
K O E N I G  S O L U T I O N S  ·  C O U R S E  O U T L I N E

Mastering Excel Dashboards
Learn to build, format and share Excel dashboards
using Pivot Tables, charts, macros and external data.

16 Hours
D U R AT I O N

15
M O D U L E S

36
T O P I C S

C O U R S E  O V E R V I E W

This course covers from fundamental concepts to advanced techniques in Excel dashboard creation. This
course not only establishes a solid understanding of essential dashboard principles and data structuring best

practices but also equips participants with the skills to construct pivotal components such as Pivot Tables,

charts, and dynamic labeling. As the course progresses, participants learn to enhance efficiency through
macros, design user-friendly interfaces, integrate external data seamlessly, and employ diverse methods for

sharing and presenting Excel dashboards. By the end of the course, participants will possess a well-rounded

skill set, empowering them to proficiently create, optimize, and share impactful Excel dashboards.

W H O  T H I S  C O U R S E  I S  F O R

Data Analysts Report Developers Business Analysts Financial Analysts Excel Users

L E A R N I N G  O B J E C T I V E S

By the end of this module, participants will be able to:

Foundational Understanding: Grasp key concepts and ground rules for creating effective dashboards and reports

Data Structure and Layout Optimization: Recognize the impact of data structure on dashboards

Data Structure and Layout Optimization: Apply best practices for setting up source data

Basic to Advanced Dashboard Components: Master Pivot Tables, Excel charts, and dynamic labeling

Basic to Advanced Dashboard Components: Explore advanced components for trend representation and
data grouping

Efficient Reporting with Macros and Interactive Interfaces: Leverage macros for automation and efficiency

Efficient Reporting with Macros and Interactive Interfaces: Design user-friendly interfaces for enhanced interaction

External Data Integration and Effective Sharing: Incorporate external data sources into Excel

External Data Integration and Effective Sharing: Learn diverse methods for sharing and presenting Excel dashboards
and reports
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C O U R S E  S Y L L A B U S

15 Modules, 36 Topics

01

Introduction to Dashboards and Report Fundamentals
O V E R V I E W  O F  D A S H B O A R D S  A N D  R E P O R TS

F O U N D AT I O N A L  P R I N C I P L E S

02

Crafting a Super Model for Effective Dashboards
E X P LO R I N G  D ATA  CO N C E P TS

B E ST  P R A C T I C E S  F O R  S O U R C E  D ATA

03

Mastering Pivot Tables for Dynamic Dashboards

You take an in-depth look at some of the basic dashboard components you can create using Excel.

I N T R O D U C T I O N  TO  P I V OT  TA B L E S

04

Excel Chart Essentials for Beginners
B U I L D I N G  A  F O U N D AT I O N  W I T H  E XC E L  C H A R TS

Introduction to the central theme of dashboards and reports

Exploration of the fundamental concepts underlying effective dashboard and report creation

Acquaintance with key fundamentals that form the basis of successful dashboard design

Understanding basic ground rules essential for creating impactful dashboards and reports

Delve into crucial concepts surrounding data structure and layout

Understand the impact of poorly planned data sets on dashboard effectiveness

Demonstration of the importance of well-structured source data

Practical insights into best practices for setting up source data to optimize dashboards and reports

Comprehensive introduction to pivot tables and their pivotal role in Excel-based dashboards

Understanding the integral functions of pivot tables in data analysis and visualization

Providing beginners with a primer on constructing charts in Excel

Offering a solid understanding of the fundamental workings of Excel charts
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05

Leveraging Conditional Formatting for Enhanced Dashboards
E X P LO R I N G  E N H A N C E D  F O R M AT T I N G  TO O LS

06

Mastering the Art of Dynamic Labeling
E X P LO R AT I O N  O F  DY N A M I C  L A B E L I N G  T E C H N I Q U E S

07

Trend Visualization in Dashboards

You go beyond the basics to look at some of the advanced components you can create with Excel. This part consists of
three chapters.

R E P R E S E N TAT I O N  O F  T I M E  T R E N D S

08

Effective Data Grouping and Bucketing Techniques
E X P LO R AT I O N  O F  D ATA  B U C K E T I N G  M E T H O D S

09

Displaying Performance against Targets
C H A R T I N G  T E C H N I Q U E S  F O R  G O A L  M E A S U R E M E N T

Introduction to the new and improved conditional formatting functionality in Excel

Practical ideas for utilizing advanced conditional formatting tools in the context of dashboards and reports

In-depth exploration of diverse techniques for creating dynamic labels

Enabling the creation of an additional layer of visualization for enhanced dashboard effectiveness

Comprehensive demonstration of techniques to depict time trends in dashboards

Exploration of showcasing seasonal trends, moving averages, and various trending types

Introduction to Sparklines for enhanced trend visualization

In-depth exploration of diverse methods for grouping and bucketing data for reporting

Practical insights into organizing and presenting data in a structured manner

Demonstration of charting techniques to effectively display and measure values against goals

Practical insights into visualizing performance metrics in a goal-oriented context
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10

Macro-Charged Reporting
L E V E R A G I N G  M A C R O S  F O R  R E P O R T I N G  E F F I C I E N C Y

11

Creating Interactive User Interfaces
D E S I G N I N G  U S E R- F R I E N D LY  I N T E R FA C E S

12

Incorporating External Data into Dashboards

Is importing and exporting information to and from Excel.

E X P LO R AT I O N  O F  E XT E R N A L  D ATA  I N T E G R AT I O N

13

Distribution and Presentation Strategies
E F F E C T I V E  S H A R I N G  A N D  P R E S E N TAT I O N  T E C H N I Q U E S

14

Chart Design Mastery

Is the classic Part of Tens section. The chapters found here each present ten or more pearls of wisdom, delivered in bite-
sized pieces.

T E N  C H A R T  D E S I G N  P R I N C I P L E S

Providing a clear understanding of how macros can be utilized to supercharge and automate
reporting systems

Practical insights into optimizing reporting processes through macro functionalities

Illustration of creating simple interfaces for clients to navigate and interact with reporting systems

Practical insights into enhancing user experience and engagement with reporting interfaces

In-depth exploration of methods to incorporate data not originating in Excel

Practical guidance on importing data from external sources

Introduction to creating systems enabling dynamic refreshing of external data sources

Comprehensive exploration of various methods to distribute and present Excel dashboards and reports

Practical insights into optimizing the sharing process for enhanced collaboration and communication

Comprehensive exploration of ten chart-building best practices

Practical insights to aid in designing more effective and visually compelling charts
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15

Pre-Distribution Checklist

In these final modules, participants will hone their skills in chart design, delving into principles that enhance the visual
impact of charts. Additionally, Module 15 provides a checklist of crucial questions to ensure participants are well-
prepared before sharing their Excel dashboards and reports, emphasizing quality and effectiveness in distribution. These
modules serve as a culmination of the course, imparting valuable insights for creating impactful visualizations and
ensuring the success of shared Excel work.

T E N  Q U E ST I O N S  B E F O R E  D I ST R I B U T I O N

W H A T  I S  I N C L U D E D

Everything You Need to Succeed

A B O U T  K O E N I G

Who We Are

Established in 1993, Koenig Solutions is a globally recognised training provider with 35+ technology partnerships,
5,000+ training programmes and a network of certified instructors and subject matter experts, supporting
individuals and enterprise teams worldwide.

F L E X I B L E  D E L I V E R Y

Learn the Way That Suits You

Classroom Training Live Online Classes (ILO) Fly-Me-A-Trainer (FMAT) Flexi (Self-Paced) 1-on-1 Training

In-depth checklist of ten critical questions to ask before sharing Excel dashboards and reports

Practical guidance to ensure the quality, accuracy, and effectiveness of distributed work

Koenig course material for every module

Delivery by certified instructors and subject
matter experts

Hands-on exercises throughout the course

Course completion certificate from Koenig

Ready to Get Started?
Talk to a learning advisor about schedules, group training and customised delivery.

Visit koenig-solutions.com info@koenig-solutions.com
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