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How to create a Simple Dashboard Report in
Microsoft Excel

18 MIN . YOUTUBE . HTTPS://WWW.YOUTUBE.COM/WATCH?V=WV6XOROL5TO
https://www.youtube.com/watch?v=WV6XBrol5To

SUMMARY
This video tutorial demonstrates how to create a comprehensive sales dashboard report in Microsoft Excel in under
17 minutes. It covers the source data structure, the features of the dashboard, and provides a step-by-step guide for
designing the dashboard using pivot tables and various chart types.
o The sales data includes records from January to December 2021, detailing product names, categories, sales
representatives, cities, units sold, unit prices, and total amounts.
o The dashboard features various charts: a bar chart for monthly sales, a bar chart for sales by representatives, a
line chart for city sales, a column chart for product sales, and a pie chart for category sales.
o A slicer is included to filter data by month, allowing users to dynamically update the charts based on selected
time frames.
o Step-by-step instructions are provided for creating pivot tables for each chart type, including formatting and
renaming pivot tables for clarity.
o The tutorial emphasizes the importance of visual representation in monitoring sales performance and
identifying trends.
o Additional formatting tips are shared to enhance the visual appeal of charts and the overall dashboard layout.
o A link to a related video on creating a similar dashboard using Power Bl Desktop is provided for further

learning.

let me show you how to create a sales dashboard report like this using Microsoft Excel and it won't take more
than 17 minutes this video is divided into two parts in the first part I will explain the source data and the
features of this dashboard report in the second part I will explain how to design this dashboard report step by

step here is the sales data of a particular company that sells electronic Gadgets in different cities of India

we have the records from first week of January 2021 to last week of December 2021 dates are in the First
Column product name in the second column category in the third column name of sales representative in the
fourth column name of city in the fifth column number of units sold in the next column unit price and amount

in the last column now the dashboard report created using this data a bar chart that shows the amount of

sales happened in each month of the year 2021 another bar chart which shows the amount of sales done by each
sales representative a line chart with the amount of sales happened in each City a columns aren't displaying the
product by sales finally a pie chart which shows the category by sales this slicer here can be used to filter the data

in these charts by a particular month or months of our choice suppose I want this charts to display


https://www.youtube.com/watch?v=WV6X0rol5To

only the sales happened in the month of July I will click on July and all these four charts updated accordingly
means these charts are now displaying the amounts for July we can have multiple selections by holding the Ctrl
key match September now these charts are displaying the amounts for the selected ones to remove the filter

click on play a filter that means this report can be used to monitor different metrics like

performance of sales Executives months in which business performs well fast moving products Etc ultimately
this report will help in understanding and improving the business same data which we saw a moment earlier
First Column has the date of sale product name in the second column category in the third column name of sales

rep in the fourth column name of the city

number of units sold unit price and the amount in the last column Ctrl shift down arrow say we have 1560
records here control app error now let's see how to create a sales dashboard report using this data for that click
anywhere inside this table go to the insert tab of the Excel ribbon pivot table a dialog called pivot table from
Tableau

range 1s activated and you can see our sales data is automatically selected we'll go with new worksheet so that the
pivot table will be created in a new worksheet okay see we have a pivot table placeholder here first we will work

out the amount of sales happened in each City for that drag and drop this field called City

into the area for rows see we have the list of cities here now drag and drop this field called amount into the area
for values and we have the amount of sales happened in each City to apply number format for these values right

click number format number

use thousand separator decimal places are not required okay later this pivot table will be used to create a line
chart which will display the amount of sales happening each City next we need the product wise sales amounts

for that we will make a copy of this pivot table select the pivot table Ctrl C to copy Ctrl V to paste

for product wise sales amount click inside the pivot table unmark the checkbox against City Mark the checkbox
against a product and we have the product wise sales amounts next we need the sales done by each sales rep we'll

copy this pivot table Ctrl C to copy we'll paste it here

remove the field code product from the area for rows Mark the checkbox for sales rep and we have the sales
done by itself next we need the sales happened in each category that is laptop headphone and cell phone for that
we'll copy this pivot table paste it here unmark the checkbox for sales rep Mark the checkbox for category and

we have the category by sales so we have created four pivot tables now

we need the amount of sales happened in each month of the year 2021. for that we'll copy this pivot table paste
it here unmark the checkbox for category Mark the checkbox for date right now this pivot table has months

dates and day but we only need months remotate



remove days and here we have the sales happening each month of 2021 next step is naming these pivot tables to
name this pivot table as City click inside the pivot table go to the pivot table analyze tab use this input box to

rename the selected pivot table we'll type in City enter we'll name this pivot tables product this one will be sales

rep

fourth one will be category and the last pivot table will be named as months let's add a new worksheet for the
dashboard we'll name this worksheet as dashboard we'll rename the worksheet with pivot tables as pivot tables

next we will create the charts record for the dashboard report

to create a line chart from this pivot table click inside the pivot table insert insert Lino area chart under 2D line
select line to remove these buttons from this line chart right click on a field button hide all field buttons on the

chart we'll delete this vertical axis levels we don't need grid lines we'll remove the legend now to add data labels

to the Chart

chart elements data labels we'll modify this chart title to sales by City now to move this line chart to the
worksheet for dashboard click on the chart control X to cut go to the worksheet called dashboard Ctrl V to paste

will reduce the zoom load for a better View

now to resize the chart click on the chart format let's make the height 7. set the width to 16.5 to create a column
chart from this pivot table called products click on the pivot table insert insert column or bar chart clustered

column will hide the field buttons

we'll remove the vertical axis tables we don't need grid lines remote Legend to add data labels chart elements
data labels we'll modify the chart title to product y sales let's move this chart to the worksheet for dashboard
control X to cut go to the sheet called dashboard

Curl V to paste to resize this chart format height will be 7 width will be 16.5 representing the sales done by each
sales rep to create a bar chart from this pivot table called sales rep go to the insert tab insert column or bar chart

clustered bar remove the fill buttons

delete the horizontal axis levels remote Legend remote grid lines and data labels modify this are title to sales by

sales rep control X control V to paste we'll resize this chart

set the height to 14.5 which will be told next one is a pie chart with the category wise sales for that click inside
the pivot table insert insert Pi or donut chart pi hide the field buttons remote Legend and data labels to add

categories to the data labels right click on a data label

format data labels Mark the checkbox for category name we'll modify the chart title to sales by category now

move the chart into the worksheet for dashboard



now we need a slicer which will enable us to filter the data in this charts according to the selected month for that
click on any of these charts pivot chart analyze insert slicer a dialog called insert slicers is activated select months

okay we have a slicer here now to arrange these buttons in multiple columns go to the tab called slicer set

the number of columns to 3. now to hide these unwanted buttons slicer settings hide items with no data okay

now when [ click on any of these buttons

for example this button called May this line chart is displaying the sales amounts for the month of May July see
the chart updated accordingly to remove the filter click on this clear filter button now to link the other three
charts to the slicer select the slicer go to the slicer tab report connections all over pivot tables are listed here
Mark the checkboxes for both pivot

tables except the one for months category products sales rep okay now when you click on the button for Mars
all four charts updated accordingly August April to make multiple selection holding the Ctrl key click on the
corresponding buttons March August October these sounds are now displaying the details for the months April
March

August and October clear filter to remove the filter now to display the sales amount for each month in a bar
chart click inside the paper table code months insert insert column or bar chart clustered bar hide the fill

buttons remove the horizontal axis levels promo Legend we don't need grid lines

we'll modify the chart title to month by sales and data labels let's move this chart to the worksheet for dashboard

we'll resize this chart height will be set to 14.5 width will be 12. for a better view let's increase the zoom level to

65 percentage last step is formatting of these charts

to change the color scheme of this line chart select the line chart design change colors let's go with colorful

palette 4. next we will format the column chart blue colorful palette 3

now the colors for pie chart once again colorful palette four to resize the data labels click on the data label in the
Home tab increase font size to tall make it bold to apply the same formatting to other data labels double click on

the format painter click on the data labels on each art to turn off the format painter press the

Escape key next is horizontal line vertical axis levels make it bold increase font size to 12. double click on the
format painter click on the access labels on HR next is chart title increase the font size will make it red bold and

italic again use the format painter to copy the formatting

you can also format the slicer if you want to to format the slicer select the slicer go to the slicer tab here we can
select the slicer style of our Jaws to hide the grid lines on this worksheet go to the view tab unmark this

checkbox for grid lines



notice more than this line on the line chart right click on the line format data series fill online smooth line one

last thing to reverse the order of the months right click on the access labels format access

categories in reverse order and our sales dashboard report is ready I've also done a video on creating the same
dashboard report using power bi desktop the link for that video shown in the video description make sure to

check that out until next time thank you for watching and wish you a great day



