basis?	Does	it	need	to	track	the	KPIs	for	the	whole	company	or	division-wise?.	Asking	the
right	questions	would	help	you	understand	what	data	you	need	and	how	to	design	the	dashboard.Q:	What	are	the	data	sources?Always	know	where	the	data	comes	from	and	in	what	format.	In	one	of	my	projects,	the	data	was	provided	as	PDF	files	in	the	Spanish	language.	This	completely	changed	the	scope	and	most	of	our	time	was	sucked	up	in
manually	culling	the	data.	Here	are	the	questions	you	should	ask:	Who	owns	the	data?	In	what	format	will	you	get	the	data?	How	frequently	does	the	data	update?Q:	Who	will	use	this	Excel	Dashboard?A	manager	would	probably	only	be	interested	in	the	insights	your	dashboard	provides,	however,	some	data	analysts	in	his	team	may	need	a	more
detailed	view.	Based	on	who	uses	your	dashboard,	you	need	to	structure	the	data	and	the	final	output.Q:	How	frequently	does	the	Excel	Dashboard	need	to	be	updated?If	your	dashboards	are	to	be	updated	weekly	or	monthly,	you	are	better	off	creating	a	plug-and-play	model	(where	you	simply	copy-paste	the	data	and	it	would	automatically	update).	If
its	a	one-time	exercise	only,	you	can	leave	out	some	automation	and	do	that	manually.Q:	What	version	of	Office	does	the	client/stakeholder	uses?Its	better	to	not	assume	that	the	client/stakeholder	has	the	latest	version	of	MS	Office.	I	once	created	a	dashboard	only	to	know	that	my	stakeholder	was	using	Excel	2003.	This	led	to	some	rework	as	the
IFERROR	function	doesnt	work	in	Excel	2003	version	(which	I	had	used	extensively	when	creating	the	dashboard).Getting	the	Data	in	ExcelOnce	you	have	a	good	idea	of	what	you	need	to	create,	the	next	steps	are	to	get	your	hands	on	the	data	and	getting	it	in	Excel.Your	life	is	easy	when	your	client	gives	you	Data	in	Excel,	however,	if	that	is	not	the
case,	you	need	to	figure	out	an	efficient	way	to	get	it	in	Excel.If	youre	supplied	with	CSV	files	or	Text	files,	you	can	easily	convert	these	in	Excel.	If	you	have	access	to	a	database	that	stores	the	data,	you	can	create	a	connection	and	update	it	indirectly.Once	you	have	the	data,	you	need	to	clean	it	and	standardize	it.For	example,	you	may	need	to	get	rid
of	leading,	trailing,	or	double	spaces,	find	and	remove	duplicates,	remove	blanks	and	errors,	and	so	on.In	some	cases,	you	may	even	need	to	restructure	data	(for	example	say	you	need	to	create	a	Pivot	table).These	steps	would	depend	on	the	project	and	how	your	data	looks	in	Excel.Outlining	the	Structure	of	the	DashboardOnce	you	have	the	data	in
Excel,	you	will	know	exactly	what	you	can	and	can	not	use	in	your	Excel	dashboard.At	this	stage,	its	a	good	idea	to	circle	back	with	your	stakeholders	with	an	outline	of	the	Excel	dashboard.As	a	best	practice,	I	create	a	simple	outline	in	PowerPoint	along	with	additional	notes.	The	purpose	of	this	step	is	to	make	sure	your	stakeholder	understands	what
kind	of	dashboard	he/she	can	expect	with	the	available	data.It	also	helps	as	the	stakeholder	may	suggest	changes	that	would	add	more	value	to	him.Here	is	an	example	of	a	sample	outline	I	created	for	one	of	the	KPI	dashboards:Once	you	have	the	outline	worked	out,	its	time	to	start	creating	the	Excel	dashboard.As	a	best	practice,	divide	your	Excel
workbook	into	three	parts	(these	are	the	worksheets	that	I	create	with	the	same	name):Data	This	could	be	one	or	more	than	one	worksheet	that	contain	the	raw	data.Calculations	This	is	where	you	do	all	the	calculations.	Again,	you	may	have	one	or	more	than	one	sheet	for	calculations.Dashboard	This	is	the	sheet	that	has	the	dashboard.	In	most	of	the
cases,	it	is	a	single	page	view	that	shows	analysis/insights	backed	by	data.Excel	Table	The	Secret	Sauce	of	an	Efficient	Excel	DashboardThe	first	thing	I	do	with	the	raw	data	is	to	convert	it	into	an	Excel	Table.Excel	Table	offers	many	advantages	that	are	crucial	while	creating	an	Excel	dashboard.To	convert	tabular	data	into	an	Excel	table,	select	the
data	and	go	to	the	Insert	tab	and	click	on	the	Table	icon.Here	are	the	benefits	of	using	an	Excel	Table	for	your	dashboard:When	you	convert	a	tabular	data	set	into	an	Excel	table,	you	dont	need	to	worry	about	data	getting	changed	at	a	later	stage.	Even	if	you	get	additional	data,	you	can	simply	add	it	to	the	table	without	worrying	about	the	formulas
getting	screwed	up.	This	is	really	helpful	when	I	create	plug-and-play	dashboards.With	an	Excel	Table,	you	can	use	the	names	of	the	columns	instead	of	the	reference.	For	example,	instead	is	C2:C1000,	you	can	use	Sales.Important	Excel	Functions	for	DashboardsYou	can	create	a	lot	of	good	interactive	Excel	dashboards	by	just	usingExcel
formulas.When	you	make	a	selection	from	a	drop-down	list,	or	use	a	scroll	bar	or	select	a	checkbox,	there	are	formulas	that	update	based	on	the	results	and	give	you	the	updated	data/view	in	the	dashboard.Here	are	my	top	five	Excel	functions	for	Excel	Dashboards:SUMPRODUCT	Function:	Its	my	favorite	function	while	creating	an	interactive	Excel
dashboard.	It	allows	me	to	do	complex	calculations	when	there	are	many	variables.	For	example,	suppose	I	have	a	sales	dashboard	and	I	want	to	know	what	were	the	sales	done	by	the	rep	Bob	in	the	third	quarter	in	the	East	region.	I	can	simply	create	a	SUMPRODUCT	formula	for	this.INDEX/MATCHFunction:	I	am	a	big	proponent	of	using	the
combination	of	INDEX	and	MATCH	formula	for	looking	up	data	in	Excel	Dashboards.	You	can	also	use	the	VLOOKUP	function,	but	I	find	INDEX/MATCH	to	be	a	better	choice.IFERROR	Function:	When	doing	calculations	on	the	raw	data,	youll	often	end	up	with	errors.	I	use	IFERROR	extensively	to	hide	errors	in	the	dashboard	(and	many	times	in	the
raw	data	as	well).TEXT	Function:	If	you	want	to	create	dynamic	headlines	or	titles,	you	need	to	use	the	TEXT	function	for	it.ROWS/COLUMNS	Function:	I	use	these	often	when	I	have	to	copy	a	formula	and	one	of	the	arguments	needs	to	increment	as	we	go	down/right	of	the	cell.Things	to	keep	in	mind	when	working	with	formulas	in	an	Excel
Dashboard:Avoid	using	volatile	formulas	(such	as	OFFSET,	NOW,	TODAY,	and	so	on..).	These	will	slow	down	your	workbook.Remove	unnecessary	formulas.	If	you	have	some	additional	formulas	in	the	calculation	sheet,	remove	these	while	finalizing	the	dashboard.Use	helper	columns	as	it	may	help	you	avoid	long	array	formulas.Interactive	Tools	to
Make	Your	Excel	Dashboard	AwesomeThere	are	many	interactive	tools	that	you	can	use	to	make	your	Excel	dashboard	dynamic	and	user-friendly.Here	are	some	of	these	I	use	regularly:Scroll	Bars:	Use	scroll	bars	to	save	your	workbook	real	estate.	For	example,	if	you	have	100	rows	of	data,	you	can	use	a	scrollbar	with	only	10	rows	in	the	dashboard.
A	user	can	use	the	scroll	bar	if	he/she	wished	to	have	a	look	at	the	entire	data	set.Check	Boxes:	CheckBoxes	allow	you	to	make	selections	and	update	the	dashboard.	For	example,	suppose	I	have	a	training	dashboard	and	I	am	the	companys	CEO,	I	would	want	to	look	at	the	overall	company	dashboard.	But	if	I	am	the	sales	head,	I	would	only	want	to
look	at	the	performance	of	my	department.	In	such	a	case,	you	can	create	a	dashboard	with	checkboxes	for	different	divisions	of	the	company.Drop	Down	List:	A	drop-down	list	allows	a	user	to	make	an	exclusive	selection.	You	can	use	these	drop-down	selections	to	update	the	dashboard.	For	example,	if	you	are	showing	data	by	department,	you	can
have	the	department	names	in	the	drop-down.Using	Excel	Charts	to	Visualize	Data	in	an	Excel	DashboardCharts	not	only	make	your	Excel	dashboard	visually	appealing	but	also	make	it	easy	to	consume	and	interpret.Here	are	some	tips	while	using	charts	in	an	Excel	Dashboard:Select	the	right	Chart:	Excel	gives	you	a	lot	of	charting	options	and	you
need	to	use	the	right	chart.	For	example,	if	you	have	to	show	a	trend,	you	need	to	use	a	line	chart,	but	if	you	want	to	highlight	the	actual	values,	a	bar/column	chart	could	be	the	right	choice.	While	a	lot	of	experts	advise	against	using	a	pie	chart,	I	would	suggest	you	use	your	discretion.	If	your	audience	is	used	to	seeing	pie	charts,	you	may	as	well	use
these.Use	combination	charts:	I	highly	recommend	using	combination	charts	as	these	allow	the	user	to	compare	values	and	draw	meaning	insights.	For	example,	you	can	show	the	sales	figure	as	a	column	chart	and	growth	as	a	line	chart.Use	dynamic	charts:	If	you	want	to	allow	the	user	to	make	selections	and	want	the	chart	to	update	with	it,	use
dynamic	charts.	Now	a	dynamic	chart	is	nothing	but	a	regular	chart	whose	data	updates	in	the	back-end	when	you	make	selections.Use	Sparklines	to	make	your	data	more	meaningful:	If	you	have	a	lot	of	data	in	your	dashboard/report,	you	can	consider	using	Sparklines	to	make	it	visual.	A	sparkline	is	a	tiny	chart	that	resides	in	a	cell	and	can	be
created	using	a	data	set.	These	are	useful	when	you	want	to	show	a	trend	over	time	and	at	the	same	time	save	space	on	your	dashboard.	You	can	learn	more	about	Excel	Sparklines	here.Use	contrasting	colors	to	highlight	data:	This	is	a	generic	charting	tip	where	you	should	highlight	data	in	a	chart	so	its	easy	to	understand.	For	example,	if	you	have
sales	data,	you	can	highlight	the	year	with	a	lowest	sales	value	in	red.You	can	browse	through	some	of	my	charting	tutorials	here.Also,	if	you	want	to	get	more	advanced	in	Excel	charting,	I	recommend	you	visit	the	blog	by	Excel	charting	expert	Jon	Peltier.Excel	Dashboards	Dos	and	DontsLets	first	start	with	the	Donts!Here	are	some	of	the	things	I
recommend	you	avoid	while	creating	an	Excel	dashboard.	Again	these	would	vary	based	on	your	project	and	stakeholder	but	are	valid	in	most	of	the	cases.Dont	Clutter	Your	Dashboards:	Just	because	you	have	data	and	charts	doesnt	mean	it	should	go	in	your	dashboard.	Remember	the	objective	of	the	dashboard	is	to	help	identify	a	problem	or	aid	in
taking	decisions.	So	keep	it	relevant	and	remove	everything	that	doesnt	belong	there.	I	often	ask	myself	if	something	is	just	good	to	have	to	absolutely	must-have.	Then	I	go	ahead	and	remove	all	the	good-to-haves.Dont	use	volatile	formulas:	As	it	will	slow	down	the	calculations.Dont	keep	extra	data	in	your	workbook:	If	you	need	that	data,	create	a
copy	of	the	dashboard	and	keep	it	as	the	backup.Now	lets	have	a	look	at	some	Dos	(or	best	practices)Numbering	your	Charts/Section:	Your	dashboard	is	not	just	a	random	set	of	charts	and	data	points.	Instead,	its	a	story	where	one	thing	leads	to	the	other.	You	need	to	make	sure	your	audience	follows	the	steps	in	the	right	order,	and	therefore	its	best
to	number	these.	While	you	may	be	able	to	guide	them	when	youre	presenting	live,	its	a	great	help	when	someone	uses	your	dashboard	at	a	later	stage	or	takes	a	print	out	of	it.Restrict	Movement	in	the	dashboard	area:	Hide	all	rows/columns	to	make	sure	the	user	doesnt	accidentally	scroll	away.Freeze	Important	rows/column:	Use	freeze	panes	when
you	want	some	rows/columns	to	be	always	visible	on	the	dashboard.Make	Shapes/Charts	Stick:	Make	sure	your	shapes/charts	or	interactive	controls	dont	hide	or	resize	when	someone	hides/resizes	the	cells.	You	can	also	use	the	Excel	Camera	tool	to	take	a	snapshot	of	charts/tables	and	place	it	in	the	Excel	dashboard	(these	images	are	dynamic	and
update	when	the	back-end	chart/table	updates).Provide	a	User	Guide:	If	you	have	a	complex	dashboard,	its	a	good	idea	to	create	a	separate	worksheet	and	highlight	the	steps.	It	will	help	people	use	your	dashboard	even	when	youre	not	there.Save	Space	with	Combination	Charts:	Use	combination	charts	(such	as	bullet	charts,	thermometer	charts,	and
actual	vs	target	charts)	to	save	your	worksheet	space.Use	Symbols	&	Conditional	Formatting:	Use	symbols	(such	as	up/down	arrows	orcheck-mark/cross-mark)	and	conditional	formatting	to	add	a	layer	of	analysis	to	your	dashboard	(but	dont	overdo	it	either).Want	to	create	professional	dashboards	in	Excel?	Check	out	theOnline	Excel	Dashboard
coursewhere	I	show	you	everything	about	creating	a	world-class	Excel	Dashboard.Dashboard	ExamplesHere	are	some	cool	Excel	dashboard	examples	that	you	can	download	and	play	with.Excel	KPI	DashboardYou	can	use	this	dashboard	to	track	KPIs	of	various	companies	and	then	use	bullet	charts	to	deep	dive	into	the	individual	companys
performance.Click	here	to	download	this	KPI	Dashboard.If	youre	interested	in	learning	how	to	create	this	KPI	dashboard	click	here.Call	Center	Performance	DashboardYou	can	use	this	dashboard	to	track	key	KPIs	of	a	call	center.	From	this	dashboard,	you	can	learn	how	to	create	combination	charts,	how	to	highlight	specific	data	points	in	charts,	how
to	sort	using	radio	buttons,	etc.Click	here	to	download	the	dashboard.You	can	read	more	about	this	dashboard	here.EPL	Season	visualized	in	an	Excel	DashboardIn	this	dashboard,	you	will	learn	how	to	use	VBA	in	Excel	dashboards.	In	this	dashboard,	the	details	of	the	games	update	when	you	double	click	on	the	cells	on	the	left.	It	also	uses	VBA	to
show	a	help	menu	to	guide	the	user	in	using	this	dashboard.Click	hereto	download	the	EPL	dashboard.You	can	read	more	about	this	dashboard	here.Recommended	Dashboard	TrainingIf	you	want	to	learn	how	to	create	world-class	professional	dashboards	in	Excel,	check	out	my	FREE	Online	Excel	Dashboard	Course.Other	articles	you	may	also	like:
An	Excel	dashboard	is	a	great	tool	if	you	want	to	compare	different	data	points,	analyze	various	datasets,	and	represent	it	in	a	visually	appealing	format.	These	dashboards	offer	various	colors,	fonts,	and	formatting	options	to	present	info	in	a	convenient	manner.In	this	article,	you	will	learn	about	the	steps	to	create	a	dashboard	using	Excel	and	also
the	best	practices	to	design	an	interactive	dashboard	for	yourself.An	Excel	Dashboard	is	a	type	of	dashboard	used	to	represent	big	datasets.	These	dashboards	use	elements	such	as	tables,	charts,	gauges,	waterfall	charts,	etc.,	to	visually	represent	data.	When	data	is	represented	in	these	dashboards,	the	data	can	be	comprehended	for	an	improved
decision	making.Microsoft	Excel	dashboards	make	it	easier	to	visualize	complex	data	for	improved	decision	making.	In	addition	to	that,	they	can	help	you	with	the	following:To	create	an	Excel	dashboard,	you	need	to	import	the	raw	data	and	set	up	your	workbook.	After	that,	you	need	to	select	the	right	visuals	to	represent	your	data.	Here	is	a	step-by-
step	breakdown	of	steps	you	need	to	follow	to	build	Excel	dashboards.First,	you	need	to	add	the	relevant	data	to	your	Excel	sheets.	In	case	you	already	have	data,	then	you	can	skip	this	step.	However,	if	you	are	adding	data,	you	can	do	it	by	pasting	it,	using	an	API	to	transfer	data,	or	using	Microsoft	Power	Query	for	the	same.However,	you	can	also
explore	other	options	like	Open	Database	Connectivity	tools	to	import	data	before	you	create	dashboard	using	Excel.After	importing	the	data,	you	need	to	set	the	tabs	to	set	up	your	workbook.	For	example,	create	three	tabs	or	worksheets.	One	for	Raw	Data,	second	for	Chart	Data,	and	third	for	a	Dashboard.	This	will	make	it	easier	to	compare	data	in
your	Excel	file.Here,	we	collected	the	raw	data	for	A,	B,	C,	and	D	projects.	The	details	comprise	project	budget,	completion	month,	and	the	number	of	team	members	working	on	each	project.The	taw	data	worksheet	created	by	you	should	be	in	Excel	table	format	with	all	data	points	in	available	cells.	This	step	is	also	called	data	cleaning	step	because
in	it,	you	can	also	spot	any	type	of	data	errors.In	this	step,	you	need	to	look	at	the	Raw	Data	that	you	have	gathered	and	analyze	it	to	decide	whether	you	will	be	using	it	in	the	dashboard	sheet.	Once	decided,	add	the	selected	data	points	in	the	Chart	Data	worksheet.For	instance,	if	you	want	to	highlight	only	project	budget	and	completion	month,	then
add	only	those	datapoints	in	the	Chart	Data	tab.To	represent	data	properly	in	the	Excel	dashboard,	you	need	to	choose	the	right	visual	format	offered	by	Excel.	Some	of	the	most	popular	options	include:Bar	Chart:	It	compares	graph	values	via	barsGauge	Chart:	Gauge	chart	in	Excel	lets	you	represent	data	in	dial	layoutWaterfall	Chart:	This	shows	how
an	initial	data	point	increases	and	decreases	via	several	alternations	to	reach	the	end	valuePie	Chart:	It	shows	the	data	in	the	pictorial	form	and	divided	into	multiple	slices.Pivot	Table:	This	shows	all	the	data	in	a	tabular	formatTo	create	your	Excel	dashboard,	go	to	the	dashboard	worksheet	that	you	created	initially.	Next,	go	to	the	Insert	>	Column	>
Clustered	Column	Chart.	Once	you	go	there,	you	will	see	a	blank	sheet	where	you	will	be	feeding	your	data.Click	right	on	the	blank	box	and	choose	Select	data.	Then	go	to	Chart	Data	workbook	and	choose	the	data	you	want	to	display	in	your	Excel	dashboard.	After	that,	hit	enter	and	your	dashboard	will	be	created.In	case	the	horizontal	axis	doesnt
show	the	data,	then	you	can	modify	it.	Go	to	select	the	chart	again	>	right	click	>	select	data.	After	that,	the	Select	Data	Source	box	will	pop	up.	Next,	select	Edit	under	Horizontal	(Category)	Axis	Labels	and	select	the	data	you	want	to	display	over	the	x-axis	from	the	Chart	Data	workbook.After	you	have	created	your	dashboard,	you	can	customize
font,	layout,	and	colors	of	your	dashboard.	Moreover,	if	you	want	to	create	an	interactive	dashboard,	you	can	use	a	dynamic	chart.Under	this,	your	data	will	be	automatically	updated	when	you	change	the	data	source.	You	can	also	use	Macros,	Drop-down	lists,	and	Slicers	to	create	interactive	dashboards.For	an	easily	understandable	dashboard,	make
sure	you	use	colors,	layout,	and	formatting	consistently	throughout	the	worksheet	to	avoid	any	confusion.	Moreover,	always	visualize	the	information	which	is	important	for	data	analysis	in	the	first	place.Here	are	some	other	practices	that	you	can	follow	to	create	a	dashboard	in	Excel.Keep	the	Design	Simple:	While	building	dashboards	in	Excel,	make
sure	you	use	simple	charts	and	design	elements	to	easily	comprehend	the	visualized	data.Avoid	Dashboard	Overcrowding:	Avoid	using	multiple	colors,	layouts,	and	elements	that	make	the	dashboard	overcrowded.	The	crowded	dashboard	would	become	confusing	and	difficult	to	understand.Choose	Colors	Wisely:	To	present	information	in	the
dashboard,	make	sure	you	choose	the	color	palette	wisely.	Red	and	green	are	the	two	most	common	colors	that	you	can	use	in	your	dashboard	for	data	visualization.Utilize	Freeze	Panes:	When	you	are	creating	and	working	on	large	tables,	you	can	use	freeze	panes	to	enhance	readability.	This	will	help	keep	a	particular	area	of	your	worksheet	visible
when	you	are	scrolling	through	different	sections	of	the	worksheet.Excel	dashboards	are	a	great	way	to	visualize	important	datasets	for	better	decision	making.	Instead	of	creating	a	dashboard	from	scratch,	you	can	use	an	interactive	dashboard	Excel	template	for	different	use	cases.	Here	are	Excel	dashboard	examples	for	different	use	cases	that	you
can	consider:The	KPI	Excel	Template	will	have	a	visual	representation	of	all	the	Key	Performance	Indicators	of	your	organization	via	graphs	and	charts.	It	will	also	highlight	revenue	and	expenses	of	the	organization	for	a	specific	year.If	you	want	to	create	a	project	management	dashboard	in	Excel,	then	you	can	consider	this	template.	It	will	visualize
metrics	like	project	name,	employees	involved,	deadlines,	sub-tasks,	costs	associated,	etc.For	designing	a	sales	dashboard	in	Excel,	you	can	use	a	Sales	dashboard	template.	In	this	dashboard,	you	can	visualize	deals	in	the	pipeline,	deals	closed,	targets	completed	by	employees,	and	so	on.This	template	shows	all	the	metrics	related	to	the	products	you
are	selling	like	product	sales,	profit	breakdown	by	product,	product	loss,	etc.With	this	template,	you	can	easily	get	a	performance	overview	of	your	social	media	channel.	This	template	will	include	metrics	like	engagement	watch	time,	numbers	of	views,	highest	performing	posts,	etc.Despite	offering	multiple	benefits,	Excel	Dashboards	also	come	with
their	own	set	of	demerits.	For	example,	these	dashboards	are	complicated	to	use,	require	a	lot	of	resources	to	set,	and	also	pose	data	errors	risks.	Additionally,	here	are	some	demerits	of	using	Excel	dashboards:It	takes	a	lot	of	time	to	set	up	complicated	dashboards.Data	manipulation	may	slow	down	the	software	and	makes	it	difficult	to	update
dashboards.Updating	and	viewing	dashboard	in	smartphone	is	difficultOne	requires	expertise	to	set	up	and	create	Excel	dashboardsTo	create	a	productivity	dashboard	in	Excel,	you	need	to	import	the	data	and	cleanse	it.	Next,	you	should	add	data	into	the	workbook	and	visualize	it	with	charts	for	analysis.	However,	you	can	also	use	a	productivity
dashboard	Excel	template	to	quicky	create	one.Yes,	Excel	offers	multiple	free	dashboard	templates	for	different	use	cases.A	key	performance	indicator	in	dashboard	is	a	type	of	measurable	value	that	highlights	how	effectively	the	goals	have	been	achieved	or	they	have	not	been	achieved.Yes,	Excel	offers	multiple	free	dashboard	templates	to	create
interactive	dashboards	for	different	use	cases.	For	example,	it	offers	templates	for	sales,	social	media,	KPI	performance,	product	metrics,	etc.To	create	a	sales	dashboard	in	Excel,	you	can	use	a	template.	With	it,	you	can	easily	create	a	dashboard	with	info	like	the	number	of	sales,	sales	closed,	estimated	sales	budget,	and	so	on.	The	dashboard	in
Excel	is	one-page	information	that	shows	KPI	results,	i.e.,	Key	Performance	Indicators	of	a	business	over	time.	Users	get	most	of	the	information	from	the	data	using	this	summary.	The	dashboard	visually	represents	the	data	using	elements	such	as	charts,	bars,	etc.,	A	dashboard	in	Excel	is	typically	a	one-page	storyteller	of	a	large	amount	of	data,
where	users	are	given	an	option	of	interactivity.	It	helps	in	decision-making	as	it	highlights	the	important	segments	of	the	data.	We	can	include	elements	such	as	charts,	and	bars	to	highlight	and	visually	enhance	the	dashboard.	Always	convert	the	data	structure	into	the	Excel	Table	format	to	work	smoothly	and	easily.	When	the	dashboard	is	longer
after	inserting	the	slicers,	freeze	the	page	to	make	the	slicers	visible	when	we	scroll	down.	Always	give	a	name	to	the	pivot	tables	you	create.	A	dashboard	can	be	created	according	to	the	needs	of	the	end-user.	There	are	many	types	of	dashboard	in	Excel.	The	most	commonly	used	types	are:	Sales	Dashboard:	This	gives	a	complete	picture	of	a
companys	sales	performance.We	can	track	key	performance	indicators	of	sales,	top	items,	and	top	salespersons	and	compare	the	results	in	this	dashboard.	HR	Dashboard:	This	provides	information	on	the	human	resource	of	the	company.	Headcount,	department-wise	performance,	attrition	rate,	and	resource	shortage	or	overloads.	Finance	Dashboard:
This	summarizes	all	the	KPIs	about	the	finance	like	Net	Profit,	Gross	Margin,	Market	Share,	etc.,	Inventory	Dashboard:	This	will	give	a	picture	of	inventories,	shortage	inventories,	overstock	inventories,	fast-moving	inventory,	slow-moving	inventory,	etc.,	These	are	some	important	day-to-day	dashboards	commonly	used	in	the	real	world.	However,
there	are	plenty	in	place	according	to	the	needs	of	the	business.	Learn	to	master	formulas,	automate	tasks	with	VBA,	build	interactive	dashboards,	and	analyze	data	like	a	proall	in	one	comprehensive	bundle.	Develop	hands-on	Excel	skills	across	all	levels,	earn	a	recognized	certification,	and	gain	practical	knowledge	thats	essential	for	roles	in	finance,
analytics,	and	business	operations.	Learn	More	Before	creating	a	dashboard,	we	should	be	aware	of	the	objectives	of	the	dashboard.	We	should	also	note	down	what	are	the	KPIs	that	we	are	going	to	answer	in	the	dashboard.	Let	us	use	the	following	data	to	understand	how	to	createdashboard	in	Excel.	The	below	table	lists	products	with	target	and
actual	sales	data.	We	need	to	use	the	following	steps	to	build	dashboard	in	Excel.	By	using	the	above	data,	we	will	try	to	create	a	dashboard	in	excel	to	track	each	products	performance	and	monthly	sales.	The	steps	used	to	create	a	dashboard	in	Excel	are	as	follows:	Step	1:	To	begin	with,	we	need	to	convert	the	data	range	into	an	Excel	table	to	make
the	data	updating	dynamic.	So,	select	the	entire	data	range	and	press	the	Excel	shortcut	keys	Ctrl	+	T.	The	Create	Table	window	pops	up.	Next,	click	OK	to	convert	the	data	range	into	Excel	Table.	Step	2:	The	benefit	of	converting	the	data	to	an	Excel	Table	is	we	just	have	to	select	any	of	the	cells	in	the	table	and	click	on	PivotTable	under	the	Insert
tab.	As	soon	as	we	click,	Excel	creates	a	pivot	table	in	a	new	worksheet.	Now,	change	the	name	of	the	sheet	to	Pivot.	Step	3:	Next,	drag	and	drop	fields	to	create	a	summary	page.	Now	we	have	a	monthly	target	and	achieved	summary.	Step	4:	Once	the	pivot	table	is	created,	we	will	visualize	this	monthly	summary	by	creating	a	Pivot	Chart.	So,	select
any	cell	in	the	pivot	table	and	then	click	on	Pivot	Chart	option	under	Pivot	table	Analyze	tab.	Now,	we	need	to	choose	the	chart	type.	In	our	example,	let	us	chooseExcel	combochart	type.	Now,	change	the	target	to	a	line	chart,	and	achieve	a	clustered	column	chart.	Click	OK.	We	can	see	the	following	pivot	chart.	Step	5:	Next,	insert	a	new	worksheet
and	name	it	Dashboard.	In	this	new	worksheet,	type	the	header	as	Sales	Target	vs	Achieved	Dashboard.	Then,	cut	the	Pivot	Chart	and	paste	it	into	this	worksheet.	Step	6:	Usually,	pivot	chart	created	by	default	may	not	look	attractive.	So,	we	need	to	refine	it	to	make	it	look	better.	We	can	do	it	by	removing	all	the	unwanted	fields	on	the	chart.	So,
right-click	on	any	field	and	click	on	Hide	All	Field	Buttons	on	Chart.	It	will	hide	all	the	buttons	on	the	chart.	Now,	bring	legends	on	top	of	the	chart.	Next,	add	chart	title	as	Sales:	Target	vs	Achieved.	Then,	remove	gridlines	from	the	chart.	Change	the	column	bars	and	line	chart	to	Blue	and	Green.	Step	7:	In	the	pivot	sheet,	change	fields	to	show	the
summary	of	product-wise	sales.	Step	8:	In	the	dashboard	sheet,	create	the	following	table.	In	cell	I8,	give	the	cell	reference	from	the	pivot	table	sheet.	Next,	calculate	the	variance	by	applying	the	following	formula.	Variance	=	Achieved	Target	Step	9:	Next,	select	the	variance	column.	In	the	Conditional	Formatting	option,	click	on	the	data	bars.	Now,
the	variance	column	will	appear	as	shown	in	the	following	image.	Step	10:	We	can	use	the	slicing	option	to	make	the	dashboard	interactive.	So,	select	any	cell	in	the	pivot	table	and	then	click	on	Insert	Slicer	option	under	PivotTable	Analyze	tab.	Next,	the	Insert	Slicers	window	pops	up.	Check	the	Region	option.	Now,	click	OK	to	create	a	Region	slicer,
as	shown	in	the	following	image.	Then,	cut	this	slicer	and	paste	it	into	the	Dashboard	sheet.	Next,	select	the	Slicer	tab	and	change	the	columns	to	4	in	the	Buttons	group.	Then,	the	slicer	will	have	4	columns	and	1	row.	Now,	we	can	also	format	the	slicer	from	the	available	options	in	the	Slicer	Styles	group.	For	our	example,	let	us	choose	the	Light	Blue
style.	Now,	click	on	any	region	to	filter	out	both	product	summary	and	monthly	summary	tables.	Though	we	have	selected	the	North	region,	it	has	filtered	only	Target	vs.	Achieved	chart.	Therefore,	the	product	chart	is	not	filtered	out.	We	have	inserted	the	region	slicer	by	selecting	the	first	pivot	table.	So,	to	make	the	slicer	connection	to	the	pivot
tables,	right-click	on	the	slicer	and	click	onReport	Connections.	The	Report	Connections	(Region)	window	pops	up.	Here,	we	can	see	the	workbook	list	of	all	the	available	pivot	tables.	As	of	now,	only	one	pivot	table	is	connected	to	the	slicer.	Click	on	the	other	pivot	table	to	link	it	to	the	product	summary	table.	Click	on	OK.	Now	slicer	will	affect	both
the	pivot	tables,	and	we	can	also	see	interactivity	in	dashboard.	From	this	example	ofdashboard	in	Excel,	we	have	learned	how	to	create	dashboard	in	excel.	Likewise,	we	can	create	simple	dashboards	in	Excel.	Making	adashboard	in	Excel	is	simple	and	we	can	learn	it	with	the	following	examples.	Consider	the	below	table	with	shipment	details	of
various	products.	Next,	we	need	to	use	the	following	steps	to	build	dashboard	in	excel.	Step	1:	First,	convert	the	data	range	into	Excel	Tables	to	make	the	updates	dynamic.	Press	shortcut	keys	Ctrl	+	T	to	convert	it	to	Excel	Table.	Step	2:	After	creating	the	Excel	Table,	we	need	to	give	a	name	to	the	table	as	Sales_Orders.	Step	3:	Next,	insert	Pivot
Table	for	this	data.	Step	4:	Then,	get	the	monthly	summary	of	units,	sales,	and	profit.	Step	5:	Then,	give	a	name	for	the	pivot	table	as	Monthly.	Step	6:	Insert	pivot	chart	for	this	pivot	table.	Step	7:	Now.	insert	a	new	page	and	move	the	chart	to	the	new	page.	Step	8:	Next,	remove	all	the	unwanted	field	buttons	to	enhance	the	chart	visually.	Please
Note:	We	have	added	the	title	chart	and	removed	all	the	legends	from	the	chart.	Then,	we	inserted	legends	on	top	of	the	chart	using	shapes.	Step	9:	Now,	copy	the	existing	pivot	table	and	paste	it	into	the	same	worksheet.	This	pivot	table	shows	the	sales	for	each	customer.	Step	10:	Then,	sort	the	data	from	largest	to	smallest.	Step	11:	Choose	the	top
10	customers.	It	will	filter	out	the	top	10	customers.	Step	12:	Now,	create	the	template	to	show	the	top	10	customers	in	the	dashboard	sheet.	Step	13:	Using	the	REPT	function,	create	in	cell	chart	for	the	top	10	customer	sales.	We	have	used	the	REPT	function,	which	will	repeat	the	character	by	the	number	of	times	we	have	insisted.	Since	the
numbers	are	large,	we	have	divided	the	numbers	by	1500.	Next,	we	need	to	change	the	font	name	to	Stencil.	Step	14:	Now,	create	another	pivot	table	to	show	customer	segment-wise	sales	and	profit.	Step	15:	Then,	insert	pivot	chart	to	show	a	combination	of	sales	and	profit.	Step	16:	Move	this	chart	to	dashboard	sheet.	Step	17:	Create	another	pivot
table	to	show	the	top	10	State	sales	and	profits.	Step	18:	Create	a	table	template	in	dashboard	sheet	to	showcase	these	top	10	states.	Step	19:	Next,	give	a	cell	reference	from	pivot	to	the	above	table	to	show	the	top	10	states	in	the	dashboard	sheet.	Step	20:	Next,	insert	slicers	for	Ship	Mode,	Product	Category,	and	Region.	Step	21:	Create	a	report
connection	of	all	the	pivot	tables	for	all	the	slicers	and	move	it	to	the	dashboard	page.	Also,	design	them	as	per	the	need	to	make	them	presentable	in	the	dashboard.	Step	22:	Next,	hide	all	the	unwanted	rows	and	columns.	Step	23:	If	any	other	information	has	to	be	added	to	the	dashboard,	we	can	create	another	pivot	table	and	then	include	that	on
the	dashboard	page.	So,	the	projects	final	output	appears	as	shown	in	the	image	below.	Therefore,	by	using	Excels	pivot	table,	we	can	create	beautiful	dashboards	with	lots	of	interactivities	of	slicing	and	dicing.	Thus,	from	this	example	ofdashboard	in	Excel,	we	have	learned	how	to	create	dashboard	in	excel.	Excel	offers	a	wide	variety	of	options	for
creating	beautiful	dashboards.	As	a	developer	of	the	dashboard,	we	should	be	aware	of	Excel	tools	to	create	the	dashboard.	Drop	Down	List:	We	must	be	aware	of	creating	a	drop-down	list	and	making	them	dynamic.	It	helps	users	select	the	value	they	need	to	see	in	the	dashboard.	For	instance,	if	we	want	to	allow	the	user	to	view	the	dashboard	based
on	the	month,	we	can	create	a	month	name	drop-down	list.	Excel	Formulas:	We	should	be	able	to	apply	formulas	like	VLOOKUP,	HLOOKUP,	INDEX	excel	function,	MATCH	excel	function,	SUMIF,	SUMIFS	excel	function,	SUM	excel	function,	AVERAGE	excel	function,	REPT,	and	many	other	important	formulas.	Creating	Pivot	Table:	Pivot	table	is
integral	to	creating	a	dashboard	in	Excel.	We	should	know	pivot	table	techniques	and	tricks	to	make	the	dashboard	beautiful.	Inserting	slicers	and	enhancing	the	table	to	make	them	presentable	is	very	important.	Charts:	The	dashboard	is	the	visual	representation	of	the	data.	So	inserting	and	playing	with	the	charts	is	common	in	Excel	dashboard
creation.	Make	Use	Of	Controls:	We	can	use	a	scroll	bar,	checkboxes,	and	various	shapes	to	beautify	the	dashboard.	Number	Formatting	&	Conditional	Formatting:	Formatting	is	important	in	dashboard	creation.	Often	we	may	have	to	show	the	numbers	in	millions	and	apply	currency	formatting.	In	addition,	conditional	formatting	is	important	in	cell
bar	charts,	highlighting	positive	and	negative	numbers.Do	not	include	much	information	in	the	dashboard.	Including	many	things	makes	the	dashboard	cluttered.	It	is	recommended	not	to	use	Excels	volatile	functions	like	OFFSET	excel	function,	RANDOMBETWEEN,	RAND,	etc.,	in	dashboard	in	excel.	These	formulas	will	slow	down	the	performance
of	the	workbook.	Always	remove	unwanted	data	from	the	Excel	workbook.	Apply	conditional	formatting	wherever	possible	and	apply	formatting	for	charts.	Choose	the	right	kind	of	chart	to	visualize	the	data.	Organize	the	data	and	identify	the	right	elements	for	the	dashboard.	What	are	7	steps	to	create	a	dashboard	in	excel?	Making	adashboard	in
excel	may	consist	of	many	steps,	but	the	following	7	steps	are	the	most	important:1.	To	begin	with,	identify	the	data	source	and	import	them	into	Excel.2.	Next,	clean	up	the	data.3.	Then,	set	up	all	the	worksheets	needed.4.	Make	a	list	of	key	performance	indicators	and	objectives	of	the	dashboard.5.	Next,	identify	the	right	visuals.6.	And	then,	polish
the	visuals	and	apply	them	to	format.7.	Finally,	hide	all	the	unnecessary	worksheets.	Dashboards	are	powerful	data	visualization	tools	that	allow	you	to	track	key	metrics	and	get	actionable	insights	at	a	glance.	Excel	makes	it	easy	to	build	interactive,	dynamic	dashboards	using	pivot	tables	and	charts.In	this	comprehensive	guide,	youll	learn	how	to
create	a	dashboard	in	Excel	step-by-step	to	track	and	analyze	data.	With	a	few	simple	steps,	you	can	build	stunning	Excel	dashboards	to	visualize	business	performance	like	a	pro.Excel	Dashboard	|	A	Quick	OverviewAn	Excel	dashboard	provides	a	one-page	overview	of	your	companys	key	data	points	and	performance	indicators	using	tables,	charts,
gauges	and	other	visuals.	It	allows	you	to	monitor	current	status,	identify	issues	and	opportunities,	and	guide	data-driven	decisions.Unlike	static	reports,	a	good	dashboard	is	interactive	and	dynamic.	It	enables	users	to	drill	down	into	the	data,	filter	by	categories,	and	interactively	change	views	for	deeper	insights.With	Excels	powerful	features	like
pivot	tables,	pivot	charts,	and	slicers,	you	can	create	interactive	dashboards	to:Track	daily,	weekly	or	monthly	KPIsMonitor	department	or	product	line	performanceAnalyze	customer	segments	and	behaviorIdentify	trends	and	outliers	in	sales	or	operationsGuide	executives	and	managers	with	timely	insightsIn	this	tutorial,	youll	learn	step-by-step	how
to	build	a	dashboard	in	Excel	from	scratch.	Follow	along	to	create	your	own	data	viz	dashboard	to	extract	powerful	insights!Make	a	Dashboard	in	Excel	in	6	Easy	StepsFollow	these	6	key	steps	to	learn	how	to	create	a	beautiful,	interactive	dashboard	in	Excel:1.	Get	and	Clean	Your	DataAn	Excel	dashboard	is	only	as	good	as	the	data	behind	it.	Start	by
importing	your	data	source	into	Excel,	whether	its	a	company	database,	public	data	set,	or	results	from	a	survey	or	experiment.Make	sure	the	data	is	structured	with	column	headers	and	no	blank	rows/columns.	Clean	the	data	by	removing	errors,	duplicates,	etc.	Using	complete,	clean	data	gives	reliable	outputs.2.	Structure	the	Data	in	a	TableOnce
cleaned,	convert	the	data	into	an	Excel	table	(Ctrl	+	T)	rather	than	keeping	it	as	a	raw	range.This	provides	benefits	like:Automatic	column	headersEasy	sorting/filteringDynamic	updating	when	appending	new	dataStructured	referencing	for	formulas3.	Build	the	Pivot	Table	FoundationAdd	a	new	worksheet	and	create	your	first	pivot	table	based	on
your	data	table.	Drag	fields	to	the	row,	column	and	value	areas	to	shape	the	pivot.This	summarizes	your	data	and	serves	as	the	basis	for	the	visualizations.	Build	additional	pivot	tables	as	needed	for	other	views.	Here	is	our	sample	pivot	table	for	this	blog	post:4.	Create	Pivot	ChartsInsert	a	pivot	chart	linked	to	each	pivot	table	to	visualize	the	results
graphically.	Choose	appropriate	chart	types	based	on	the	data.Format	the	colors,	labels,	sizes,	etc.	to	design	them	attractively.	Each	chart	will	become	a	key	component	of	the	dashboard.5.	Make	a	Dashboard	SheetAdd	a	new	blank	worksheet	and	call	it	something	like	Dashboard.	One	by	one,	copy	your	pivot	charts	from	the	previous	sheets	and	paste
them	here.Arrange	and	size	them	appropriately	to	design	your	dashboard	layout.6.	Add	Interactivity	with	SlicersInsert	slicers	connected	to	your	pivot	tables.	This	creates	interactive	filters	allowing	users	to	easily	segment	and	sort	data	on	the	fly.	Format	slicers	cleanly	so	they	blend	into	your	dashboard	design.	Adding	slicers	takes	your	static	charts
and	makes	the	dashboard	dynamic.That	covers	the	essential	steps	to	create	a	functional	Excel	dashboard!	Now	lets	look	at	some	advanced	techniques:Add	visual	elements	like	sparklines,	KPI	symbols,	dividersInclude	macros	to	enable	auto-refresh	or	other	logicAdd	drill-down	buttons	to	view	detailsIncorporate	conditional	formatting	for	visual
cuesAllow	user	input	via	dropdowns	or	text	boxesLink	charts	and	cells	across	sheets	for	integrated	viewsCreate	a	dynamic	title	based	on	selectionsBuild	a	navigation	sheet	with	a	chart	indexAutomate	sheet	printing	or	PDF	exportsThe	possibilities	are	endless	for	creating	polished,	interactive	Excel	dashboards	that	bring	your	data	to	life!Excel
Dashboard	Design	TipsKeep	these	tips	in	mind	when	building	dashboards	in	Excel	for	best	results:Simplify	Avoid	clutter.	Only	vital	info.Unify	Consistent	layout	and	formatting.Spotlight	Draw	attention	to	key	data	points.Summarize	Condense	the	big	picture	into	a	small	space.Guide	Clearly	direct	next	steps.Interact	Enable	custom	views.Refresh
Ensure	the	dashboard	stays	current.Automate	Use	macros	to	enhance	functionality.Document	Explain	data	sources	and	calculations.Modular	Allow	adding/removing	components.Share	Control	access	and	permissions.Optimize	Use	efficient	formulas	to	avoid	lags.ConclusionLearning	how	to	create	stunning	dashboards	in	Excel	is	a	valuable	skill	for
data	analysis.	By	transforming	scattered	data	into	clear,	visual	models,	you	can	monitor	workflow,	track	progress,	identify	issues,	and	guide	smart	decisions.Using	Excels	built-in	functionality	for	pivot	tables,	charts,	and	slicers	along	with	design	best	practices,	you	can	build	centralized	data	hubs	to	track	KPIs	for	your	business,	department,	or	specific
project.	The	interactive	dashboard	examples	and	step-by-step	tutorial	covered	in	this	guide	will	help	you	learn	how	to	make	a	dashboard	from	your	own	data.So	try	building	a	customized	Excel	dashboard	today	with	your	important	datasets.	Just	follow	the	steps	outlined	to	experience	the	power	of	visualizing	your	data!	With	the	right	data	dashboards,
you	can	significantly	improve	performance	and	results	through	data-driven	management.	Dashboard	reports	allow	managers	to	get	high-level	overview	of	the	business.	Excel	is	an	excellent	tool	to	make	powerful	dashboards	that	can	provide	analysis,	insight	and	alert	managers	in	timely	manner.	In	this	page	(and	others	linked	here)	you	can	find	a	lot
resources,	templates,	tutorials,	downloads	and	examples	related	to	creating	dashboards	using	Microsoft	Excel.	Use	the	below	links	to	quickly	access	various	sections	of	this	page.	What	is	a	Dashboard?Dashboard	reports	allow	managers	to	get	high-level	overview	of	the	business	and	help	them	make	quick	decisions.	Dashboards	are	often	called	as
management	dashboards	or	information	dashboards	or	dashboard	reports.	How	to	Make	a	Dashboard?You	can	create	dashboards	using	a	lot	of	different	tools.	However,	in	my	opinion,	Microsoft	Excel	is	an	excellent	choice	for	creating	and	distributing	dashboards	due	its	ease	of	use	and	universal	availability.Read	the	following	tutorials	to	understand
how	to	make	Excel	Dashboards:Creating	KPI	Dashboards	in	Excel	[6	part	tutorial]In	this	6	part	tutorial,	you	will	learn	how	to	create	a	KPI	(Key	Performance	Indicator)	Dashboard	ground	up	using	MS	Excel.	You	can	download	the	example	files	with	full	details	at	each	step	so	that	you	can	practice	the	techniques	and	fine	tune	your	dashboard
development	skills.	The	final	dashboard	looks	something	like	this:Customer	Service	Dashboard	in	Excel	[4	part	tutorial]In	this	4	part	tutorial,	learn	how	to	create	a	fully	interactive	&	dynamic	customer	service	dashboard	using	Excel	&	VBA.	We	will	be	using	features	like	form	controls,	picture	links,	conditional	formatting,	advanced	formulas&	tables	in
this.	The	final	outcome	is	shown	below,Financial	Metrics	DashboardFinancial	dashboards	help	you	understand	how	a	company	is	performing,	what	are	the	threats	&	opportunities	available	and	how	to	optimize	revenue	or	profit.	In	this	comprehensive	tutorial,	learn	how	to	create	a	financial	dashboard	to	explore	various	metrics	and	themes.Project
Management	DashboardThis	tutorial	is	part	of	our	project	management	using	excel	series.	In	this	article,	I	explain	the	process	of	dashboard	creation	along	with	a	free	downloadable	template	for	you.	This	is	how	the	final	dashboard	looks:More	Dashboard	Tutorials:Over	time	I	have	written	a	lot	about	Excel	Dashboards	on	this	blog.	Here	is	a	sample	of
the	tutorials	on	Excel	Dashboards.	You	can	find	all	the	dashboard	articles	under	excel	dashboards	tag.	Dashboard	Demos,	Examples	&	ReviewsYou	can	learn	a	lot	about	dashboard	design	by	just	observing	dashboards	designed	by	others.	In	this	section,	you	can	find	links	to	various	dashboard	reviews	I	have	done	over	time.	You	can	also	find	a	great
variety	of	dashboard	demos	&	examples	at	Dashboard	Spy.	Dashboard	Dos	and	Donts:Dashboard	design	is	a	complex	process.	It	is	very	easy	to	make	mistakes	and	choose	wrong	alternatives	along	way.	In	this	section,	you	can	find	practical	advice	that	can	be	immediately	applied	to	your	next	dashboard	project.Should	you	use	Gauges	/	Speedometer
charts	in	Dashboards?Gauge	or	Speedometer	chart	is	a	very	popular	way	to	display	a	single	metric	in	dashboard.	In	my	opinion,	they	are	a	bad	choice	for	depicting	the	status	of	one	metric	(or	KPI).	You	can	use	a	better	alternative	like	bullet	chart	or	thermo-meter	chart	to	show	the	same	information	with	more	context.	Also,	read	the	discussion	on	best
charts	to	depict	actual	vs.	target	performance.How	to	show	Budget	vs.	Actual,	Target	vs.	Actual	performances?A	common	feature	in	most	dashboards	is	the	budget	vs.	actual	performance	charts.	We	have	discussed	and	explained	various	alternatives	on	this	here	at	Chandoo.org.Budget	vs.	Actual	Chart	How	to	Select	the	Right	Chart	based	on	your
Data?Selecting	right	chart	is	very	important	as	right	charts	lead	to	quicker	decisions.	Please	go	thru	the	below	links	on	advice	related	to	chart	selection:Selecting	Right	Chart	based	on	your	DataShould	you	use	pie	charts?General	Dashboard	Advice	&	Tips:	Ready	to	use	Dashboard	Templates,	Dashboard	Excel	WorkbooksUse	the	following	links	to
download	ready	to	use	dashboard	templates	and	complete	workbooks	so	that	you	can	practice	dashboard	making	and	become	even	more	awesome.	More	dashboard	templates	can	be	found	in	the	dashboards	tag	page.	Dashboard	ExamplesClick	here	to	explore	more	than	200	dashboard	examples.	Additional	Resources	on	DashboardsIf	you	make
dashboards	or	you	are	about	to	enter	the	exciting	world	of	dashboard	visualizations,	then	the	following	links	should	greatly	help	in	improving	your	knowledge:Dashboard	&	Charting	Related	Resources	on	Chandoo.org	Dashboard	Resources	in	the	WebThere	are	tons	of	website	talking	about	dashboards.	These	are	my	favorites:	You	can	find	the	latest
posts	from	these	blogs	in	the	sidebar	area	too.PS:	If	you	know	a	great	resource	for	dashboard	design	&	implementation	please	share	it	with	me	thru	e-mail.	I	would	be	very	glad	to	include	that	site	here.	Books	on	Dashboard	Design	&	ImplementationI	recommend	the	following	books,Information	Dashboard	Design	by	Stephen	FewBig	book	of
Dashboards	by	Steve	Wexler	et	alStory	telling	with	Data	by	Cole	KnaflicOf	course,	checkout	my	book	too.Excel	Dashboards	by	Chandoo	&	Jordan	Recommended	Training	ProgramsI	conduct	an	online	course	on	Excel	dashboards	where	you	call	learn	how	to	create	world	class	Excel	dashboards.	All	the	tricks	&	ideas	you	see	here	are	explained	in	that
program.	Please	consider	joining	our	course	to	learn	more.	Click	here	to	know	more.Recommended	Tools	for	Dashboard	Design	in	ExcelI	am	very	glad	to	tell	you	about	my	Ready	to	use	Excel	Dashboard	Templates,	which	can	help	you	create	beautiful,	awesome,	informative	&	elegant	dashboards	in	just	a	few	minutes.	Take	a	look	at	below	3	minute
video	to	understand	how	they	work.	If	interested,	click	here	to	know	more	Kasper	Langmann2025-06-05T09:36:12+00:00	Creating	a	dashboard	in	Excel	that	updates	automatically	might	sound	complicated,	but	its	actually	quite	simple	once	you	understand	the	steps.	This	guide	will	walk	you	through	creating	a	dynamic,	easily	updatable	dashboard
using	Excels	powerful	features.	By	the	end,	youll	be	able	to	visualize	your	data	effortlessly	and	make	informed	decisions	with	ease.How	to	Create	a	Dashboard	in	Excel	That	Updates	AutomaticallyCreating	a	dashboard	in	Excel	that	updates	automatically	involves	several	steps,	including	setting	up	your	data,	designing	the	dashboard	layout,	and	using
formulas	and	tools	to	ensure	the	dashboard	refreshes	with	new	data.	Follow	these	steps	to	build	your	own	automated	dashboard.Step	1:	Organize	Your	DataFirst,	ensure	your	data	is	well-structured,	clean,	and	formatted	in	a	table.Organizing	your	data	into	a	table	will	make	it	easier	to	reference	and	update	automatically.	You	can	do	this	by	selecting
your	data	range	and	pressing	Ctrl	+	T.Step	2:	Create	Named	RangesNext,	create	named	ranges	for	your	data	to	make	formulas	easier	to	manage.Named	ranges	allow	you	to	use	meaningful	names	in	your	formulas	instead	of	cell	references,	which	simplifies	updates	and	maintenance	of	your	dashboard.Step	3:	Insert	Pivot	TablesInsert	Pivot	Tables	to
summarize	and	analyze	your	data.Pivot	Tables	provide	a	dynamic	way	to	view	and	interact	with	your	data.	They	can	be	easily	updated	by	refreshing	the	data	source,	making	them	perfect	for	an	automatic	dashboard.Step	4:	Design	Your	Dashboard	LayoutDesign	the	layout	of	your	dashboard,	placing	charts,	tables,	and	key	metrics	in	a	logical,	easy-to-
read	manner.A	well-designed	layout	makes	the	dashboard	more	user-friendly	and	effective.	Use	different	types	of	charts	to	represent	different	data	aspects.Step	5:	Use	Formulas	and	FunctionsIncorporate	Excel	formulas	and	functions	to	automate	data	calculations.Functions	like	VLOOKUP,	INDEX,	and	MATCH	can	help	you	automate	and	update	your
dashboard.	These	functions	pull	the	necessary	data	based	on	your	criteria.Step	6:	Link	Charts	to	DataLink	your	charts	and	visualizations	directly	to	your	data	and	Pivot	Tables.By	linking	charts	to	your	tables	and	Pivot	Tables,	any	updates	to	the	source	data	will	reflect	automatically	in	your	visualizations.Step	7:	Refresh	Your	DataSet	up	your	dashboard
to	refresh	automatically	or	manually	as	needed.You	can	refresh	Pivot	Tables	and	data	connections	manually	or	set	them	to	refresh	automatically	at	specific	intervals.Step	8:	Protect	Your	DashboardProtect	your	dashboard	to	prevent	accidental	changes.Locking	cells	and	protecting	the	worksheet	ensures	that	users	can	interact	with	the	dashboard
without	altering	the	underlying	data	or	structure.Once	youve	completed	these	steps,	your	Excel	dashboard	will	update	automatically	whenever	new	data	is	added.	This	makes	it	an	efficient	tool	for	data	analysis	and	decision-making.Tips	for	Creating	a	Dashboard	in	Excel	That	Updates	AutomaticallyUse	Data	Validation:	Ensure	data	accuracy	and
consistency	by	applying	validation	rules	to	your	data	entry	cells.Leverage	Slicers:	Slicers	provide	a	user-friendly	way	to	filter	data	in	Pivot	Tables	and	charts.Optimize	Performance:	Use	efficient	formulas	and	limit	large	data	ranges	to	keep	your	dashboard	responsive.Use	Conditional	Formatting:	Highlight	key	metrics	with	conditional	formatting	to
make	important	data	stand	out.Keep	it	Simple:	Avoid	cluttering	your	dashboard	with	too	many	elements.	Focus	on	critical	data	points	for	clarity.Frequently	Asked	QuestionsHow	do	I	refresh	my	Excel	dashboard	automatically?You	can	set	your	data	connections	to	refresh	automatically	at	set	intervals	or	use	VBA	macros	to	automate	the	refresh
process.Can	I	use	external	data	sources	for	my	dashboard?Yes,	Excel	allows	you	to	connect	to	various	external	data	sources	like	databases,	online	services,	and	more	to	populate	your	dashboard.What	are	the	best	charts	for	an	Excel	dashboard?Commonly	used	charts	include	bar	charts,	line	charts,	pie	charts,	and	Pivot	Charts,	depending	on	the	data
you	want	to	visualize.How	do	I	keep	my	dashboard	performance	optimal?Limit	the	use	of	volatile	functions,	keep	data	ranges	precise,	and	use	efficient	formulas	to	maintain	dashboard	performance.Can	I	share	my	Excel	dashboard	with	others?Yes,	you	can	share	your	Excel	file,	use	Excel	Online,	or	even	convert	your	dashboard	to	a	web	app	for	broader
access.SummaryOrganize	Your	DataCreate	Named	RangesInsert	Pivot	TablesDesign	Your	Dashboard	LayoutUse	Formulas	and	FunctionsLink	Charts	to	DataRefresh	Your	DataProtect	Your	DashboardConclusionCreating	a	dashboard	in	Excel	that	updates	automatically	can	revolutionize	how	you	view	and	interact	with	data.	By	following	these	steps,
youll	ensure	your	dashboard	remains	current	and	accurate,	helping	you	make	data-driven	decisions	quickly.	Remember,	the	key	to	an	effective	dashboard	lies	in	its	simplicity	and	clarity.	As	you	gain	experience,	you	can	explore	more	advanced	features	and	customizations	to	further	enhance	your	dashboards.	So,	start	building	your	automated	Excel
dashboard	today	and	take	your	data	analysis	to	the	next	level!Matt	Jacobs	has	been	working	as	an	IT	consultant	for	small	businesses	since	receiving	his	Masters	degree	in	2003.	While	he	still	does	some	consulting	work,	his	primary	focus	now	is	on	creating	technology	support	content	for	SupportYourTech.com.His	work	can	be	found	on	many	websites
and	focuses	on	topics	such	as	Microsoft	Office,	Apple	devices,	Android	devices,	Photoshop,	and	more.	Excel	dashboards	are	a	great	way	to	present	vital	data	at	a	glance	while	offering	incredible	technology	and	user	interactivity.This	Excel	dashboard	tutorial	will	show	you	the	step-by-step	process	of	building	one.	Weve	also	included	some	templates	to
help	kickstart	the	process	for	you.What	Is	an	Excel	Dashboard?An	Excel	dashboard	is	a	graphical	depiction	of	data	that	displays	crucial	metrics	(like	KPIs)	in	a	single,	easy-to-understand	interface.	Its	a	valuable	tool	for	data	analysis,	reporting,	and	decision-making,	enabling	users	to	monitor	and	analyze	complex	data	sets	quickly.What	Does	an	Excel
Dashboard	Include?1.	Charts	and	GraphDashboardsfrequently	include	a	variety	of	chart	formats,	including	line,	bar,	pie,	and	area	charts,	as	well	as	scatter	plots.	These	visualizations	are	ideal	for	depicting	data	trends,	comparisons,	and	distributions.2.	Key	Performance	Indicators	(KPIs)Excel	dashboards	often	display	key	KPIs	like	revenue,	sales
growth,	customer	happiness,	and	other	valuable	data	elements	to	assess	a	projects	or	companys	performance.3.	Tables	and	Data	GridsTabular	data	(via	tables	and	data	grids)	provides	detailed	information	on	certain	metrics	or	underlying	data.	Users	can	then	examine	specific	values	and	trends.4.	Dynamic	Filters	and	ControlsAn	essential	component
of	Excel	dashboards	is	interactivity.	Users	can	interact	with	the	data	through	the	use	of	dynamic	filters,	drop-down	lists,	and	slicers	(to	investigate	particular	segments	or	time	frames).5.	Graphical	Representations	of	Data	RelationshipTo	illustrate	data	relationships	and	processes,	dashboards	may	include	flowcharts,	maps,	or	diagrams.6.	Trend
Analysis	and	ForecastingIn	more	advanced	dashboards,	trend	analysis	and	forecasting	may	be	included	to	provide	insights	into	future	performance	(based	on	historical	data).7.	Data	Visualization	and	Understanding	Dashboards	use	visual	elements	(like	charts	and	tables)	to	instantly	make	data	easier	to	understand.8.	Real-time	Data	Monitoring	Excel
dashboards	can	be	connected	to	live	data	sources	to	ensure	that	displayed	information	is	always	current.	Real-time	data	monitoring	is	invaluable	for	tracking	dynamic	metrics	and	making	timely	decisions.9.	Centralized	Information	A	dashboard	shows	data	from	several	pages	in	one	summarized	sheet.	Bringing	together	relevant	information	in	one
place	gives	users	a	holistic	view	of	their	business	performance,	helping	them	identify	correlations	and	trends.10.	Performance	Tracking	and	Goal	Setting	Excel	dashboards	are	widely	used	for	tracking	and	analyzing	performance	against	established	goals	and	targets.	Businesses	can	more	easily	identify	areas	for	improvement	and	make	data-driven
decisions	to	achieve	their	objectives.11.	Streamlining	Reporting	ProcessesBusinesses	can	use	Excel	dashboards	to	streamline	their	reporting	processes.	Instead	of	creating	multiple	reports	or	manually	updating	spreadsheets	users	can	easily	access	all	essential	information	in	one	place.When	managers	and	stakeholders	can	easily	access	critical
information,	helping	them	make	well-informed	choices,	identify	opportunities,	and	address	challenges	more	effectively.Related:	Excel	vs.	Google	SheetsHow	To	Create	A	Dashboard	In	ExcelCreating	dashboards	in	Excel	can	seem	daunting,	but	not	to	worry:	We	provide	a	step-by-step	walkthrough	for	building	a	dashboard	in	Excel.Well	be	using	the
data	below	to	create	our	dashboard:	Heres	how	to	make	a	dashboard	in	Excel:Step	1:	Organize	Your	DataThe	first	step	for	creating	an	Excel	dashboard	is	organizing	your	data.	Tables	and	pivot	tables	are	great	ways	to	do	this.To	convert	your	data	into	a	table:Select	the	data.Go	to	Insert	>	Tablein	the	Excel	ribbon.	You	can	also	use	the	keyboard
shortcut	(Ctrl	+	T).	Step	2:	Filter	the	DataNext,	create	pivot	tables	to	help	you	summarize	your	data.Go	to	Insert>	Pivot	Table.	Choose	the	option	New	worksheet.Click	OK.Select	the	data	you	want	to	summarize	in	the	new	sheet	by	checking	the	columns	you	want	to	add.	In	our	data,	we	selected	the	columns	for	product	and	revenue,	creating	the
summarized	table	below:Depending	on	your	data,	you	can	create	as	many	pivot	tables	as	you	need.	To	make	multiple	pivot	tables,	its	easiest	to	copy	the	original	table	(by	right-clicking	on	the	sheet	tab)	and	choose	Move	or	Copy.Check	the	box	for	creating	a	copy	and	click	OK.In	our	example,	weve	made	four	pivot	tables.	The	pivot	tables	will	help	you
to	summarize	your	data	and	also	help	you	handle	basic	calculations	like	sums,	averages,	and	mins	without	formulas.If	you	need	to	make	edits,	be	sure	to	change	the	data	in	each	pivot	tables	source	sheet.Step	3:	Start	Building	the	Excel	DashboardNow	we	can	start	building	the	Excel	dashboard.	Some	features	to	consider	adding	include	Charts,	Tables,
Slicers,	and	Trendlines.To	begin	building	your	dashboard:Open	a	new	sheet	for	the	dashboard	by	clicking	the	plus	(+)sign.	Double-click	on	the	sheet	tab	name	and	label	it	Dashboard.Select	the	first	pivot	table.Go	to	Insertand	select	one	of	the	charts	provided	by	Excel.	Cut	the	chart	and	paste	it	into	the	newly	created	sheet	for	the	dashboard.Repeat
the	process	for	all	your	charts.Step	4:	Add	Other	ElementsIn	addition	to	charts,	you	can	also	add	multiple	elements	to	your	dashboard.	In	our	example,	weve	added	a	pivot	table	under	Profits	with	a	slicer	(to	filter	the	profits	by-product).	Weve	also	added	data	for	net	revenue,	profit,	and	expenses.	Because	this	data	is	tied	to	the	pivot	tables,	any
changes	made	will	be	reflected	in	the	data.Make	Dashboards	ReadableYou	need	to	create	a	readable	layout	for	your	dashboard	by	deciding	where	every	item	should	be.	You	might	group	specific	statistics	or	some	aspects	so	they	sit	next	to	one	another.	For	example,	you	could	keep	a	pivot	table	next	to	a	relevant	chart	or	group	all	the	pivot	tables	and
charts	together.	Experiment	and	decide	which	layout	works	best	for	your	needs.Step	5:	FormattingFinally,	we	need	to	make	the	design	of	our	dashboard	consistent	(e.g.,	color,	font,	spacing).To	format	your	Excel	chart:Select	the	chart	and	click	on	the	pen	icon.In	the	Style	tab,	choose	a	suitable	style.Go	to	the	Color	tab	and	choose	the	desired	color
scheme.	Note:	You	can	do	the	same	with	other	formatting	options	like	cell	background	colors,	borders,	shapes,	designs,	and	more.Using	Pre-Made	Excel	Dashboard	TemplatesBuilding	a	dashboard	in	Excel	has	never	been	easier.	Below	are	some	Excel	dashboard	templates	that	are	designed	to	make	your	work	lighter.Simple	Excel	Dashboard
TemplateOur	Excel	dashboard	template	is	a	great	way	to	get	started.	Its	simple	layout	offers	several	charts	and	tables	to	represent	data.	The	design	follows	a	blue	and	gray	color	scheme	that	provides	Excel	dashboards	with	a	cohesive,	professional	look.Access	TemplateFinancial	Excel	Dashboard	TemplateWith	its	maroon	and	gold	theme,	this	financial
Excel	dashboard	template	is	unique	and	aesthetic.	It	is	specifically	designed	to	track	and	visualize	the	financial	performance	of	a	business	over	time.Youll	find	charts,	tables,	custom	gauges,	and	trendlines	for	monitoring	key	financial	metrics,	identifying	trends,	and	enabling	better	decision-making.	Simply	put,	this	customizable	template	allows	you	to
create	a	sleek	Excel	dashboard.Access	TemplateWhy	Use	Our	Excel	Dashboard	Templates?Our	Excel	dashboard	templates	offer	several	advantages	that	can	streamline	your	data	analysis,	reporting,	and	decision-making	processes.Our	templates	are	pre-designed	and	ready	to	use.Excel	dashboard	templates	are	designed	to	present	data	cleanly	and
professionally	for	users	of	all	experience	levels.The	designs	include	eye-catching	charts,	graphs,	and	tables	that	present	data	in	a	straightforward	and	exciting	way.Excel	dashboard	templates	combine	essential	information	and	KPIs	into	a	single	display,	enabling	users	to	monitor	several	indicators	simultaneously.Theyre	highly	customizable	to	meet
users	specific	needs.They	are	designed	to	work	with	real-time	data	sources.Best	Practices	for	Creating	Visually	Effective	Excel	DashboardsCreating	visually	compelling	Excel	dashboards	involves	following	best	practices	that	enhance	the	displayed	datas	clarity,	readability,	and	impact.To	create	visually	compelling	and	informative	Excel
dashboards:Define	the	purposeof	your	dashboard	and	identify	the	target	audience.	Focus	on	displaying	the	most	relevant	data	that	aligns	with	your	audiences	needs	and	decision-making	requirements.Avoid	clutteringthe	dashboard	with	excessive	data	or	visual	elements.Stick	to	essential	KPIsand	limit	the	number	of	charts	and	graphs	to	maintain	a
clean	and	organized	layout.Select	appropriate	chart	types	that	effectively	represent	the	data	and	highlight	key	insights.	Bar,	line,	pie,	and	area	charts	are	commonly	used	for	data	types.Minimize	the	use	of	3D	effectsand	unnecessary	embellishments,	as	they	can	distort	data	visualization	and	make	the	dashboard	appear	cluttered.Double-check	data
accuracy	used	in	the	dashboard.	Errors	in	the	underlying	data	can	lead	to	misleading	insights.Ensure	data	labels	and	axis	titles	are	clear,	concise,	and	properly	positioned.	Avoid	overcrowding	labels,	especially	on	small	charts.If	your	dashboard	contains	multiple	sheets	or	sections,provide	intuitive	navigationso	users	can	quickly	access	the	information
they	need.Create	a	responsive	layoutthat	adjusts	well	to	different	screen	sizes	and	orientations.	This	is	particularly	important	if	you	plan	to	share	the	dashboard	with	others.Include	concise	and	relevant	context	(or	explanations)	to	help	users	understand	the	data	and	the	implications	of	the	presented	insights.Test	the	dashboardwith	a	sample	audience
to	gather	feedback.	Be	sure	to	make	improvements	based	on	user	suggestions	and	usability	testing.How	Are	Excel	Dashboards	Different	Than	Reports?Excel	dashboards	and	reports	serve	distinct	purposes,	differing	in	their	presentation,	structure,	and	usage.	Here	are	the	key	differences	between	an	Excel	dashboard	and	a	report:1.	PurposeThe	main
objective	of	an	Excel	dashboard	is	to	present	an	understandable	visual	summary	of	essential	data	and	key	performance	indicators	(KPIs).	Dashboards	put	a	lot	of	emphasis	on	providing	timely	insights	and	empowering	users	to	act	on	the	data	illustrated.Conversely,	reports	are	thorough	publications	that	offer	extensive	analysis	and	granular
information	on	a	particular	subject	(or	group	of	facts).2.	Visualization	and	InteractivityExcel	dashboards	frequently	use	charts,	graphs,	and	other	graphical	components	to	show	data	trends	and	patterns	quickly.	Since	theyre	interactive	and	can	filter,	sort,	and	study	various	data	points,	users	may	drill	down	into	the	data	to	examine	more
thoroughly.Reports	aim	to	convey	data	in	a	more	organized	and	thorough	manner	and	are	typically	less	interactive.	While	they	may	contain	graphs	and	charts,	reports	usually	emphasize	textual	data	and	in-depth	data	analysis.3.	Data	ScopeDashboards	present	a	limited	set	of	essential	KPIs	and	metrics	that	are	relevant	to	a	specific	audience	or
business	objective.	They	aim	to	provide	a	quick	overview	of	performance	without	bombarding	users	with	excessive	details.Reports	encompass	a	broader	scope	of	data,	typically	including	extensive	analyses,	supporting	evidence,	and	recommendations.	Reports	are	comprehensive	and	can	cover	various	aspects	of	a	business	or	project	in	greater	depth.4.
Real-Time	UpdatesDashboards	can	be	designed	to	display	real-time	data	that	allow	users	to	monitor	current	performance	metrics	and	track	changes.	This	is	done	with	the	help	of	dynamic	formulas	and	pivot	tables.Reports	are	typically	static	documents	that	reflect	data	at	the	time	of	creation.	Although	they	can	be	updated	periodically,	reports	dont
offer	real-time	data	visualization.5.	Presentation	FormatDashboards	are	usually	presented	on	a	single	screen	or	worksheet,	focusing	on	visual	elements	and	concise	information.	On	the	other	hand,	reports	are	presented	as	multi-page	documents,	allowing	for	detailed	explanations,	data	tables,	and	comprehensive	analyses.6.	Decision-Making	and
AnalysisDashboards	are	designed	for	quick	decision-making	and	provide	an	immediate	performance	overview.	They	are	valuable	for	monitoring	ongoing	activities	and	identifying	trends.Reports	are	more	suited	for	in-depth	analysis,	strategic	planning,	and	sharing	detailed	insights	with	stakeholders.	They	are	helpful	in	providing	a	thorough
understanding	of	complex	issues	and	facilitating	long-term	decision-making.Related:Google	Data	Studio	TutorialFrequently	Asked	Questions	How	Frequently	Does	an	Excel	Dashboard	Need	to	Be	Updated?The	frequency	at	which	an	Excel	dashboard	needs	to	be	updated	depends	on	several	factors,	including	the	nature	of	the	data	displayed,	the
dashboards	purpose,	and	a	users	needs.	If	the	data	in	the	dashboard	relies	on	real-time	(or	near-real-time)	data	sources,	the	dashboard	should	be	updated	as	often	as	the	data	changes.Is	Excel	Dashboard	Free?Although	most	Excel	Dashboards	templates	are	for	sale,	you	can	find	plenty	of	free	Excel	dashboard	templates	online	or	even	in	this
guide.Bottom	LineThis	Excel	dashboard	tutorial	has	covered	the	key	elements	of	using	a	template	or	designing	your	own	dashboard.	So	now,	you	should	have	everything	you	need	to	make	professional-level	presentations.	If	you	need	a	refresher,	weve	compiled	a	guide	to	the	best	Excel	coursesdesigned	to	take	your	skills	to	the	next	level.Ready	to	jump
right	in	with	powerful	premade	spreadsheets?	Check	out	our	premium	template	library.	When	you	use	the	code	SSP	at	checkout,	youll	save	50%!Get	Premium	TemplatesRelated:	

Excel	dashboards.	Dashboard	report	format	in	excel.	Conditional	formatting	in	excel	dashboard.	Excel	dashboard	text.	Excel	dashboard	for	beginners.	Excel	dashboard	layout.	Excel	dashboard	examples.	How	to	do
dashboard	in	excel.	Can	you	create	a	dashboard	in	excel.	How	to	create	dashboard	in	excel	with	example.
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