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1. Insert dataset into excel.

Figure 1: Import Dataset2

Under the Data tab, in the Get & Transform Data group, click From Text/CSV. Then,
click import in the dialog box to import the text file Dataset2 into the excel worksheet.

Figure 2: Load Dataset2

In the preview dialog box, change Data Type Detection to Based on the entire dataset.
Select Load to load the data directly to a new worksheet.



Figure 3: Output of importing Dataset2

Once the data is successfully loaded, it will be displayed in the worksheet as shown in
Figure 3. There are 323 rows loaded.

2. Create pivot table

Figure 4: Create pivot table

Under the Insert tab, click Pivot Table. In the dialog box, choose options as Figure 4 and
click OK. An empty pivot table and its field will be displayed in the new worksheet as
follows.



Figure 5: Blank PivotTable and PivotTable Fields

3. Create charts
a. Monthly Sales chart

Drag and drop fields into the areas. SALES and Target into Values and SALES
MONTH into Rows. The pivot table will be created as shown in Figure 7.

Figure 6: PivotTable Fields



Figure 7: PivotTable

In the PivotTable Analyze tab, choose PivotChart, choose Area and click OK to
create a Stacked Area chart.

Figure 8: Create Stacked Area chart



Double click the chart and Format Data Series and a task pane will appear. From
here, we change the fill color of Sum of SALES and Sum of Target of the chart as
desired.

Figure 9: Format Stacked Area chart Fill Color

Right click on the grey button, click Hide All Field Buttons on Chart.

Figure 10: Hide All Field Buttons on Chart



Click + button and check the Axes, Chart Titles and Legend of the Chart
Elements. Position the legend and title on top of the chart as in figure 11. Change
the total as ‘Monthly Sales’.

Figure 11: Format Chart Elements

b. Region chart
Drag and drop fields into areas below it. Sales Region into Rows and SALES into
Values. A pivot table will be created like in Figure 13.

Figure 12: PivotTable Fields



Figure 13: Pivot Table

In the PivotTable Analyze tab, choose PivotChart, choose Pie and click OK to
create a Pie chart.

Figure 14: Create Pie Chart

Click the pie chart series and format the Color and Pie Explosion in the Format
Data Series. A pie chart as in Figure 15 will be created.



Figure 15: Region’s Pie Chart

c. Customer chart
Firstly, drag and drop each of the following fields CUSTOMER and SALES into
the area section below. The pivot table should look like Figure 16.

Figure 16: PivotTable Fields



Figure 17: Pivot Table

In the PivotTable Analyze tab select the PivotChart. Select the Pie section then
choose Bar of Pie then click OK to create the pie chart.

Figure 18: Create Bar of Pie Chart

Next change the title to Customer chart and hide all the field buttons on the chart.
Inside the Format Data Labels select the percentage to have a better view on the
sales percentage of each customers.



Figure 19: Customer’s Bar of Pie Chart

d. Salesperson chart
Drag and drop PRODUCTS, SALESPERSON and SALES fields as follows.
A pivot table will be created as in Figure 20. A pivot table will be created as in
Figure 21.

Figure 20: PivotChart Fields



Figure 21: PivotTable

In the PivotTable Analyze tab, choose PivotChart, choose Stacked Column in
Column and click OK.

Figure 22: Create Stacked Column chart

Click on the pivot table and sort it under the Data tab. Choose Largest to Smallest
in Sort Options.



Figure 23: Sort Data

Under Format Axis, choose Axis Options and change Display units to Millions.
Next under Number, change Category to Number and Decimal places to 0.

Figure 24: Format Axis Options



Figure 25: Format Axis Number

Right click on the grey button, click Hide All Field Buttons on Chart. Click +
button and check the Axes, Chart Titles and Legend of the Chart Elements.

Figure 26: Format Chart Elements



e. Sales Trend chart
Drag and drop SALES YEAR, SALES MONTH and SALES fields as follows.
A pivot table will be created as in Figure 26. A pivot table will be created as in
Figure 27.

Figure 27: PivotChart Fields

Figure 28: Pivot Table



In the PivotTable Analyze tab, choose PivotChart, choose Line graph in the Line
section and click OK.

Figure 29: Create Line graph

Under the Format Data Series, change the Color to yellow and the Compound
Type to Thick Thin. Next select the Smoothed Line as shown in Figure 23..



Figure 30: Format Data Series (Line)

Then select the Marker section at the same format series, choose the Solid Fill and
change the color as shown in Figure 24.

Figure 31: Format Data Series (Marker)

Right click on the grey button, click Hide All Field Buttons on Chart. Click +
button to unselect Legend and select Data Labels. Lastly, rename the graph to
Sales Trend just like Figure 25.

Figure 32: Sales Trend Line Graph



f. Create Dashboard
Firstly, create a new sheet and copy paste all the charts that we created previously
into that sheet and arrange it nicely in order just like Figure 26.

Figure 33: Sheet contain all charts

Clicking one of the charts and going under the PivotChart Analyze tab select
Insert Slicer. Then select the slicer that we wanted such as SALES YEAR,
SALES REGION, PRODUCTS, CUSTOMER and SALES PERSON then click
OK. Figure 27 shows the Slicer selection.

Figure 34: Slicer Selection



Next click the Multi Select button on each slicer so can select more than one
selection on each slicer as shown in Figure 28.

Figure 35: Multi Select on Slicer

Arrange all the slicer to the side of the dashboard and change the color according
to the theme.

Figure 36: Sheet contain all charts and slicers

Click each Slicer and under the Slicer tab select Report Connection. Then tick all
the Pivot Table to ensure the Slicer can link to other charts in the dashboard as
shown in Figure 30.

Figure 37: Slicer Report Connections



Lastly, select all the cells and Fill Color to create a background with selected
color. Then add the report header to finalist the dashboard. The complete
dashboard is shown in Figure 31.

Figure 38: Complete Dashboard

g. Dashboard Testing
Now we can test our dashboard with random input data. If we select only the sales
person “Loh Yew Chong”, then the dashboard will show all the information about
the person in all charts as shown in Figure 32.

Figure 39: Loh Yew Chong Sales Performance



Next we try to select multiple slicers to observe the dashboard changes. In this
case we select Cooking Oil and Sales Year 2021 to see the information in the
dashboard.

Figure 40: Cooking Oil Sales in 2021


