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Building Dashboards in Excel

An Excel dashboard is a visual tool that displays and organizes data in a way that’s easy
to understand and analyze. This job aid provides step-by-step instructions for creating
a dynamic and interactive dashboard in Excel.

Part 1: Create Pivot Charts

Create a new Worksheet

To build your dashboard, begin by .
creating a new worksheet in your Inspectlcn Records L+J
Excel file. Click the [+] to create a new
worksheet.

Rename the sheet to identify your
dashboard. As you build each Inspection Records Dashboard
element of your dashboard, you will
copy it to this worksheet.
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Create Pivot Charts

Each element in your dashboard begins with P 0 Design
a Pivot Table. Use the Pivot Tables Job Aid to )
) ; By B =] [m=m| je=) B=)
help you build your Pivot Tables. |_ 2 |__] 0 I 0 L.h, |_z

Refresh Change Data Clear  Select Maove Fields, lems, Pivot CI‘!‘I'I ecommended

3 Once you have your Pivot Tables, you will B Swcey T o SiNathbe | Do Pirrotfbles

create Pivot Charts to start building your oo e SEndmen ik

dashboard. Click anywhere in the pivot table,

then in Excel’s top menu bar, select PivotTable a All Charts

Analyze. 1 J_@r
[ Select PivotChart. l[ll o h:hjﬂ |_I:|_’i EI]E : QE

Clustered Column
[d Select the chart that best represents your data. g i
- :

[ Click OK. E bu - :

FeERwWE®R

i e
M ow
F Funne
B Combe
Cancel
Formatting Options
The pivot chart will appear on the sheet.
o o cd P
. . + %, Thart Hements
Click the [+] to add or delete elements in your chart. Inspection Levels — | cEs
-af OO Asis Titkes
Click the paintbrush icon to format your chart using o Bl Chart Tiie
Excel’s formatting options, such as: . S o e
5 L] DataTable
. . - - T —— E  Grdlines
o Chart Title: Change the title of your chart Q . Criver-Only impection. Q) H Legend
« Legend: Enable, disable, and edit the legend as : Se e
needed TR
« Axes: Edit the horizontal axis and/or vertical axis of _ _
your chart 20 2021 20123
o o Q

 Gridlines: Enable or disable the gridlines of your
chart

Note: Be sure to hide the filter options in your pivot chart. In Excel’s
top menu bar, select PivotChart Analyze, then Field Buttons, and
choose Hide All.

Click the paint brush icon [[#] to format the style and
colors of your chart.

Learn more at the Data Quality Learning Center https:/ai.fmcsa.dot.gov/DataQuality/LearningCenter/Default.aspx Page 2 of 6


https://ai.fmcsa.dot.gov/DataQuality/LearningCenter/Default.aspx
https://ai.fmcsa.dot.gov/downloadFile.axd?file=PivotTablesJobAid2024_508.pdf

(U Je

U.S. Department of Transportation a&l DATA QUALITY

Federal Motor Carrier Safety Administration

Part 2: Adding Interactive Elements

Add Slicers to Filter Data

Slicers allow you to filter the data in your pivot
tables, pivot charts, and dashboard.

Review  View Automate Developer Help Acrolat SecureZ|

A
F PivolChart Analyze

= & b B8

: | A
3 Click anywhere in the pivot chart. In Excel’s top Irisert Filtes ChangeData  Clear  Move | Fields, e,
menu bar, select PivotChart Analyze. e il il s
Filted Dhaks .’ Adtiani Calgiations
3 Click Insert Slicer.
E | Repot H
I3 Select the check boxes for the fields you want ' J:,,_ ool
to filter, then select OK. Seart Time
LESDOT &
N

diver LASE Name
nsp. Level

Location Code

—- &xl 4 O
T &5

Barder Enfarcement Grant

Carge Tamk Spec. ®
Cargo Type
Cartier City
Canmigr Cobonsy
Cancel
[} L = o
Selecting Fields
Aslicer will be created for every field you select.
Clicking any of the slicer buttons will automatically Location Code 55D—
apply that filter to the linked pivot table. 4274W 2
4365N
To select more than one item, hold Ctrl, and then
. 43655
select the items that you want to show.
5370E
To clear a slicer’s filters, select Clear Filter in 5570W
I thesslicer. 1-164 v

You can create multiple slicers for each pivot table
as needed.
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Add a Timeline to Filter Data

An interactive timeline can be added to any

. R ) Review View Automate Developer Help Acrobat  SecureZiP
pivot chart that contains a Date column in your

R \ = =
e i 5
Filter Change Data  Clear Move  Fields, ltems,

A Click anywhere in the pivot chart. In Excel’s top Timeline Jannections Source ~ ~  Chat | ESets~
menu bar, select PivotChart Analyze. g = Setians Caleidations
[ Select Insert Timeline. " | rp— 7
. . . [ start Time
[d Inthe Insert Timelines dialog box, select the O oriver o0
check boxes for the fields you want to display, [] End Date
then select OK. [ End Time
[ Import Date
: I Cameel o

Connect Slicers

Slicers and timelines can be used across multiple pivot
tables that use the same data source.

Insert  Page Layout Formulas Data Review View Automate Developer Help  Acrobat  Secure

i)
=i
Report

[} Select the slicer you want to connect. In Excel’s top Connections c -
menu bar, select Slicer. Amange

Select PivotTable and PrvatChart reparts to connect to this filter

8 Select Report Connections. | __[Nome [sheet
|@ 3 prottable2 PT Carrier Type
. . [ PivotTablez PT Facility Type
3 Inthe dialog box, select the check box of the PivotTable B Frome PTHM Types |NSPECT|ON DAS
in which you want the slicer to be available. B[ Footbbiez P Insp Counts:
B 3 eivotTable2 PT 005 Viclations
Inspection Levels
oK Cancel
Connect Timelines
L , ‘
u SEIeCt the tlmellne yOU Want tO ConneCt' ln EXCQI S tOp Insert  Page Layowt Formulas  Data  Rewiew  View  Automate  Developer Help  Acrobat  Sedwre Timeline
menu bar, select Timelines. == B - r E‘
“*Iffl' - :--_ || - -.-_' | ) - ]
] Select Report Connections. Connectians
Tamenirel ol Ar

3 In the dialog box, select the check box of the
PivotTable in which you want the timeline to be

| Select PreotTable and PivotChart repants to conmect to this filter

| | tame Shect |
available = PivatTable2 PT Carrier ype |
80 mome e INSPECTION DAS
-] PivotTable2 PT HM Fypes
B ] PietTable PTlnsp Counts
-] PivotTable2 PTO0S Vielstions Inspection Levels
oK Cancel
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Part 3: Build a Dashboard

Copy Interactive Elements

For each interactive element, copy and paste

into the Dashboard worksheet you createdin  |nspection Records Dashboard
Part 1, Step 1.

Format Your Data

Place elements on the sheet in any order you want and format your dashboard as needed.
3 In Excel’s top menu bar, click Page Layout, and then choose your formatting options.
I Adjust the theme and colors of the dashboard.
[ Turn off Gridlines and Headings.

B Align the elements of the dashboard.

Dats  Review  View  Automate  Developer  Help [Rgpcrobat  Secune®

) Bseaks Backgoound Frm | o Hoght |1 page Sand
TR - Tither = Enclward ~
atup L] Scale bz Fit =
Hide Sheets
Another helpful formatting option is to hide = = -—
all other sheets to only show the dashboard. ‘ o i
This is especially helpful when sharing your | BP Bename
dashboard with others. | MoveorCopy.
| 5] iewCode
To hide a sheet, right click on the sheet at the | BB Brotectsheet
bottom of the window and click Hide. —
Hide
Inspection Records ~ PT Insp Coun| Select AN E»'\w: PT Carrier Type
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Part 4: Adding New Data and Sharing your Dashboard

Adding New Data

Once your data table is established, you can A mm
View Automate Developer Help Acrobat  SecureZ Design  Format

add new data to it at any time. Simply copy and — — )
paste your new data into the existing data table. _:?r]‘ = llEr [l\ H\=| P, [:ﬂ] ||h| ‘JI

wsert  Insert Filter @hange Data Clear Move Fields, ltems, Field
A Click anywhere inside a pivot chart, then in licer Timeline Connections > Gt | Bk~ List
Excel’s top menu bar, click PivotChart Analyze. Fllker ‘ ik ane!
[ Select Refresh. ‘
i I M N 0 P )

3 Select Refresh All.

This updates all your pivot tables, pivot charts, I DASH BOARD

and dashboard to include the new data.

Note: Be aware that Excel has a limit of 1,048,576 rows per tab.

Sharing your Dashboard

To share your dashboard with others, click

Share in the upper right corner of Excel.
.

Add Users and Set Access

You can share your dashboard by either adding
specific people or copying a link to the dashboard.

Share "Inspections_Dashboard.xlsx" @
You can set the level of access by choosing one of

the options provided.

& Add a name, group, or email o

Vi Can edit

[ Add a message Make any changes

o B Can view

Can't make changes

% Can't download

Can view, but not download

& Copy link
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