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Preface

The Purpose of This Training

This user guide is for Tableau Desktop. It provides step-by-step instructions to create analytical and
interactive reports and dashboards. The user guide gives you an overview of Tableau concepts as
applied through a visualization exercise example.

Target Audience

The user guide primarily targets people who will be creating and publishing dashboards to Tableau
Server.

Instructor-led Exercise

The instructions in the modules within this user guide are based on the in-class demonstration the
instructor will walk-through. Steps should be used as a guideline and may vary once you have
access and connection to the production environment post-training.

Training datasets

The examples in this user guide will utilize the following dataset:
1. Sample - Superstore (which we will be connected to through Tableau Server)
How to Use This Training
You can use this user guide in several ways. You can start at the beginning and go module-by-

module as you learn the different topics within Tableau. You can also use this user guide as a
reference by using the table of contents to jump to particular topics.

Icons to Look For

The following are specific icons to look for when reading:

i
| Tip
Tip: The tip gives additional detailed information about a topic.
£
Note: The note denotes a caution about an aspect of the topic. It will not always be
applicable to all situations; you should check whether it applies to you.

Tableau User Guide 6
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Module 1: Introduction to Tableau

Module Objectives

Understand what Tableau is and identify the Tableau view development process

Identify standard Tableau roles and permission levels
e Recognize Tableau high-level concepts and terminology
e |earn how to open Tableau and identify the various components of the Tableau Workspace

Tableau Overview

Tableau Desktop is a data visualization software that allows for instantaneous insight by
transforming data into visually appealing, interactive visualizations called dashboards. Tableau was
designed to process and analyze nearly any data source in a logical, easy to follow manner. This
results in far less development time, making your data actionable faster. Once connected to a data
source, you can build, query, display, analyze, filter, sort, group, drill down, drill up, calculate,
organize, summarize, and present data in a variety of ways. You can then share your visuals with
your colleagues through dashboards using Tableau Server. Please note since Tableau is a
visualization tool, there may be other reporting tools more appropriate for your needs.

Tableau User Guide 7
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Choose the Right Tool

Please refer to the “Choose the Right Tool” document when deciding when it is suitable to use
Tableau.

Does an Epic-released or
You receive a request for a report. Custom-submitted report in the Report Yes
Repository fit the report request?,

Reporting Workbench

Does an existing Reporting
Workbench template fit the report
request?

Do the results need to be
real-time or near real-time?

Contact your Epic representative to
evaluate whether a custom RW
template might fit the report request.

No

Does an existing Data Mart
contain the relevant data?

No- Crystal Reports

Yes

oes the user base requi
a self-service tool instead of &

i repont? For ple, an
xecutive or board member mig|
want a published report.

No- Crystal Reports

Yes

Does the user want to create
their own report that can be saved, Yes. Webi
scheduled, and reused?

Does the user want interactive
data exploration and creation of
dashboards for distribution?

Yes. Tableau

=D
=D
=
-

Tableau User Guide



Tableau

Tableau Development Process

Tableau Desktop Tableau Server

" Create Tableau

fm

Connect to

R

" Publish to View/Edit/Develop

Workbook

Data & Create Server on Server

'

* Select the Data Source * Publisher uses Tableau * Dashboards/ : * Access and interact
to be used for Desktop to build workbooks canbe | with dashboards
connecting to data and dashboards/ published to server published on
creating workbooks workbooks for sharing with : X ;;?kaub?em

hen ' w;:k%:)o;(ss and
* Data Source ' G
connections can be | ;‘:"‘: R
published and used
T R v
workbooks on
Tableau Server : scratch and share
' with others
'
Desktop '
Publisher ' Web
Publisher

When you are beginning to develop your workbook and data sources, it is best to plan out
prior to development. Use the OHIA Tableau Workbook Designer to help you with this
process.

Opening Tableau through Care Connect

In order to open up Tableau Desktop, you will need to have Duo installed on your mobile device.
1. Go to UCLA MedNet homepage

2. From the Business Systems section click Care Connect Local. If you are off campus and not
connected to VPN, click Care Connect Remote.

3. Enter your AD Username and Password.

4. Double-click on the OHIA Tableau Desktop icon.

OHIA Tableau
Desktop

5. You should get a notification on the phone enrolled in DUO. Click on it and the Login Request
push notification will pop up. Click Approve.

ISS
UCLA Health ISS
ABXDEFXHUTZ
approve Do
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a. If no notification shows automatically, your notifications from DUO Mobile might be
disabled. Click into the DUO Mobile App and click the Tap to Respond green bar to get
the Login Request screen.

o Request Waiting. Tap to Respond...

The Tableau Start Page opens. The Start Page is organized into three sections:

Connect - The data section lets you either connect to a new data source or quickly open a
saved connection. By default, a few sample data source connections are available. As you
continue to create and save connections they’ll be added to the list. Sample data sources
are also stored here.

Open - The workbooks section shows thumbnail images for workbooks you’ve recently
opened. When you open Tableau for the first time, the workbooks section will be blank. As
you create and save new workbooks, the 21 most recently used ones are available on the
start page. Click a thumbnail image to open the workbook.

Samples - The samples section contains several sample workbooks that show off the kinds
of analysis you can do with Tableau.

Discover — The discover section provides links to Tableau training, the latest from the
tableau “Viz of the day” and Tableau resources.

Tableau User Guide 10
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Open
75) Tableay - Book1 -5
Connect @1 Discover

0000

LLLCECLTTLATTIT o444

0000
Conect e Discover
Samples
Workbooks and Sheets

Workbooks and worksheets within Tableau have a similar structure as Microsoft Excel.

» A workbook can contain multiple worksheets, and each worksheet can be connected to a
different data source.

+ A worksheet contains a particular view or dashboard of your data. This is where you build
views of your data by dragging and dropping fields onto shelves.

o Adashboard is a combination of several views of data that you can arrange for
presentation or to monitor.

o The sheets, whether worksheets or dashboards, display along the bottom of the
workbook as tabs.

Tableau User Guide 11
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High-Level Concepts and Terminology of Tableau Workbook

Cards Shelves
3 Tableau - Superstore [Read-Only] - olEN
File Data Worksheet Dashboald Story Analysis Map Format Server Window Help
L L RSl L =] < G- Nomal vi® £- O - v
Data Data  Analvtics g e
s ((Pages = Columns * MONTHIOrder Dat.
Connection — ssumple supe.v Rows Seqment SUM(Sales
TR
D. . s Filters Title .
imensions It ~| = OrderDate | |Monthly Sales by Segment - States: None Title
. me e
= Sagment 2 AGGIProfit $a0s der Date
[+ @ Order - 1/42011 12/312201
® Order Dote
“ Order ID Marks ‘1’
o Ship Date h M A ¥ VY % e i Uy ' e .
w Ship Mode = Filters
+ 2 Location
Country
o Sute =k s
ciy
\. Post -‘E:d/ v| & OrderPr. &
Measures Meoasures ) \ SuM(Profit)
* Days to Ship Ac| A orporate
* Days to Ship Sc.
* Discount
* Profit .
* Profit Raio . — View
\# Quantity
* Sales v
Sets
Sets — = s

Parameters
* Chum Rate
* New Business Gs

Parameters

téome
s m/\‘-“ M
data Sou verview  SalesbySegment i Product ustome Shipp Performance recast What If Forecast |t 5 &
/ZBZm.yIu 3 rows by 1 column___ SUM|Sales): $2.297.201 | "
------------------------ 1-1

Worksheet

Data Source

Dashboard i
Workbook

Term Definition Examples
View / Data . . . N/A
View/ A visual representation of your data in a table or chart. /
Worksheet Worksheets hold your data views. N/A
Dashboard CoIIectpn of several worksheets within view in a single N/A
composite layout.
Workbook .\Nork.books. hold one or more worksheets and/or dashboards | N/A
in a single file.
A dimension is a discrete, descriptive attribute of your data e Category
Dimension used to define the focus of your analysis. Dimensions cannot | e State
be aggregated. e Date
N e Sales
Measures are quantitative fields that are calculated based )
Measure T . . o Profit
upon the specified dimensions. .
e Quantity
e Pages
Cards Cards are containers for shelves, legends, and other controls. | e Filters
e Marks
Every worksheet in Tableau contains shelves. By placing fields | e Size
on shelves, you can create the rows and columns of a data e Shape
Shelves . . . )
view, exclude data from the view, show additional levels of e Level of Detail
detail, and encode the data in various ways.
Data From here you can view and edit the data source being used. | N/A
Connection/ | By clicking the Data Source tab on the lower right you can

Tableau User Guide
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Source edit or add other data sources.

Add a Worksheet or Dashboard

-

To add a worksheet, either go to File > New or click on a new tab = at the bottom of the
window.

To add a dashboard, either go to File > New or click on a new tab &2 at the bottom of the window.

File Data Worksheet Dashboard Story Analysis Map Format Server Wi
8§t LN ]
Data B
ages Columns
Connect to Data
Rows
Dimensions.
Filters
Marks.
Abc Automatic
e|[a|[=
Color Size Text
Detail | | Tooltip|
Mea:
Sheet 1 i || 25

New Worksheet New Dashboard

Delete a Worksheet

To delete a worksheet, right-click on a worksheet and select Delete Sheet.

Marks I
Abc Autom Mew Worksheet
Text~ |: Mew Dashboard L
Color=[__(( Delete Sheet
Size | Rename Sheet
—[ Duplicate Sheet
Level of Deta Duplicate as Crosstab
Copy Formatting
Paste Formatting
Show Filmstrip |
Sheet1 3, Sheerz

Hiding and Showing Worksheets
A worksheet that is used in a dashboard cannot be deleted, but it can be hidden.

Much like Excel, you can hide the worksheets that are used in a dashboard by right-clicking the
worksheet tab and selecting Hide Sheet.

Tableau User Guide 13
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& Note: Keep in mind that someone viewing the dashboard can still access the hidden

worksheet.

You can show a hidden sheet by navigating to the dashboard that uses it. Select Go to Sheet on the
dashboard view menu. The hidden sheet is shown temporarily next to the dashboard. When you
navigate away from the hidden sheet, it is hidden again. Right-click the sheet tab of the hidden
sheet and select Unhide to unhide it permanently.

UCLA Templates

Every time you create a dashboard, you want to keep consistency in formatting, so we’ve created
two templates for you to utilize when creating your dashboards, UCLA Health, and OHIA. These will
be found in the Save folder on Citrix, but they can currently be viewed and opened on the Training
Tableau Server.

1.

Open up Tableau Desktop and go to Server > Open Workbook.

|
Fle Data Help
Sign In...

You may be prompted to sign into the server: http://bsdtableau02

Use your AD credentials to sign in.

Open up the UCLA Tableau Templates and you should see the below two dashboards.

UCLA Health Template OHIA Template

UCLA Health

Tableau User Guide
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Module Summary

You should now be able to:
e Understand what Tableau is and identify the Tableau view development process
e |dentify Tableau roles and permission levels
e Recognize Tableau high-level concepts and terminology

e |earn how to open Tableau and identify the various components of the Tableau Workspace

Tableau User Guide 15
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Module 2: Connect to Data
Module Objectives

e Understand difference between live connection and extracts

e See how to connect to a database

e Connect to sample Excel datasets

e |earn tocreate and remove a data extract

Overview

The first step in the Tableau development process is connecting to data. This step involves
connecting to the sample datasets, the respective table(s), and then either connecting live or
importing the data from the specified table(s) to be used while creating the dashboard. When you
import all or some of your data into the Tableau’s data engine, you create a data extract. The

extract can improve performance to enable more advanced capabilities and allow you to do offline
analysis.

On the initial startup screen, select the Connect to Data option.

Tableau - Book1 -8

Connect Open
000! il :
i ® e
000! __:,:
Connect e IO ==

AHPN Physician £ PATIENT_SATISFA Orthopedic ok Spine and Orth All Surginet Proce.

Tableau User Guide 16
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Data Connection Process

Follow the below process to decide which type of data connection to use:

CoE

Are you connecting
to an xDR data source?,

Connect to data
Ye source from Tableau
Server

s your data source
available on Tableau
Server?

Yes.

Fill out request for

data source to he
published to the
Tableau Server

Master Folder
("master” data source:
used for CoE)

Autornated process Users move

g
1 \‘: 1o mave files - \‘1. to either j
o [}
Adhoc Folder
% \% (data sources used for
own use/adhoc analysis)
Drap off your Secured File
flat file data Share only
saurce in the Accessible
Drop Off Flle fram Tableau
Share Desktop Citrix

Environment

*Structure still being defined — locations will be TBD

When connecting to a data source, first you need to be aware of what type of data source you are
connecting to. There are two types of data sources you will be connecting to:

Data Source Type

Description

xDR

XDR data sources are any data marts or anything else you have backend access
to that is OHIA owned (data marts, Clarity, Cogito etc).

Non-xDR

Non-xDR will be all other data sources that will be imported as flat files.

If you are connecting to an xDR data source, connect to the data source through Tableau Server. If your
data source has yet to be published there, please fill out the request form for this to be completed. If
you are still in need of your data mart to be created, contact OHIA-PMO.

Any other data source will be considered a non-xDR data source. In order to connect to these, you need
to create a Flat File and go through the Drop Off File Share. This file share is only a one-way into the
Citrix Environment. Once you drop off your data source, it will show up on your Citrix Environment in
the Drop Off Folder. This will be available for all of the content creators in your CoE to connect to.

In this file share, there will be Master subfolder created. Any data sources that you want shared with
your CoE, have been vetted and are your “one source of truth”, place these here. Eventually, these
master data sources will be published, allowing you to connect directly through Tableau Server. The
Adhoc subfolder will be used for your own data analysis.

Tableau User Guide
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Data Connection Types

Through the Data Connection window, there are three options to create a data connection or
impact data for use while creating the dashboard.

File Data Server

€->n

Orders (Sample - Superstore Subset (Excel))

Warkhook

e Connect Live — select Live under connection
e |Import all data — Select Extract under connection

e Import some data — Select Extract under connection and then select Edit and
choose to import N top rows or Add under Filters to add data filters

Connection Type Details
Tableau - Book2 = &

Help

O Live ® Extract o
Extract will include all data.

‘ Orders

Data Pros and Cons
Connection
Option
Connect live | Tableau will run a new database query as data elements are added or changed
within the dashboard
« Inefficient for development and will cause large query overhead on the
database
e Requires all Tableau dimensions and measures to be configured correctly
otherwise improper SQL is passed down to the database (e.g., ID columns may
be defaulted to measures in Tableau and be incorrectly aggregated)
Import all Extracts all data from database based upon selected views and columns with no
data filters applied
e Data extracts are stored locally in the Citrix environment and used by Tableau,
providing the best performance
e Data extracts can be refreshed fully or incrementally as needed
e Could be extracting massive datasets, so must take data volume into account
Import some | Extracts all data from database based upon selected views and columns with
data defined filters and row limits
e Data extracts are stored locally on Citrix and used by Tableau, providing the
best performance
e Data extracts can be refreshed fully or incrementally as needed
¢ Allows you to specify query filters prior to extracting data
¢ Allows you to return only a sample of the full dataset for development

Tableau User Guide
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A

Note: If the Import some data option is selected, after the dashboard has been built and

before publishing on the server, the desktop developer will have to import all data
for holistic.

Database Connection Options

In the standard database connection window (below example from PostgreSQL), you may click and
drag tables into the data area, or create Custom SQL.

com

_comments+ (workgroup)

Srver e (D) — Cetomzations

Database

workgroup
Table

Entertable name

_background_tasks

_comments
_customized_views
_datasources Id Title Comment Commentable Type Created At Drawing
_datasources_stats _co.. A _com.. A _comments Abc _comments £ _comments Abe _comn
_htp_requests

_projects

_sessions

_sites

_subscriptions

_tags

_users

_views

_views stats

L I O O O e s O O

_workbooks
EE asset_list_items
BB asset_lists
EE async_jobs

EH auto_saves
=

| E% New Custom SQL |

Data Connection Type | Pros and Cons Recommended

Approach

Single Table Connect to a single database view or table. Yes

¢ Select specific columns to retrieve from view
or table

* Not likely useful unless data has already been
de-normalized into a single view

¢ Allows for incremental refresh of extracts

Multiple Tables A wizard-like, user interface that allows you to Yes

join multiple database views or tables together.

¢ Select specific columns to retrieve from each
view or table

e Inner, Left, Right, and Full Outer joins all
available, including multi-key joins

Tableau User Guide 19



Tableau

Data Connection Type

Pros and Cons Recommended

Approach

e Tableau generates SQL query based on
selected columns and joins, then sends to
database

¢ Allows for incremental refresh of extracts

Tip: When connecting to multiple tables, first
select the Single Table radio button and the
table. Then once a table has been selected,
click on the Multiple Tables radio button to add
multiple tables within the database.

Custom SQL

Requires coding of custom SQL to retrieve data. No

* More error-prone than using other options

¢ Disallows Tableau filters to be pushed down
to database query (they will be applied after
the full custom SQL has completed)

* Disallows use of incremental refresh for
extracts, therefore will always require a full
refresh

Connect to Sample Excel Data

To connect to an excel file:

1. Open Tableau Desktop

2. Select Data > Connect to Data

3. Click on Microsoft Excel listed under the In a File section.

Tableau User Guide
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File Data Server Help

Connect

In a file

Tableau Data Extract
Text File
Import from Workbook

On a server
Tableau Server
Actian Vectorwise
Amazon Redshift
Aster Database
Cloudera Hadoop
DstaStax Enterprise
EXASolution
Firebird

Google Analytics
Google BigQuery
Hortonworks Hadoop Hive
HP Vertica

1M DB2

1BM Netezza

MapR Hadoop Hive

Microsoft Analvsis Services

4. The Windows Explorer dialog box will open.

5. Browse to the location .\Documents\My Tableau Repository\Datasources\9.1\en_US-US.
Sample — Superstore .xIsx. To connect to your non-xDR data sources, browse through DropOffs
Folder located on Citrix.

6. The data connection box will now appear.

7. Click and drag the Orders table into the clear white space.

File Data Server Window Help

& €om B
= Orders (Sample - Superstore) ey et o
Wedkhook Orders
Sheets
& Orders
= People
m Returns
) = opy Show aliases || Show hidden fields Rows (9,994 =
RowID  Order ID Order Date Ship Date Ship Mode Customer ID Customer N. Segment Country Gty State Postal Coc
1 CA-2013-1521 11/9/2013 11/12/2013 Second Class CG-12520 Claire Gute Consumer United States  Henderson Kentucky
2 CA-2013-1521.. 11/9/2013 11/12/2013 Second Class €G-12520 Claire Gute Consumer United States  Henderson Kentucky
3 CA-2013-1386.. 6/13/2013 6/17/2013 Second Class DV-13045 Darrin Van Huff  Corporate United States  Los Angeles California
4 US-2012-1089.. 10/11/2012 10/18/2012 Standard Class S0-20335 Sean O'Donnell  Consumer United States  Fort Lauderd...  Florida
5 US-2012-1089.. 10/11/2012 10/18/2012 Standard Class S0-20335 Sean O'Donnell  Consumer United States  Fort Lauderd...  Florida
6 CA-2011-1158.. 6/9/2011 6/14/2011 Standard Class BH-11710 Brosina Hoffm... Consumer United States  Los Angeles California
7 CA-2011-1158.. 6/9/2011 6/14/2011 Standard Class BH-11710 Brosina Hoffm, Consumer United States  Los Angeles California
8 CA-2011-1158.. 6/9/2011 6/14/2011 Standard Class BH-11710 Brosina Hoffm... Consumer United States  Los Angeles California
9 CA-2011-1158.. 6/9/2011 6/14/2011 Standard Class BH-11710 Brosina Hoffm. Consumer United States  Los Angeles California
10 CA-2011-1158.. 6/9/2011 6/14/2011 Standard Class BH-11710 Brosina Hoffm... Consumer United States  Los Angeles California
11 CA-2011-1158.. 6/9/2011 6/14/2011 Standard Class BH-11710 Brosina Hoffm... Consumer United States  Los Angeles California
12 CA-2011-1158.. 6/9/2011 6/14/2011 Standard Class BH-11710 Brosina Hoffm... Consumer United States  Los Angeles California
S e e ) e e Ry o

8. Select Extract for Connection Type
9. Preview the data to ensure it’s being imported as expected

10. Click Go to Worksheet to save the extract and import the data into the worksheet.

i
LT'—E- Tips:

e Use a file name that is detailed enough to best describe its contents.
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11. The Data window seen below will populate with the dimensions and measures from the Orders
table.

Data  Anahviics
Orders (Sample - ..

“! Pages 1 Calumns

£ Rows
Dimensions A~

Filters

= Customer 10

= Customer Mame
o Order Date

= Order ID

@ Postal Code

== Product 1D

= Product Name

= Region

# RowID

= Segment

& Ship Date L
Measures.

# Discount

# Proft

# Quantity

* Sales

© Latitude (generated)
© Langitude (generat..
# Number of Records

# Measure Values

§

| Tip
Tip: If you want to change settings in your data source after the initial import, you can
use Edit Data Source to apply filters, change connection type, etc.,

File | Data | Worksheet Dashboard Story Analysis Map Format Server Window Help

New Data Source a0 | Wi~ Normal v/ = £- T

Dat: Paste Data Ctrl+v

Tl lumns

Refresh All Extracts. =

Iimg Tableau Data Server 3

e Edit Relationships...

® g Replace Data Source...

= Upgrade Data Sources.

w

B q # | Orders (Sample - Superstore) - Edit Data Source...

= Order ID & ] Refresh F5

@ Postal Code Color| | Size | | Text T View Data...

= Product ID

e Product Name Detail | |Tool Rename...

= Region Duplicate

4# Row ID Close

* Segment ) Extract Data...

F1 Ship Date h

Measures Use Extract

# Discount Extract '

" Profit Edit Data Source Filters...

" Quantity Replace Data Source...

* Sales Date Properties...

® latitude (generated)

© Longitude (generat.. Bl '

* Number of Records Publish to Server...

* Measure Values Add to Saved Data Sources...
Properties...

JData Sou... | sheet 1| 23t

Save the workbook by clicking the save icon and name it Class Training — Superstore Data. The
default save format will be a TBW (Tableau workbook).

Creating an Extract
If a live connection was chosen initially, you may change it to an extract by creating a data extract

1. Select Data > Orders (Sample — Superstore) > Extract Data to open the Extract Data dialog box.
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2. Add Filters or specify number of rows to extract

& Note: You can define filters by clicking the Add button under the Filters list to limit the
data that will be extracted. Tableau will first apply any filters and aggregation and
then extract the number of rows from the results.

Specfy how much data to extract:
Filters {Optional)

Filter Details

Add... Edit... Remove

Aggregation

Aggregate data for visible dimensions

Rollup dates to | Year ..
Year
Mumber of Rows Quarter
(®) All rows it
Incremental refresh
() Top: rows
History... Hide All Unused Fields Cancel

3. Select a location to save the extract and click Save.

4. Save your workbook by clicking File > Save as.
Tableau

i The extract has a different time zone from the underlying server. Calculations using
LB TODAY() and NOW/{} and relative date fitters will give different results.

[ Do not show again

7N

Extract Aggregation

Note: A warning box may appear. Click the OK button.

When selecting the Aggregate data for visible dimensions option, the measures are aggregated
using their default aggregation. Aggregating the data can minimize the size of the extract and
improve performance.

You may also choose to roll up the data to a specified year, month, day, etc., level.
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Original Data A B c i

1 Date  Region Sales ‘

2 1/1/2009 South $500

3 1/1/2009 West $200

4 1/1/2009 West $100

5 1/1/2009 East $300

6 1/2/2009 South $600

7 1/2/2009 South $400

8 1/2/2009 East $100

P 0 A VI P Araattn yian e
Aggregate Data A B c
(no roll up) 1 Date  Region Sales

2 1/1/2009 East $300

3 1/1/2009 South $500

4 1/1/2009 West $300

5 1/2/2009 East $100

6 1/2/2009 South $1,000

AT . o el A AN . I A
Aggregate Data & B c
(rollup dates to 1 Date  Region Sales
Month) 2 1/1/2009  East 400

3 1/1/2009  South  $1,500

4 1/1/2009 West $300

- SR N | S—| -

Remove an Extract

1. Right-click on the Orders (Sample — Superstore) data extract connection. From the main tool
bar, select Data > Orders (Sample — Superstore) > Extract > Remove.

2. A Remove Extract window will appear. Select an option and click OK.

Module Summary

Remove the extract — Converts to live data and requires reconnection to database.

Remove and delete the extract file — Converts to live data, removes and deletes the
extract file from your hard drive.

Remove Extract

I_\ Are you sure you want to remove the extract?

@ Remove the extract

() Remove and

e

delete the extract file

OK ] [ Cancel

You should now be able to:

e Understand difference between live connection and extracts

See how to connect to a database
Connect to sample Excel datasets

Learn to create and remove a data extract

Tableau User Guide
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Module 3: Managing Data: Filtering, Sorting, Grouping, and Sets

Module Objectives

Add a quick filter to the view

e Apply ascending and descending sorting using a stacked bar chart
e Define and create a grouping

e Understand the various applications for sets and create a set

e Copy and paste information between multiple sheets

Filters

Filters allow you to narrow the data down in a view or exclude certain information. They are
defined by selecting specific dimension members or a range of measure values.

7N

Adding Filters

Note: Filters are applied to the view in the order they appear on the Filters shelf.
However, when working with independent filters, the order of the filters in the
filters shelf does not change the results.

You can create a filter by dragging and dropping either a dimension or measure into the filters
shelf. When you add a field to the filters shelf, the Filter dialog box opens so you can define the
filter. The Filter dialog box differs depending on whether you are filtering a dimension, measure, or
date field.

1. Create the following view:

Data Analvties  *

u Pages T Columns = YEAR(Order Date) = QUARTER(Order D..
1 Orders+ (Sample - ...
(&Sample - Superstore = Rows LU
i 3 n o - | Filters Order Date
ULEEED ’ 2011 2012 2013 2014

+ @ Customer ~ $40,000
we Customer ..
e Segment Marks

+ @ Order $35,000

ul “
& Order Date (Br Y]
e Order ID & M san00
= Ship Date Color | | Size | | Label g

= Ship Mode N
' Datsil| Tool..
+ & Location

© Country & & Category

@ State
@ (i
® City Category $20,000
@ Postal Code W Fumiture I
+ & Product B Office Supplies
- W Technology
Category v $15,000
Measures
# Discount ~
# Profit $10,000
“# Profit Ratio
# Quantity
# Sales $5,000
B 1 ntitodn fonnor L
Sets
@ Top Customers by .. 50 I | :
8 5 8 38 35 8 8 3

$25,000

Proft

Parameters

# Profit Bin Size = 5 553558835553
# Ton Cuctnmers ¥ o o ¢ <RI <

Detailed Instructions:
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Q

Drag Order Date to the Columns Shelf.

=

Click the (+) on the left of Year(Order Date) to view a lower granulary Quarter(Order Date).
c. Drag Profit to the Rows shelf.
d. Drag Category to the Color shelf on the Marks card.

2. Dragand drop the Category dimension into the Filter Shelf. A Filter window will open.

3. You can either select/deselect from the list or use the tabs at the top (Wildcard, Condition,
Top). In this exercise, select the Technology value.

General | Wildcard | Condition | Top ‘

@ Select from list O Custom value list Q Use all

Enter Text to Search
1 Furniture

[] Office Supplies
Technology

All | ‘ None [ Exclude

Summary

Field: [Category]

Selection: Selected 1 of 3 values
Wildcard:  All

Condition: None

Limit: None

‘ Reset | | OK ‘ | Cancel ‘ ‘ Apply ‘

4. Inthe view, verify that only the Technology Category remains as a result of the filter.

Data Analvtics  *

Pages 1 Columns = YEAR(Order Date) QUARTER(Order D..
te Sample - Supe... - = Rows SUM(Profit)
Dimensions =2 (Fiters Order Date
4 & Customer ~ Category: Tec. 2011 2012 2013 2014
. Customer ...
e Segment
4 @ Order Marks $18,000
#c Order ID oo $16,000
5 chi
Ship Date Color| | Size | |Label
4 Ship Mode —
4 & Location Detail| |Tool... $14,000
@ Country I
® > Category
state $12,000
@ City
@ Postal Code Category &
4 & Product M Technology §$10_OOO
#c Category
we Sub-Catea Y
Measures $8,000
# Discount A
# Profit $6,000
= Profit Ratio
# Quantity
# Sales $4,000
@ M atituda laanar A
Sets s
2,000
@ Top Customers by ...
Parameters s I
0
# Profit Bin Size ~ # - o4 o T T N © ¥ = & © =T = o o =
© ¢ ¢ ¢ ¢ 0o ¢ ¢ 0o 0o ¢ © o/l C O O
# Ton Customers
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5. Drag and drop the Order Date dimension into the Filters shelf.

6. Choose to filter on Quarter

7. Select only Ql and Q2. Click OK.

8. Verify only Technology for Q1 and Q2 values are displayed in the view.
Data  [Anavtics = [ il Colurnns = YEAR(Order Date) QUARTER(Order D..
i= Rows SUM(Profit)

Dimensions eSO Filters Order Date
4 @ Customer A 2011 2012 2013 2014
» Customer... QUARTER(Order Da.. $14,000
s Segment
4 & QOrder
8 Order Date Marks $12,000
# Ship Dat —
Sh:z e e[ o |[m | sto00
+ 2 Location Color Size Label
@ Country | Detal || Tootip | _ $8.000
©® State B — I
@ City v | & E Category =
Measures $6,000
# Discount A | Category
# Profit W Technology
“# Profit Ratio $4,000
# Quantity ®
Sets 7 $2,000
@ Top Customers by ...
Parameters $0
# Profit Bin Size 2 @t Q@ a1 @ Qo @ o
Quick Filters

When you turn on a Quick Filter, a smaller representation of the Filter dialog box opens as a new
card. From there, you can quickly decide what to include in the view.

Add Quick Filter
1. Either right-click or click on the down arrow on a field in any of the shelves.

2. To add a quick filter for the Order Date (Quarter) dimension, select Show Quick Filter.

Filters o
Category: Technology Q1
QUART
L Filter...
Marks Show Quick Filter
Clear Filter
1
ol Bar Add to Context
& Apply to Worksheets 4
Color
| & Sort.
| Detail
| ® Create Set...
& 8C
TH Year 2015
E Quarter Q2
Categor
B Teohn Month May
Day 8
More b

3. The Order Date (Quarter) quick filter is in the upper right corner of the view.
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Data  |Analtics =] p, OEslmne “ YEAR(Order Date) QUARTER(Order D..
Dimensions = [FEe Order Date QUARTER(Order. |
4 & Customer A Category: Technolo.. 2011 2012 2013 2014 7 (A
#c Customer ... $14.000 8;
#c Segment a3
4 & Order [10Q4
8 Order Date Marks $12,000
B Ship Date N
s Ship Mode & @ L $10.000
+ 2 Location Color Size Label
@ Country ‘DetailHTocltip‘ _ $8000
@ State — B
@ City v | & & Category .
Measures $6,000
# Discount ~ | Category
# Profit [l Technology 54000
- Profit Ratio
# Quantity v
Sets $2,000
@ Top Customers by ... I
Parameters $0
# Profit Bin Size 5 83 8 3 8 5 &

4. Within the Quarter quick filter, click on the down arrow to view quick filter options.

Product Sub-C.. £ S|~

Edit Filter...

Rerove Filter

-

Apply to Worksheets

Format Quick Filters...

-

Customize

Show Title

Edit Title...

Single Value (List)
Single Value (Dropdown)
Single Value (Slider)

Iz‘ Multiple Values (List)
Multiple Values (Dropdown)
Multiple Values (Custom List)
Wildcard Match

fgd8+ds

Only relevant values
|z| All values in database
|z| Include Values

Exclude Values

X Hide Card

e General Quick Filter Options:

o Edit Filter — opens the main Filter dialog box so you can further refine the filter by
adding conditions and limits.

o Remove Filter — removes the quick filter from the view

o Apply to Worksheets — applies to all sheets that use the same data source, select
specific worksheets, or just the current sheet

e (Categorical Quick Filters Options:

o Multiple Values List — Displays the values in the quick filter as a list of checkboxes
where multiple values can be selected.
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o Single Value List — Displays the values of the quick filter as a list of radio buttons
where only a single value can be selected at a time. An “all” option can be added
to the list to let you quickly select all values without switching to a multiple values
list.

o Compact List — Displays the values of the quick filter in a drop-down list where only
a single value can be selected at a time.

o Slider — Displays the values of the quick filter along the range of a slider. Only a
single value can be selected at a time. This option is useful for dimensions that
have an implicit order such as dates.

o Wildcard Match - Displays a text box where you can type a few characters. All
values that match those characters are automatically selected. You can use the
asterisk character as a wildcard character.

Customizing Quick Filters

The appearance of the quick filter controls can be altered and customized on worksheets,
dashboards, or how it is published on Tableau Server.

1. Select Customize on the quick filter card menu.
2. Select from the following options:

e Show “All” Value - toggles whether to show the “All” option that displays by default in
multiple values and single value lists.

e Show Search Button - toggles whether to show the search button at the top of the quick
filter.

e Show Include/Exclude - toggles whether to show the Include Values and Exclude Values
commands on the quick filter card menu. When shown, users can switch the quick filter
between include and exclude modes.

o Show Filter Types - toggles whether to let users change the type of quick filter is shown. For
example, when shown, a user can change a multiple values list to a compact list.

e Show More/Fewer Button - toggles whether to show the More/Fewer button at the top of
the quick filter.

e Show Readouts - controls whether the minimum and maximum values are displayed as text
above a range of values. The readouts can be used to manually type a new value instead of
using the sliders.

Product Catego... £ = |~
Edit Filter...
Remove Filter
Apply to Worksheets  *

Format Quick Filters...
Show "All" Value Customize 4
Show Title

Show Search Button )
Ecit Titl...

Show Include/Exclude
Show Filter Types Only relevant values

Show More/Fewer Button | ® | All velues in detabase

ELann LoD [*] Include Values
Exclude Values

% Hide Card
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Global Filter

A global filter is a filter that applies to all existing and future worksheets in the workbook that are
connected to the same data source. The global filter can be identified by the database icon next to
the filter in the Filters shelf.

Product Sub-C.. £ =|~
Edit Filter...

Remove Filter

|I| All Using This Data Source BRI e >
S Format Quick Filters..
Only This Worksheet Customize
Show Title

Edit Title...

Single Value (List)
Single Value (Dropdown)
Single Value (Slider)

[*] Multiple Values (List]
Multiple Values (Dropdown)
Multiple Values (Custom List)
Wildcard Match

|z| Only relevant values
All values in database

[®] Include values

Exclude Values

Rong+ge

% Hide Card

Add Global Filter

1. With your mouse, hover over an existing filter on the Filter shelf.

2. Click on the drop-down button to access the option to Apply to Worksheets

3. When you add that specific field to All Using This Data Source, the global filter will be added.

Filters

Category: GTUR

The field is marked with a database icon and the filter is applied to all worksheets in the
workbook. Any changes you make to the filter affect all of the worksheets.

Make Global Filter Local

You can also make a global filter into a local filter again where it just applies to the active
worksheet.

1. Select the drop-down on the global filter on the filter shelf and select Apply to Worksheets >
Only this Worksheet.

2. Verify the database icon has been removed.

Tip
L—-— Tip: The filter can be applied to specified worksheets only one by one. Apply to
Worksheets > Selected Worksheets.

Context Filters

If you are applying filters to a large data source, you can improve performance by setting up
context filters. A context filter is applied to the data source first, and then the other filters are
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applied only to the resulting records. This sequence avoids applying each filter to each record in the
data source.

Create Context Filters
1. Onthe Filters shelf, right-click the appropriate filter and select Add to Context.

2. Verify the context filter appears at the top of the Filters shelf, is marked with context filter
applied, and is colored grey.

Filters

| Category: Techno.. -
QUARTER(Order Da..

A

Note: The context filter will always be the first filter applied and cannot be rearranged on
the shelf.

Sorting, Groups, and Sets Defined
You can use sorting, groups, and sets to further refine your views and extract exactly the
information you are looking for.
e Sorting — Sorting a data view means arranging dimension members in a specified order.
e  Groups — Combine dimension members into higher-level categories.

e Sets— Create a custom field based on existing dimensions that can be used to encode the
view with multiple dimension members across varying dimension levels.

Sorting

There are two sorting types: computed and manual.

e Computed Sorting — automatically sorts data along dimensional items used in your view. By
default, it sorts the category labels in ascending or descending alphabetical order or
measurements in highest to lowest order.

e Manual Sorting — allows you to rearrange the order of dimension members in the table by
dragging them in an ad-hoc fashion, giving precise control over how items appear next to
one another in tables and in legends.

§
Ti
L_lg_ Tips:

e You can sort any discrete field after it has been placed on a shelf (except the Filters
shelf).
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e The shelf location of the dimension determines the component of the data view
that’s sorted. For example, if the dimension resides on the Columns shelf, the
columns of the data view are sorted for that field. If the dimension resides on the
Color shelf, the color encodings are sorted.

Apply Computed Sorting

1. Recreate the below view:

Pages il Columns SUM(Sales)
= Rows = Category Sub-Category
Filters Category Sub-Catego..

Furniture Bookcases
Chairs |
Furnishings N
Tables |

Marks Office Appliances I
Supplies Art
ul Automatic Binders |
[ Envelopes
Abc
& g 123 Fasteners
Color| | Size Label Labels

— Paper |
Detail Storage |
— Supplies
& SUM(Profit) Technology Accessories NN
Copiers |

Tool...

Machines
i |
SUM(Profit) Phones
D $0 $100,000 $200,000 $300,000
517,725  $55,618 Sales

Detailed Instructions:
a. Drag Category from the dimensions to the Rows shelf.

b. Click on the (+) to the left of the Category field to see the view by Sub-Category.
Otherwise, drag Sub-Category from the dimensions to the right of Category.

c. DragSales from the measures to the Columns shelf.
d. Drag Profit from the measures to the Color shelf on the Marks card.

2. Click on the down arrow of the Sub-Category dimension in the Rows shelf and choose Sort.

[ Sub-Category - j

Filter...

Show Quick Filter ]
Sort... %

Format...

v Show Header
~  Include in Tooltip

Edit Aliases...

® Dimension
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3. The Sort dialog box opens. In the Sort order section, select the Descending radio button. In the
Sort by section, select the Field radio button and select Sales in the dropdown field.

R e ——— _..._|

Sort [Sub-Category] X
Sort order |
O Ascending

@ Descending

Sort by [

() Data source order

() Alphabetic

@ Field Aggregation: |
|Sa|es v| |Sum v|

(O Manual

Accessories Up |
Appliances |
Art Down

Binders
Bookcases

| Clear | | OK | | Cancel | ‘ Apply ‘

4. Click OK. The bar chart is updated.

Pages i1t Columns SUMI(Sales)
i~ Rows = Category | Sub-Category -
Filters Category Sub-Catego..

Furniture  Chairs |
Tables |
Bookcases
Furnishings N
Marks Office Storage |

. Supplies  Binders |
ul Automatic >~ Appliances  IIEEEG__—_———

Paper I

Abc

& S b Supplies

Color | | Size Label Art

—— Envelopes

Detail Tool‘..‘ Labels

— Fasteners

& SUMI(Profit) Technology Phones |
Machines
Accessories NI

SUM(Profit) Copiers |

| 50 $100.000 $200.000 $300.000

$17,725 $55618 Sale

| Tip _ . m] =l
Tip: If you want to change sort order, select either Ascending or Descending on
the main toolbar or axis, which is boxed in the above view.
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In the Sort dialog box, you noticed you can choose one of the three options to sort by:

e Data source order - the order that the data source naturally orders the data.
Generally for relational data sources, this tends to be in alphabetical order. If you
are using a cube, this order is the defined hierarchal order of the members within a
dimension.

e Alphabetic - the order of the letters in the alphabet.

e  Field - order the data based on the associated values of another field. For example,
you could order several products by their total sales values.

Manual Sort Using the Toolbar

The two sort buttons on the toolbar = 7* manually sort a selection either in ascending or
descending order based on the other fields in the view.

1. Select a dimension in the view.

2. Hover over either the ascending or descending button on the toolbar to see a description of
how the selection will be sorted.

3. Click on either the ascending or descending button; or right-click on the sorted field and select
Sort to open the Sort dialog box.

Manual Sort by Drag and Drop

1. Select the dimension member you want to move. This can be any dimension member that
appears in a row or column header of a table, or in a legend such as the color legend.

2. Dragthe member to the desired location within that row, column or legend.
Default Sort

If you want make sure a dimension defaults to the same sort every time it is brought into the view,
right-click or select the drop down on the dimension in the data pane, and navigate to Default
Properties > Sort.

| [T e Appliances
abe | Cat
ategory Add to Sheet Paper
ae Sub-Categ... Supplies
Show Quick Filter Art
# Manufacture Envelopes
#ee Product Na.. Duplicate Labels
A Profit (bin Fasteners
(bin) Rename... chnology Phones
Measures Hide Machines
# Discount Accessories
# Profit Aliases... Copiers
# Profit Ratio Create L
# Quantity Transform 4
# Sal
. @ s\:s Convert to Measure
@ Latitude (gener...
S Change Data Type
SEls Geographic Role  *
@ Top Customers k .
»
Parameters Default Properties Comment...
# Profit Bin Size Group by 3 Color...
N 3 Shape...
O Data Source | She Folders = P
17 marks 17 row Hierarchy g %
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Clear Sort

To clear a sort, right-click on a field a legend or and select the drop-down of the Dimension that has
the sort applied to it, and click on Clear Sort.

( Sub-Category - j

Filter... L

Show Quick Filter

F  Sort..

Clear Sorl]k

Format...

v Show Header
v Include in Tooltip

Edit Aliases...
I e Dimension
_ Attribute
Grouping

A group is a collection of dimension members that have been combined into higher-level
categories.

Create a Group

You can both use the group button on the toolbar, or right-click a dimension in the Data window
and select Create > Group. For this demo exercise, you will be creating a group for the Product
names starting with A, B and C.

1. Right-click on the Product Name dimension and select Create Group.

| [wowor| | sie | aver | Appliances I
stc | Product Name

Furnishings I
Profit (bin) LIT L Paper I
Region Show Quick Filter Supplies I
Art N
sures Duplicate Envelopes Il
Jiscount Labels W
. Rename... Fasteners |
rofit .
o Hide S0 $10(
rofit Ratio
luantity Aliases...
ales Create b Calculated Field...
atitude .{'g?nerated) ) Transform ’ Group... %
Convert to Measure @ Set..
op Customers by Profit Change Data Type * Parameter...
matarc r

2. Inthe Create Group window, locate the Field Name: at the top and rename to Product Group
3. Select Find >> to search for specific names.

4. Select Starts with and type in A and select Find All.
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5. Now all “A” product names will be highlighted. Select Group to group these together.

6. Name the group A and note the paperclip icon to indicate that these are all grouped.

Field Name: Product Group

Groups:

| 4009 Highlighters by Sanford

50 Colored Long Pencils

6" Cubicle Wall Clock, Black

9-3/4 Diameter Round Wall Clock

FIENS

Aastra 57i VoIP phone
Aastra 67571 CT Wireless VoIP phone
Acco 3-Hole Punch
Acco 6 Qutlet Guardian Basic Surge Suppressor
Acco 6 Qutlet Guardian Premium Plus Surge Suppressor
Acco 6 Qutlet Guardian Premium Surge Suppressor v

Rename Ungroup Show Add Location
[ Indude "Other'

Find members

0 \

Starts with < Range: |(All) <

| Fndal | FindNet

ox ][ st [ o]

7. Repeatsteps3to5forBandC.

Tip
L——‘ Tip: Hold the CTRL key on your keyboard to select multiple members.
8. Check the Include ‘Other’ checklist to group all other product name values into an Other bucket

9. Suppress the groups to see all four listed

Field Name: \Product Group | I

Grous: T —
> @A
> @B
b @C
[> & Other
‘ Group ‘ ‘ Rename ‘ ‘ Ungroup ‘ Show Add Location
Include 'Other'
Find members
e \
‘ Reset ‘ ‘ oK ‘ ‘ Cancel ‘ ‘ Apply ‘
—

10. Click OK to apply.

11. Your dimensions data pane should result in the following new dimension field:
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2 Postal Code
TIF Order Profita... Marks
+ & Product ul Bar
ae Category
&
#c Sub-Categ...
Color
e Product Na...
# |Product Group ‘ Detail
e Region
=ac Ship Status ®LES
e Monciire Mam
Measures State
* Sales A | m califon

12. Drag the Product Group group and the Product Name field into the row data shelf to ensure the
dimension values were grouped properly

Data | Analvtics : Pages

T Columns
¥ - v
o Sample - Supe... i= Rows Product Group  Product Name
Dimensions =27 Filters Product
@ State A Group  Product Name
2 A Aastra 6757i CT Wir_| A
@ [City z Acco 3-Hole Punch |
@ Postal Code Acco 6 Outlet Guard. |
-1F Order Profita... Marks Acco 6 Outlet Guard..|
raer rofita Acco 6 Outlet Guard. |
¢ & Product ul Bar v Acco 6 Outlet Guard. |
. Category ——— = Acco 7-Outlet Maste_ |

@

Size

&

Color

™
™ - ks Acco Banker's Clas . |
Sub-Categ... Acco Clips to Go Bi.. |

#¢ Product Na... Acco D-Ring Binder _|
& Product Group ‘ Detail ‘ ‘ Tooltip ‘ Acco Data Flex Cabl_|
- J 7 Acco Economy Flexi..|

Label

e Relgmn Acco Expandable H. |

e Ship Status Acco Flexible ACCO. |

se Moncira Nam ¥ Acco Four Pocket P._|
Measures Acco Glide Clips. |
Edit Group

After you have created a group, you can add members to the group, change the default member
names, as well as change the name of the grouped field using the Edit Group dialog box.

1. Right-click the grouped field in the Data window and select Edit.

2. Toadd members, drag and drop them into the existing group. Click OK.

Create a Group by Selecting Marks

Instead of using the data pane to create a group, you can create a group in the view itself.

1. Create the below view sorting Sub-Category by Descending Order by Sales.

Pages 7 Columns SUMI(Sales)
= Rows Sub-Category =
Filters Sub-Catego

Phones I
Chairs I
Storage I
Tables I
Marks Binders I

Machines I
Accessories I
"o 1§ | [ e Copiers I
® ¢ i ‘ Bookcases NG
Color| | Size | |Label Appliances [
— —— Furnishings NG
Detail | |Toal... Paper I
R Supplies I
Art I

Envelopes [l

Labels H
Fasteners |

$0 $100,000 $200,000 $300,000
Sales ¥
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2. Group Envelopes, Labels, and Fasteners together but clicking on each of their labels while
holding Ctrl. A tooltip will appear, allowing you to choose the Group Members icon ().

Furnishings
Paper
Supplies
Art

3 items selected - SUM(Sales)

Envelopes | |
La v Keep Only X Exclude + = = ® - =
Faste ]
: roup Men

Envelopes

3. A Sub-Category (group) will be created and will replace the Sub-Category field on your rows
shelf.

il Columns SUM(Sales)
i= Rows Sub-Category (gro.. ¥

Sub-Category (group)
Phones
Chairs
Storage
Tables
Binders
Machines
Accessories
Copiers
Bookcases
Appliances
Furnishings
Paper
Supplies

Envelopes, Fasten..| |

Art

$0 $100,000 $200,000
Sales ¥

Remove Group

You can quickly un-group the dimension members by right-clicking on a group name and selecting
Delete.

Sets

Sets are custom fields you create that are based on existing dimensions and that filter data using
one or more criteria. You can create a set from any existing dimension. There are three main uses
for sets:

o (Create a subset of the data — Select one or more dimension members that are of interest to
you. For example, select only categories that generate the most energy, or manually select
outliers that appear in a scatter plot.

e Create unique encodings — Combine dimension members to create unique encodings. For
example, create a set that combines child name and model, and then color-encode a data
view using the combined members.
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e Save filters for later use — once you have created a filter, you can save the filter as a set and
use it in all of the worksheets in a workbook. This saves you from having to recreate the
filter every time you want to use it.

§
‘ Tip
Tips:
e Sets are always treated as a filter, so when you place a set on a shelf with the Show

members in set option selected, it is automatically placed on the Filters shelf as well.

e |f you want to save the sets you create, you should save your work as a workbook or a
bookmark.

e Sets are published to the server with the workbook
Create a Set by Selecting Marks

Create a set by selecting marks if you want to create a subset of your data, and the data of interest
can best be identified via the data view.

This exercise will utilize the Superstore Sales Subset workbook and data.

1. Create the following view of profit over time

Data |Anaivtics  *| o 1 Columns - YEAR(Order Date) = QUARTER(Order D..

Sample - Supe... v

Dimensions me -

+ & Customer
we Customer ...
# Segment

+ & Qrder
& Order Date
# Order ID
© Ship Date
= Ship Mode

£ Location

@ Country
@ State

Filters

Marks

ul Bar

Calor

Detaif

@ City v

Measures

# Profit ~

“# Profit Ratio

# Quantity

# Sales

< Sales above Tar...
# Sales Forecast
h Salac nar Cuicte
Sets

@ Set1

Parameters
# Churn Rate
# New Business Gro...

¥ Rows

535,000

Size | Label 30000

Tooltip
525,000

‘B 520,000

$15,000

510,000

$5.000

80 .
ol

SUM(Profit)

Order Date
2011 2012 2013 2014

Q2 @3 o4 o1 Q2 Q3 Q4 o1 @2 Q3 Q4 a1 Q2 a3

Q4

2. Within your view, manually select the desired marks. Select all bars with profits over $20,000.

3. Right-click and select Create Set.
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1 Columns = YEAR(Order Date) # QUARTER(Order D..
= Rows SUMIProfit)

Order Date
2011 2012 2014

2013
$35,000
$30,000
§25,000
§20,000
§15,000
§10,000
§5,000
Q1 @2 Q3 o4 01 Q2 03 o4 a1 @ Q3 04 0o Q2 03

4. The Create Set From Selection dialog box opens. Name the set High Profit Quarters and click on
OK.

Name: ‘High Profit Quarters| ‘

Select All

7 View Data...

Copy L
Format...

Profit

Mark Label
Annotate
Trend Lines

Forecast

Drop Lines
Show View Toolbar
Keep Only

Exclude

Create Set...

@
]

Q4

Members (6 total):
Quarter of Order Date Year of Order Date
Q1 2014
Q3 2014
Q4 2011
Q4 2012
Q4 2013
Q4 2014

Separate members by: l:l Q1, 2014

5. Verify the set has been created at the bottom of the data window.
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Dimensions P~
4 & Customer ~
e | Customer.. ~

“c Segment
4 & Order

& Order Date

= Order 1D

8 Ship Date

e Ship Mode
4 & Location

@ Country

@ State

@ City v
Measures
#* Profit ~
= Profit Ratio
# Quantity

# Sales
i

= Sales above Tar..
# Sales Forecast

“# Salec nar Ciistn
Sets

@ [High Profit Quarters

Parameters
# Churn Rate
# New Business Gro...

6. To test out the Set feature, open up a new worksheet and double-click on the set name at the
bottom of the data window.

7. Initially the set will display two values In and Out. This breaks out the values that fall within the
set criteria and those that fall out of it. Click on the drop-down of the set name in the shelf and
select Show Members in Set.

~ | INJOUT(High Profit.. ~
Columns /1 (High Profi Filter..

i= Rows SUM(Profit)

Show Quick Filter
In / Qut of High
F Sort.

Format...

+ | Show Header

+ | Include in Tooltip
Show Members in Set

® | Show In/Out of Set
Edit Aliases...
Edit in Shelf
Remove

In Out

8. Now only the values within the set will appear and the set has been added to the Filters card

$160,000

$150,000

$140,000

$130,000

$120,000

$110,000

$100,000

$90,000

Profit

$80,000

$70,000

$60,000

$50,000

$40,000

$30,000

$20,000

$10,000
$0
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Pages i Columns High Profit Quarters ®
i= Rows SUM (Profit)
Filters High Profit Quarters

High Profit Quarters @

Marks $35,000
° o i $30,000
Color Size Label ’
Detail Tooltip ‘
$25,000
'S $20,000
o
$15,000
$10,000
$5,000
$0
Qf, Q3 Q4 Q4 o4 Q4
2014 2014 2011 2012 2013 2014

Tip: Ensure that you click on the drop-down of the Set and select Show Members in Set
to have this view.

Create a Set from a Field
Create a set from a field if you want to create a subset of a specific field.

1. Right-click the field in Product Container dimension and select Create Set. The Create Set
dialog box opens.

2. Inthe dialog box, name the set Box Containers and type Box to search for and select these
items to include in the set.
Name: Set 1

General | Condition | Top

(®) Select from list () Custom value list () Use all

Enter Text to Search
¥ Furniture

| Office Supplies
[ Technology

All None [ Exdude

Summary

Field: [Category]

Selection:  Selected 2 of 3 values
Wildcard:  All

Condition: None

Limit: None

Reset 0K Cancel

3. Click the OK button.
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4. Verify the new set is at the bottom of the data window.

Sets

@ (Category Set
@ High Profit Quarters

Copy Crosstab/Data/Image from View

Copying certain information from a View can be done by right-clicking on any part of the view,
selecting Copy > Crosstab/Data/Image

Select All

View Data...

Copy D Crosstab
Format... Data

Mark Label 3 Image...
Annotate 3

Trend Lines L4

Forecast 7
Drop Lines L4

Show Zoom Controls

Keep Only
Exclude
Group

®H X & 2

Create Set...

Copy Crosstab

1. Create the following view

Data |Anavtics | p. . 7 Columns = YEAR(Order Date) = QUARTERIOrder D..
&5ample - Supe... v = Rows SUM(Profit)
Dimensions # - | Fiters Order Date
4 @ Customer -~ 2011 012 2013 2014
# Customer ...
e Segment
4 & Order AT 5000
& Order Date il Bar v o
== Order ID &
& Ship Date ° ) .
 Ship Mode Color Size Label $30,000
4 & Location Detail Tooltip

@ Country
@ State 525,000
@ City -

Measures
# Profit ~ E 20000
“# Profit Ratio “
# Quantity
# Sales $15,000
#= Sales above Tar...
+# Sales Forecast
# Salac nar Custn >
Sets 510,000
@ Set1
Parameters $5.000
# Chum Rate
+ New Business Gro.. .
$0
(=1} Q2 Q3 Q4 a1 Q2 Q3 Q4 at Q2 Q3 Q4 [*1} Qz Q3 Q4

2. Copy a Crosstab (Right Click > Copy > Crosstab) will display all of the data that is seen in the view
into a simple format.
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Order Date

2011 2012 2013 2014
$35,000 I
Select All
$30,000 * View Data.
Copy Y Crosstab
Format...
$25,000 —
Annotate > Image...
Trend Lines L
S s20000 Forecast v
Drop Lines 2
& Show View Toolbar
$15,000
$10,000
5,000 I
50 .
@ @ Q3 Q4 @ Q2 @ 04 0o Q2 @ @ Qf @ Q3 Q4

3. Paste Datain a New Worksheet or in MS Excel and a simple Crosstab view will show based on
the data that you had copied.
H S -4+
HOME = INSERT  PAGELAYOUT FORMULAS DATA  REVIEW  VIEW
TNEG i KK T=E 9 Sweerer
=z Copy ~ _
Paste ~ Format Painter B IU-&i- & vA. = = Merge&Centw
Clipboard ~ Font 8 Alignment
E13 - fe
A B C D E F
1 Order Date Order Date Order Date Order Date
2 Quarter of Order Date 2011 2012 2013 2014
3 a1 $3,811 $9,265  $11,446  $21,772
4 Q2 $11,204  $12,191 516,085  $17,166
5 Q3 $12,805  $16,854  $16,154  $26,913
6 Q4 $21,724  $23,309  $38042  $27,656
7
8
Copy Data
1. Copying Data (Right Click > Copy > Data) will display the set of the data that you select. In
our example, we will select year 2014 category and Q1.
T Columns © YEAR(Order Date) = QUARTER(Order D.
= Rows SUM(Profit)
Order Date
$30,000
E $20,000 Select Al
View Data...
515,000 Copy D Crosstab
Format... Data
Mark Latsel » Image...
$10,000 Anrnotate »
Trend Lines »
5,000 Forecast »
o Drop Lines »
% Show View Toolbar
“ at az Qs o4 o a2 a3 04 o1 Q2 a3 o4 o 7Ly
*  Exclude
HiShipping  Performance | Forecast |'What If Forecast  Sheet 15 Sheel 16 |24 & 80 ® Create Set
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2. Go to Data > Paste Data to paste the data into a new worksheet

3. Asimple Crosstab view will show based on the data that you had copied.

Quarter of Order Date  Year of Order Date

21,772

Pages T Columns
= Rows
Filters Quarter  Year of
of Order.. OrderD..
Year of Order .. il 2014
Marks
& | 3| %
Color | | Size | | Text
Detail| | Tool...
#5 | SUM(Profit)
Copy Image

1. Copying an Image (Right Click > Copy > Image) will allow you to paste your view to a
Keynote File, for example.

2. You will be prompted to select the information that you’d like to paste in your File

$35,000
$30,000
$25,000
E $20,000

$15,000

2011

Copy
$10,000
$5,000 I

Order Date
2012 2013

Shaw

[] Title Color Legend Map Legend
[] View Shape Legend
Caption Size Legend

Image Options

2014

3. Paste Data in any file. The below image is a copied image.
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Sheet 15

Order Date
2011 2012 2013 2014

$35,000
$30,000

$25,000

§$20,000
$15,000
$10,000
$5,000 I
y |
Q1 Q2 Q3 Q4 Ql Q2 Q3 Q4 Q1 Q2 Q3 Q4 Qi Q2 Q3

Sum of Profit for each Order Date Quarter broken down by Order Date Year.

Copy and Paste Information Between Workbooks

When working with multiple workbooks, you may find that you are setting up the same
formatting, groups, and calculations in each one. Instead of creating these formats and fields
from scratch each time, you can copy and paste between workbooks.

Copy and Paste Groups or Custom Fields

Custom fields between workbooks that use the same data source can be copied as well.

1. Inthe Dimensions pane, right-click the field you want to copy, and select Copy.

Add to Sheet
Show Quick Filter
Cut

Copy

Paste [:?

Edit Combined Field...
Duplicate

Hl:lrlﬂml:l
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2. Inthe target workbook, right-click in the Dimensions pane, and select Paste.
Add to Sheet

Show Quick Filter

Cut
Copy

Paste %

Edit Combined Field...
Duplicate

Pornarmc

Copy and Paste Sheets

You can copy and paste sheets between workbooks. Copying and pasting sheets also copies any
information that the views in the sheets depend on, including formatting, groups, calculations,
and more.

Copying and pasting sheets is a quick way to combine information from different workbooks or
create a new workbook.

1. Open a workbook and display it in the filmstrip view.

2. Select the thumbnails of the sheets you want to copy, and then right click > Copy Sheet.

Ny -
- L]
. il New Worksheet
. - .
| £H  Mew Dashboard
Sheet 1 P NewStory

: Copy Sheet
Paste Sheet
Rename Sheet

Delete Sheet

Duplicate Sheet
Export Sheet...

Copy Formatting

Paste Formatting

Refresh Thumbnail
Refresh All Thumbnails

Tableau copies the information in the file format (.twb or .twbx) of the workbook.
Open the destination workbook, or create a new workbook, and select File > Paste Sheets.

Pasted sheets are placed after existing worksheets and dashboards.

o v M W

Save the changes.
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Module Summary

You should now be able to:

Add a quick filter to the view

Apply ascending and descending sorting using a stacked bar chart
Define and create a grouping

Understand the various applications for sets and create a set

Copy and paste information between multiple sheets
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Module 4: Building Views

Module Objectives
e |dentify the various components of the Tableau Workspace focusing on the toolbar and
data connection window
e Rename dimensions and measures and create a hierarchy
e Build a basic cross-tab view and change to other chart types
e Understand how to use cards and shelves to enhance a view

e (Create a stacked bar using the Color Shelf

The Tableau Workspace
The Tableau workspace consists of menus, a toolbar, the Data window, cards that contain shelves
and legends, and one or more sheets. Sheets can be worksheets or dashboards.

Worksheets contain shelves, which are where you drag data fields to build views. You can change
the default layout of the shelves and cards to suit your needs, including resizing, moving, and hiding
them.

The illustration below highlights the various components of a Tableau workbook

Cards Shelves
= Tableau - Superstore [Read-Only] - olEl
file Data Worksheet Dashboald Story Analysis Map Format Server Window Help
Data E B A <3 s &+ Normal vin L Q A Show Me
. Data [Anaivics it} fages >\ = Cokancs * MONTH(Order Dat.
Connection — simple supe.v e Segment SUM(Saler
Di " mensions “ 7 | Fiters Title .
IMEeNnsIoONS —- « customer “ | @ Order Date | [Monthly Sales by Segment - States: None Tltle
= Customer - (S
“ Segment 550,00
aQ (Pre -
[+ @ Order AGGlRroRt 142011 12131201
B Order Date
“ Order ID Marks $40,000 AGGIProfit Ratio)
B Ship Date peyvany | cons .
« Ship Mode i Filters
+ 2 Location &
© Country ol { e N
© State vt et $50,000

© City

flssmes SUM(Prof) 4000
Measures — " .

* Days to Ship Sc. $20,000
* Discount W Profitable )

* Profit Unprofit
* Profit Ratio

\* Quantity
* Sales v

— View

Sets. e
Sets —a s i
Parameters

Parameters * Churn Rate

* New Business Gep,

5 Data Sou erview  SalesbySegment 1 Product

e 9 Customers | Shipping | Performance  Forecast What f Forecast [t 3 €0
/ 282 marks 3 rows by 1 column___SUM|Sales): $2.297.201 =

Worksheet

Data Source

Dashboard '
Workbook
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Data Connection Window

Data fields appear on the left side of the workspace in the Data window. You can hide and show the
Data window by selecting Window > Show Side Bar. You can also click the minimize button in the
upper right corner of the Data window.

§

Tip
L——- Tip: You can search for fields in the Data and Dimensions window by clicking the
magnifying glass icon at the top of the window.

Toolbar

You can undock the toolbar by grabbing its left edge and then dragging it to a new location. You
can hide or display a toolbar by selecting Window > Show Toolbar.

€ M| e[t Pl § |5 T | 07 fafe[roma ] = | £~
Term Button Description

Undo Undoes the last task you completed. There are unlimited undoes in Tableau.
Redo Repeats the last task you canceled with the Undo button.

Save Saves changes made to the workbook.

Connect to Data

Opens a dialog box where you can create a new connection or select one
from your repository.

New Worksheet or

E".|.|E v

- Creates a new blank worksheet or Dashboard
Dashboard
Duplicate m Creates a new worksheet containing the exact same view as the current
Worksheet I_-|_|_| sheet.
- Clears the current worksheet. Use the drop-down list to clear specific parts of
Clear Sheet . i ) .
the view such as filters, formatting, and sizing.
dm Controls whether Tableau automatically updates the view when changes are
Pause Automatic 1] made. Use the drop-down list to control updates on the entire sheet or just
Updates quick filters.
Runs a manual query of the data to update the view with changes when
Run Update automatic updates are turned off. Use the drop-down list to update the
entire sheet or just quick filters.
11 |
Swap = J Moves the fields on the Row shelf to the Column shelf and vice versa.
|
[ ] : . ) )
. + Applies a manual sort in ascending order of a selected field based on the
Sort Ascending = PP &

measures in the view.
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Term Button Description
Fit INDrmaI 'l Specifies a how the view should be sized within the application window.

Select either Normal fit, Fit Width, Fit Height, or Entire View.

Fix Axes i Toggles between locking the axes to a specific fixed range and showing all of
the data in the view.

Highlight { - Turns on highlighting for the selected sheet. Use the options on the menu to
gnile L define how values will be highlighted.
_ il show e Displays up to twenty-two alternate views of the data, in addition to the best
Show Me! view according to best practices. The options presented when this button is

clicked depend on the data fields that have been selected.

Dimensions and Measures Fields

Once you are connected to data, the Data Window will populate with the corresponding
dimensions, measures, sets, or field types.

e Dimensions — Fields that typically hold discrete qualitative data. Examples of dimensions
include dates, categories, model names, etc.,

e Measures — Fields that typically hold numerical data that can be aggregated. Examples of
measures include value metrics such as usage, sales, etc.,

In addition to dimensions and measures, each field is categorized as either discrete or continuous.
Below are example graphs illustrating the difference between these two data roles. Both examples
show the Sum of Sales with the order quantity. It is the same information presented in two
different ways.
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"7 Columns

Rows

$500,000

5400,000

5300,000

w
@

]
w

5200,000

5100,000

Each distinct order quantity is displayed as a
header along the bottom of the bar chart The
Order Quantity field is colored blue on the

Discrete

Order Quantity

SUM(Sales)

2 4 6

Columns shelf.

8 10 12 1

The order quantity values are drawn along a
continuous axis along the bottom of the line
chart. The Order Quantity field is colored

" Columns

Rows

Order Quantity

Sales

$600,000

$500,000

$400,000

$300,000

$200,000

$100,000

S0

Continuous

Order Quantity

SUM(Sales)

150

50 100
Order Quantity

green on the Columns shelf.

Whether a field is continuous or discrete is reflected in the color of the field’s data type icon. In the
Data window, blue icons indicate discrete and green icons indicate continuous fields.

Discrete fields always result in headers being drawn whenever they are placed on the row or
columns shelves. Continuous fields always result in axes when you add them to the view. These
roles are important because you may want to display your data continuously or discretely
depending on the data structure and what you are trying see.

In the example above, if there is a gap for Order Quantity with a value of 5, you will not see a bar or
header for it if it’s a discrete value. If it’s a continuous, you will see 5 on the axis with the value of
0. Continuous shows all continuous values on the axis.

You can switch between continuous and discrete data roles by right-clicking on the field in the shelf

ii Columns ~ | CNTD(Order ID) hd

= Rows

Product Sub-Category

Paper
Binders and Binder Accesso..
Telephones and Communica..
Office Furnishings
Computer Peripherals
Pens & Art Supplies

Storage & O izatis

—
Chairs & Chairmats
Tables
Office Machines
Labels
Envelopes

Flesbbeme Dmrddn

Product Sub-Categol

Filter...
Show Quick Filter

Format...
Show Header

Include in Tooltip

Dimension
Attribute
Measure (Count (Distinct))

»

Appliances

Discrete

[=]
|
=]

Continuous

Add Table Calculation...
Quick Table Calculation

Remove
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Change Measure to Dimension

During the data import process, Tableau will do its best to identify the Measures and Dimensions in
your data set. However, sometimes, Tableau will categorize the data into the wrong classification.
You can change this by dragging the field from the Measures section to the Dimensions section or
from the Dimensions section to the Measures section.

Rename Fields

It is important to rename fields before building your views, as the field names will appear in the
views. It is recommended to rename fields to business friendly names, especially if they are
coming from a data warehouse.

Adding a Comment to a Field

Fields can have comments that describe them. The comments display in a tooltip in the Data
window and in the Calculated fields dialog box. Field comments are a good way to give more
context to the data, especially when you are building a workbook for others to use.

1. Right-click a field in the Data window and select Default Properties > Comment.

Dimensions EHo~ = Rows
abe Category
#bc Child Name
abc Collection

Filters

B Datetime
abc Model
Abe Parent Name Marks
Abc | Property > .
Abe Type Add to Sheet
Abc Units
Abe Measure Names Copy
Paste
Duplicate
Rename...
Hide
Measures
# Band Group by 3
# Value Create Folder (use Group by Folder)
4 Number of Recorg e
4 Measure Volues reste Hiersrehy.

Create Calculated Field...

Create Group...

@ Create Set...
Create Parameter...
Convert to Measure
Change Data Type »
Geographic Role 3
Default Properties » —

Replace References... Aliases...

Describe... Color...

Shape...

A

Note: Comments are descriptions of the fields. There is another concept within Tableau
called annotation that displays comments on the graph and charts. More on this
feature in a future module.

2. Write a comment in the dialog box. When finished, click OK.
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Edit Comment [Value Type]

Segoe UL vllo w|[e]lz]| u]| (- [=]= =] men- |[X

This field describes the numeric value stored in the Value measure field.

Reset oK Cancel

Adding Aliases
Aliases are alternate names for specific values within a dimension.

1. Right-click the Region dimension and select Default Properties > Aliases.

Data | Analvtics

~ Pages Tt Columns
U orders (Sample - S...

= Rows
Dimensions =8

fx Customer 1D ~ | Filters
ae Customer Name

B Order Date

#e Order 1D Marks
© Postal Code
A Product ID
#c Product Name & | S|

A | Region - Color | | Size | | Text

* Row ID Edit Aliases [Region] u
Detail | |Tool..

e Segment

Bl Ship Date Member  Has AliaValue (Alias) oK

. Shi Central Central
= Ship Mode Fast East Cancel
© State South south

= Sub-Cateaorv ) West West
Measures

Abc Automatic V|

# Discount

# Profit

# Quantity

# Sales

© Latitude (generated)
@ longitude (generat...
= Number of Records
# Measure Values

Clear Aliases

2. Inthe dialog box, modify all the Alias to include US prior to their name.

3. Click OK.

A

You can change aliases at any time using the Edit Aliases dialog box. To restore the original aliases,
click the Clear Aliases button.

Note: Aliases can only be applied to dimension and do not apply to Measures.

Hierarchies
Data hierarchies are organization of data of similar fields for a specific dimension. Dimensions of
hierarchies have the +/- sign in the Data window.

You can expand or collapse the various areas or hierarchies in a multidimensional Data window by
clicking the + button.
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Using Hierarchies in Shelves

You can drill down or drill up by clicking on a dimension that is placed on any shelf. If the
dimension is on the Rows or Columns shelf, drilling down shows more data, or headers, in the
table, while drilling up shows less data in the table.

If a dimension shows the plus sign +, then its children are not already showing and you can drill
down at least one level. If the dimension member shows the minus sign -, then its children are
already showing and you can drill up.

§

Tip
L——- Tip: The order that the hierarchical dimensions are placed in the columns and rows shelf
indicates order of priority.

Creating a Hierarchy

1. Right-click Region in the Data window and select Create Hierarchy.

= Rows
Dimensions P
1 Order Date R yiters
< Order ID
@ Postal Code
w< Product ID Marks
s Product Name .
- Region A Automatic ¥
# Row ID Add to Sheet
o segment gy lcate
& Ship Dat
w Ship Mo{  ename-
© State Hide
o Sub-Cate  pjiases..
w Measure| oo ,
Ty Transform ¥
¥ Discount Convert to Measure
* Profit Change Data Type *
I: Quantity Geographic Role  *
e | Defoult Properties »
@ longitud, Group by 4
# Number | Folders
* Measure Hierarchy » Create Hierarchy...

Replace References...
Describe...

2. Type a name for your hierarchy. For training, type “Region/State/City” and click OK.
3. Dragand drop a field directly on top of another field.

For the in-class demonstration, create hierarchies and arrange as per the image below.

Dimensions HP -
we Customer Na... A~ Filte
8 Order Date
sz Order ID
@ Postal Code Mar
#ez Product 1D
s Product Name
% Region/Statey/... &
we Region Colc
@ State
@ City
# Row ID
e Segment
& Ship Date
#= Shin Mode
Measures

S

# Discount
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Note: The order of the fields within a hierarchy will impact how the data is displayed in
the report. The hierarchy should have the fields grouped from top to bottom. A
Fiscal hierarchy with the order of Fiscal Year, Fiscal Quarter, Fiscal Month, and

Fiscal Week is very different from order of Fiscal Week, Fiscal Month, Fiscal
Quarter, and Fiscal Year.

Hierarchies can be removed by right-clicking the hierarchy and selecting Remove Hierarchy.

Folders

Folders are a good way to visually organize data in Tableau. Any dimension, measure, or even

hierarchies and groups can be placed into a folder. Fields are still searchable when inside folders.
Folders are useful when there are 20+ dimensions or when it becomes messy and difficult to find

the field you need.

Creating a Folder

1. Rightclick on the Customer Name field and select Group By > Folder. This allows you to

organize fields by folders instead of by data source.

2. Select the Customer Name and ID dimensions. Then, right-click select Create Folder.

v pruays g
U Orders (Sample - 5.

Dimensions T
4 & Customer ~ | Filters
#e Customer 1D

fee Customer ...

° Add to Sheet
B Duplicate
o Rename... c
©1 Hide =
Ase
A Aliases...
RS Create 4
A Transform b
: Convert to Measure
Meas Change Data Type *
# Dj Geographic Role
* Pr Default Properties  *
*Q
+ S Group by 4
@ 1Id Folders »
@ Ig Hierarchy
i x Replace References...

Describe...

3. Type a name for your folder. For training, type “Customer” and click OK.

4. Folders can be removed by right-clicking the Folder and selecting Remove Folder.

Building a Tableau View

You can build views of your data by dragging fields from the Data window to the view.

matic v
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Tip
L—-— Tip: In general, dimensions will add row and column headers while measures will add an
axis.

Working with Text Tables (Cross-tab)

Text tables show measures with text. It provides a way to display measures relative to different
values of a dimension. Tables are useful when it is important to look up individual data points.

A typical selection is at least one measure and one dimension.
1. Drag the City dimension into the Rows shelf.

2. Drag the Region dimension into the Columns shelf.

Pages fil Columns Region
= Rows City
Filters Region
City Centr.. [East South West
Aberdeen Abc A
Abilene Abc
Akron Abc
Marks Albuquerque Abc
N Alexandria Abc
Abc Automatic ¥ Ajjen Abc
Allentown Abc
& 1O Atoona Abc
Color| | Size | | Text | Amarillo Abc
Anaheim Abc
Detail| |Tool... Andover Abc
Ann Arbor Abc
Antioch Abc
Apopka Abc
Apple Valley Abc Abc
Appleton Abc
Arlington Abc Abc
Arlington Heights Abc
Arvada Abc
Asheville Abc
Athens Abc
Atlanta Abc
Atlantic City Abc
Auburn Abc Abc Abc
Aurora Abc Abc
Austin Abc
Avondale Abc
Bakersfield Abc
Baltimore Abc
Bangor Abc
Bartlett Abc
Bayonne Abc
Baytown Abc
Beaumont Abc
Bedford Abc
Belleville Abc v

§
' Tip
Tip: If the cross-tab has Abc in the cell fields, it means a measure has not been added to
that field within the cross-tab.

3. Dragand drop the Value measure into table over the Abc text.
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Pages 1l Columns Region
i= Rows City

Filters Region
City Central East South West
Aberdeen 26 A
Abilene 1
Akron 2,730
Marks Albuquerque 2,220
Alexandria 5,520
Abc Automatic VY| ajjen 290
&[] Aioara " %
Color| | Size | | Text || Amarillo 3773
Anaheim 7,987
Detail| | Teol... Andover 436
Ann Arbor 889
4 SUM(Sales) Antioch 19
Apopka 905
Apple Valley 138 1,915
Appleton 1,671
Arlington 5,848 14,367
Arlington Heights 14
Arvada 503
Asheville 1,475
Athens 1721
Atlanta 17,198
Atlantic City 23
Auburn 1,384 1,767 4
Aurora 7,573 4084
Austin 6,058
Avondale 947
Bakersfield 1377
Baltimore 6,157
Bangor 1,164
Bartlett 89
Bayonne 183
Baytown 10
Beaumont 472
Bedford 226
Belleville 1,892 v

Notice the cross-tab will populate with the aggregate sum of Sales as indicated by the SUM
function in the Marks card.

Tip
L—— Tip: When a field is double-clicked within the Dimensions and Measures in the Data
Window, Tableau will use its best practices built into the tool to determine if it
should be in the Column or Row shelf.

HEE

|
4. Click the Swap button =‘_‘.I‘ to see how the view changes.
Keep Only, Exclude, or Hide

Once the view has been created, you can modify and customize the information you want to
display. You can keep, exclude, or hide data by right-clicking on a column or row header. These
selections will be applied as a filter and can be seen in the Filters shelf.

1H:cU [0
10:MAL Exclude
1K:PQ Hide
1LSE Format...
1Q:MA

Rotate Label
1R:PQ
T v | Show Header
TWIB| Edit Alias...
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Working with Cards and Shelves

Every worksheet contains a variety of different cards, or containers, for shelves, legends, and other
controls.

%Shelves

The following list describes the most common cards:

Columns — contains the Columns shelf where you can drag fields to add columns to the
view.

Rows — contains the Rows shelf where you can drag fields to add rows to the view.

Pages — contains the Pages shelf where you can create several different pages with respect
to the members in a dimension or the values in a measure.

Filters — contains the Filters shelf; use this shelf to specify the values to include in the view.

Quick Filters — a separate quick filter card is available for every field in the view. Use these
cards to easily include and exclude values from the view without having to open the Filter
dialog box.

Marks — contains a mark selector where you can specify the mark type as well as the Path,
Shape, Text, Color, Size, Angle, and Detail shelves. The availability of these shelves are
dependent on the fields in the view.

Color Legend — contains the legend for the color encodings in the view and is only available
when there is a field on the Color shelf.

Shape Legend — contains the legend for the shape encodings in the view and is only
available when there is a field on the Shape shelf.

Size Legend — contains the legend for the size encodings in the view and is only available
when there is a field on the Size shelf.

Rearranging Cards
1. Point the cursor at the title area of the card you want to move. When the cursor becomes the
move symbol ‘%, click and drag the card to a new position.

2. Asvyou drag the card around the worksheet, the possible positions for it are highlighted with a
black bar.
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Types of Shelves

Note: The Undo button only works for the views, not for undoing reordering of cards.

Every worksheet in Tableau contains shelves. Cards are containers for shelves. Shelves are fields
where customizations are made. By placing fields on shelves, you can create the rows and columns
of a data view, exclude data from the view, show additional levels of detail, and encode the data in
various ways.

Some shelves include the following:
Columns and Rows Shelves
Pages Shelf
Filters Shelf
Detail Shelf
Color Shelf
Size Shelf
Shape Shelf
Label Shelf
Path Shelf

A

Note: Some shelves are available only when certain mark types are used. For example,
the Shape shelf appears when the shape mark type is used.

Marks

=+ Shape v

& ] 1%

Color| | Size Label

Detail | |Tooltip || Shape

& | Region

Tip
L—— Tip: You should experiment with various combinations of shelves, fields, and mark types
to find the optimal view for your data.

Columns and Rows Shelves

The Columns shelf creates the columns of a table, while the Rows shelf creates the rows of a table.
You can place an unlimited number of fields on these shelves.

Tableau User Guide 60



Tableau

When you place a dimension on the Rows or Columns shelf, headers for the view are created.
When you place a measure on the Rows or Columns shelf, quantitative axes for that measure are
created. As you build up your data view with more fields, additional headers and axes are included
in the table. Using the filters based on the Rows and Columns shelves may enable you to get an
increasingly detailed picture of your data.

7 Columns

I Rows

Pages Shelf

The Pages shelf lets you break a view into a series of pages so you can better analyze how a specific
field affects the rest of the data in a view. When you place a dimension on the Page shelf you are
basically adding a new row for each member in the dimension. When you place a measure on the
Pages shelf, the measure is converted into a discrete measure.

The page shelf creates a view on a different page for each new row so you can easily flip through
each view and compare them on a common axis.

Pages

Filters Shelf

The Filters shelf allows you to specify which data to include and exclude. For example, you might
want to analyze the profit for each model, but only for certain locations or dates. By placing fields
on the Filters shelf, you can create such a view.

Filters

§
Ti
L—|E- Tips:

e You can filter data using measures, dimensions, or both at the same time.

e The order of fields placed on the Filters shelf does not affect the data view because
the filters are independent.

Detail on Marks Card

The Detail also allows you to separate the marks in a data view according to the members (levels of
detail) of a dimension. However, unlike using the Rows and Columns shelf, using this shelf is a way
to show more data without changing the table structure.

Dt ail

i
L\'_IE_ Tips:
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e You can place any number of dimensions on the Detail shelf. In fact, placing all
dimensions on this shelf is one way to display all the rows of your data source.

e Placing a measure on the Detail shelf has no effect because measures do not contain
members.

A\

Color Shelf

Note: The Detail shelf works only if the measures that contribute axes to the table are
aggregated.

The Color shelf encodes data by assigning different colors to the marks in a data view based on the
values of a field. The effect of color-encoding your data view depends on whether you use
categorical or quantitative colors.

Marks
=+ Shape ~
& s} i

Color||| Size Label

Detail | | Tooltip| |Shape

& Region

Categorical Colors - When you add a dimension to the Color shelf a categorical legend is
added based on the members in the dimension field.

Quantitative Colors - When you add a measure to the Color shelf a quantitative legend is
added creating a continuous range of colors.

Transparency - Is especially useful in dense scatter plots or when you are looking at data
overlaying a map or background image. As you slide the slider toward the left the marks
become more transparent.

Effects — Use effects to add borders to data points or highlight data points.
Changing Colors to a Field

When you create a view, default colors are assigned to the field’s values. The colors used will be
consistent across all worksheets for that field. You can change the colors for the fields.

1. Click on the down arrow button in the Child Name card.

Marks
»* Shape V|
& &) b
Color Size Label

Detail | | Tooltip | | Shape

& Region

Region
M Central

East
H South
W West
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2. Select Edit Colors. The Edit Colors box opens.

3. Under Select Color Palette, click on the down arrow to see the variety of options.

) -]
Edit Colors [Region] x

Select Data Item: Select Color Palette:
W Central [Automatic M 5
= gaStn Automatic
out [ Tableau 10
W West

[ Tableau 10 Light
[ Tableau 10 Medium
=fi== Tableau 20

Il Gray 5

™ Color Blind 10 £
™ Traffic Light
[ Purple-Gray 6
ER ] Purple-Gray 12
[ Blue-Red 6

B Blue-Red 12
[P Green-Orange 6
B8 | Green-Orange 12

Reset

[ ]Red Light

[ 1 Green Light

[ Blue Light

[ ] Orange Light

[ | My Categorical Palette

4. Select a color option.
5. Click on Assign Palette.
6. Click Apply. Click OK.

Tip
L—-— Tip: Tableau will warn you if you have too many data items for a particular palette.
Size Shelf

The Size shelf allows you to encode data by assigning different sizes to the marks in a data view.

Depending on whether you use a discrete or continuous field you will add either categorical or
guantitative size encodings.

Marks
& [¢] 55

Color || Size Label

Detail  |Tooltip| | Shape
& Region
«  Categorical Sizes — categorical sizes work best for ordered data like years or quarters.

»  Quantitative Sizes — the smallest value is assigned the smallest sized mark while the largest
value is represented by the largest mark.
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Shape Shelf

The Shape shelf allows you to encode data by assigning different shapes to the marks in a data
view. Marks are separated into different shapes according to the members of the chosen
dimension.

Marks

«* Shape V‘i

ah
& &} 123

Color| | Size Label

Detail | |Tooltip || Shape

& Region

Label Shelf

The Label shelf allows you to view the numbers associated with a data view, and to encode data by
assigning text labels to the marks.

Marks

=+ Shape V‘

& ¢] %5

Color| | Size || Label

Detail | | Tooltip| | Shape

& Region

Path Shelf

The Path shelf allows to encode the data and draw a path between lines or polygons based on a
particular order. A path can be encoded based on a date, dimension, or measure. The shelf only
appears when line or polygon is selected as the mark type.

Marks

~ Line v

& || || %
Color Size Label

Detail | (Tooltip

e’ YEAR(Order Date)
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Other View Types

Tableau offers many different types of views to slice and dice and showcase what you want to
highlight in your data. The available view types will depend on the dimensions and measures you
select.

Determine Views Available: Show Me!
There are two ways that the Show Me! Button can help you visualize your data.

Option 1: The Show Me! feature will display available view types based on the dimensions and
measures already added to the Rows and Columns shelves.

1. Click on the Show Me! button on the toolbar.

2. Based on the dimensions and measures selected in the Columns and Rows Cards, Tableau will
recommend the best representation of the data. For this example, the best data view is the
aligned bar view.

iy Show Me
Faman [ am T
- mam |-mew et
= 123py | EEEW

Hil
-~ |@%
For horizontal bars try

0 or more dimensions
1 or more measures

3. Click OK. The bar chart view displays.

A G [Nomal |4 20 T i Showhie

4. Click on Show Me! button again and select the various chart options that Tableau recommends.
Notice as each chart type changes where Tableau re-arranges the dimensions and measures on
the shelves and cards.

e Heat Map
e Highlight Table
e Pie Chart
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e Stacked Bar

e (Circle

e Tree Map

e Box-and-Whisker Plot

Option 2 to create View: Even before adding dimensions and measures into the Rows and Columns
shelves, you can select dimensions and measures fields in the Dimension and Measures window
and click on the Show Me! Button and Tableau will display which visualization(s) will be best for the
dimensions and measures selected.

Data Analvtics  # E—

o Sample - Superstore
Dimensions E X

sz Ship Mode A Filters
4 & Location

@ Country
® State iln Show Me %
@ City RE e e
@ Postal Code E
4 & Product
s | Category
we Sub-Categ...
# Manufacturer
me Product Na...
ah Profit (bin)
ac Region ‘ .
@ Sub-Category... 1]

ditd

ac Measure Nam... o For horizontal
bars try
Measures 0 or more
# Discount ~
# Profit

# Profit Ratio

# Quantity

# Sales

@ Latitude (gener...

dimensions
1 or more
measures

Below are the different various types of visualizations that Tableau offers. Play around and re-
create the visuals in the graphics below to gain a better understanding of how each visual works.

Heat Map

A Heat Map enables easy comparison of categorical values using color ranges. It shows measures
with the size and color of square marks. A typical selection is two dimensions and one measure.
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I:JIata Analvtics  * Pages i Columns YEAR(Order Date)
L"Sample - Superstore
i= Rows Sub-Category
Dimensions
Filters Order Date
P
Order ~ Sub-Categ.. 2011 2012 2013 2014
B Order Date Accessories ] | ] [ |
s Order ID Appliances u |
B Ship Date Marks Art
#c Ship Mode Binders | u [ ]
4 £ Location ’m‘ Bc
® Country s ] e Chairs | | | [ |
® State Color Size Label Copiers u u u
o City Envelopes
© Postal Code ‘ Detal | ‘ Tooltip ‘ Fasteners
I ——— Furnishings
4 & Product & SUM(Profit) Labels
»e Category  SUM(Sales) Machines
ree Sub-Categ... Paper ] L] u L
@ Manufacturer Phones [ ] [ ] [ | .
. SUM(Sales)
A Pr?du.ct Na... - $545 Storage | ] | ]
Po- o Mt Supplies
M $20,000
easures 340,000 Tables ™ ]
# Discount ~ $60,000
# Profit $80,000
=# Profit Ratio §105,643
# Quantity SUM(Profit)
# B e——
*oSdles 58,141 §25,032
Highlight Table

Shows measures with color fill behind text based on the ranges of the measure. Requires at least
one measure and dimension.

Eata Analvtics = | p, o 1 Columns % YEAR(Order Date)
Ll‘Sample - Superstore
i= Rows Sub-Category
Dimensions
Filters Order Date
" 4

+ & Order ~ Sub-Categ. 2011 2012 2013 2014
& Order Date Accessories $6,403
#e Order 1D Appliances $2,459 $2,512 $5,301 $7,865
& Ship Date Marks Art $1.407 $1.485 $1,409 $2.227
#< Ship Mode . Binders $4,740 $7597  $10,148 $7,737

+ & Location = Square hd §346 52755 $212 5584
@ Country & K] g Chairs $6,955 $6,228 $5,763 $7,644
e City Envelopes $1,495 $1,960 $2,067 $1,442
© Postal Code ‘ Detail | | Tooltip Fasteners $179 $172 $294 $305

+ & Product P — Furnishings $1,973 $3,052 $3,935 $4,099
. & SUM(Profit) Labels 1,286 $1.323 1,193 $1,745
< Category i SUM(Profit) Machines $369 $2,977 $2,907 -$2,869
#= Sub-Categ... Paper 6,371 $6,570 $9,063
& Manufacturer Phones
#< Product Na... SUMESHY Storage $4,166 $3,505 $6,240 $7,368
P | | .

i 58,141 $25 032 Supplies $490 -$25 -$699 -$955

. Tables $3124 53,510 $2951  $8141
icrnnint ~

Pie Chart

The pie chart can be used to show proportions. A typical selection is one measure and one
dimension.
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Data Analvtics  *

- Pages 1 Columns
LpSample - Superstore
: . = Rows
Dimensions o
wc Ship Mode A Filters
4 & Location
@ Country
@ State Marks
@ City -
5 Postal Code
4 & Product & |[ o |
me Category Color Size Label
e Sub-Categ...
@ Manufacturer ‘ Detail | |TDDItip | ‘Angle ‘
#e= Product Na... & = Category
- Profit (bin) | SUMProfit
A Region
@ Sub-Category...
e Measure Nam... Category
v | W Furniture
Measures = (T);rc‘ilij:gsﬁes

Stacked Bar

A Stacked Bar is good for showing overall trend across categories or over time while comparing the
trend within categories. A typical selection is one measure and two dimensions

Data  [Analviies o[ HEalrns “ QUARTER(Order D..

L:é'Sarnple - Superstore

i= Rows SUM(Sales)
Dimensions =R

4 & Customer A | Filters Order Date

s Customer Name YEAR(Order D.. $280,000
#ee Segment ‘

4 & Order Marks $260,000
8 Order Date
s Order ID $240,000
B Ship Date
#= Ship Mode

$220,000

4 & Location

@ Country

$200,000
@ State & ey $180,000
® City
@ Postal Code $160,000
+ & Product Segment ’
rodu ¥ | m Consumer
Measures [l Corporate ? $140,000
. Il Home Office
Discount ~ $120.000
Profit :
= Profit Ratio $100.000
Quantity
Sales $80,000
Latitude (generated)
Longitude (generated) $60,000
= Number of Records v
Sets $40,000
@ Top Cust by Profit
op Lustomers Dy Frofr $2000O
Parameters
# Profit Bin Size ~ $0
Qi Q2 Q3 Q4

#* Top Customers he

ales

S

# @ & # # # H# #

Histogram

A histogram shows the distribution of a single measure grouped into several bins based on the
range of values. Tableau provides smart bin size suggestions for the data that can be edited by the
user.

Histograms show the distribution of a measure, while bar charts compare dimensions.
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Quantity (bin)
5000
4500 . )
Edit Bins [Quantity] X
New field name: |Quantity (bin)
4000
Size of bins: | 1.77 | [ suagest Bin size |
Range of Values:
3500 win: | 1| ot | 13]
max: | 14| cnto: | 14]
3000 ok cancel
=
s
=}
5 2500
]
o

2000
1500
1000
500
L]

0 2 4 5

Line Charts

Line charts can be used to display sequential numeric values. Most commonly used to display
trends over time. To build Line Charts, 1 date dimension and 1 measure is required.

Anahtics *| Pages 1 Columns = MONTH(Order Dat..
[Bsample - Superstaore
. = Rows SUM(Sales)

Dimensions o
4 @ Customer || Fiters $55,000

#= Customer Name YEAR(Order D..

2 Segment -
4 @ Order R

= Order Date -

4 Order ID  Line || 545000

5 Ship Date [ a b

s Ship Mode color | sz | |Lavel||  s40,000
+ 2 Location

P Detail | |Toal. Path

© Country $35,000

® State & Segment

@ City

@ Postal Code 5 . 530,000
A egmen =

= Product ~ | m Consumer o

Measures M Coporate $25,000

R W Home Office
# Discount ~
= Profit $20,000
= Profit Ratio
| Quantity 515,000
* Sales
© Latitude (generated)
© Longitude (generated) $10,000
= Number of Records v
S NS 55,000
@ Top Customers by Profit
Parameters 50
& Profit Bin St n January February March April May June July August Seplember October November  December
= Yro :ialT b vl Month of Order Date [2014]

Area Charts

Area charts can be used to display total values so that the user can get an idea of how a dimension
is contributing to an overall trend. To build Area Charts, 1 date dimension, and 1 or more measures
are required.
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Data | Analvtics
“sSample - Superstore

Dimensions ma
+ @ Customer ~

= Customer Name
we Segment
+ = Order
& Ordler Date
s Order ID
& Ship Date
= Ship Mode
+ & Location
@ Country
@ State
@ City
@ Postal Code

+ & Product v

Measures.

# Discount ~

# Profit

# Profit Ratio

# Quantity

# Sales

@ Latitude (generated)
© Longitude (generated)

<# Number of Records ~

Sets

@ Top Customers by Profit
Parameters

# Profit Bin Size

# Tan Cuctnmans

Scatter Plot

oy 1 Columns
= Rows.
Filters
L D. $110,000
Marks $100,000
ad Area .
- $90.000
Color | Size | Labed
$80,000
Detai To..
& Segment 70,000
Segment $560,000
W Consumer
Corporate
W Home Office $50,000
$40.000
$30,000
320,000
$10.000
30

January

= MONTH(Order Dat..
SUM(Sales)

February

March dune

July August
Month of Order Date [2014]

Saptember October Novamber Decembar

A scatter plot allows a user to investigate the relationship between multiple variables. Adding
trend lines can more clearly define the correlations between your data. A typical selection is 2
measures and at least 1 dimension.

Creating a scatter plot with the Superstore Subset workbook provides a better example. You will
need to create a scatter in the dashboard creation later.

Data Analvtics :

EbSampIe - Superstore

Dimensions
4 & Customer
o Customer Name
we Segment
< & Order
B Order Date
e Order ID
B Ship Date
e Ship Mode
4 & Location
@ Country
@ State
@ City
@ Postal Code
4 & Product
Measures
# Discount
# Profit
-# Profit Ratio
# Quantity
# Sales
@ Latitude (generated)
@ Llongitude (generated)
- Number of Records
Sets
@ Top Customers by Profit
Parameters
# Profit Bin Size
# Top Customers

Pages

=0 -
Filters
YEAR(Order Date): 2014

~

Marks

& a

Color Size

<

o
155

Label

Detail || Tooltip H Shape

& & Category
Product Name

>

W Office Supplies
W Technology

Box-and-Whisker Plot

Profit

Columns

Rows

$16,000

$14,000

12,000

10,000

$8,000

$6,000

$4,000

$2,000

$0

-§2,000

-§4,000

SUM(Sales)
SUM(Profit)
o
o
o
]
o
o o
o]
$0 $5,000 $10,000  $15,000 $20,000 $25,000 $30,000  $35,000
Sales

Box-and-whisker plots depict the distribution of a set of data and are efficient at displaying outliers.
There is a line at the median of the data, a box above and below the median for the nearest
quartiles, and a set of “whiskers” that can extend to the entire data range or the nearest data
points within 1.5 times the interquartile range. Requires at least one measure.
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Data Aneidics * Pages W Cohumns ey )
B5ample - Superstore
= Rows SUM(Sales)
Dimensions Lo
+ 2 Location | Filters Sub-Category (group)
© Country $70,000 .
@ State $65,000
@ City Marks .
@ Postal Code - $60,000
+ & Product  Cirdle -
= Category rAICRIE §55,000
e Sub-Category Coler| | e | |labe|
# Manufacturer C . .
= Product Mame et [Feel- 525,000 . .
i Prafit (bin) ® State .
“= Region 540,000
# Sub-Category [group] S0
= Measure Names v = .
Measures 530,000 . . .
N E'T"E . 525,000 . . . .
# Profi . .
+ Profit Ratio 20000 . . .
= Quantity . a1 . :
*+ Sales s15000 . . . 1 . . :
© Latitude (generated) . 3 . :
510,000 .
© Longitude (generated) : - 4 : : . T
= Number of Records ~ $5,000 . H ' H . . : 1
i bk ko b 4+ 4
@ Top Customers by Profit s0
P‘“’"‘:‘“‘ Accessori. Appliances  Art Binders Bookcases Chairs  Copiers Envelopes, Furnishin. Machines Paper  Phones  Storage  Supplies  Tables
* Profit Bin Size = Fasteners..
# Too Customers -

Bullet Chart

Bullet charts are meant to compare two measures together, most commonly an actual vs a goal.
Bullets were designed to replace the traditional gauges due to most information being displayed
and more efficient use of space. Requires at least 2 measures

Pages 1t Columns. SUMIProfit)
£= Rows Region
Filters Region

Cenirol I — |
East I— |

Soutn I
West I— |

OK 100K 200K 300K 400K 500K 600K 700K 800K 900K 1000K 1100K 1200K 1300K 1400K 1500K 1600K 1700K 1800K 1900K 2000K 2100K 2200K 2300K 2400K 2500K 2600K

Tooltip

‘ Detail

SUMSales)

Mapping

When you are connected to data that contains location information you can automatically show
the data on a geographic map.

o Anabitics *| pages 8 Cokumns Longitude (generated)
#Sample - Superstore
 Rows Latitude (generated)
Dimensions o
2 & Location | Fitters
@ Country
@ State
el Marks
© Postal Code
+ 2 Product
~x Category NI
~ Sub-Category Cotor | sze | | Label
@ Manufacturer
= Product Name
. Profit (bin) & SUMSL
A Region 5 Country
# Sub-Category (group) —
w Measure Names v

“*Filed Map

Detsi| Teal.

Measures

SUM(Sales)

# Discount ~ R
# Profit $920 $457 688
# Profit Ratio

# Quantity

# Sales

® Latitude (generated)

® Longitude (generated)

% Number of Records v
Sets

@ Top Customers by Profit

Parameters
# Profit Bin Size
# Ton Customers

Mexico
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Tree Map

Tree maps are designed to display hierarchical data as rectangles within rectangles. For each
rectangle, two measures can be coded — one will affect the size of a rectangle, and the other will
affect color. If a single dimension is used, all dimension members will appear in size and color-
encoded together.

Pages i Columns
¥ Rows
Filters

Marks

a|[c]|lm

Color| | Size | |Label

Detail| Tool...

& = Category
@ SUMISal.
i | = Sub-Cate..
i | Manufact..

Category

W Fumniture

W Office Supplies
W Technology

Word Cloud

Word Clouds could display members of a chosen dimension as text, but in varying colors and sizes,
depending on one or two measures. Word Clouds are tree maps, except with Text as the chosen

mark type.

- o

Furnishings Paper

a  StOrageCopiers  Machines

% = Sub-Cate.

=~ BindersPhones ~ Chairs

W Office Supplies Fasteners

B ety Supplies i
TablesAccessories
Appliancesipas™ Bookcases
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Packed Bubbles

Packed Bubble charts allow you to look at categorical data represented by the number of bubbles
as well as the quantitative data by the size of those bubbles. Additionally, you can add colors to
delineate between each of the categories.

Pages i Columns
¥ Rows

Filters

Marks

** Circle i
&| O ||:\
Color| = Size Label

Detail| Tool.

@ SUMI(sal.

|
= Category

" " Y
it # Sub-Cate.. n Furniture

& | & Category

Category

W Furniture

M Office Supplies
W Technology

Exercise: Create View

Create a basic view of Sales over time by the different Product Categories

Module Summary

You should now be able to:

e |dentify the various components of the Tableau Workspace focusing on the toolbar and
data connection window

e Rename dimensions and measures and create a hierarchy
e Build a basic cross-tab view and change to other chart types
e Understand how to use cards and shelves to enhance a view

e C(Create a stacked bar using the Color Shelf

Tableau User Guide 73



Tableau

Module 5: Calculated Fields and Formulas

Module Objectives

e C(Create a calculated field

e Understand when to use formulas and the various components

Calculated Fields

Sometimes your data source may not include all of the fields needed to analyze and answer your
business question. Sometimes the data does not exist in the perfect format you want it to be in.
Tableau allows you to create a new calculated field by defining a formula that is based on existing
fields.

For example, if you extract Customer Emails from EBS, you may notice that the formats may vary. If
you prefer to have all emails in a standard format, you may use a calculated field to apply a Tableau
function to display the email in all lower or upper case.

Formulas
Calculated fields require formulas. The formula editor has built-in coloring and validating to help
avoid syntax errors.

e Asvyou write a formula, syntax errors are underlined with a red squiggly line. Hover over
the error to see directions for fixing it.

e When the calculation is valid, a green check mark is displayed.

e Any part that displays in bold indicates that it will be computed locally within Tableau on
the aggregated results.

Formulas are made up of the following parts:

e Functions — Enable you to create a calculation. Functions are organized to categories:
number, string, date, type, logical, aggregate, User Functions, etc.

o You can display a brief description for each function by clicking its name in the list
box.

o Double-click a function to include it in a formula.
o Functions are colored blue in the formula.

e Fields —All data source fields and calculated fields are listed in the Fields area of the dialog
box.

Double-click a field name to include it in a formula.

Fields are colored orange in the formula.
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Creating a Calculated Field

1. Inthe toolbar, select Dimension/Measure > Create > Calculated Field or right-click inside the

Operators - Operators are not available on the dialog box like functions and fields. Instead,

you must manually type the operators into your formula. For a complete list of operators
see Appendix E.

Parameters - Parameters are placeholders variables that can be inserted into calculations

to replace constant values.

Parameters are colored purple in the formula.

Parameters will covered later in this training.

Comments - You can insert custom comments for your calculations as a means of

annotation for later review. To add a comment to a calculation type two forward slash

characters into the formula pane.

Measures data window and select Create Calculated Field

2. Inthe Calculated Field dialog box, type in a name for the new field. For this exercise, name the
field Profit Revenue.

3. The formula that we will be using is: IF [Category] = “Net Revenue” THEN Value END
this formula is evaluating the value in the field Value Type, which specifies which metric we are
looking at. If the value is Net Revenue, then it returns the number in the Value column,
otherwise it returns NULL.

Profit Ratio

relar ITY - | ntnelen

Add to Sheet
Show Quick Filter

Duplicate

Rename...

Hide

Aliases...

Create 4

Transform 4

Convert to Measure
Change Data Type *
Geographic Role ¥

Default Properties *

Group by 4
Folders 4
Hierarchy 4

Replace References...

Desaribe...

$40,000

Consumer
be $20,000
%5
Label

30
$60,000

r. &

Calculated Field...

Group...
@ Set. 0
Parameter..

30
$60,000
$40,000

Home
Office
$20,000

$0

All

ABS
ACOS
AND
ASCII
ASIN
ATAN
ATANZ
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Click OK. Verify the new Net Revenue measure field appears in the data window.

Measures

Discount -
Profit [
Profit Ratio -
Quantity B
Sales

Latitude (generated) i

m

@ # # * H# #

n

e

4. Create two-three more calculated fields for the different metrics.

i

i Tip

e The new calculated field displays in either as a Dimension or Measure with the = icon.

e (Calculations that return a string or date are dimensions, while calculations that return a
number are measures.

e C(Calculated fields are available to all sheets that use the same data source in a single workbook.

Module Summary

You should now be able to:
e C(Create a calculated field

e Understand when to use formulas and the various components
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Module 6: Table Calculations

Module Objectives

e Understand table calculations

e Apply quick table calculations

Table Calculations Overview

Table Calculations are computations that are applied to the values in the entire table and are often
dependent on the table structure itself. All table calculations are computed locally using the values
you see in the table.

You can add table calculations to your view using either the predefined quick calculations or by
specifying a custom definition. To create a table calculation, you need to define both what you
want to compute and what to compute along.

Addressing and Partitioning
Table Calculations rely on two types of fields: addressing and partitioning fields. The key to
understanding Table Calculations is to know how these fields work.

Partitioning fields partition your data into separate buckets, each of which is acted on by the
calculations.

Addressing fields define the “direction” that you want your calculation to take.

Common Addressing options include:

Table (Across)

This option sets the addressing to compute along the entire table moving horizontally through each
partition. For example, the view below shows quarterly sales by region and product category. When
a calculation addressing is set to Table Across, the fields that span horizontally across the table are
the addressing fields (Category and Region). All the other fields (Year, Quarter) are partitioning. The
addressing fields are shown in orange while partitioning fields are shown in blue.

Category / Region

Furniture Office Supplies
Ei?er of Qrder g?;;eéstre Central East South West Central East South West
2008 a1 554,839 341,843 384,182 380,604 | 569,738 320,51 336,466 385,317
Q2 571,341 556,706 5103,741 5103660 | 543,070 538,647 $66251 5108219
Q3 104,219 578,408 551,407 $56,204 | 570,649 529,540 $80,171 388,221
Q4 543,478 5107494 589,127 585453 | 564373 544 255 523544 562 238
2009 a1 541,344 577 452 528,104 566,449 | 562,809 553,493 528,540 547,086
Q2 578,604 584,045 5183,505 $69,063 | 548951 521,775 558,439 550,694
Q3 187,720 539,885 575,475 532,548 565,606 553,205 572,427 543,299
Q4 574,210 577,246 548,308 44 382 507,564 365,631 334,448 387,042

That means that each partition will be the combination of Year and Quarter.

Tableau User Guide 77



Tableau

Category / Region

Furniture Office Supplies

JearoTOrder Cuarter of Gentral East  South  West| Gentral East  South  West| Partition
2008 at 554839 541843 554,152 598,504 569738 520531 538486 se5317| 1

oz S71341 556705 5103741 5103860 543070 538547 5665251 5108213| O

o3 $104219 575408 591,407 556204| 570549 529540  Se047H  See22t|

Q4 S43478 5107494 589,127 585453 564378 544255 523944 552238
2008 at 541344 ST7462 529,104  S66449 562809 568,495 528,940 547,085

Q2 578394 564045 5163505 569,963 546851 521775 566439 550,694

Q3 SI7720 539,988 575475  S82543 | 565696 563205 572427 543299

Q4 S74210 577245 549303 544382 587564 565331 534443 587,042

Table (Across then Down)

This option sets the addressing to compute across the entire table horizontally and then down the
table vertically. This means that both the fields that span across the table and down the table are
addressing fields.

Category / Region

Furniture Office Supplies
E:’; of Order gt’::fé:tfe Central East  South West|  Central East  South West
2008 foll e o o P Y ¥ S T o S
Q2 e e 11 -mmrr RE S
Q3 51&!!%51”:&—@”—:&1
Q4 sl S T eET 8

2008 al ST ==STT 5T 520 107565 7Y S5y Was
Qz ST ST STy ST re—se—to
a3 s1ﬂ‘!ﬂmm
Q4 Mﬁﬂ 417875 S g3 B < g 417

Partition 1

Pane (Down)

This option sets the addressing to compute down the table within the pane. The fields that
separate the pane (Category and Year) are partitioning fields. In addition, the Region field becomes
a partitioning field while the Quarter field is the addressing field.

Category / Region

Furnjtyre Office Supplies
E::; of Qrder gf::f[r,:{e Central East South west]  Gentral East South West
2008 al 554,530 | i SO 04| 569,738 520531 533,466 585317
a2z 571,341 103741 | |s103660| S43070 538547 565251 5108218
a3 5104.219 591,407 204 ST0E4% 529,540 530171 568,221
Q4 543,478 589,127 | | 85,453 564378  S44255 523044 552,238
2009 al 541,344 520104 566,440 | 3562300 555,493 528040  547.086
Qz 578,394 964,045 5163505 569,953 | 546951  S21775 566439 550,604
a3 5157720 539988  S75475 532548 565506 553205 572427 543209
Q4 574210 S77.246 549308 544332 387584 565331 534443 567,042

Other Addressing options include:
e Table (Down)
e Pane (Across)
e Pane (Across then down)

o Cell
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Quick Table Calculations
You can add common table calculations to your view using the Quick Table Calculations menu item

on the field context menus. These quick calculations are predefined table calculations based on the
most common scenarios.

e Running Total

o Difference

e Percent Difference

e Percent of Total

e Moving Average

e Year to Date (YTD) Total

e Compound Growth Rate (CAGR)
e Year over Year Growth

e Yearto Date (YTD) Growth

Adding a running total quick calculation

1. Create the following view of Sales by Y/Q/M

Pages M Columns = YEAR(Order Date) = QUARTER(Order D.. MONTH(Order Dat..
at @2 Q3

Q4

January Februa.. March | April  May June = July August Septe . October Novem. Decem

i= Rows SUM (Sales)

filles Order Date
YEAR(Order D.. 2014

Marks 110K

ul Bar v
100K

@

Size

e
155

e

Color

Label

90K

Detail | |Toal...

80K

70K

60K

Sales

501

=

4

=]
=

3

=1
=

2

S
=

1

=]
=

o
=

2. Select the drop-down arrow on the SUM(Sales) measure and select Quick Table Calculation >
Running Total
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i Columns = YEAR(Order Date) = QUARTER(Order D.. = MONTH(Order Dat..
1 Rows - (SUM(Sales)
SR Flter..

Show Quick Filter
Format..

10K

a4
v | Show Header
¥ | Include in Tooltip
100K Dimension
Attribute
0k Measure (Sum)
a0k Discrete
Continuous
oK Edit in Shelf
4 Add Table Calculation...
60K =
Quick Table Calculation  * Running Total
Rer
40K
30K
20K
10K Vear aver Year Growth
0K

Sales
b

Percent Difference
Percent of Total

Rank

Percentile

Moving Average

YTD Total

Compound Growth Rate

move Difference
I I D, Grow
January Februa_ March  April  May June | July August Septe  October Novem Decem

The bar graph will now add up all the sales for each bar in the chart to get a running total. A
triangle icon next to the Sum(Sales) indicates a table calculation.

1% Rows SUM(Sales) a

Order Date
2014

750K
TO0K
650K
B00K

550K

500K
450K
400K
350K
300K
250K
200K
150K
100K |||I “‘\
~mil

January Februa. March August Septe. October Novem. Decem

Running Sum of Sales

o
=3
=

April May June | July

3. Select the drop-down on the SUM(Sales) measure again to change the addressing type to Pane
(Across). This can be done under Compute using

ler Uatel = QUAKIERWOrder L. & MUNIHUrder Uat..

Filter..
Show Quick Filter

Format...
+ | Show Header

¥ | Include in Tooltip

Q4
Dimension
Attribute
_® | Measure (Sum) &
Discrete
_ ® | Continuous
Edit in Shelf II

Compute using 4 ‘m Table (Across)
4 Edit Table Calculation... Pane (Across)
Clear Table Calculation Pane (Across then Down)

Quick Table Calculation  » Pane (Down then Across)

Remove Cell
Order Date
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4. Notice the running total is done in each quarter pane separately. Once a new quarter begins,
the running total starts back at 0.

Pages * W Columns = YEAR(Order Date) = QUARTER(Order D. = MONTH(Order Dat.
= Rows SUM(Sales) a
Filters Order Date
2014
YEAR(Order D.. at Q2 Q3 a4
280K
Marks
ul Bar v 260k
& | J| & 240K
Color | | Size | |Label
220K
Detad| | Tool.
200K
2 180K
2
&
= 160K
E
£
£, 140K

-]
=

=
=]
=

N
=]
=

120K
100K
B
: I I

January Februa_ March = April  May Juna  July August Septe. OctoberNovem Decem

=

Adding a Ranking Quick Calculation

1. Create the following view of sales by City sorted by Sales

Pages Columns SUMI(Sales)
Faws. ity F
Flter: cty
N York City
Los Angeles
co
Marks ey —————————]
l Bar v
- m

0K 10K 20K MK 4K MK BOK TOK BOK GOK 100K TI0K 120K 130K 140K 150K 180K 170K 10K 180K 200K 210K 220K 230K 240K 250K 260K
Solos

2. Click and drag another instance of Sales to the marks Detail shelf and create a quick calculation

for rank
‘nm.u‘ ‘Tw\_.‘ Columbus I
Ep— Newark NN
SUM(Sal.. - Columbia I
e I
Al n —
o I
Show Quick Filter |
n I
Format.. s I
+ | Indude in Toolti o I
nclude in Tooltip g
Di i n I
imension o
Attribute s I
E Measure (Sum) y be I
Running Total
Discrete
Difference
Continuous X
Percent Difference
Edit in Shelf Percent of Total
A Add Table Calculation... Rank
‘ Quick Table Calculation ~ * Percentile -
R Moving Average
T YTD Total
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3. Drag the Ranked instance of Sum(Sales) to the filter card. A filter box will now appear
the rank values of 1 to 10 to show the top 10 child names

Filters

SUM(Sales) -
Marks

Philadelphia
Houston Filter [Rank of Sales]
ul Bar v Chicago [ 1
e e San Diego
e
&G Jacksonville — =3 | @]
Color] | Size || Label Springfield Range of values At least At most Spedial
0K 10K 20K 0K 16(
Detail| | Tool.. Range of values
SUM(Sal.. &
1 10
2 ]
1 531
D Include Null Values
Reset Cancel Apply
4. Top 10 cities now appear
Pages T Columns SUM(Sales)
= Rows City r
Filters Gity
EUENEE,  New York City
(SUM(Sales) =) "\ oy angeles
Seattle
San Francisco
Marks
Houston
! Bar v Chicago
— = San Diego I
&G Jacksonvilie G
Color | Size | |Label Springfield I
0K 10K 20K 30K 40K 50K 60K 70K 80K OOK 100K 110K 120K 130K 140K 150K 160K 170K 1BOK 190K 200K 210K 220K 230K 240K 250K 260K
Detai [Tool Sales ¥

. Filter on

Ti
L—-— Tip: There are other ways to filter for top N in charts. You may filter on a dimension and

select ‘top’. However, with that method, other filters may interact with the dataset and it
may not show the correct N number chosen. Filtering by rank will return the top N rank

after the other filters have been applied.

Module Summary

You should now be able to:

e Understand table calculations

Apply quick table calculations
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Module 7: View Enhancements: Formatting, Annotations, and Labels

Module Objectives

Formatting Worksheet

Identify the various options to enhance your view and make interactive

Apply basic formatting for fonts, alignment, shading, borders and lines

Add annotation, labels, and tooltip to highlight data and facilitate analysis

Formatting is an important part of both your analysis and presentation. You can format almost
everything you see on a worksheet including the fonts, shading, alignment, borders, and graph

lines.

These format settings can be specified using the Format window. When opened, the Format
Window replaces the Data window on the left side of the worksheet. There you can use a series of
drop-downs to specify format settings for the entire sheet, all rows, or all columns.

Opening the Format Window

1. Onthe main menu, select Format.

2. Select any formatting option to open the window: Font, Alignment, Shading, etc.

B < i »

h\

Dashboard...
Story...

Eont...
Alignment...
Shading...
Borders...

Lines...

Reference Lines...
Drop Lines...
Anngtations...
Title & Caption...
Field Labels...

Legends...
Quick Filters...

Parameters...

Cell Size
Woarkbook Theme

Copy Formatting

Paste Formatting

Clear Formatting

3

3

Fgrmat‘gerver Window Help

Y -
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Verify that the format window replaced the data window.

Fia Dols Workshest Dashboord Story Anehysis Map Farmat Server Window Help
S €M BB FR B O BRFS o EeNomad V= £0 D
Format Font " Pages  Columns. = YEAR(Order Datel = QUARTERIOrder D_
Ramms i i
= Fieds = Rows SUMISales!
Sheet | Raws | Columns — Order Do
Defoult 2011 w12 13 204
‘Worksheet: Arial, 8pt hd 280K
Panes A, 8pt v | Marks .
Header; Arial, 8pt v | Bar hd
allo 240K
Tooltip: Artal, 10pt v
ol | S | Lavel|
Total e
Pane: Arial, 8pt (O L 200K
Header: Arial, 8 hd
rial, Bpt 1B0K
Grand Total
Pane: Arial, 8pt v e
Header: Arial, Bpt ~ % 140K
120K
100K
Bk
60K
0K
20k
®
Clear ol Gz Q) 04 QG2 03 @4 ai 02 a3 Qb Of Gz Q3 0

O Data Sou... |Sheet 1 | Sheet2 Sheet 3 |Sheet4 |2 0

Font Setting

For the entire worksheet, you can specify the font, style, size, and color for both the pane text and
header text.

1. In the Format window, select the Font command # on the toolbar.
2. You can select to change the fonts for the sheets, rows, or columns.

3. Inthe example below, the worksheet font has been changed to Arial 12pt, Bold.

File Dats Worksheet Dashhoard Story Analysis Map Format Server Window Help
e o R B W P & D RCF 0 s Wlt Nomal v £ @
Format Font *| pages 1" Columns = YEAR(Order Date) = QUARTER(Order D.
B+ oms Fields~ o SR
i o e Fitters Order Date
Default 2011 2012 2013 2014
Worksh... Arial, 12pt v 280K
Pane: Arial, 12pt | Marks 250K
Header: | Arfal, 12pt v | |l Bar
o G &) 240K
Tooltip: Arial, 10pt v a |
- otor| | St || Labe 220K
Pane:|Arial, 12pt v [ [Pt (oot 200K
Header: |Arial, 12pt v 180K
Grand Total
Pane: Arial, 12pt v i"} 160K
Header: |Arial, 12pt v & 140K
120K
100K
80K
60K
40K
20K
0K
Clear Q1 Q2 Q@3 Q4 Q1 Q2 Q3 Q4 Q1 Q2 Q3 Q4 Q1 Q2 Q3 Q4

O Data Sou.. ‘Shsﬂl Sheet2 Sheet3 |Sheetd |fd 239 £

Alignment

Alignment allows you to control whether text is aligned horizontally, vertically, and the direction
and wrapping of text.

e Horizontal - controls whether the text aligns on the left side, right side, or is centered.

e Vertical - controls whether the text aligns across the top, middle, or bottom.
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e Direction - rotates the text so that it runs vertically or horizontally.

e  Wrap - controls whether long headers and pane text wrap to the next line rather, than being

abbreviated.

1. Inthe Format window, select the Alignment button = on the toolbar to see the Alignment
format settings.

2. Like font, you can change the alignment of the entire worksheet, rows, or columns and
determine the horizontal, direction, vertical or wrap of the text.

Format Alignment

AE>m #

Sheet |Rows | Columns

Default

Pane: Automatic

= Pages

Fieldsw

Filters

[ Class Desc

-

Header:| Horizontal

Direction

Total Automatic | | Automatic |
Pane: = = = A < »
Header;| Vertical Wrap
Grand Total — | FLETEE | | FLE L |
Pane: = = off ©On

Header: MK_Vr—m
p—

Shading

Shading controls the background color of the pane and headers for normal areas, totals, and grand

totals.

To make text tables easier to read, you may want to alternate the color from row to row or column
to column, often referred as banding.

1. Inthe Format window, select the Shading button ® on the toolbar to see the Shading format

settings.

2. Determine if you want the entire worksheet, row, or just columns to have the shading altered.

3. Select the color you want the bands to be for either the pane or the header areas.

4. Select the band size, or frequency of bands, by sliding the Band Size either to the left or to the

right.
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e e e R

2 Normal Vi LT

e R Wewiy §e

Format Shading Pages iii Columnns YEAR(Order Date)
A=Em s Fields 12 Rows City
‘ Sheet ‘ Rows | Columns ‘ Filters Order Date
Default —————— City 2011 2012 2013 2014
Aberdeen 26 A
Worksheet: Abilene 1
Akron 171 428 804 1,327
Pane: Marks Albuquerque 615 1,605
A i 5221 192 81 25
Header: None v | AcAutomatic ¥ Ajlen 290
o | & | | Allentown 837 16
Total &1 S| | Altoona 20
) _ Color ] | Size || Text || Amarillo 3024 543 205
Pane:|None v Anaheim 1,050 1336 3231 2,360
Detail| | Tool.. Andover 436
Header{None ke 80
| % SUMISales; Antioch 19
Grand Total 12 ( ) i . i
Pane: Apple Valley 129 564 1,360
Appleton 22 1,650
Header:None v Arlington 1511 6071 10003 1730
Arlington Heights 14
Row Banding ——— Arvada 503
Asheville 24 1,364 87
Pa"e= Athens 1,233 201 286
Atlanta 266 7,755 3444 5733
Header: Atlantic City 23
Band Size: 1 Auburn 692 1874 589
) Aurora 562 2,149 3720 5226
Level: Austin 758 795 1,362 3,143
Avondale 893 54
Bakersfield 215 87 1,075
Baltimore 651 1,162 1,091 3,253
Bangor 617 547
Bartlett 89
Bayonne 183
Baytown 10
Beaumont 459 13
Bedford 21 205
| Clear Belleville e aw

Borders

Borders are the lines that surround the table, pane, cells, and headers in a view. You can specify
the border style, width, and color for the cell, pane, and header areas.

Borderlines are particularly helpful when you have multiple dimensions on the row shelf.

file Data Worksheet Dashhoard Story Analysis Map Farmat Server Window Help

@ e M B e Py B
Format Borders
A=oHS Fields~

Sheet Rows | Columns |

Default
Cell: None v
Pane; —————————————— v
Header: None A
Total
Pane; ———— ¥
Header: v
Grand Total
Pane; ———————— v
Header: v
Row Divider
Pane: =======sssmsmmea v
Header:| ================: v
Level:

Column Divider

Pane: None v
Header: None v
Level:
Clear

i+ Normal vm L T
Pages 11l Columns = YEAR(Order Date)
= Rows City
Filters Order Date
oty 20112012 2013 _ 2014
Aberdeen 26] A
Abilene 1
Akron 171 428 804 1,327
Marks Albuguerque 615 1,605
i 5221 192 81 25
Ao Automatic v allen 290
T\ a 837 16
& O % anoona 20
Color| | Size | Text Amarillo 3,024 543 205
Anaheim [ 1050 1,336 3231 2,369
Detail| Tocl. Andover 436
Ann Arbor 888
%[ SUM(Sales) | = Antioch 19
Apopka 193 m
Apple Valley 129 564 1,360
Appleton 2 1,650
Arlington 1511 6,071 10,803 1,730]
Arlington Heights 14
Arvada 203
Asheville 24 1,364 &7
Athens 1,233 201 286
Atlanta 266 7,755 3444 5733
Atlantic City 23
Auburn 692 1874 589
Aurora | 562 2148 3720 5228
Austin 758 795 1,362 3,143
Avondale [ s¢ |
Bakersfield 215 87 1,075]
Baltimore 651 1,162 1,081 3253
Bangor 617 547
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Bayonne 183
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458 13
Bedford 2 205
Belleville 1492 400] »
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Lines

The lines settings control the lines that are part of the graph such as grid lines and zero lines as well
as lines that help you inspect data such as trend lines, reference lines, and drop lines. You can
specify the style, width, and color for each of these lines.

1. Inthe Format window, select the Lines button # on the toolbar to see the Lines format
settings.

2. Determine if you want the entire worksheet, row, or just columns to have lines.

3. You can alter the line, line width, and color for the grid lines, zero lines, trend lines, ref lines,
drop lines, axis rulers, and axis ticks.

File Data Worksheet Dashboard Story Analysis Map Format Server Window Help

€« M F Ly - i7 ‘= iF Abe [l - Normal v L T
Format Lines Pages iii Columns = YEAR(Order Date)
A=OEF ields~
& Fields = Rows SUM(Sales)
| Sheet Rows Columns Filters Order Date
Lines YEAR(OrderD.. =~ —————— N
Grid Lines: None v 280K —
F | e | | Mlarks
Zero Lines: 260K
Trend Lines; —————— v| | "l Bar M
o1 e (w1l 240K
Ref Lines; ———————————————— ¥ ® T
Color| | Size | | Label
—
Drop lines: ———— ¥/ [ —— —— 220K
) Detail | |Tool... .
Axis Rulers: None L S 200K —
- & | @ State -
Auxis Ticks: v 180K
State 160K |
M Alabama A =
Arizona 140K -
M Arkansas [R—
California -
M Colorado 120K | —— —
Connecticut | ]
M Delaware 100K — ==
District of Co.. — -
M Florida
Georgia 8o [
M daho . ||
M lllincis 60K NN —— ——
[ | :ndlana — —
owa 40K —
M Kansas
Kentucky - ! -
Louisiana 20K
Maryland
M Massachuse.. 0K
Clear Michigan W Q3

Format Specific Setting

Instead of formatting the entire worksheet, you can format specific settings by right-clicking a
specific part of the view and selecting Format. You can format fields, numbers, legends, title and
caption, null values, and reference lines and bands.
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Modify Fields

Rather than formatting all rows or all columns in a worksheet, you can specify format settings that
only apply to a specific field in the view.

1. Right-click the part of the view you want to format and select Format.
2. The Format window opens containing settings relevant to the selected field.
File Data Worksheet Dashboard Story Analysis Map Format Server Window Help
# € M & g - e iz B Abe [~ Normal Vi L T
Format Lines | Pages M Columns = YEAR(Order Date) QUARTER(Order D..
=08l el oy = Rows SUM(Sales)
I Sheet Rows Columns State Order Date
Lines QUARTER(Ordler Date) 2014
ordtinesNone | | sUMISales) \
rid Hnes: Tone YEAR(Order Date) 260K [ ]
Zero Lines: VIarK 260K
o (]| 240K
Color | | Size | |Label
Axis Rulers: petat] oo 200K — -
—_—
State 160K —
W Alab L —
Ar?zoan”z;a 2 140K - :
M Arkansas J—
California | ] -
M Colorado 120K —e ]
Connecticut | ]
M Del —
e 1| o | B
.222;1;,3 g0k . .
M (dah
IHI\?m?s Gk — ! =
B Indi B =
= -ENEE
Koy 0= = [ |
S =
| Clear | .'M‘Tm‘;;:u Y Ql Q2 Q3 |
0 Data Sou... ‘Sheet‘l Sheet 2 | Sheet 3 | Sheet 4 ‘Eﬂ 2=}
3. Modify the desired settings.
4. When finished, click the X in the upper right corner of the Format window to return to the Data
window.
Numbers

When you format a measure, you can specify the number format for both the axis and the pane
text. You can select from a set of standard formats, such as number, currency, scientific, and
percentage.

1.

2
3.
4

Right-click a measure or axis in the view and select Format.
In the Format window, click the Numbers drop-down.
Select a number format.

When finished, click the X in the upper right corner of the Format window to return to the Data
Window.
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A\

Note: Some formats require additional settings. For example, if you select Currency
(Custom), you must also specify the number of decimal places, how to treat
negative values, the units, a prefix or suffix, and whether to include thousands
separators.

Field Labels
Field labels are row and column headings that indicate the data fields used to create the Table.

When field labels are showing they display in three different parts of the view: rows, columns, and

the corner. You can format the font, shading, alignment, and separators for each of these types of
field labels.

1. Right-click on a field label in the view and select Format.

2. Inthe Format window, specify setting the font, shading, and alignment of the field labels.

Format Field Labels X

Pages 1 Columns | 5 YEAR(Datatime) QUARTER(Datstime)
Field Labels
1= Rows SUMINet Profit
Default
Filters
Font:| Arial, 8pt v EED
2015 Sort Ascending
Shading: N
acing:| Tone e Sort Descending
Corner 140K —
LS — Formt...
Fonts Arial, 8t -
& ul Bar e || Hide Field Labels fer Columns
Shading: | None v -
& [¢] % —

Legends

When you encode the marks using the color and size shelves a legend card displays in the
worksheet. You can format the legend font, shading, border, and alignment.

1. Right-click on the Class Description legend and select Format Legend.

2. Inthe Format window, specify settings for the body and title of the legends.

Format Legends 3 P
Tithe

Font: Arial, 9pt
Filters.
Alignment: Left

Fants Arial, Bpt Y] Marks

Shading: Nene v | ol Ber

& ]
Calos Size Label

Detail | | Techip.

& Child Name

Child Name -
Edit Calors...

Format Legends,
Show Title
Edit Title..

0|

<

Highlight Selected ltems
F oSt

X Hide Card

3. To edit the legend title, right-click inside the legend and select Edit Title.

A\

Note: The legend format settings apply to all legends, you cannot format individual legends
separately.
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Add View Title

1. Inthe main toolbar, select Worksheet > Show Title. The Title shelf will appear. Double click in
the empty space to edit Title.

2. Typein the view title and modify the text and format the font, size, style, color, and alignment.

3. When finished, click OK.

Edit Title “
Trebuchet M5 vz v 7| v - = = [ meerte [ X
Net Profit by Quarters and Child Name
Reset Cancel Apply

4. You may also double click on the sheet tab at the bottom and name the view from here.

Data

= Pages 111 Columns. [=] YEAR(Datetime) QUARTER(Datetime)
[J Clipboard_20150130T114557
[ Daily Output (Qutput Sample i= Rows SUM(Net Profit)
(i e T Fiers Title Sheet 4
Abc Category
& Child Name Groups Datetime
#be Collection 2015
B Datetime
v Model Marks
4 & Parent Child Hierarchy ul Bar v o | ]
abc Parent Name
abe Child Name & @ 4 -
Hve Type Color | | Size | | Label
Abc Units. 120K
ave Value Type Detail | [Tool
Abc Measure Names eall | | Tooltip
& | Child Name

100K

Child Name
W BLACKT_UNT1 A
g o
Mezsures o
3
# Band =
4 Emissions Cost W omaR_2 UNIT 1
4 Generation GMAR_2_UNIT 2 60K
4 Net Profit W oMER_2_UNIT3
X C"E‘t Revenue OMAR_2_UNIT 4
alue [
PIT1_7_UNIT 1
- Number of Recerds o7 - | —
# Measore Values PIT1_7_UNIT 2 — ]
W PIT3_7_PLIXS -_ —
PIT4_7_PLIXZ |
PITS_7_PLIXZ —
T S0k — |
PITS_7_PL3X4
W PTe_7_UNIT1 —
PITE_7_UNIT 2 — —
PIT7_7_UNIT 1 0K
PIT7_7_UNIT 2 v a1 a2 @ o
Sheet 1 Sheet2 || EXEEEY || tw | 2B

5. When you print to PDF or include in a dashboard, the view title will appear.
Add View Caption

Captions are helpful in providing more detailed information about a view. When saving as PDF,
captions will show up at the bottom of a view.

1. Inthe main toolbar, select Worksheet > Show Caption. The caption box will appear in the
bottom section of view. Double click anywhere in the white space to edit Caption. A dialog box
will appear.

2. Typein the information you would like displayed and format the font, size, style, color, and
alignment.

3. When finished, click OK.
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Pages 1ii Columas £ YEAR(Datetime) ! QUARTERIDatetime)
£= Rows SUMINet Profit

Filters Tile Sheet 4

Detail | [Toattip Edit Caption | = |

4. When you print to PDF, the caption is included at the bottom of the view.

Resize Tables

Tableau allows you to change the size of the rows, columns, and cells that compose a table.
Resizing Entire Table

You can increase or decrease the size of the entire table by selecting Bigger or Smaller on the
Format > Cell Size menu. This option increases both the width and height of the panes.

Resizing Rows and Columns

Sometimes the rows and columns are not quite wide or tall enough. You can manually drag the
header and axis borders in the view to change the row and column size.

1. Place your cursor over the vertical or horizontal border of a header or axis.

2. When you see the resize cursor, click and drag the border left and right or up and down.
Resizing Cells

Any table you can create in Tableau has the cell as its basic component.

1. On the main menu, click on Format > Cell Size.

2. Select the desired cell size.

i
l Tip
Tips:
e Square Cell — adjusts the view so the cell has a 1:1 aspect ratio, which is particularly useful

for heat maps.

e Text Cell — Adjusts the view so the cell has a 3:1 aspect ratio. This is particularly useful for
text tables.

e After changing the cell size, you can use Ctrl+B and Ctrl+Shift+B to decrease or increase the
table size while maintaining the cell aspect ratio.
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Edit Axes
When you add a measure to the Columns or Rows shelf, you add an axis to the view. For each axis
you can specify the range, scale, tick mark properties, and more.
Axis formatting options are available in the Edit Axis dialog box
Changing Axis Range
You can limit the axis range in order to focus the view to where the data points lie.

1. Right-click on the axis that you want to edit and select Edit Axis.

Sub-Category

Edit Axis...

Select Marks

ar Axis Range
Synchronize Axis

Add Reference Line
Acces.. Applia.. Art BindersBookc.. Chairs Copiers Envel.. Faste.. Furnis.. Labels Machi.. Paper Phones Storag..Suppli.. Tables

Format...
Show Header

2. Inthe Edit Axis dialog box, select one of the following:
»  Automatic - The axis range is automatically decided based on the data used in the view.

»  Uniform axis range for all rows or columns - the axis range is the same across all panes in
the view.

» Independent axis ranges for each row or column - the axis ranges vary across each panein
the view.

»  Fixed - specify the start and end values for the axis. Fixed axes are applied across all panes
in the view.
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Edit Axis [Net Profit]
. T :
il o=
Ger coll | [ty
3. You can also specify whether to automatically include zero. When the option to not include
zero is selected, the axis range will adjust to just show the range of values in the data.
4. Click OK.
Changing Axis Title and Scale
1. Right-click the axis that you want to edit and select Edit Axis.
2. Inthe bottom left of the Edit Axis dialog box, optionally select one of the following options:
Reversed — select this option to reverse the order of values on the axis.
Logarithmic — select this option to use a logarithmic scale on the axis.
3. Click OK.
Modifying Tick Marks
You can specify how often the tick marks are displayed along the axis.
1. Right-click the axis you want to edit and select Edit Axis.
2. Inthe Edit Axis dialog box, select the Tick Marks tab.
3. For both Major and Minor tick marks, select from one of the following options:
Automatic - select this option to automatically show tick marks based on the data in the
view.
Fixed - select this option to specify how often the tick mark should display and the starting
value.
None - select this option to hide the tick marks completely.
4. Click OK.

Copy Formatting to Other Worksheets

1.
2.
3.

Click the worksheet from which you want to copy formatting.
Select Format > Copy Formatting.

Click on the worksheet you want to paste the formatting into.
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4. Select Format > Paste Formatting.

AN

Drop Lines

Note: This command does not copy manual sizing, zoom settings, or default label
orientation.

Drop lines are most useful for distinguishing marks and calling out their position in the view. For
example, in a view that is dense with scatter marks, you can turn on drop lines to show the position
of a particular data point.

When you add drop lines a line is extended from the marks to one of the axes. You can choose to
show drop lines all the time or only when a mark is selected.

&
‘ Tip
Tip: Drop lines are best for scatterplots.
Add Drop Line

1. Create the following view and right-click on the pane and select Drop Lines > Show Drop Lines.

Pages i Columns SUM(Sales)
= Rows SUMI(Profit)
Filters
$25,000 °

Marks

o

&S|
Color| | Size | | Label

$15,000
Detail| Tool...| |Shape|

& E Category

Product .. $10,000
Select All

Profit

Category o = View Data...

M Furniture $5,000 Copy D
W Office Supplies
M Technology Format...
Annotate 4

$0-- Trend Lines LA

o Forecast
Drop Lines L Show Drop Lines
-$5,000 ° @ Show View Toolbar ECJ%DK)D Lines...
e]
-$10,000
$0 $10,000 $20,000 $30,000 $40,000 $50,000 $60,000

Sales

2. Select a specific data point to verify drop lines appear.
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Pages 1 Columns SUM(Sales)
1 Rows SUM(Profit)
Filters
$25,000
Marks

** Automatic

$15,000
Detai | [Tool... [Shape
& = Category
Product .. $10,000
Category h Q@ KeepOnly X Bclude & -
i Fomiturs $5,000 - Category Technology
Office Supplies _
: {L“fﬁlsizs Product Name: Hewlett Packard LaserJet 3310 Copier
Profit $6,984
%5 Sales $18,840
$5,000
$10,000
$0 $10,000 $20,000 $30,000 $40,000 $50,000 $60,000
Sales

Highlight Marks

Highlighting allows you to call attention to marks of interest by coloring certain marks and dimming
others.

Highlight using Color Legend

1. On the color legend card menu, click the Highlight button £ at the top of the color legend or

select Highlight Selected Items.

Category o
[l Furniture

[l Office Supplies
[l Technology

2. You can select an item in the color legend or a dataset in the view to verify the highlight.

Pages T Columns SUM(Sales)
i= Rows SUM(Profit)
Filters
$25,000
Marks
LURERCRIN:
Color| | Size | |Label
$15,000
Detail| [Tool...| [Shape

& = Category
Product .. $10,000

Profit

Category e
ng m! aﬂ @

$5,000

o
(o]

V Keep Only % Exclude

Office Supplies 8o 5
Nt o
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Annotations

Use annotations to call out a specific mark, a specific point such as a value on the axis or a
reference line, or an area such as a cluster of scatter marks.
Add a Mark Annotation

1. Right-click the view where you want to add an annotation and select Annotate.

i Columns SUM (Sales)
i= Rows SUMI(Profit)
$25,000 o
Select All
= View Data...
$20,000 Ty 5
Format...
Mark Label 4
§15,000 Annotate 4 Mark...
Trend Lines 4 Point...
Forecast Area...
$10,000 Drop Lines v ]
E @  Show View Toolbar
- o
¥ Keep Only
s © X Exclude
Group »
@ Create Set...

2. Select one of the following types of annotations from the submenu:

e Mark - select this option to add an annotation that is associated with the selected mark.
This option is only available if a mark is selected.

e Point - select this option to annotate a specific point in the view.

e Area - select this option to annotate an area in the view such as a cluster of outliers or a
targeted region of the view.

3. Inthe Edit Annotation dialog box, type the text you want to show in the annotation and click on
the OK button.

4. The annotation that you just made will appear on the chart.

Pages T Columns SUM(Sales)
i= Rows SUM(Profit)
Filters
$25,000 o
Marks -
«* Automatic v|| 520000 ategory Technology
Product Name Canon image-
& .l % CLASS 2200 Advanced Copier
Col H | Frofit $26,200
olor | | Size | |Labe oot 431800
$15,000
Detail| Tool... Shape
& = Category
Product .. $10,000
Category °
M Furniture $5 000
W Office Supplies o
W Technology
$0 o
o
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Positioning a Mark Annotation
After you add an annotation, you can move it around, resize it, adjust the line, and move the text.

e Toreposition the body: Click and drag the body of the selected annotation to a new
position.

e Toresize the body: Click and drag the body resize handle B |eft and right. The text and
height are automatically adjusted to fit the width of the body.

e To resize the line: Click and drag the line resize handle .
Area Annotation

An area annotation is a way to highlight or call out an area in the view. As opposed to a single mark
annotation, area annotations are commonly used to call out several marks.

e To reposition the box: Click and drag the box of the selected annotation to a new position.
e Toresize the box: Click and drag one of the box resize handles 3.
e To reposition the text: Click and drag the center text handle =! to a new position.

e To resize the text width: Click and drag the right text handle = left and right. The text
height is automatically adjusted to fit the width.

Format Annotations
You can modify the text, body, and line for each annotation.

1. Select one or more annotations, right-click one of the selected annotations, and select Format.
The Format window opens showing the relevant settings.

2. Inthe Format window, use the drop-downs to specify font properties, text alignment, line style,
and shading.

Removing Annotations
1. Select one or more annotations to remove.

2. Right-click one of the selected annotations and select Remove or click the Delete key on your
keyboard.

Labels

Labels are values shown next to each data point in a view. They can be value numbers like sales
values, or they can be the child name or category next to each line. They can be turned on for all
marks, selected marks, highlighted marks, the minimum and maximum values, or just the line ends
in a line chart.

Displaying Labels for the Entire Worksheet

You can show and hide mark labels for the whole worksheet by clicking the Show Mark Labels ***
button on the toolbar. Use the Label shelf drop-down control to specify font properties, alignment,
when to show the label, and other options.
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Pages Tl Columns SUMI(Sales)
i= Rows SUM(Profit)
Filters
§25,000 $250200
Marks
& a || %
Color| | Size | |Label
Detail| Toal... Show mark labels
& (5 categ Label Appearance
Produ Text:
Font: |Arial, 8pt hd
Mgment:avomate <] | o g9
Category $6,084 §7.
W Fumniture | Marks to Label
offce Sup Seleced $4571
M Technology|  Min/Max  Hiahlighted RS §3,345
) $2,234
Options %952 $761
D Allow labels to overlap other marks 5 ps

Oy~ —$327°
. 81147 ©
032,876 81,81

| o
-$3,840 o
-$5,000 -$4,590

Showing and Hiding Individual Mark Labels

You can show and hide individual mark labels using the right-click context menus in the view.
1. Right-click the mark you want to show or hide a mark label.

2. Onthe context menu select Mark Labels and then one of the following:

e Automatic - select this option to allow Tableau to turn the label on and off depending on
the view and the settings in the Format window.

e Always Show - select this option to show the mark label even when it would otherwise be
hidden (based on the settings in the Format window).

o Never Show - select this option to hide the mark label even when it would otherwise be
shown (based on the settings in the Format window).

Moving Labels
1. Select the mark whose mark label you want to move.
2. Click and drag the yellow move handle to a new location.

Tip
L—-— Tip: It is not recommended to move label locations around if the user will be filtering the
data a lot. As the data plots shift in location, the label will not.

Tooltip

Tooltips are additional data details that display when you rest the pointer over one or more marks
in the view. Tooltips are specified for each sheet and can be formatted using the formatting tools
along the top of the Edit Tooltip dialog box.
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Add Tooltip

1. Inthe toolbar, select Worksheet > Tooltip or click on the Tooltip shelf under the marks card.

Winrbch mat

Dashboard  Story  Analys
#ll  New Worksheet Ctrl+M

Copy 4
Export L4

Clear L4

Actions...

Tooltip...

Show Title

Show Caption

Show Summary

Show Cards L4

Show Zoom Controls L4

Describe Sheet... Ctrl+E
Duplicate as Crosstab

Auto Updates L4
Run Update L4
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2. Modify the content in the Edit Text box. You can add dynamic field values by clicking on the

Insert dropdown.

Marks I
NENE Al *(10_) (2] ][] e == = [mserc] X
Color | Size | | tabel [FEEERENES EREN N SRR IR RN TR Data Connection Name poos
$15,00
Category <Category> .
DE'B“ Shape Product Name: <Product Name> Data Update Time
Profit - <SUM{Profitj>
o By Sales <SUM(Sales)> Sheet Name
Workbook Name
Product .. $10,00
% Page Count
o
Category Page Name
M Furniture $5.00 Page Number
[l Office Supplies 3 . —
W Technology Show Tooltips |Responsive - Show tooltips instantly (defau Default Caption nd buttons
Reset Preview Default Title Cancel
$
%Wm 3 ‘(J) $397°0 :n% Full Name
’ 082876 81,811 User Name
r ,53%40 [e] Parameters.Profit Bin Size
$5,000 84500
! Parameters.Top Customers
Cats
©-$8,880 =y
-$10,000 Product Name
$0 $10,000 $20,000 $30,000 $4C SUM(Profit) %
Sales SUM(Sales)

3. When you hover over a data point in the view, the tooltip will be shown.

Pages 1l Columns SUM(Sales)
£ Rows SUM(Profit)
Filters
$25,000 3250200
Marks
< Automatic ~|  S20000
& 5
Color | | Size Label
$15,000
Detail| [Tool...| [Shape
& = Category
Product .. $10,000
£ o sr%‘j
Categor i 5
- re.?mn?;q o 56,984 Category Office Supplies
M Office Supplies ) 53-72} 084571 o, Product Name: Fellowes PB500 Electric Punch Plastic
M Technology $3.344 é’ @ "53-%‘:2 - Comb Binding Machine with Manual Bind
¥ b S052 1 Profit $7,753
50 Og o ! Sales $27,453
0 5327% 0
$1147 © o
o.$2876  -S1811
3840 o
-§5,000 83, $4500
088,880
-$10,000
s0 $10,000 $20,000 $30,000 $40,000 $50,000 $60,000
Sales

Module Summary

You should now be able to:

e |dentify the various options to enhance your view and make interactive

e Apply basic formatting for fonts, alignment, shading, borders and lines

e Add annotation, labels, and tooltip to highlight data and facilitate analysis
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