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Highline Excel 2016 Class 17: Dashboard with PivotTable, Chart from Data Model, 1st DAX Formula 
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 Key Performance Indicators: 
1) Quantifiable measurements that can gage performance over time. 

2) Help to determine an ŜƴǘƛǘȅΩǎ ǇǊƻƎǊŜǎǎ ƛƴ ŀŎƘƛŜǾƛƴƎ ƛǘǎΥ 

¶ Strategic goals 

¶ Operational goals 

¶ Comparison with Industry 

¶ Other 

3) Examples: 

¶ Company wants to monitor: 

1. Revenue or expenses over time 

2. Employee Sales Data 

3. Customer Satisfaction 

4. Top 5 Products 

5. Current cash flow 

6. Employee turnover 

¶ Supplier wants to monitor: 

1. On time performance 

2. Fulfillment rate (Fill Rate = Supplied Quantity / Ordered Quantity) 

3. Top 5 Products 

¶ College wants to monitor: 

1. Graduation rate 

2. Retention rate 

3. Teacher Performance 

¶ Sports Team wants to monitor: 

1. Wins/Losses 

2. Averages 

3. Top 5 Athletes 

 Dashboard: 
1) Data Visualization that presents useful information and metrics and will update automatically when new 

data become available. 

2) Dashboards may contain: 

¶ Tables 

¶ Charts 

¶ Data Validation 

¶ Pictures 

¶ Other visualizations of Data 

 Effective Dashboards: 
1) Presents timely summary data or metrics/KPIs 

2) Metrics/KPIs should be useful for the user/decision maker 

3) Dashboard should inform rather than overwhelm 

4) Should call attention to unusual metrics/KPIs that require attention or are of interest 
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 tƻǿŜǊ tƛǾƻǘ 5!· aŜŀǎǳǊŜǎ Ґ άCƻǊƳǳƭŀǎ ŦƻǊ tƛǾƻǘ¢ŀōƭŜǎέ 
1) DAX = Data Analysis EXpressions 

2) Power Pivot DAX Measures = Formulas you can use in tƛǾƻǘ¢ŀōƭŜ Ґ άCƻǊƳǳƭŀǎ ŦƻǊ tƛǾƻǘ¢ŀōƭŜǎέ 

3) ²ƻǊŘǎ ǘƘŀǘ ƳŜŀƴ άCƻǊƳǳƭŀǎ ŦƻǊ tƛǾƻǘ¢ŀōƭŜǎέΥ 

¶ DAX Formulas 

¶ DAX Measures 

¶ Measures 

¶ DAX 

¶ Calculated Fields 

¶ Portable Formulas 

¶ Expressions 

¶ Formulas for PivotTables 

4) DAX Measures are amazing because: 

¶ They calculate VERY fast on Big Data 

¶ You create the formula once and then you can add it to as many PivotTables as you want. 

¶ You can add Number Formatting to the DAX Measure, which they automatically applied when 

you drop it into the PivotTable. 

¶ There are more functions than in a normal PivotTable 

5) Implicit vs. Explicit calculations: 

¶ Examples: 

1. If you use the SUM function in a normal PivotTable, you create an implicit calculation for 

adding. Implicit calculations are less efficient for Big Data. 

2. If you use the DAX SUM function when you create a Measure in the Data Model, you 

create an explicit calculation for adding. Explicit calculations are efficient for Big Data. 

¶ Implicit 

1. Functions from a normal PivotTable. 

2. Do not calculate quickly with Big Data. 

¶ Explicit 

1. DAX Function and formulas. 

2. Calculate quickly on Big Data because they are designed specifically to work Data Model 

Columnar Database and with Relationships. 
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 Steps for Dashboard Project 
1) Power Query to Clean, Transform & Import Text Files 

2) Import Data into Power Pivot Data Model 

3) PivotTable #1: for Month & Year Revenue 

4) Group Dates in PivotTable based on Data Model: Automatically adds Columns to Data Model Table. 

5) First DAX Measure: "Formula for PivotTable" 

6) Name PivotTables 

7) Add Slicer to Multiple PivotTables 

8) Chart #1: Line Chart for Month and Year Data 

9) PivotTable #2: Revenue for each SalesRep. Name Pivot. Connect to Slicer. 

10) Chart #2: Bar Chart for SalesRep Revenue 

11) PivotTable #3: Create Year PivotTable. Name Pivot. Connect to Slicer. 

12) Create Text Label for Chart #2 based on PivotTable #3 and Slicer. 

13) PivotTable #4: Cross Tabulated Table for Product and Region. 

14) Conditional Formatting for PivotTable #4. 

15) Paste Linked Picture of PivotTable in Dashboard 

16) Add formatting and Alignment to Dashboard 

17) Add new Text Files to Folder and Refresh Dashboard 

 

 Step 1: Power Query to Clean, Transform & Import Text Files 
1) Data Ribbon Tab, Get & Transform group, New Query, From File, From Folder: 

¶  
2) Browse for Folder Path ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ά{ǘŀǊǘέ ŦƻƭŘŜǊ ƛƴǎƛŘŜ ά±ƛŘŜƻмтLƳǇƻǊǘ¢ŜȄǘCƛƭŜǎ-лрέ ŦƻƭŘŜǊ: 

¶  
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3) Right-click /ƻƴǘŜƴǘ /ƻƭǳƳƴ ŀƴŘ ŎƭƛŎƪ ƻƴ άwŜƳƻǾŜ hǘƘŜǊ /ƻƭǳƳƴǎέ 

¶  
4) Content column contains the text files. Click Double Downward Pointing Arrows. 

¶  
5) Lƴ ǘƘŜ vǳŜǊȅ 9ŘƛǘƻǊΣ ƴŀƳŜ vǳŜǊȅ ά¢ǊŀƴǎŀŎǘƛƻƴ¢ŀōƭŜέΥ 

¶  
6) In the Query Editor, select the Trans #, Web Site, Units, Discount, and Price columns and Right-click, 

άwŜƳƻǾŜ /ƻƭǳƳƴǎέΥ 

¶  

 
7) /ƭƛŎƪ CƛƭǘŜǊ .ǳǘǘƻƴ ƛƴ tǊƻŘǳŎǘ CƛŜƭŘ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ά[ƻŀŘ aƻǊŜέΦ 

¶  
8) CƛƭǘŜǊ ƻǳǘ ά¢ǊƛCƭȅέ ό!Ƴƻǳƴǘǎ ŦƻǊ ǘƘƛǎ ǇǊƻŘǳŎǘ ŀǊŜ ǘƻƻ ǎƳŀƭƭ ŦƻǊ ƻǳǊ ŀƴŀƭȅǎƛǎύΥ 

¶  
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9) Click Filter Button in Product Field and tƘŜƴ ŎƭƛŎƪ ά[ƻŀŘ aƻǊŜέΦ ¢ƘŜƴ ŦƛƭǘŜǊ ƻǳǘ ǘƘŜ ŜȄǘǊŀ ŦƛŜƭŘǎ ōȅ ŦƛƭǘŜǊƛƴƎ 

ƻǳǘ ά¢ȅǇŜέΥ 

¶  
10) Check each Data Type to make sure that it matches the data in the Field. 

11) Power Query Home Ribbon Tab, Close group, Close and Load to: 

¶  
12) /ƭƛŎƪ άhƴƭȅ /ǊŜŀǘŜ /ƻƴƴŜŎǘƛƻƴέ ŀƴŘ ŎƘŜŎƪ ά!ŘŘ ǘƘƛǎ Řŀǘŀ ǘƻ ǘƘŜ 5ŀǘŀ aƻŘŜƭέΥ 

¶  
13) Show Query Pane should show 49,426 records have been added to the Data Model: 

¶  

 Step 2: Import Data into Power Pivot Data Model 
14) Open Data Model in Power Pivot Ribbon Tab: 

¶   
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15) Table should look something like: 

¶ Notice ǘƘŀǘ ǘƘŜ ǘŀōƭŜ ǘƻƻƪ ǘƘŜ vǳŜǊȅ bŀƳŜΥ ά¢ǊŀƴǎŀŎǘƛƻƴ¢ŀōƭŜέΦ 

¶ Notice that there are 6 fields. 

¶  

 Step 3: PivotTable #1: for Month & Year Revenue 
16) In the PowerPivot Home Ribbon Tab, click the PivotTable button and create a PivotTable on a new sheet: 

¶  
17) Name the new ǎƘŜŜǘ άaƻƴǘƘwŜǇƻǊǘέ 

 Step 4: Group Dates in PivotTable based on Data Model: Automatically adds Columns to 

Data Model Table 
18) The PivotTable Field List shows the TransactionTable from the Data Model: 

¶   
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19) Drag DateTime Field to Row area and a number of new Fields are created in the Field List for Year, 

Month, Quarter: 

¶  
20) When you look back at the Data Model, you see the new Calculated Fields are added to the Data Model 

Table: 

¶  
 

21) In earlier versions of PowerPivot Grouping by Month and Year was not available if you created a 

PivotTable from the Data Model. 

¶ Feature added in Oct, 2015: https://blogs.office.com/2015/10/13/time-grouping-

enhancements-in-excel-2016/ 

22) Remove Quarter and DataTime fields from Row area. Expand rows in PivotTable: Right-click, Expand, 

Expand All: 

¶  

  

https://blogs.office.com/2015/10/13/time-grouping-enhancements-in-excel-2016/
https://blogs.office.com/2015/10/13/time-grouping-enhancements-in-excel-2016/
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23) Lƴ ŎŜƭƭ .о ǘȅǇŜ ǘƘŜ ƴŜǿ ƴŀƳŜ άaƻƴǘƘ ¸ŜŀǊέΦ ¢ƘŜ PivotTable should look like: 

¶  

 Step 5: First DAX Measure: "Formula for PivotTable" 
24) To create our first formula for our PivotTable, go to Power Pivot Ribbon Tab, Calculation group, then 

click the drop-down for Measures and click on New Measures: 

¶  
25) In the Measure dialog box ǘȅǇŜ ŀ άaŜŀǎǳǊŜ ƴŀƳŜέ ŀƴŘ ŀ ά5ŜǎŎǊƛǇǘƛƻƴέΥ 

¶  
26) In the Formula area, create your DAX Measure with the SUM function and the table name and field 

ƴŀƳŜ ά¢ǊŀƴǎŀŎǘƛƻƴ¢ŀōƭŜώbŜǘwŜǾŜƴǳŜϐέ: 

¶ You can select the field from the table in the Data Model from the drop-down list: 

¶  



Page 10 of 22 

27) Then add Number Formatting to your formula: 

¶  
28) The full Measure dialog box looks like this: 

¶ This is an amazing ability we have for PivotTables created from the Data Model: 

1. Formula can be used over and over 

2. Number Formatting will always follow the formula around! 

¶  
29) PivotTable now looks like this: 

¶ Notice that the DAX Measure shows up in the Field List with the function icon (Fx): 

¶   
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30) Go back to the Data Model and notice that the Measure is stored below the Data Model Table: 

¶  

 Step 6: Name PivotTables 
31) Right-click PivotTable and click on tƛǾƻǘ¢ŀōƭŜ hǇǘƛƻƴǎΦ bŀƳŜ ƛǘΥ άaƻƴǘƘtƛǾƻǘέΥ 

¶  

 Step 7: Add Slicer to Multiple PivotTables 
32) We will add a Slicer for Year to the first PivotTable and then later we will attach all the PivotTables to 

this one Slicer. 

33) With cursor in PivotTable, click on the PivotTable Tools Analyze Ribbon Tab, then in the Filter group click 

on Insert Slicer: 

¶  
34) After checking the DateTime Year field, edit the Slicer in the Slicer Tools Options Ribbon Tab to show 3 

columns: 

¶  

  



Page 12 of 22 

 Step 8: Chart #1: Line Chart for Month and Year Data 
35) Click in the PivotTable and the in the Insert Ribbon Tab, in the Chart group, click on Line Chart: 

¶  
36) For chart: 

¶ Right-ŎƭƛŎƪ DǊŜȅ CƛŜƭŘ ōǳǘǘƻƴǎ ŀƴŘ ŎƭƛŎƪ ƻƴ άIƛŘŜ ŀƭƭ ŦƛŜƭŘ ōǳǘǘƻƴǎ ƻƴ ŎƘŀǊǘέ 

¶ Delete the Legend 

¶ /ƘŀƴƎŜ /ƘŀǊǘ ¢ƛǘƭŜ ǘƻ άwŜǾŜƴǳŜέ 

¶ Chart should look like: 

¶  
37) Move the Slicer and the Line Chart to the Dashboard Sheet using Cut (Ctrl + X) and Paste (Ctrl + V) 

 Step 9: PivotTable #2: Revenue for each SalesRep. Name Pivot. Connect to Slicer 
38) With your cursor on the Dashboard Sheet, use the keyboard to insert a PivotTable on a New Sheet: Alt, 

N, V 

39) /ƭƛŎƪ ǘƘŜ ά¦ǎŜ ǘƘƛǎ ǿƻǊƪōƻƻƪΩǎ 5ŀǘŀ aƻŘŜƭέ ŘƛŀƭƻƎ ōǳǘǘƻƴ όbŜǿ ƛƴ 9ȄŎŜƭ нлмсύ ŀƴŘ άbŜǿ ²ƻǊƪǎƘŜŜǘέ 

dialog button: 

¶  

ά¦ǎŜ ǘƘƛǎ ǿƻǊƪōƻƻƪΩǎ 

5ŀǘŀ aƻŘŜƭέ ƛǎ b9² 

in Excel 2016 (used to 

ƘŀǾŜ ǘƻ ǳǎŜ ά¦ǎŜ ŀƴ 

ŜȄǘŜǊƴŀƭ Řŀǘŀ ǎƻǳǊŎŜέ) 

The reason the 

horizontal axis 

has year and 

month is 

because the 

Row area in 

the PivotTable 

has two fields 

(Year and 

Month) 
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40) bŀƳŜ ǘƘŜ {ƘŜŜǘΥ ά{ŀƭŜǎwŜǇwŜǇƻǊǘέ 

41) Create PivotTable SalesRep in Row area and Revenue Measure in Values area, like: 

¶  
42) Name PivotTable ά{ŀƭŜǎwŜǇtƛǾƻǘέ 

43) On the Dashboard Sheet, Right-ŎƭƛŎƪ ǘƘŜ {ƭƛŎŜǊ ŀƴŘ Ǉƻƛƴǘ ǘƻ άwŜǇƻǊǘ /ƻƴƴŜŎǘƛƻƴǎέ, then check the 

tƛǾƻǘ¢ŀōƭŜ ά{ŀƭŜǎwŜǇtƛǾƻǘέΦ 

¶  

 Step 10: Chart #2: Bar Chart for SalesRep Revenue 
44) With your cursor in the Sales Rep PivotTable, insert a Clustered Bar Chart: 

¶  
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45) For the Bar Chart: 

¶ Right-ŎƭƛŎƪ DǊŜȅ CƛŜƭŘ ōǳǘǘƻƴǎ ŀƴŘ ŎƭƛŎƪ ƻƴ άIƛŘŜ ŀƭƭ ŦƛŜƭŘ ōǳǘǘƻƴǎ ƻƴ ŎƘŀǊǘέ 

¶ Delete the Legend 

¶ Delete the horizontal axis 

¶ Click on the Columns and then use the keyboard Ctrl + 1 to open Task Pane, then change Gap 

width to 50% 

¶ ¢ƘŜƴ ǳǎŜ ǘƘŜ DǊŜŜƴ tƭǳǎ ƴŜȄǘ ǘƻ ǘƘŜ ŎƘŀǊǘ ǘƻ ŀŘŘ ά5ŀǘŀ [ŀōŜƭǎέ 

¶ Click on the Data Labels and use the keyboard Ctrl + 1 to open Task Pane, then select dialog 

ōǳǘǘƻƴ ŦƻǊ άLƴǎƛŘŜ 9ƴŘέ 

¶ With the Data Labels all selected, in the Home Ribbon Tab in the Font group, select White Font. 

¶ Delete vertical grid lines. 

¶ Chart should look like: 

¶  
46) Because we are going to filter the Sales Rep Report by Year, we need to create a Chart Title with the 

Year in it. To do this we have create a ά¸ŜŀǊ tƛǾƻǘ¢ŀōƭŜέ (Step 11) and a Text Formula Based on the Year 

PivotTable (Step 12). 

 Step 11: PivotTable #3: Create Year PivotTable. Name Pivot. Connect to Slicer 
47) With a cursor in cell M1 on the ά{ŀƭŜǎwŜǇwŜǇƻǊǘέ Sheet, open the Create PivotTable dialog box with the 

keyboard: Alt, N, V. 

48) In the Create PivotTable dialog box, sŜƭŜŎǘ ά¦ǎŜ ǘƘƛǎ ǿƻǊƪōƻƻƪΩǎ 5ŀǘŀ aƻŘŜƭέ ŀƴŘ άExisting worksheetέ 

dialog buttons. 

49) Then place the PivotTable in cell M1. 

50) From the Field List, drag DateTime (Year) to the Filter Area. 

51) Right-ŎƭƛŎƪ ǘƘŜ tƛǾƻǘ¢ŀōƭŜΣ ŎƭƛŎƪ ƻƴ tƛǾƻǘ¢ŀōƭŜ hǇǘƛƻƴǎ ŀƴŘ ǘƘŜƴ ƴŀƳŜ ǘƘŜ tƛǾƻǘ¢ŀōƭŜ ά¸ŜŀǊtƛǾƻǘέΦ 

52) It should look like this: 

¶  
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53) On the Dashboard Sheet, Right-ŎƭƛŎƪ ǘƘŜ {ƭƛŎŜǊ ŀƴŘ Ǉƻƛƴǘ ǘƻ άwŜǇƻǊǘ /ƻƴƴŜŎǘƛƻƴǎέΣ ǘƘŜƴ ŎƘŜŎƪ ǘƘŜ 

tƛǾƻǘ¢ŀōƭŜ άYeartƛǾƻǘέΦ 

¶  

 Step 12: Create Text Label for Chart #2 based on PivotTable #3 and Slicer 
54) Above the Bar Chart create the following formula: 

¶  
55) With Chart Title selected (make sure solid line is around Chart title (not dotted line)), link Chart Title to 

Cell with formula: 

¶  
56) Final /ƘŀǊǘ Ƙŀǎ ŀ /ƘŀǊǘ ¢ƛǘƭŜ ǘƘŀǘ ƛǎ ƭƛƴƪŜŘ ǘƻ ǘƘŜ ά¸ŜŀǊtƛǾƻǘέΣ ǿƘƛŎƘ ƛǎ ƛƴ ǘǳǊƴ ƭƛƴƪŜŘ ǘƻ ǘƘŜ ¸ŜŀǊ {ƭƛŎŜǊΥ 

¶  
57) Move the Bar Chart to the Dashboard Sheet using Cut (Ctrl + X) and Paste (Ctrl + V) 












