
This summary pulls
information from other
sheets in the
workbook and from
other workbooks

Add borders where
you would like boxes
and hide gridlines for a
clean look. 

 

Insert Icons to break
up the text and make
the numbers more
meaningful. 

'Insert pictures from
this devise' to add in
your logo.

A D D  B O R D E R S ,  H I D E  G R I D L I N E S

On the top ribbon go to Insert and then you can pick an Icon that fits with
the theme of the number you are reporting on. 

To add your logo go to Insert, Picture, Picture from device and find where
you have saved your logo on your computer.
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S U M M A R Y
D A S H B O A R D - S A M P L E

 T H I S  S H E E T  C O M P L I M E N T S  T H E  1 - 2 - 1 S  E X C E L  S E S S I O N  O N  T H E  S U M M A R Y  W O R K S H E E T  A N D  I S  A  B A S I C  D A S H B O A R D .

O V E R V I E W

Go to Home on the
ribbon and click on the
arrow near the Borders
column. I used 'All
Borders' in the example
above.

F O R M U L A S  A C R O S S  D I F F E R E N T  S H E E T S

Go to the cell where you want the number to appear.
Click into it and then type =
Next click into the cell in the sheet where your
information is. For instance, if I wanted the number of
attendances I would click C5. 

You can also click into cells in different workbooks. 

I N S E R T  I C O N S  A N D  Y O U R  L O G O

Hide gridlines by going to
View on the ribbon and
then unclicking Gridlines. 


